UNCLASSIFIED TELEGRAM 

July 23, 2001 

To: ALL DIPLOMATIC AND CONSULAR POSTS - ROUTINE 

Origin: FMP From: SECSTATE WASHDC (STATE 127560 - ROUTINE) 

TAGS: AMGT, AFIN, KICA 

Captions: None 

Subject: FY-2001 APPLICATION OF THE ICASS PARTIAL-YEAR INVOICE MODULE (FORMERLY REFERRED TO AS THE ICASS NSDD-38 MODULE) 

Ref: (A) 99 STATE 134854 (B) 99 STATE 079921 (C) 00 STATE 142558 _________________________________________________________________ 1. SUMMARY: POSTS HAVE USED THE NSDD-38 MODULE TO SUBMIT PARTIAL-YEAR INVOICES. IN THE LATTER PART OF FY 2000, THE ICASS SERVICE CENTER PROVIDED POSTS WITH USD 1.5 MILLION ABOVE THEIR ICASS TARGET LEVELS TO MEET NEW REQUIREMENTS FOR PERSONNEL SUPPORT USING THE NSDD-38 MODULE. THIS CABLE NOW EXPLAINS WHY THE NAME OF THE MODULE HAS CHANGED TO THE "PARTIAL-YEAR INVOICE MODULE" AND WHAT THE ICASS SOFTWARE IS DESIGNED TO DO, AS WELL AS WHY, WHEN AND HOW IT SHOULD BE USED. END SUMMARY. 2. THE TERM "NSDD-38 MODULE" HAS MISTAKENLY LED SOME POSTS TO BELIEVE THAT THE MODULE COULD ONLY BE USED IN CONNECTION WITH NSDD-38 ACTIONS. THIS IS NOT THE CASE. THE SERVICE PROVIDER MAY ALSO USE THE MODULE WHEN AN AGENCY SIGNS UP FOR ANY CHANGE IN SERVICES AFTER THE INITIAL BUDGET HAS BEEN SUBMITTED. FOR THIS REASON, WASHINGTON ICASS INTERAGENCY WORKING GROUP (IWG) PARTICIPANTS HAVE AGREED TO CHANGE THE NAME OF THE MODULE FROM THE "NSDD-38 MODULE" TO THE "PARTIAL-YEAR INVOICE MODULE." THE REMAINING PARAGRAPHS OF THIS CABLE REFLECT THIS TITLE CHANGE. 3. THE PARTIAL-YEAR INVOICE MODULE PROVIDES A CONSISTENT METHOD FOR CALCULATING NEW ICASS STAFFING REQUIREMENTS RESULTING FROM WORKLOAD AND POSITION CHANGES. IT ALSO ESTIMATES THE NEW AMOUNT AN AGENCY MAY BE REQUIRED TO REIMBURSE STATE AS A RESULT OF A STAFFING CHANGE. THIS SOFTWARE SHOULD BE USED FOR CALCULATING NEW REIMBURSEMENT CHARGES FOR ALL AGENCIES AT POST (INCLUDING STATE). PLEASE NOTE: WHILE THE REMAINDER OF THIS CABLE PRINCIPALLY ADDRESSES THE USE OF THE PARTIAL-YEAR INVOICE MODULE FOR STAFFING INCREASES, IT CAN BE USED TO DETERMINE THE ICASS STAFFING AND RESOURCE EFFECTS OF ANY STAFFING CHANGE, DECREASES AS WELL AS INCREASE, AND CHANGES IN THE NUMBER OF SERVICES TO WHICH AN AGENCY SUBSCRIBES. 4. THE PARTIAL-YEAR INVOICE MODULE CALCULATES AN AGENCYS ADDITIONAL REIMBURSEMENT CHARGE FOR THE FISCAL YEAR AS A RESULT OF INCREASED ICASS WORKLOAD ATTRIBUTABLE TO THE AGENCYS NEW POSITION(S) OR NEW SUBSCRIPTION OF SERVICES AFTER SUBMISSION OF THE INITIAL BUDGET. THE FULL YEAR COST REPORT CAN BE USED TO ESTIMATE INCREASED FUNDING REQUIREMENTS FOR THE NEXT FISCAL YEAR. A WHAT-IF EXERCISE WITH THE POST ICASS SOFTWARE IS THE BEST METHOD FOR ESTIMATING NEXT YEARS ICASS INVOICE FOR THE AGENCY ADDING A POSITION(S). PLEASE NOTE THAT IF YOU HAVE A PROBLEM PRINTING AN AGENCY