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FOR MGT OFFICER, FMO, ASP PROVIDERS, ICASS COUNCIL AND

BUDGET COMMITTEE CHAIRS

1.  SUMMARY:  The ICASS workload count period for the

FY09 budget process ends on April 30, 2008.  Service

providers are to provide workload counts and ICASS

time allocations to their customer agencies by June 1,

2008, for review and approval by July 1, 2008.  This

cable notes the recent changes to cost centers

outlined in reftels, and reminds posts of the

requirement to submit workload and time allocation

data to Washington in advance of (and separate from)

their initial FY 2009 budget submission.  END SUMMARY

2.  The two most important elements that determine the

cost of ICASS services, and in turn how much an agency

is billed for using a service, are the time

allocations of ICASS service providers and the

workload counts attributable to participating

agencies.

3.  DATA INTEGRITY AND STANDARDIZATION:  The ICASS

Service Center (ISC), working with the primary service

providers and the ICASS Working Group, launched a

major initiative to improve the accuracy and

consistency of ICASS data through standardized terms,

definitions and procedures.  This effort culminated

with the recent release of Chapter 340 of the ICASS

Handbook (see reftels) which is now the definitive

guidance for preparing time allocations and workload

counts for FY09. Posts must apply these new guidelines

to all cost centers and may not deviate from these new

standards or use locally-created methodologies.  The

data posts enter in the ICASS software will be used

for developing metrics, conducting post-to-post

comparisons and preparing management analyses as

outlined in the Department of State's Collaborative

Management Initiative (CMI).

4.  NEW GUIDANCE ON WORKLOAD COUNTS AND MODIFICATIONS:

Service providers must closely read the implementation

cables (see reftels) highlighting the changes in 6

FAH-5 Chapter 340 as well as the full text of the

revised chapter which can be found at www.ICASS.gov.

These cables clearly explain the changes affecting

workload counts and modifications for both Standard

and Lite posts.  Additional clarification is available

in a lengthy list of FAQs at www.ICASS.gov.

Post service providers are reminded that they must

submit workload count reports (including any workload

count modifications) to customer agencies by June 1,

2008, for their review and approval by July 1, 2008.

Please ensure that modifications have been reviewed

and approved by the post Budget Committee.

5.  WORKLOAD COUNT CUT OFF DATES AND TIMELINES

-- Cumulative Counts:

The period for counting cumulative ICASS workload to

be used in the FY09 budget process is May 1, 2007, to

April 30, 2008.  The changes to Chapter 340 have no

impact on any of these counts; that is, they do not

have to be recounted.  However, there are two minor

exceptions for Standard posts.  One is for 6139-Motor

Pool Services where the count will now be reported in

kilometers.  Posts that have collected this

information in miles must simply convert that total to

kilometers.  The second is for 6211-Budget and

Financial Plans where the workload count changed from

percent of time spent on budgets and financial plans

to actual time spent (in hours).

-- Static Counts:

The date for establishing the static workload counts

for the FY09 budget is May 1, 2008.

6.  NEW GUIDANCE ON TIME ALLOCATION WORKSHEETS:  Time

allocation reviews undertaken by the ISC revealed that

many posts were making time allocations incorrectly.

Because personnel costs are an important element of

overall ICASS costs, using a consistent, standard

methodology is essential to ensuring equity and

transparency.  Posts must use the new Chapter 340

guidelines when doing their time allocations for FY09.

Because of the new guidelines, changes in time

allocations will undoubtedly cause shifts in costs and

changes in customer invoices.  However, the end result

will provide the level of standardization and data

integrity desired by both service providers and

customer agencies.

7.  TIME ALLOCATION CUT OFF DATES AND TIMELINES:  By

June 1, 2008, the service provider must provide to

ICASS customer agencies for review copies of the ICASS

locally engaged staff and American direct hire time

allocation worksheets which reflect the distribution

of ICASS employees' time to the various ICASS cost

centers.  Agencies must indicate their concurrence

with these allocations by July 1, 2008.

