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REF:  State 028296
SUMMARY:  This is the fifth in a series of cables highlighting the changes to the ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers the nine General Services cost centers and applies to Standard posts only.  Please share this information with all LE Staff supervisors responsible for the functional areas covered in this cable.  The changes outlined in this cable are to be implemented at post beginning with the May 1, 2008, ICASS workload counts.  This cable must be read along with the Chapter 340 draft found on www.ICASS.gov.  END SUMMARY

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

1.  Vehicle Maintenance (6132)

------------------------------
Description of Services:  

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

There were no major changes to the services provided.   

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included are any costs for rent and utilities for space occupied by the Vehicle Maintenance Unit, any related contract costs, costs for specialized tools and equipment, and costs for incidental and routine supplies for general use.  

Time Allocation:  

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

Employees who perform or supervise these services allocate their time to this cost center.

How to Count:  

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

The distribution factor, the number of official vehicles serviced, remains unchanged.

ACTION REQUIRED:  

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

The GSO must review and validate the number of vehicles maintained for each agency.  Review and validate the time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

2.  Administrative Supply (6133)

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

This cost center varies widely from post to post.  Some posts are totally dependent on centrally-stocked supplies, others have been able to outsource this function and set up purchasing arrangements with local office supply companies which essentially become the administrative supply operation.  Some posts coordinate the procurement of supplies but direct charge agencies for the cost of the supplies.  The local economy will likely be the primary factor in determining how this cost center functions at each post.
Description of Services:  

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

No major changes in the services provided.

Budgeted Costs:   

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

Beyond the two budget categories included in most cost centers,  also included are any rent and utility costs for any space related to the storage of office supplies which is located outside the embassy building (i.e., in a warehouse).  

The most significant change is that the costs for all centrally-stocked office supplies will now be budgeted only in this cost center.  Office supplies for ICASS sections are not to be budgeted in the individual cost centers; supplies issued to ICASS offices will be counted to 1901.0-ICASS and will be spread to the other agencies through ICASS Redistribution.  

If your Admin Supply Unit processes but direct-charges a large number of supply requests, a sub-cost center must be established in order to capture this workload (the dollar value of supplies issued) and facilitate an appropriate allocation of time for the Supply Unit staff.   

Time Allocation:  

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

Employees who directly perform or supervise these services allocate their time to this cost center.  This would include a portion of warehouse staff time if they off-load, stock and transport the supplies.   If post has a sub-cost center (as outlined above), ensure an appropriate amount of time is allocated to it.

How to Count:  

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

There is no change to the distribution factor:  the dollar value of supplies issued.

ACTION REQUIRED:  

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

Review post’s method for tracking supplies to ensure that it captures all relevant workload data.  Review and validate the time allocations made to this cost center and the sub-cost center (if applicable).  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

3.  Procurement Services (6134)

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

Description of Services:  

-----------------------
We made no substantive changes to this section but did provide clarifications to the definition of service.  We have also updated the weighting categories to reflect the current micro-purchase ceiling (USD 3,000).  There is a NOTE which states that highly specialized procurements for customer agencies are the programmatic responsibility of the requesting agency.  

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included are costs for any specialized equipment or supplies for use by the Procurement section.

Time Allocation:  

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

Employees who perform or supervise the services provided allocate their time here.  At posts where procurement/contracting personnel devote time to preparing and administering lease contracts, an appropriate percentage of time should be allocated to 6148-Leasing Services.  

How to Count:  

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

The distribution factor (the number of executed procurement documents) and weighting categories remain unchanged.  Posts are reminded that they must use the three weighting categories used in this cost center; there are no other accepted methodologies for counting executed procurement documents.  