INVOICE OR COST REPORT FROM THE PARTIAL-YEAR INVOICE MODULE, A DOWNLOADABLE PATCH HAS BEEN POSTED ON THE ICASS WEB PAGE ON THE STATE INTRANET TO CORRECT THIS PROBLEM. THIS PATCH IS TITLED "ICASS 7.5 AGENCIES LIST FIX." --------------------- PARTIAL-YEAR INVOICES --------------------- 5. POSTS MAY USE THE PARTIAL-YEAR INVOICE TO FUND RESOURCE REQUIREMENTS ATTRIBUTABLE TO AN INCREASE IN STAFF WORKLOAD WHERE THESE NEEDS WERE NOT INCLUDED IN THE INITIAL BUDGET SUBMISSION. THE INCREASED WORKLOAD MAY BE THE RESULT OF AN INCREASE IN POSITIONS(S) OR DUE TO A NEW SUBSCRIPTION OF SERVICES BY AN AGENCY. POST SHOULD UTILIZE THE PARTIAL-YEAR INVOICE MODULE AFTER THE FINAL BUDGET IS COMPLETED TO GENERATE A PARTIAL-YEAR INVOICE. THE WORKLOAD COUNTS USED TO GENERATE THE PARTIAL-YEAR INVOICE MAY REFLECT THE TIME PERIOD PRIOR TO THE ARRIVAL OF THE NEW POSITION(S)IF WORK WAS PERFORMED DURING THAT TIME IN SUPPORT OF THE POSITION(S). TO OBTAIN A TARGET LEVEL INCREASE FOR THE NEXT FISCAL YEAR WHICH INCLUDES THE ANNUALIZED SUPPORT COSTS, POST SHOULD COMMUNICATE THE PARTIAL-YEAR INVOICE RELATED REQUIREMENTS TO THEIR REGIONAL BUREAU. POST SHOULD SEND THE SIGNED PARTIAL-YEAR INVOICE TO THE ICASS SERVICE CENTER. THIS WILL ENSURE THAT THE AMOUNT AUTHORIZED ON THE PARTIAL-YEAR INVOICE IS ALLOTTED TO POST FOR THE CURRENT FISCAL YEAR. PLEASE NOTE THAT THE ALLOWANCE ISSUED FOR A PARTIAL-YEAR INVOICE IS SEPARATE AND IN ADDITION TO THE TRADITIONAL BUREAU TARGET FUNDS AUTHORIZED AT POST. REPAYMENT FOR PARTIAL-YEAR INVOICES WILL BE MADE BY AGENCY HEADQUARTERS BACK IN WASHINGTON AND IS HANDLED THROUGH THE ICASS BILLING PROCESS. 6. PARTIAL-YEAR INVOICE SPECIFICS A) TIMING: POST MAY SUBMIT A PARTIAL-YEAR INVOICE ALONG WITH ITS FINAL BUDGET SUBMISSION TO THE ICASS SERVICE CENTER. IF POST DOES NOT SUBMIT THE PARTIAL-YEAR INVOICE AT THIS TIME, IT HAS UNTIL AUGUST 15, 2001 TO DO SO. THE SUBMISSION OF THE PARTIAL-YEAR INVOICE CANNOT PRECEDE THE FINAL BUDGET SUBMISSION BECAUSE THE FINAL BUDGET REPRESENTS THE TRUE COSTS FOR THE POST FOR THE YEAR. THEREFORE, THE ICASS SERVICE CENTER WILL NOT PROCESS ANY PARTIAL YEAR INVOICES RECEIVED PRIOR TO THE RECEPTION OF POSTS FINAL BUDGET SUBMISSION. B) THE WORKLOAD COUNTS USED TO GENERATE THE PARTIAL YEAR INVOICE DO NOT NECESSARILY HAVE TO REFLECT THE APPROVAL OR ARRIVAL DATE OF THE NEW POSITION(S) BUT SHOULD REFLECT THE DATE WORK COMMENCED IN SUPPORT OF THE NEW POSITION(S). C) DOCUMENTS NEEDED AND DEADLINE: POST SHOULD EITHER SUBMIT A SIGNED PARTIAL-YEAR INVOICE ALONG WITH THE FINAL BUDGET TO THE ICASS SERVICE CENTER OR FAX THE SIGNED INVOICE BY AUGUST 15 TO (202) 663-3275. THE ISC WILL NOT BE ABLE TO PROCESS PARTIAL-YEAR INVOICES RECEIVED AFTER THE AUGUST 15 DEADLINE. PLEASE DO NOT FAX A COPY AND ALSO SEND A HARD COPY. ONE LEGIBLE