FREQUENTLY ASKED QUESTIONS
CHAPTER 340 IMPLEMENTATION GUIDELINES
The questions below are arranged numerically according to the order of the cost centers in the Handbook.  The list can be sorted by any of the columns you select.  First, highlight the entire table, then from your toolbar select:  Table/Sort/(select the column or columns you wish to sort by)/OK.  The sort categories for the “Topic” column are:  Implementation, Budget, General, Workload Counts, Modification, Time Allocation and Subscription of Services.   The “Alternate Cost Center or Subject” column provides an additional category, either a cost center or subject, that is identified with the question.
If you have any additional questions you would like to ask, please submit them through the ICASS Suggestion Box.
	No
	Primary
Cost Center
	Alt. Cost Center or
Subject
	Topic
	Question and Answer

	  1
	General
	
	Implementa-tion
	Q.  There are so many changes in this new Handbook that I don’t know how we will be able to get them all reviewed and implemented.  Can we postpone the implementation?

A.  We understand the work that is involved, but implementation may not be delayed.  These changes must go into effect on May 1, 2008, and be used in the formulation of the FY09 ICASS budget.  There is a lot of information to digest in this new chapter but much of what needs to be done is already done each year.  But because there are so many areas that will change, we suggest that posts develop a communication strategy aimed at broadly disseminating this information at post.  This will not only facilitate the implementation of the changes, but will also help to inform everyone what the changes are and how they will impact post’s operation.  


	  2
	General
	
	Workload Counts
	Q.  You said these changes must be implemented for the May 1, 2008, workload counts.  What happens to my cumulative counts that I have been tracking since May 1, 2007?

A.  The changes have no impact on any of the May 1, 2007 to April 30, 2008, cumulative workload counts with two minor exceptions for Standard posts.  One is for Motor Pool Services where the count will now be reported in kilometers.  This simply requires the total miles already counted to be converted to kilometers.  The second is for Budget and Financial Plans where the workload count is changing from percent of time spent on budgets and financial plans to actual time spent (in hours).  



	  3
	General
	
	Budgeting
	Q.  I have always prepared my post budget the way I wanted to, the way I thought best distributed the costs to all the agencies.  I don’t agree with some of the budget concepts you have included in this new Handbook and if I implement them at my post there will be significant changes to customer invoices.  Can I continue to prepare my budget my own way?

A.  For ten years, ICASS has allowed significant flexibility in preparing post budgets; in truth, more than what was intended by the original Handbook writers. The time has come to change that paradigm.  What we have embarked on here is not change for change’s sake.  In very simple terms, ICASS is a USD 1.5 billion operation with 165 “branch offices” around the world and we can no longer afford to have 165 ways to prepare a budget.  For all the reasons outlined in the “Overview” cable (reftel) that introduced these changes, it is imperative that every post, every financial management officer, implement these changes beginning May 1, 2008, to get the consistency and data integrity needed for the time and cost allocations and workload counts which will be incorporated in the FY09 ICASS budgets.  

The revisions to Chapter 340 will most likely bring about changes in invoices, both increases and decreases, but it is impossible to predict what the exact outcomes may be.  Be assured, the potential impact of all these changes is understood by the service providers and ICASS customer agencies who participated in this process which was fully supported by the ICASS Executive Board.



	  4
	General
	
	Subscription of Services
	Q.  My agency tells me to sign up for as few services as possible so we can save money.  This often creates problems when I need a particular service in a cost center to which we are not a subscriber.  Because we are not a subscriber, ICASS won’t provide the service.  Is there a way we can pay for this service without signing up for a cost center?

A.  For Standard posts, the advice we give to all agencies is that they should subscribe to ALL cost centers that have a cumulative workload count (i.e., Motor Pool, Procurement, Travel, Vouchering, Cashiering, etc.).  You are charged nothing if you don’t use the service, but if and when you need it, it is available and any workload you generate is collected and charged to your agency the following year.  At Lite posts the decision is a bit more complicated because many of the individual services are “bundled” into one cost center.  Your agency may not want the full range of services included in these cost centers and the level of service must be adjusted through modification of the established capitation workload factor.  Post policy, developed jointly with the service provider and Post ICASS Budget Committee, determines the basis for modifications to cost centers, using the guidelines provided in the ICASS Handbook. 



	  5
	Basic Package
	
	Modification
	Q.  At my post we don’t have a local international school so I don’t receive those services.  Does that mean my agency can get a modification to its workload count in Basic Package?