8.  Adhering to this schedule will facilitate the

budget process at post.  Providing customer agencies

their workload counts well ahead of the actual FY09

budget preparation allows ample time to answer

workload queries, ensure the timely correction of

errors and resolve differences, minimizing the

potential for disputes when the ICASS invoices are

presented for signature.

Once agencies approve their workload counts, they

become the basis for the FY09 budget and may be

changed only in very limited circumstances (See 6 FAH-

5 H-434.2), including any adjustments for changes in

positions as outlined in paragraphs 9 through 11

below.  Any questions regarding workload counts or any

of the other issues covered in this cable may be

directed to the ICASS Service Center at

ICASSServicecenter@state.gov.

9.  GUIDANCE ON COUNTING POSITIONS: The key to data

integrity is ensuring a standard source of

information.  The entire ICASS community supports the

use of "Post Personnel" as the "gold standard" for

developing personnel counts for ICASS purposes.  The

new ICASS Handbook refers to this as the "authorized

personnel system of record" and all posts should use

this data as a starting point in establishing their

workload counts that are based on capitation.

10.  GUIDANCE ON COUNTING VACANT POSITIONS: Posts are

reminded of the policy change on counting "vacant

positions" (see reftel J) which defines a vacant

position as an existing position that is unfilled on

May 1, 2008, and will not be filled in the upcoming

fiscal year.  A position meeting this description is

not included in the workload count for that agency.

This is in contrast to a "temporarily vacant position"

which is defined as an existing position that is

unfilled on May 1, 2008, but will be filled in FY09.

Temporarily vacant positions are included in the

agency workload count.  For those cost centers that

require the inclusion of dependents (i.e., CLO and

Health), the counts will use the previous incumbent's

"profile."  For example, if the previous incumbent of

the temporarily vacant position had three authorized

dependents, that profile would be used in developing

the workload counts that include family members.

11.  OTHER POSITION COUNTING GUIDANCE:  The basic

guidelines on these position counts remain unchanged

from previous years and are highlighted below.  For

new positions, posts must pay close attention to the

linkages between partial year invoices and workload

counts, ensuring that agencies are not charged twice

in the same fiscal year (through a regular invoice and

then through a partial year invoice).  Additional

guidance on how to handle new positions and partial

year invoices will be provided in the ISC's annual

partial year invoice cable.

-- New positions:  If the position is filled as of May

1, 2008, it is included in the count.

For all new positions filled after May 1, 2008, and

before September 30, 2008, post should use the

following guidance:

(a)  For new positions filled between May 2, 2008,

(after the count is taken) and August 15, 2008 (the

cut-off for filing partial-year invoices), post will

prepare a partial-year invoice for FY08 and will

adjust the workload counts (established in May, 2008)

for that agency in the initial budget for FY09.

(b)  For new positions to be filled after August 15,

2008, and before September 30, 2008, counts for these

positions would be reflected in the workload counts to

be taken on May 1, 2009, for the FY10 budget, assuming

post plans to submit a partial year invoice for eleven

months of FY09.  If no partial year invoice will be

prepared, the workload for the affected agencies must

be adjusted when preparing the FY09 initial budget.

-- Abolished Positions: If a position is to be

abolished and this has been formalized through the

NSDD-38 process, the workload count is pro-rated using

the formula outlined in 6 FAH-5 H-331.7.

-- Withdrawals from Service:  Adjustments for agencies

withdrawing from ICASS services where the withdrawal

notice was received on or before April 1, 2008, must

be made in the May 1, 2008, workload counts.

12.  SUBMISSION OF THE FY09 ICASS WORKLOAD AND TIME

ALLOCATION DATA CALL:  After the final FY08 budget is

submitted, posts will begin preparations for entering

the FY09 workload and time allocation data in the

ICASS budget software.  Continuing with the practice

begun last year, posts will submit these approved

workload counts and time allocations to the ISC;

instructions for this submission will be provided

SEPTEL.

13.  MINIMIZED CONSIDERED.

RICE
