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   -     FINANCIAL MANAGEMENT AND HR SERVICES)

   -     FOR ICASS LITE POSTS only
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FROM ISC DIRECTOR – ISMAIL ASMAL

REF:  State 028296 

SUMMARY:  This is the eighth in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers four cost centers and applies only to Lite posts:  General Services, Information Management Services, Financial Management Services, and Human Resources Services.  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 beginning with the May 1, 2008, ICASS workload counts in preparation for the FY09 budget cycle.  As with the series of cables outlining changes in the Standard ICASS cost center definitions, this cable is intended to be read along with the final draft of the 6 FAH-5 H-340 which is posted on the ICASS website (www.icass.gov).  Because the changes are too numerous to be listed in cable form, each service provider and customer agency must read the new chapter 340 in its entirety.  END SUMMARY

1.  As noted in reftel, there are now separate sections of the FAH for ICASS Standard and ICASS Lite.  Section 341 describes cost center definitions for Standard posts and Section 342 describes cost center definitions for Lite posts.  For those cost centers that are the same in both approaches (Basic Package, CLO, Health, IM Technical Support, Local Guard, Security Services, Furniture Pools, Building Operations, and Miscellaneous), the implementation guidelines are the same and Lite posts should refer to those cables for detailed instructions.  

As noted in the overview (reftel), post is strongly encouraged to establish a communication strategy for sharing this information with all customer agencies, perhaps through the use of ad hoc working groups, to ensure that both service providers and customer agencies understand the changes that will be made beginning with the May 1, 2008, workload counts.

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

2.  General Services (6145)
---------------------------

Description of Services:  

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

There were numerous changes to update and clarify the services provided in the nine functional areas and many NOTES add further information or comments.  Because ICASS Lite compresses the nine Standard cost centers into a single cost center with a single distribution factor, many of the more significant changes to the Standard cost centers will have no impact on Lite General Services operations.  Highlights include:  Redefined Non-Expendable Property Management Services which now include receiving, inventory control, warehousing/storage, pick-up and delivery, and disposal services;  Direct Vehicle Operations is now called Motor Pool Services and it includes only passenger and multi-use vehicles (all other vehicles will budgeted in a new “utility fleet” cost pool; further guidance will be provided); and, a NOTE in Travel Services acknowledges that eTravel may change how the services in this area are provided in the future.

Budgeted Costs:  

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

Beyond the first two categories of cost that are found in most cost centers, also included here is a long list of costs related to the range of services provided.  In addition, a lengthy series of NOTES provides additional clarification of costs in various functional areas.  For example, there is a NOTE indicating 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; and there are two notes providing further explanations of real estate agent fees and legal fees related to leasing.  

Time Allocation:  
---------------

The basic principle in time allocation is that you charge your time according to your functional job responsibilities.  Any USDH or LE Staff employees who directly perform or supervise the General Services functions allocate their time to this cost center.  Given the broad nature of their responsibilities, warehouse and maintenance staff will typically assign a portion of their time to 6145-General Services and 6144-Household Furniture, Furnishings and Appliance Pools (if applicable) and to the four Building Operations cost centers. 

How to Count:  
------------

The distribution factor for General Services (6145) is unchanged:  it includes 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 0.2.  

Each post must establish guidelines for granting modifications to any agencies.  These guidelines are established in conjunction with the post ICASS Council and then applied equally to all agencies.  Because of the wide range of services in this cost center, determining modification levels can be complicated.  The GSO should establish “baskets” of services that reflect customer requirements as well as the level of effort and resources allocated to each grouping when determining modification levels, ensuring a transparent and equitable sharing of costs.

ACTION REQUIRED:  

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

In preparation for the May 1, 2008 workload counts, the service provider needs to verify all agencies that subscribe to this service and ensure modifications are in accordance with the guidelines.  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.  information management services (6196)

------------------------------------------
Definition of Service:  

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

There were no changes to the services provided.  However, the name of the Reception and Switchboard functional area was changed to Reception, Switchboard and Telephone.  

Budgeted Costs:  

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

Beyond the two budget categories found in most cost centers, also budgeted here are costs for a dedicated vehicle for pouching services or mail/messenger services (if applicable), any contract costs associated with these services, and the budgeting of all telephone costs for ICASS offices, including long distance charges and costs for cell phones/mobile communication devices.  A series of NOTES provides guidance on direct-charging for transportation costs for special pouches for a single agency and special phone features, equipment or upgrades requested by a specific agency.  Another NOTE provides guidance on the requirement to create a sub-cost center to capture all costs related to ICASS sections’ long distance calls, cell phones and mobile communication devices.  

Time Allocation:  

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

Employees who directly perform or supervise the services provided in this cost center and/or manage the mission telephone system(s) allocate their time here.  Management of the E&E Radio Network is a State Program responsibility and ICASS employees who work on that program allocate an appropriate portion of their time to the non-ICASS Dual Position cost center.   No time allocations are made to the sub-cost center for Long Distance and Cell Phone Charges for the ICASS sections.