A.  No modification is appropriate here.  Since there is no local international school at post, no agency receives these services and the service provider allocates no time to this service.  Consequently, there would be no costs in Basic Package for such services.  



	  6
	Basic Package
	Human Resources USDH Services
	Subscription of Services
	Q.  I have two USDH employees who have received awards from our agency and I would like these awards to be presented by the Ambassador at the mission awards ceremony.  My agency doesn’t subscribe to Human Resources Services for Americans and the HRO says these two employees cannot participate in the ceremony; is this correct?

A.  With the recent changes to the ICASS Handbook, participation in the mission awards ceremony is now included under Basic Package so that agencies such as yours that manage their own awards selection may participate in the mission-wide awards ceremony.



	  7
	Basic Package
	Building Operations
	Time Allocation
	Q.  My maintenance team keeps the chancery and other buildings in top notch condition and their contribution to maintaining the ICASS service platform is critical.  Can I continue to have some of my maintenance team’s time allocated to the Basic Package cost center since their work benefits everyone?

A.  You are absolutely correct about the contribution of your maintenance unit to the ICASS service platform.  However, their functional responsibilities should dictate where they allocate their time.  As they do not perform any of the services listed in Basic Package, it would not be appropriate to allocate their time there.  

	  8
	Basic Package
	VIP Visits
	Time Allocation
	Q.  My post handles a significant number of VIP visits every year and many employees in the Management Section become part of the support team for these events.  The new guidelines seem to limit the amount of time that should be allocated to Basic Package for VIP visit support.  What is appropriate?

A.  When establishing time allocations to Basic Package (BP) in support of VIP visits, posts must consider numerous factors:  the volume of visits, the services to be provided, reimbursements from and direct charges to the VIPs, and the impact on the overall budget and on individual agency invoices.  Time allocations to BP for VIP visit support will spread the cost of visits to all participating agencies, so posts should be judicious in applying the guidelines.

There are two types of VIP visitors.  The first type would include POTUS, FLOTUS, VPOTUS and CODELs, all of whom represent the USG as a whole.  Because there is no specific sponsoring agency at post, costs for supporting such visits is borne, to a certain extent, by all ICASS agencies.  In contrast, the second type is Cabinet-level VIPs who typically have a sponsoring agency at post.  Support for these visits is provided by the ICASS platform, in conjunction with the sponsoring agency.  

In both cases, visit costs are direct charged to the maximum extent possible to ensure post resources are not negatively impacted.  In recouping other costs (i.e., kilometers driven, procurement orders processed, vouchers processed, etc.), workload for VIP visitors that represent the USG as a whole is charged to 1901.0-ICASS and shared by all agencies.  Workload for Cabinet-level VIPs is charged to the sponsoring agency.  

Therefore, in deciding whose time can be allocated to BP, posts should consider the volume of visits in the first category and determine if a measurable portion of staff time is devoted to such visits, thus taking employees away from their normal duties, then it would be appropriate to allocate their time to BP.  If appropriate, posts should only allocate a portion of staff time for the “core” visit team that handles VIP visitor workload.  Posts should not try to incorporate in Basic Package the provision of the range of services that are provided in other ICASS cost centers.  



	  9
	Basic Package
	VIP Visits
	Time Allocation
	Q.  At my post we have a significant number of VIP visits every year and my maintenance staff must provide substantial support (i.e., control set up, pick-up/deliver baggage, airport transfers, etc.), taking time away from their regularly assigned duties.  Similarly, my Motor Pool drivers spend a significant amount of time driving these VIPs.  Should they allocate some of their time to Basic Package for visitor support?

A.  Yes.  At those posts where VIP visit (i.e., POTUS, FLOTUS, VPOTUS and CODELs) support is actually a measurable percentage of staff time, it is appropriate to allocate a portion of such staff time to Basic Package.  A new section of the ICASS Handbook (6 FAH-5 H-310) is under development and will contain this guidance.  



	10
	Basic Package
	
	Modification
	Q.  My agency (six employees) is located in an “implant” office at the Ministry of Defense which is located 50 miles from the Embassy.  The Ministry handles all our requirements for host country documents (ID Card, entry/exit visas, etc.) and processes our official and personal VAT refunds.  Many of the other Basic Package Services are of only marginal interest or use to us.  Would this be justification for a modification for my agency?  

