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1.  Following are the ICASS Service Center's recommended

meetings for post's ICASS Councils and Budget Committees

as described in reftels A) and B).  This calendar should

be used as a planning guide for key ICASS meetings during

the year, but is by no means exhaustive.  Note: The

suggested timeframes and agenda items for the various

meetings are subject to modification and may be adjusted

to accommodate circumstances at post.

-------------------------------------------------

FIRST QUARTER OF FISCAL YEAR (OCTOBER - DECEMBER)

-------------------------------------------------

LATE NOVEMBER:

* ANNUAL 'SHAREHOLDERS' MEETING (ICASS Council & Budget

Committee together)

Noting that by this time, prior year-end close is

finished, final spending and carryover levels are known,

target funding levels have been received, and the budget

workshops are over, the service provider focus at this

meeting should be:

-  Giving the Council and Budget Committee a brief

overview of the fiscal year just ended

-  Informing them of any major items and issues in the

new fiscal year's budget and changes/trade-offs made to

ensure that the Initial budget reflects the goals and

objectives set by the ICASS Council in the prior year

-  Presenting the budget, the ICASS invoices and related

reports to agency representatives.  Posts may distribute

the ICASS invoices and relevant budget reports prior to

the meeting to facilitate and expedite the process.

(Note: Agencies are allowed 10 working days to review,

authorize and return the signed invoices)

------------------------------------------------

SECOND QUARTER OF FISCAL YEAR (JANUARY - MARCH)

------------------------------------------------

FEBRUARY/MARCH:

* ANNUAL REVIEW AND ASSESSMENT (ICASS Council)

This is one of the most important meetings of the year and

should include:

-  Setting a strategic vision for ICASS at post taking

into account the Mission goals, right-sizing, agency

growth, NECs, customer expectations, consolidation of

services, the resource environment, etc., much like a

corporate Executive Board.  Identify ICASS support

challenges, areas for improvement, proposed innovations,

and cost savings initiatives

-  Review the Mission Strategic Plan or MSP (formerly

known as the Mission Performance Plan or MPP) as it

relates to ICASS.  Council should ensure that the relevant

funding requests for staffing, infrastructure support, New

Embassy Compound or NEC (if applicable), and consolidation

of services are included in the MSP

-  Review Mission progress on consolidating service

delivery, eliminating duplication, and rightsizing

-  Review ICASS Customer Satisfaction Survey results and

mission progress.  If appropriate, establish working

groups to more fully assess the results and make

recommendations to enhance or improve performance

-  Evaluate the Service Provider's performance. The

Council should prepare a consensus memorandum for

evaluation/input for the service provider to the DCM,

State Management Officer and/or USAID EXO and the AID

Mission Director where appropriate.

-  Review criterion and make nominations for ICASS

awards (see reftel C).  Awards are an excellent management

tool for recognizing outstanding and/or improved service

and should be utilized whenever appropriate

--------------------------------------------

THIRD QUARTER OF FISCAL YEAR (APRIL - JUNE)

--------------------------------------------

APRIL/MAY:

* MID-YEAR REVIEW: THE FINAL BUDGET (Budget Committee)

-  Provide a mid-year overview, informing members of

any new items and issues, changes that have to be made to

the Initial budget because of the new Final funding

Targets, and establish any major unfunded priorities

-  Present the Final budget, the ICASS invoices and

related reports to agency representatives.  Posts may

distribute the ICASS invoices and relevant budget reports

prior to the meeting to facilitate and expedite the

process.  (Note: Agencies are allowed 10 working days to

review, authorize and return the signed invoices)

JUNE 1 - BEFORE JULY 1:

* REVIEW WORKLOAD COUNTS/TIME ALLOCATIONS (Budget

Committee)

-  Review workload counts, time allocations, customer

agency requests for service level modifications

-  Review service offerings and performance standards to

ensure they are consistent with the overall ICASS budget

plan

----------------------------------------

FOURTH QUARTER OF FISCAL YEAR (JULY-SEP)

----------------------------------------

EARLY SEPTEMBER:

* ADMINISTRATIVE & BUDGET ISSUES (ICASS Council & Budget

Committee)

---     Elect ICASS Chair for next fiscal year (Note: A best

practice at many posts is to also elect a vice-Chair)

---     View the ISC's "ICASS Orientation" DVD (especially

useful for Council, Budget Committee members and others

new to ICASS)

---     Brief final report on:

-    A) Contingency Fund requests

-    B) Partial Year Invoice submissions

-    C) Potential carryover funds

-    D) Latest budget environment and unfunded

priorities

2.  Any comments, questions and suggestions should be sent

to the ISC's Policy Coordination and Training Team at

ICASSSERVICECENTER@State.gov.

3.  MINIMIZE CONSIDERED

RICE 