There are five NOTES in this section that provide guidance on issues related to counting workload for this cost center; two merit special mention.  If an agency requires a procurement action as a result of activity in another cost center (e.g., the maintenance section determines an agency needs a new air conditioner) and that agency does not subscribe to procurement services, they have two choices:  they may either procure the item directly themselves (i.e., internet purchase or headquarters purchase) or they may request the Procurement Section to process the order.  In the latter case, this workload would be captured and entered as a workload count for that agency.  The second NOTE explains how to count a single procurement which carries fiscal data from multiple funding sources.  Essentially, the dollar value associated with each fiscal strip will determine the weighted procurement count.

ACTION REQUIRED:  

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

Review and validate post’s counting methodology and ensure that the three weighting categories are being properly applied.   Ensure that the total count includes all ICASS-processed purchase card acquisitions.  Review and validate the time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

4.  Reproduction Services (6135)

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

Description of Services:  

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

There were no changes to the services provided.

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included are costs associated with maintaining the equipment, costs for supplies, toner and other items required for this cost center, and costs for replacement equipment.  

Time Allocation:  

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

Employees who perform or supervise these services allocate their time here.

How to Count:  

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

The distribution factor is the total number of copies printed/reproduced (each printed side of a page is counted).  There is no differentiation made between color copies and black/white copies.  

ACTION REQUIRED:  

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

Ensure the staff in the Reproduction Office understands the distribution factor and that they gather their counts accordingly.  Review and validate the time allocations.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

5.  Shipping and Customs (6136)

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

Description of Services:  

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

There are some minor clarifications of the services provided.

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included are contract costs for a commercial provider if these services are outsourced (and not otherwise direct-charged), costs for any specialized equipment or supplies, and costs for a dedicated vehicle (where applicable).  

Time Allocation:  

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

Employees who perform or supervise these services allocate their time here.  

How to Count:  

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

The distribution factor (the total number of incoming and outgoing shipments processed) remains unchanged but there is some clarifying language on gathering the count.

ACTION REQUIRED:  

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

Ensure the Customs and Shipping staff understand the distribution factor and are appropriately tracking workload counts.  Review and validate time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

6.  Motor Pool Services (6139)
---------------------------------------------------
The name of this cost center has been changed from “Direct Vehicle Operations” to the above title.  This cost center covers only passenger and multi-use vehicles (multi-use vehicles are those that transport people and “things”, i.e., vans).  It also includes unassigned vehicles that are used as “self-drives.”  All other vehicles will be budgeted and tracked in a new “utility fleet” cost pool (guidance to be provided).  

Description of Services:  

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

There is some minor clarification on the services provided and a new reference to the FAM guidance on “other authorized use” of motor vehicles.  

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included here is a series of costs associated with the Motor Pool and its staff.  If the Motor Pool office is located outside the embassy (e.g., in the warehouse or other facility), rent and utility costs are budgeted here.  Finally, costs for replacement of ICASS Motor Pool vehicles are budgeted in this cost center.  

Time Allocation:  

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

Employees who perform or supervise these services allocate their time here.  Drivers who occupy “mixed” positions (i.e., their position descriptions specifically describe position duties which fall into other cost centers, for example, a clerk/driver) should allocate their time accordingly.  Drivers should not allocate their time according to the ICASS sections they support.  The kilometers driven in support of ICASS offices will be counted to 1901.0-ICASS and the costs will be spread through ICASS Redistribution.

How to Count:  

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

The distribution factor has been changed from miles to kilometers driven, aligning the ICASS reporting requirements with those of other Department offices.  There are four NOTES in this section that clarify several issues related to vehicle use.  

ACTION REQUIRED:  

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

Verify that workload is being collected and appropriately attributed to subscribing agencies.  Review and validate the time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

7.  Non-Expendable Property Management (6143)

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

There were several major changes to this cost center aimed at addressing two longstanding problems:  #1. Lack of a cost center for warehousing/receiving, and #2. A distribution factor that provided no flexibility to address other agency requirements. 
Description of Services:  

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

This cost center has been modified to include five basic services:  receiving, inventory control, warehousing/storage, pick-up and delivery, and disposal services.  