A.  Yes.  This cost center represents the basic management support services that allow agencies to pursue their official mission and responsibilities.  Like a fire or police department, access to these services is there “when you need it.”  Consequently, modifications to Basic Package are rare.  However, because your agency does not need the full range of available services, a modification may be justified.  Determining the appropriate level of the modification is a post decision. 



	11
	Basic Package
	Human Resources LE Staff
	Workload Counts
	Q.  We have a variety of American employees at my post, including Eligible Family Members (EFMs), Rockefellers and summer hires.  Because they are Americans, are they all counted in Basic Package?

A.  No.  Basic Package counts only USDH and certain other categories of personnel (see the Handbook guidance).  EFM, Rockefeller and summer hire Americans are all considered Locally-Employed Staff (LE Staff) for ICASS purposes and they are counted only in those cost centers that require LE Staff counts.



	12
	CLO Services
	Motor Pool Services
	Time Allocation
	Q.  One of the Motor Pool drivers does a two-hour trip to a local market every week for the CLO Office.  Should he allocate some of his time to CLO Services?

A.  No, the Motor Pool driver is performing his functional responsibilities – driving - and he should allocate his time to the Motor Pool Services cost center.  When reporting his kilometers, he should charge this trip to 1901.0 ICASS, as he should do for all kilometers driven in support of ICASS sections.



	13
	Health Services
	
	Time Allocation
	Q.  I am the post Nurse Practitioner and I spend a considerable amount of time preparing procurement requests and managing my LE Staff (e.g., writing performance appraisals, having counseling sessions, etc.).  Should I allocate some of my time to the Procurement and HR Cost Centers?

A.  Your time should be allocated according to your functional responsibilities – providing medical services and managing the Health Unit.  The tasks related to preparing procurement requests and managing your LE Staff are simply part of your responsibilities in the Health Unit.  Therefore, in this situation, your time should be allocated to the Health Services cost center.



	14
	Health Services
	
	Subscription of Services
	Q.  My agency provides my health care through TriCare.  Does my agency need to subscribe to Health Services?

A.  Yes, your agency needs to subscribe to Health Services for two reasons.  First, the post medical office serves as the OSHA-designated medical unit for first aid in the event of an on-the-job emergency, making this a required service for all agencies within reasonable proximity to the Health Unit.  Second, TriCare usually requires a referral from the post medical office before they will provide service.  However, because your primary health services are provided through TriCare, this may be justification for a modification to this cost center.



	15
	IM Technical Support
	
	Workload Counts
	Q.  With the new distribution factor in Information Management Technical Support where we now also count OpenNet UserIDs, how do I count UserIDs issued to the Recreation Association or the American Express travel office? 

A.  The count of UserIDs issued to the Recreation Association or the American Express travel office should be counted as ICASS workload since these offices benefit all customer agencies.



	16
	IM Technical Support
	
	Workload Counts
	Q.  The new distribution factor for 5458-Information Management Technical Support now includes OpenNet UserIDs.  Should I just count the number of OpenNet UserIDs I have on file and give that to the FMO?

A.  Not exactly.  This new combined distribution factor (devices serviced plus UserIDs) will require a bit more work to ensure equity and transparency.  In this first year of implementation, post will need to create a list of each agency’s User accounts and have the respective agency representatives decide which OpenNet UserIDs they wish to retain and this number will be used as the workload count for each agency.  



	17
	Security Services
	
	Modification
	Q.  My agency has no LE Staff.  When subscribing to Security Services, does that justify a modification for my agency?  

A.  There are two workload factors for this cost center:  US Direct Hire (including certain other employees as counted in Basic Package) and LE Staff.  Since there would be no workload count for LE Staff, the workload count for your agency would already be zero and would only include the count for your USDHs at post.  Therefore, no modification would be appropriate.



	18
	Motor Pool Services
	Procure-ment
	Time Allocation
	Q.  One of the drivers in the Motor Pool picks up petty cash purchases and small procurement orders every week.  Should he allocate some of his time to Procurement Services?

A.  Unless this driver occupies a “mixed” position (e.g., driver/procurement clerk, as described on his position description), he is simply supporting one of his many ICASS customers; his time is appropriately allocated to the 6139-Motor Pool Services cost center (or the 6145-General Services cost center at Lite posts).  The kilometers driven in support of these functions are distributed to 1901.0-ICASS at Standard posts and the costs are shared by all agencies through ICASS redistribution.  At Lite posts, where Motor Pool Services is part of the 6145-General Services cost center, these costs are shared based on capitation.