COPY IS SUFFICIENT. THE ORIGINAL IS NOT NEEDED, JUST A SIGNED COPY. D) REQUIRED SIGNATURES: THE HEAD OF AGENCY OR HIS/HER DESIGNEE MUST SIGN THE PARTIAL-YEAR INVOICE. THE AGENCY REPS SHOULD BE TOLD THAT THEIR SIGNATURE REPRESENTS A COMMITMENT FROM THEIR AGENCY TO PAY THE AMOUNT ON THE INVOICE. POSTS WILL NOT RECEIVE ADDITIONAL FUNDS ON THE BASIS OF UNSIGNED INVOICES SINCE AGENCIES RARELY AGREE TO PAY FOR INVOICES THAT THEIR POST REPRESENTATIVE HAS NOT APPROVED AND SIGNED. E) NO PARTIAL-YEAR INVOICES FOR ICASS POSITIONS (AGENCY CODE 1901.0): POSTS SHOULD NOT SUBMIT PARTIAL-YEAR INVOICES FOR NEW ICASS POSITIONS SINCE THE COST OF THESE POSITIONS IS SPREAD TO ALL AGENCIES AT POST; ICASS IS NOT AN INVOICED AGENCY. ICASS FUNDS REQUIRED TO SUPPORT NEW ICASS POSITIONS SHOULD BE REQUESTED AND JUSTIFIED IN THE INITIAL ICASS BUDGET SUBMISSION FOR THE NEXT FISCAL YEAR. IN THE INTERIM, WITH POST ICASS COUNCIL CONCURRENCE, POST MAY REQUEST ICASS CONTINGENCY FUNDS TO COVER THIS NEED. ---------------- FULL-YEAR REPORT ---------------- 7. THE FULL-YEAR REPORT IS FOR INFORMATIONAL PURPOSES; IT IS NOT/NOT AN INVOICE FOR PAYMENT. IT PROVIDES THE GAINING AGENCY WITH AN ESTIMATE OF HOW MUCH ITS INVOICE SHOULD INCREASE AS A RESULT OF STAFFING INCREASE. AGENCIES SHOULD BE MADE AWARE THAT THE FULL-YEAR INVOICE UNDERSTATES THE ESTIMATED ANNUAL ICASS CHARGE FOR THE NEW POSITION(S) BY AS MUCH AS 30-40 PERCENT BECAUSE THE REPORT DOES NOT INCLUDE CHARGES FOR ICASS DISTRIBUTION AND OVERHEAD. 8. THE FULL-YEAR REPORT PROVIDES THE REGIONAL BUREAU LIMITED INFORMATION FOR ADJUSTING THE POST TARGETS FOR THE NEXT FISCAL YEAR. IT ALERTS THE REGIONAL BUREAU TO STAFFING INCREASE, BUT IT DOES NOT/NOT REFLECT THE ADDITIONAL SUPPORT COSTS ASSOCIATED WITH THE NEW POSITIONS(S). IT IS ALSO IMPORTANT TO NOTE THAT THE FULL YEAR INVOICE INCLUDES SALARY AND BENEFIT COSTS FOR DIRECT HIRE ICASS AMERICAN PERSONNEL THAT ARE NOT FUNDED AT THE POST LEVEL. THEREFORE, A TARGET INCREASE BASED SOLELY ON THIS TOTAL INVOICE AMOUNT CAN NOT BE MADE. IT IS IMPERATIVE THAT THE POST ADVISE ITS REGIONAL BUREAU OF THESE INCREASED SUPPORT COSTS AND RESOURCE REQUIREMENTS FOR THE NEXT FISCAL YEAR. SEVERAL POSTS HAVE ASSUMED THAT THEIR TARGETS SHOULD BE INCREASED BY THE AMOUNT REFLECTED ON THE FULL-YEAR REPORT. THAT AMOUNT, HOWEVER, ONLY REFLECTS THE GAINING AGENCYS ESTIMATED INVOICE FOR THE FIRST FULL FISCAL YEAR OF THE NEW POSITION. A MORE ACCURATE METHOD OF ESTIMATING AN AGENCYS FULL-YEAR ICASS BILL AS A RESULT OF AN STAFFING INCREASE IS TO RUN "WHAT IF" REPORTS VIA THE BUDGET SOFTWARE TO REFLECT THE POSITION INCREASE AND PROJECTED WORKLOAD COUNTS. THIS PROCESS ENABLES A POST TO INCLUDE THE OVERHEAD AND ICASS DISTRIBUTION COSTS IN THE ESTIMATE. IT HAS THE ADDED VALUE OF REFLECTING THE EFFECT OF THE GAINING AGENCYSINCREASED PAYMENT ON THE INVOICES OF OTHER ICASS AGENCIES. 