How to Count:  

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

The distribution factor is unchanged:  it is the number of USDH and certain authorized TCN, US Contractors or other staff as described in 6 FAH-5 H-350, Categories of Personnel, as reported in the authorized personnel system of record, who have subscribed to this service.  If a subscribing agency has no USDH or other authorized personnel as noted above, then the count is “one” for that agency.  This is a static count taken as of May 1.

The distribution factor for the ICASS Long Distance and Cell Phone Charges sub-cost center is “one” and is charged to 1901.0-ICASS.

This cost center is modifiable in limited circumstances.  Because of the range of services in this cost center, determining modification levels can be complicated.  The IMO should establish “baskets” of services that reflect customer requirements as well as the level of effort and resources allocated to each grouping when determining modification levels, ensuring a transparent and equitable sharing of costs.  The example provided is for an agency that self-provides some of the services in this cost center (e.g., an agency that picks up from and delivers its mail to the service provider and sorts it on-site) which may justify a modification.  

ACTION REQUIRED:  

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

The IMO must verify that all agencies who utilize these services subscribe to this cost center.  Review and validate all 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.  

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

3.  financial management services (6225)
----------------------------------------
Definition of Service:  

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

We have clarified the description of services covered in this cost center and updated some of the terminology.  

Budgeted Costs:  

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

Beyond the two cost categories found in most cost centers, also included are any contract costs related to these services.   

Time Allocation:  

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

Employees who directly perform or supervise the services outlined in this cost center allocate their time here.  A NOTE advises that Section Timekeepers who perform weekly time and attendance duties do not allocate time to this cost center.

How to Count:  

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

The distribution factor is the number of strip codes processed for vouchering, collections, and disbursements plus accommodation exchange transactions.  This is a cumulative count and is derived from standard COAST reports and WINACS.   This cost center is modifiable in limited circumstances and the Handbook provides several examples.  Because of the range of services in this cost center, determining modification levels can be complicated.  The FMO should establish “baskets” of services that reflect customer requirements as well as the level of effort and resources allocated to each grouping when determining modification levels, ensuring a transparent and equitable sharing of costs.  

ACTION REQUIRED:  

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

Ensure the appropriate workload counts are taken from COAST/WINACS reporting.  Review and validate time allocations.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.  

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

4.  human resources services (6445)

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

This cost center has been renamed as shown above.  A more significant change is that Security Services, previously included under this cost center, has been removed and is now a separate cost center in Lite, just as it is in ICASS Standard.  Therefore, the cable outlining the changes in the Local Guard and Security Services cost centers applies to both Standard and Lite posts.

Definition of Service:  

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

The list of services has been clarified and updated.  For example, the first service listed under Human Resources – US Citizen Services now reads, “Maintain post position schedules and related reports in the authorized personnel system of record,” reflecting the importance of maintaining the “gold standard” Post Personnel system.  Several new services were added:  e. Process USDH employee evaluations; f. Coordinate required ethics training; g. Process mandatory financial disclosure forms; j. Provide information and assistance in the assignment bidding process; k. Provide information and guidance on training and process training requests.  

Examples of clarification and updates to services listed under Human Resources – LE Staff include:  a. Maintain the local compensation plan in coordination with serviced agencies in order to recruit and retain qualified staff.  Additional descriptions of services include (lettered here as they appear in the Handbook):  e. Maintain the new employee orientation program; and l. Coordinate with local counsel, Department of State Legal Office, the Department of Justice and the employing agency, as necessary, on legal cases.  

Budgeted Costs:  

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

Beyond the two budget categories found in most cost centers, also included are any costs for legal fees related to HR services.  A NOTE has been added indicating it is preferable for post language programs to operate outside of ICASS on a direct charge basis.  If that is not possible and it is funded through ICASS, it must be managed here using a sub-cost center to ensure that only subscribing agencies are billed for these costs.  

Time Allocation:  

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

Employees who directly perform or supervise the services outlined in this cost center allocate their time here.  At posts where HR staff has responsibility for resolving time and attendance or payroll problems, they would allocate a portion of their time to the Financial Management cost center.

How to Count:  

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

The distribution factor remains unchanged (the number of USDH and certain other categories, plus LE Staff) but is clarified to ensure all appropriate personnel are counted.  Any agency with LE Staff must subscribe to this cost center at least at the 0.3 level.  The distribution factor for the language program sub-cost center is based on capitation and counts each participant, whether an employee or a dependent, as a workload count for an agency.  Modifications are based on the range of services provided (with the assumption being that if services are not provided by ICASS, the agency self-provides those services), not the frequency of access to the services.  

ACTION REQUIRED:  

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

The HRO must review and validate the personnel counts for each subscribing agency and review any modifications to ensure they meet the criteria.  If post has a language program funded in ICASS, gather the necessary workload data for inclusion in the May 1, 2008, count.  Review all time allocations to this cost center and ensure they are appropriate and meet the criteria.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.  

5. MINIMIZE CONSIDERED.
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