	19
	Motor Pool Services
	Shipping and Customs
	Time Allocation
	Q.  One of the drivers in the Motor Pool is also an airport expediter for both passengers and packages.  How should he allocate his time?

A.  Drivers who occupy “mixed” positions, as designated by their position descriptions, should allocate their time according to their position duties.  In this case, if the driver’s position is designated as Driver/Expediter (or a similar position title), then the driver would allocate an appropriate percentage of his time to both Travel Services (for expediter services related to people) and to Shipping and Customs (for expediter services related to packages), and the remainder of his time to Motor Pool Services (see 6 FAH-5 341.7-6).



	20
	Customs and Shipping
	Household Furniture Pool
	Time Allocation
	Q.  I work in the Customs and Shipping section and I clear many furniture shipments for the housing program and for offices.  Should I allocate some of my time to the Household Furniture Pool and Non-Expendable Property Management cost centers?

A.  No.  Clearing shipments is a functional responsibility of employees in your section and your time is appropriately allocated only to the 6136-Shipping and Customs cost center at a Standard post or to 6145-General Services at a Lite post.  At Standard posts, the number of inbound and outbound shipments you process for your various customers, including ICASS (as in the case you describe), must be tracked and reported to the FMO each year.  At Lite posts, because Shipping and Customs is incorporated in a single cost center (6145-General Services), these costs are spread through the established capitation distribution factor.



	21
	NXP- Property Mgmt
	
	Subscription of Services
	Q.  My agency does most of its own procurement and we also manage our own inventory control system.  However, I need to be able to receive large shipments at the Embassy warehouse and have them transported to my office.  My GSO says I have to subscribe to his inventory control system in order to receive these services.  Is this correct?

A.  Not any longer.  Under the new guidelines for Non-Expendable Property Management, there are five distinct services:  receiving, pickup/delivery, disposal, inventory control, and warehousing.  The distribution factor for all subscribing agencies has been changed to a combined employee count of USDH and LE Staff (the latter weighted at the .2 level).  Agencies that need only the first three services may subscribe to this cost center and get a modification at the .3 level; this modification level is based on an agreement between the primary service provider and the Washington ICASS Working Group.  



	22
	Admin Supply
	
	Budget 
	Q.  What gets budgeted in the new sub-cost center in 6133-Administrative Supply?

A.  This sub-cost center is established at those posts where a significant number of supply orders are direct charged to customer agencies and the supply staff processes these direct charge orders.  Only personnel costs (via time allocation) are allocated to this sub-cost center.  When a sub-cost center is used, post must ensure the Supply Clerk and other personnel who allocate time to the 6133-Administrative Supply cost center also allocate a portion of their time to this new sub-cost center, based on the estimated time associated with handling the direct charge orders.  The workload for the sub-cost center is the dollar value of the direct charged supplies. 



	23
	Admin Supply
	Procure-ment
	Subscription of Service
	Q.  I need some supplies that are not carried by the embassy supply room.  How do I get them?

A.  You have several options to obtain needed supplies that are not stocked by the embassy supply room.  First, you could ask the Supply Room staff to process your order (clarify your requirements, identify a vendor, place the order, etc.) and it would be direct charged to your fiscal data.  This would generate workload counts in both Administrative Supply and Procurement cost centers.  Second, you could send your request directly to the Procurement Section and provide your fund cite.  This would generate workload in the Procurement cost center.  Or third, depending on the items needed and your post, you could order your supplies directly using your office’s micro-purchase card.  This would generate no ICASS workload counts in either the Administrative Supply or Procurement cost centers because you are “self-providing” the service.  



	24
	Leasing Services
	
	Subscription of Services
	Q.  I am the GSO at my post and our residential program is a mix of STL and LQA/OHA properties.  One of my customer agencies has asked for some assistance for her staff under LQA.  They would like us to provide some support in locating properties, providing a (local language)/English lease, dealing with the landlord during the course of the lease, and other assistance.  Can I provide these services to agencies under private lease?

A.  Under the new Handbook guidelines, service providers may provide these services to agencies under LQA/OHA if they request this assistance and you have the capacity to provide these services.  Because they would not be receiving the full range of services under 6148-Leasing, you would need to determine an appropriate level of modification (and coordinate this with your Budget Committee) and have the agency sign a Subscription of Services Agreement.