9. POSTS SHOULD ALSO BE AWARE THAT THE FULL-YEAR REPORT ONLY REFLECTS (IMPERFECTLY) THE SIZE OF THE GAINING AGENCY'S SLICE OF THE ICASS PIE. IT DOES NOT REFLECT A CHANGE IN THE SIZE OF THE PIE (WHICH SHOULD BE THE POST'S CONCERN FROM A SUPPORT AND FUNDING PERSPECTIVE) NOR DOES IT SHOW THE RELATIVE DOWNWARD EFFECT ON THE OTHER AGENCIES RESPECTIVE INVOICES. 10. POSTS SHOULD PREPARE FULL-YEAR REPORTS OR "WHAT IF" REPORTS FOR THE GAINING AGENCY AND THEIR REGIONAL BUREAUS EVERY TIME THERE IS STAFFING INCREASE, EVEN IF THE POST HAS ALSO PREPARED A PARTIAL-YEAR INVOICE FOR THE REMAINDER OF THE CURRENT FISCAL YEAR. THESE FULL-YEAR ESTIMATES ARE THE BASIS ON WHICH AN AGENCY SHOULD DECIDE WHETHER IT COULD AFFORD THE COST OF A NEW POSITION OR NEW SUPPORT REQUIREMENT. IN ADDITION TO PROVIDING THE FULL-YEAR REPORT OR "WHAT IF" REPORT TO AGENCIES AT POST, POSTS SHOULD ADVISE THEIR BUREAUS OF ANY ADDITIONAL FUNDING REQUIREMENTS FOR INCREASED SUPPORT COSTS ASSOCIATED WITH THE STAFFING INCREASE -- IDENTIFY ICASS POSITION REQUIREMENTS AND OTHER OBJECT INCREASES (E.G., INCREASES IN MEDICAL SUPPLIES). YOU CAN SUPPLEMENT THIS WITH A "WHAT IF" REPORT BY INCLUDING THE ABOVE-MENTIONED COSTS IN THE "WHAT IF" BUDGET. THE RESULTING REPORT WILL SHOW THE EFFECT OF THE NEW COSTS (INCREASED TARGET) ON AGENCY INVOICES. IT IS IMPORTANT THAT POSTS ENSURE THAT THE STAFFING INCREASE AND ANY ASSOCIATED SUPPORT REQUIREMENTS ARE REFLECTED IN THEIR INITIAL BUDGET SUBMISSION AT THE FIRST OPPORTUNITY. 11. PLEASE CONTACT THE ICASS SERVICE CENTER WITH ANY QUESTIONS REGARDING THE USE OF THE PARTIAL-YEAR INVOICE MODULE. 12. MINIMIZE CONSIDERED. POWELL _________________________________________________________________ Additional Addressees: SPECIAL EMBASSY PROGRAM CMC WASHDC//POS// FBIS WASHDC DA WASHINGTON DC//SAFM-BUO//SAYS-8A-SA// USCINCACOM NORFOLK VA//J55/JIF// SECDEF WASHDC//USDP//DSAA//COMPT-BUD// 0000 OSAF WASHINGTON DC//FMBO//FMBM//IA// USCINCCENT MACDILL AFB FL//CCJ4/7//CCCO// USCINCEUR VAIHINGEN GE//ECCM//ECJ4// USCINCPAC HONOLULU HI//J4//J7// DISAM WRIGHT PATTERSON AFB OH//DI// CSSG LAUREL MD// USOLO SSA BALTIMORE DIR DTSPO WASHDC// FBIS OKINAWA JA// USOFFICE PRISTINA AMEMBASSY FREETOWN AMEMBASSY BELGRADE AMEMBASSY DUSHANBE cc: None Distribution: UTE5434 UNCLASSIFIED UTE5434 ORIGIN FMP-00 INFO LOG-00 MFA-00 AFSA-01 AF-00 AIT-03 AMAD-00 AOP-00 AEX-00 AS-01 A-00 ACQ-00 COME-00 CCOE-00 ANHR-00 WHA-00 MEDE-00 EAP-00 EB-00 EUR-00 UTED-00 FBO-00 FOE-00 FSI-00 TEDE-00 IO-00 L-00 MMP-00 MOFM-05 M-00 NEA-00 DCP-01 OIC-02 OIG-03 OPR-01 PER-01 CR-01 CIO-00 IRM-00 SSO-00 SS-00 TEST-00 IAP-00 SA-00 SDBU-00 PRM-01 ALM-00 SAS-00 PMA-00 /020R 127560 
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