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included here are costs for any related contract services, costs for warehouse rent and utilities, and costs for specialized equipment/supplies required for this cost center.  One of the NOTES in this section explains that any contract costs associated with moving furniture/furnishings/appliances in the post residential furniture pool must be budgeted in 6144-Household Furniture, Furnishings and Appliance Pool.

Time Allocation:  

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

Employees who perform or supervise the work of this cost center allocate their time here.  This would include NEPA staff and any warehouse staff who receive, inventory, move and store shipments.  At a post with an ICASS furniture pool, warehouse and inventory control staffs must also allocate an appropriate percentage of their time to 6144-Household Furniture, Furnishings and Appliance Pool.  

How to Count:  

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

There is a major change in the distribution factor for this cost center.  In order to better accommodate a broader customer base, this cost center will no longer count items inventoried.  The new distribution factor is “the total number of USDH and other staff as counted in Basic Package (less any counts for institutional contractors) plus the number of LE Staff multiplied by a factor of .2.  For example, for an agency with a total Basic Package count of 16 and an LE staff of 40, the calculation would be 16 USDH + (40 LE Staff X .2) = 24.”  This count is modifiable for those agencies that wish to subscribe to this service but do not wish to utilize the inventory control and storage services; the modification factor will be .3.

ACTION REQUIRED:  

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

In preparation for the May 1, 2008, workload counts, the service provider needs to determine which agencies will subscribe to this service for FY09, determine modifications, and sign new subscriptions of service.  Review and validate the time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

8.  Leasing Services (6148)

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

Description of Services:  

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

The basic services remain unchanged but some clarifications have been added.  

Budgeted Costs:   

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

Beyond the two budget categories found in most cost centers, also included are the costs for real estate agents, local counsel and/or legal fees.  There are two NOTES that clarify the circumstances under which ICASS funds the latter category of costs.

Time Allocation:  

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

Employees who perform or supervise this function allocate their time here.  This would include Maintenance Unit staff who conduct the initial inspection of properties and may also be involved with other services in this cost center.  

How to Count:  

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

The distribution factor has been modified slightly.  In addition to counting the total number of leases maintained, it may also include a count for LQA/OHA leases.  This change was made in recognition of those posts where agencies request assistance for employees occupying privately-leased quarters (e.g., lease translation, utility hookups, communication with landlord to enforce lease provisions, etc.).  Because the Leasing Office is responsible for the full range of services listed in this cost center, modifications would be justified only when those services are officially delegated to the customer agencies.  Also, modifications are justified in cases where customer agencies request services from the Leasing staff in support of their LQA/OHA leases.  In the case of LQA/OHA leases, the modification would be determined according to the level of support provided by the post.

ACTION REQUIRED:   

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

Review and validate the number of leases maintained for each agency; review any modifications to ensure they are in accordance with the guidelines.  If post provides support to agencies using LQA/OHA leases, determine if a new subscription of services must be prepared.  Review and validate time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

9.  Travel Services (6462)

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

Description of Services:  

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

The list of basic services has been clarified but includes no new services.  There is a NOTE acknowledging that eTravel may change how the services in this cost center are provided in the near future.

Budgeted Costs:   

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

The two standard items are budgeted here, plus costs for any contracts, specialized equipment, supplies and publications or subscriptions.   

Time Allocation:  

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

Employees who perform or supervise this service allocate their time here.  Depending on the post, this may mean that employees from several sections might allocate their time to this function.

How to Count:  

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

The distribution factor remains unchanged:  you count the number of times a traveler accesses services.  This count is difficult to standardize across posts because this function is handled differently at each location.  With the implementation of eTravel just beginning, it was decided to not introduce any changes in the distribution factor at this time.  The cost center was left modifiable but there is no example provided because of the lack of standardization of this function around the world.  Each post will need to review the services provided and determine a transparent, equitable policy for counting workload and granting modifications to this cost center.

ACTION REQUIRED:  

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

Review and validate post’s method for tracking workload in this cost center.  Review and validate the time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
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