	25
	Pouching Services
	
	Modification
	Q.  My agency doesn’t use the pouch very often.  Does that justify a modification?

A.  Technically speaking, no.  At Standard posts the distribution factor in this cost center is a cumulative count (the total weight of outgoing pouches), which means you are charged only for what you use.  Consequently, minimal usage results in a low workload count so no modification would be appropriate.  However, if an agency had a large number of contractor staff who had, by virtue of their contracts, only limited access to incoming pouches (which is part of the services in this cost center), this would constitute a de facto limitation on their overall access to the services in this cost center.  This may be justification for a modification to the distribution factor.  

At a Lite post, this service is “bundled” with two other cost centers and the distribution factor is based on capitation.  The Post and ICASS Council must review the range of services provided and agree on the circumstances which would justify a modification to this broad cost center.  



	26
	Mail and Messenger
	Motor Pool Services
	Time Allocation
	Q.  One of my Motor Pool chauffeurs drives the Mail Room staff to and from the airport two times a week to pick up the mail and pouches.  Should he allocate some of his time to the Pouching and Mail & Messenger cost centers?

A.  No.  In this case, the Motor Pool drivers are supporting one of their many ICASS customers; their time is appropriately allocated to the Motor Pool Services cost center (or the General Services cost center in Lite posts).  The kilometers driven in support of these functions are distributed to 1901.0 ICASS at Standard posts and the costs are shared by all agencies through ICASS redistribution.  At Lite posts where Motor Pool Services is part of the General Services cost center, these costs are shared based on capitation.



	27
	Mail and Messenger
	
	Modification
	Q.  My ICASS service provider provides mail service but does not provide local messenger service to any agencies.  Does that justify a modification for my agency?

A.  No.  Because no local messenger service is provided to any agency at post, there are no messenger service related costs or staff time to be distributed; mail service costs and staff time would be the only costs distributed to the customers.  Therefore, there would be no justification for a modification either at a Standard or a Lite post.



	28
	Mail and Messenger
	
	Workload Counts
	Q.  Under the old system, in 6194-Mail and Messenger we counted USDH; if there were no USDH personnel, then we counted LES Personnel.  Has this changed?

A.  Yes.  In the discussions between the service provider and the customer agencies it was agreed to change the count for this cost center.  As before, posts will count all USDH, certain authorized TCN and US Contractors, and others as outlined in 6 FAH-5 H-350.  If there are no personnel in those categories, then the count for that agency is “one;” you will no longer count LE Staff in this cost center.  At Lite posts, this cost center is one of three “bundled” 6196-Information Management services.  The distribution factor has been similarly changed:  you count all USDH, certain authorized TCN and US Contractors, and others as outlined in 6 FAH-5 H-350.  If there are no personnel in those categories, then the count for that agency is “one;” you will no longer count LE Staff in this cost center.  



	29
	Mail and Messenger
	
	Modification
	Q.  My agency is located 50 miles from the embassy.  On a daily basis we travel to the embassy to pick up and deliver our mail.  We also send and receive other mail through the local FedEx office.  Would this justify a modification to the Mail & Messenger cost center?

A.  Yes, your agency could justify a modification to the Mail & Messenger cost center because you self-provide several of the basic services offered.  



	30
	Reception, Swbrd and Telephone Services
	
	Budgeting
	Q.  As the Financial Manager at my post, I have always budgeted telephone costs to 6195-Reception and Switchboard and to the various ICASS sections based on their use of telephone services.  The new Handbook says I must now budget all ICASS sections’ telephone costs, including cell phone and long distance charges, in 6195-Reception, Switchboard and Telephone Services.  Why are you doing this?

A.  There was a great deal of variation in how posts were budgeting these (and other) costs, creating inconsistencies that made analysis of post costs or the development of metrics impossible.  We needed a consistent, fair and equitable way to budget these costs and determined, after considerable discussion, that this new approach -- budgeting all telephone costs in 6195-Reception, Switchboard and Telephone -- worked the best.  You will continue to direct charge those costs that are easily attributable to a specific agency (e.g., long distance charges, dedicated lines, cell phone charges, etc.).  However, ICASS telephone costs (both long distance charges and cell phone costs) will be budgeted in a mandatory sub-cost center and distributed only to 1901.0-ICASS and spread to the customer agencies through ICASS Redistribution 



	31
	Budget and Financial Plans 
	
	Workload Counts
	Q.  You have changed the distribution factor for Budget and Financial Plans from a percentage count to a count of hours.  At my post we just enter percentages; do I need to change this now?

