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SUBJECT: COMMUNICATING ICASS BUDGET AND INVOICE REVISIONS

FROM THE ICASS WORKING GROUP BUDGET COMMITTEE

REF:  STATE 166272

1. THIS TELEGRAM HAS BEEN CLEARED WITH M/P(SEP).

2.  SUMMARY:  NOT INFREQUENTLY, THE AMOUNT REFLECTED ON A

SIGNED POST INVOICE IS DIFFERENT THAN THAT WHICH APPEARS

FOR THAT AGENCY IN THE BUDGET SUBMISSION THE ICASS SERVICE

CENTER (ISC) RECEIVES FROM POST.  OFTEN, THE POST'S B&F

SECTION HAS REVISED THE BUDGET FOR SOME REASON AND SENT IT

TO THE ISC WITHOUT RECIRCULATING CORRECTED INVOICES TO ALL

AGENCIES AT POST FOR SIGNATURE.  WHERE AMOUNTS ARE A VERY

SMALL PERCENTAGE OF THE POST'S ICASS ALLOTMENT, THE DESIRE

TO AVOID THE INVOICE "MERRY-GO-ROUND" IS UNDERSTANDABLE.

TO MAKE THIS A MORE TRANSPARENT PROCESS AND AVOID

CONFUSION AT POST AND IN WASHINGTON, HOWEVER, THE POST'S

B&F SECTION MUST PROVIDE THE DETAILS OF EACH REVISION TO

ALL AGENCIES AT POST, WHICH SHOULD CONVEY THE INFORMATION

TO THEIR RESPECTIVE HEADQUARTERS.  THE REGIONAL BUREAU AND

THE ISC SHOULD ALSO RECEIVE THIS INFORMATION.  THIS WILL

GREATLY FACILITATE THE INVOICE SIGNING AND PAYMENT PROCESS

IN WASHINGTON, THROUGH WHICH THE WORKING CAPITAL FUND IS

REPLENISHED.  END SUMMARY.

3.  IN AN IDEAL WORLD, ICASS MEMBER AGENCIES AND POST B&F

SECTIONS DISCUSS WORKLOAD COUNTS AND TIME ALLOCATIONS WELL

IN ADVANCE OF BUDGET SUBMISSION DUE DATES SO THAT THESE

ISSUES DON'T COMPLICATE COMPLETION OF THE BUDGET AND

SIGNING OF INVOICES.  MOVING THE WORKLOAD COUNTS AND STAFF

TIME ALLOCATIONS FORWARD TO MAY 1 (REFTEL) WILL FACILITATE

EARLY REVIEW OF THESE ITEMS, AND, WE HOPE, MAKE FOR A

SMOOTHER BUDGET PROCESS.  WE KNOW OF SOME POSTS THAT SEND

A DRAFT BUDGET REFLECTING AGENCIES' WORKLOAD COUNTS AROUND

A MONTH BEFORE THE PRESENTATION OF THE FINISHED BUDGET AND

INVOICES, IN ORDER TO DETECT AND CORRECT OBVIOUS ERRORS.

WE HIGHLY RECOMMEND SUCH A PROCEDURE.

4.  BEST LAID PLANS NOTWITHSTANDING, AGENCY HEADQUARTERS

REVIEWING THEIR SEMI-ANNUAL ICASS INVOICES AND BACK-UP

MATERIALS OCCASIONALLY FIND THAT THE AMOUNT OF AN INVOICE

SIGNED BY THEIR POST REPRESENTATIVE DOES NOT MATCH THE

AMOUNT WHICH APPEARS FOR THEIR AGENCY IN THE POST'S BUDGET

SUBMISSION.  THIS DISCOVERY GENERALLY RESULTS IN SEVERAL

HOURS OF RESEARCH TO DETERMINE THE CAUSE OF THE

DIFFERENCE.  OFTEN THE DIFFERENCE IS THE RESULT OF THE

POST'S B&F SECTION REVISING THE BUDGET SUBMISSION AFTER IT

HAS DISTRIBUTED INVOICES FOR AGENCIES' SIGNATURE.  IF THE

CHANGE IS SMALL, IT PROBABLY DOES NOT MAKE SENSE TO

REPRINT ALL AGENCIES' INVOICES (WHICH WOULD LOGICALLY

CHANGE WITH THE ADJUSTMENT) AND ENTER ANOTHER ROUND OF

SIGNING, WHICH ITSELF MIGHT SPAWN ADDITIONAL REQUESTS FOR

ADJUSTMENTS.

5.  IT IS CRITICAL TO THE TRANSPARENCY AND EFFICIENCY OF

THE ICASS BILLING PROCESS THAT THE B&F SECTION ADVISE

EVERY AGENCY AT POST OF ANY ADJUSTMENTS THAT IT HAS MADE,

AS WELL AS THE ADJUSTMENT'S IMPACT ON EACH AGENCY'S FINAL

INVOICE AMOUNT.  AGENCIES SHOULD CONVEY THIS INFORMATION

BACK TO THEIR HEADQUARTERS.  THE B&F SECTION SHOULD ALSO

ADVISE ITS RESPECTIVE REGIONAL BUREAU AND THE ISC (ATTN:

LYNNE BOLAND) OF ADJUSTMENTS NOT REFLECTED IN THE SIGNED

INVOICES THAT ACCOMPANY THE POST'S BUDGET SUBMISSION.  THE

EASIEST WAY TO DO THIS WOULD SIMPLY BE TO COVER THE BUDGET

SUBMISSION WITH A MEMORANDUM (PAPER COPY OR ELECTRONIC)

THAT LISTS AND EXPLAINS THESE ADJUSTMENTS.  HAVING A

DETAILED EXPLANATION IMMEDIATELY AT HAND WILL NEGATE THE

NEED FOR SEVERAL HOURS OF RESEARCH AND MULTIPLE

COMMUNICATIONS BETWEEN THE ISC, REGIONAL BUREAUS, THE POST

AND CUSTOMER AGENCIES.

6.  THE BUDGET COMMITTEE APPRECIATES THE SUPPORT OF POST

B&F SECTIONS IN THIS REGARD.  WE ARE CONVINCED THAT A

LITTLE BIT OF COMMUNICATION WILL GO A LONG WAY TOWARD

ADDRESSING THE CONFUSION AND OFTEN MISTRUST THAT ARISES

WHEN SIGNED INVOICES AND ACTUAL BILLED AMOUNTS DON'T

MATCH.

7.              MINIMIZE CONSIDERED.

ALBRIGHT

