UNCLASSIFIED
4

UNCLASSIFIED
RM/ICASS:JBUECHEL
03/18/2008 202-663-1308
RM/ICASS:IASMAL
S/ES-O:MSIMS   A:JSCANDOLA   M:JMCINTYRE   
RM/CFO:JPARAVONIAN   AF/EX:GJANSON   EAP/EX:CTFORRESTER   
EUR-IO/EX:CSOMMA   NEA/SCA/EX:TQUINZIO   WHA/EX:JROBERTSON
AF/EX, EAP/EX, EUR-IO/EX, NEA/SCA/EX, WHA/EX
ROUTINE ALDAC, TRIPOLI
STATE 032519
E.O. 12958: N/A
TAGS: KICA, AMGT
SUBJECT: IMPLEMENTING GUIDELINES #4 of 8
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REF:  STATE 028296 

SUMMARY:  This is the fourth in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers the two Human Resources cost centers and applies to Standard posts only.  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 at post beginning with the May 1, 2008, ICASS workload counts.  This cable must be read along with the Chapter 340 draft found on www.ICASS.gov.  END SUMMARY

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

1.  Human Resources-US Citizen Services (6441)
----------------------------------------------
The first change in this cost center is in the name:  it is now called Human Resources, not Personnel Services.
Definition of Services:  

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

The services provided have been clarified and updated.  For example, Service #1 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:  #5.  Process USDH employee evaluations; #6.  Coordinate required ethics training; #7.  Process mandatory financial disclosure forms; #10.  Provide information and assistance in the assignment bidding process; and, #11.  Provide information and guidance on training and process training requests.  

Budgeted Costs:  

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

Only the two budget categories included in most cost centers are budgeted here.  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 should 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 in this cost center allocate their time here.

How to Count:  

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

The distribution factor remains unchanged:  total number of USDH and certain authorized TCN, US Contractors and others as defined in 6 FAH-5 H-350.  Modifications are justifiable for those agencies which self-provide these services for their American staffs and utilize only limited services in this cost center.  The distribution factor for the language program sub-cost center is based on capitation and counts each participant, whether an employee or a family member, as a workload count for an agency.

ACTION REQUIRED:  

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

The HR Office must 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.

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

2.  Human Resources-LE Staff (6451)

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

As with the US Citizen Services cost center, the name has been changed to Human Resources-LE Staff.

Definition of Services:  

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

There were no major changes in the services provided but there were many clarifications and updates.  For example, Service #1 now reads, “Maintain the Local Compensation Plan in coordination with serviced agencies in order to recruit and retain qualified staff.”  Added were:  Service #5.  Maintain the new employee orientation program; and Service #12:  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 included in most cost centers, also budgeted here are legal fees, but there is a NOTE that qualifies when ICASS funds such costs.  

Time Allocation:  

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

Employees who directly perform or supervise these services allocate their time to this cost center.  At posts where HR employees have responsibility for resolving time and attendance or payroll problems, they would allocate a portion of their time to the Payrolling cost center.  

How to Count:  

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

The distribution factor remains unchanged but is clarified to ensure all appropriate personnel are counted:  the total number of LE staff serviced (includes EFMs hired under FMA or Temporary Appointment; all other family members and LE Staff hired under a direct hire appointment or PSA/PSC).  Any agency with LE Staff must subscribe to this cost center at least at the .3 level.  Modifications are based on the range of services provided to an agency (with the assumption being that if these services are not provided by ICASS, the agency self-provides those services), not the frequency of access to those services.  

ACTION REQUIRED:  

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

Review and validate the personnel counts for each agency and review any modifications to ensure they meet the criteria.  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.
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