A.  Under the old methodology, you had to start with hours spent on each agency’s budget and then calculate your percentages.  Now you will directly enter the hours spent on budgets and financial plans for each agency.  There should be a direct relationship between these numbers and the time allocation entries made for this cost center.  



	32
	Payrolling
	
	Modification
	Q.  My agency has no LE Staff.  Does that justify a modification to the Payrolling cost center for my agency?

A.  No.  The distribution factor for the Payrolling cost center is the number of USDH and LE Staff on payroll.  When an agency has no LE Staff, there is no workload count for the LE Staff so no modification is justifiable.



	33
	Payrolling
	
	Time Allocation
	Q.  I am a Procurement Clerk and I am also the timekeeper for the GSO section.  Should I allocate some of my time to the Payrolling Cost Center?

A.  No.  Section timekeepers are performing an administrative task as part of their functional responsibilities and they do not allocate time to the 6222-Payrolling Cost Center (or 6225-Financial Management Services in a Lite post).



	34
	Payrolling
	Human Resources LE Staff
	Workload Counts
	Q.  When the HRO calculated the number of LE Staff employees for 6451-Human Resources-LE Staff, he included (as outlined in established policy) five vacant positions that will be filled during this fiscal year.  Do I count these positions for the 6222-Payrolling cost center?

A.  Yes, if the respective agency(ies) of the vacant positions subscribes to 6222-Payrolling Services.  Positions that are “temporarily” vacant (i.e., the position has been filled before and will be filled during the upcoming fiscal year) are counted for both these cost centers to ensure consistency and equity.  If a vacant position is a new position, the workload counts should be pro-rated according to the projected arrival date of the incumbent.   


	35
	Miscellan-eous
	Language Program
	Budget
	Q.  The language program at my post is funded outside of ICASS and we direct charge all agency participants.  We have two ICASS employees who participate in this program.  Where do I budget these costs?

A.  Under newly-established policy, it was agreed that all training would be budgeted under 8790-Miscellaneous.  In this case, because only ICASS employees would be affected, you would budget their language program costs to 8790-Miscellaneous.  This would apply to either host country or English language programs.  



	36
	Human Resources USDH Services
	Language Program
	Budget
	Q.  There are two contract language instructors at my post who support our host country language program which is managed and funded in ICASS.  In which cost center do I budget these costs?

A.  When post language programs are budgeted in ICASS you must segregate these costs in a sub-cost center to ensure only those agencies using the service are billed for these costs.  In Standard post a sub-cost center is created in 6441-Human Resources-USDH Services; at Lite posts it is created in 6445-Human Resources Services.  All costs for the language program would be budgeted in the sub-cost center and the distribution factor is the total number of participants for each subscribing agency.  If eligible family members use this service, each family member is a count for the agency of the sponsoring employee.



	37
	Miscellan-eous
	Human Resources LE Staff
	Budget
	Q.  At my post we have an English language program for the LE Staff.  Where does this get budgeted?

A.  If the English language program is utilized by only ICASS LE Staff, the costs should be budgeted in 8790-Miscellaneous.  If the program is used by LE staff from ICASS sections and other agencies, it is preferable to run the program outside of ICASS and direct charge the other agency participants and budget for ICASS employees in 8790-Miscellaneous.  If the program is funded in ICASS, it is budgeted in a sub-cost center in 6451-Human Resources Services-LE Staff (Standard posts) or 6445-Human Resources Services (Lite posts).  The distribution factor would be the number of employees for each agency utilizing the services.  



	38
	Human Resources LE Staff 
	
	Modification
	Q.  My agency has five LE Staff who were recently hired and I expect they will be working for the USG for many years to come.  When I subscribe this year to HR-LE Staff Services, I am sure I won’t be needing the services related to recruitment, new employee orientation, etc.  Does this justify a modification?

A.  This cost center provides a range of services for all customer agencies that employ LE Staff.  Only in situations where an agency definitively self-provides some of these services would a modification be appropriate.  Based on the situation you describe, a modification would not be justifiable.



	39
	Building Operations
	Hospitality Kits
	General
	Q.  The new guidelines on the residential Building Operations cost centers (7810 and 7850) refer to “hospitality/welcome kits.”  Is this the package of brochures that the CLO prepares?

A.  No.  The “hospitality/welcome kits” noted in these cost centers refer to the kits most posts provide newly-arrived (or departing) employees and their families to allow them to move directly into their assigned residential quarters.  The cost for these “hospitality kits” is budgeted only in these two cost centers.



	40
	Building Operations
	Hospitality Kits
	General
	Q.  How do you decide what to include in a “hospitality kit?”

A.  The service provider, working with the Post Interagency House Board, establishes a policy on what items will be provided in the hospitality kit within the funding levels set by post.  The items included may consist of everything from routine kitchen supplies (dishes, flatware, pots/pans, etc.) to linens and basic furniture items (if post is unfurnished).  



	41
	Household Furniture, Furnishings and Appliance Pool
	
	General
	Q.  My agency has four employees who are part of the post housing program.  At this post, all housing is government-furnished and all agencies, including mine, subscribe to the furniture pool cost center.  In the new Handbook it says that re-upholstery of furniture and furnishings is provided.  I don’t like the color of the sofa and two chairs in my apartment; can I ask the GSO to re-cover them?

A.  Probably not.  You will notice that the service you mention is followed by the phrase, “in accordance with post policy” and is provided in the Building Operations cost centers (7810, 7820, 7850 and 7860) and in 6144-Household Furniture, Furnishings and Appliance Pools.  While your agency subscribes to the furniture pool cost center and gets billed for the services provided, you need to ask GSO what your post policy is regarding re-upholstery of residential furniture.  Post policies are developed and approved by the service provider and customer agencies and are based on a variety of post-specific factors. 



	42
	Building Operations
	Measuring
	Workload Counts
	Q.  The new guidelines for Residential Building Operations change the measuring methodology for residential property to gross square meters only.  What is the impact of this change?

A.  For GSOs, this should not be a burdensome change because this is a measurement already captured for OBO’s RPA system.  The old ICASS system counted gross square meters for standalone properties and net square meters for apartments and townhouses.  The new methodology standardizes the workload factor as gross square meters for all residential categories.  Using RPA data, you will enter the gross square meter measurement for the workload count for this cost center.  In cases where the USG occupies an entire apartment building, you will measure the gross space of each individual unit and these measurements will establish the ratio for spreading building operating costs, including the costs for common/shared areas.  

The other side of this issue is the impact on costs.  Obviously, when you use different measuring guidelines there will most likely be an impact on invoices:  some will go up while others may go down.  Moreover, with all the other changes in budgeting and time allocation, it is impossible to predict what the exact outcomes might be.  Be assured, the potential impact of all the changes was discussed at length with the service providers and the ICASS Working Group and all fully support these changes because of the improved transparency and data integrity they will bring.



	43
	Building Operations
	Measuring
	Workload Counts
	Q.  The new guidelines for Non-Residential Building Operations indicate a change in the measuring instructions.  Can you elaborate?

A.  To ensure consistency and standardization around the world, we needed a consistent, straightforward way to measure space.  Under the old system you were supposed to measure individual offices to develop your final measurements for each agency.  The change is that you will now measure office suites.  For example, the Political Section suite may have four individual offices, a copy/file room, a dedicated conference room and several modular office areas within its suite.  You will now measure only the perimeter of this suite to determine the square meters occupied by the Political Section.  This change will most likely require posts to re-measure office properties in order to establish their new baseline information.



	44
	Building Operations
	Rent Costs
	Budget
	Q.  I have read the new guidance on how to budget rent costs and I’m confused.  Is there a distinction between how we handle lease costs for office vs. non-office properties?  

A.  This issue was the subject of much debate and focused on two objectives:  standardization in budgeting (for data integrity and management analysis) and transparency in invoicing.  In the past, some posts allocated ICASS STL rent costs to 7860-Building Operations/STL Non-Residential, while others allocated a portion to 7860 and the remainder was allocated to individual ICASS cost centers.  Posts will now budget STL rent costs for all office space occupied by ICASS sections, in shared or ICASS solely-occupied properties, only in 7860-STL Non-Residential Building Operations.  The space occupied by ICASS Sections will be distributed to 1901.0-ICASS and the related costs will be spread through ICASS Redistribution.  Posts that have budgeted these costs directly in various cost centers in the past may no longer do this and must follow these new guidelines to ensure consistency.  

Rent costs for non-office property (i.e., warehouse, maintenance shops, motor pool, etc.) will be budgeted in the respective cost centers they support.  Further guidance will be provided on this issue
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