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SUBJECT: FREQUENTLY ASKED ICASS QUESTIONS

FOR ADMIN COUNSELOR AND ICASS COUNCIL CHAIR FROM THE ICASS

SERVICE CENTER

1.  Following are questions that are frequently raised by

posts and participants of the ICASS Service Center's post-

based training. A copy of these and other Frequently Asked

Questions can be found on the ICASS internet site:

www.ICASS.com and on the State intranet site:

http://web.rm.state.gov/ICASS.

2.      HOW DOES POST OBTAIN RESOURCES TO START A FURNITURE

POOL?

        First and foremost let your regional Bureau know post's

resource needs so that post's ICASS target can be

increased. The best way to pass this information to

agencies in HQ is to include furniture/appliance pool

resource needs in the "original" budget in the post ICASS

software.  Post should state the estimated costs for each

participating agency. Post may want to highlight this new

furniture pool initiative in its budget submission as one

of the top three unfunded priorities in the "original"

budget.  This information will be used in the mid-year

target setting process.  In this way all agencies are made

aware of the resource implications and can reprogram funds

as necessary for an ICASS furniture pool.

3.      HOW CAN WORKLOAD COUNTS BE MODIFIED TO ACCOUNT FOR

AGENCIES THAT REQUIRE EXTRAORDINARY LEVELS OF SERVICE?

        This issue has come to the attention of the ISC through

our post-based training program.  Some agencies require

larger amounts of service from a cost center than their

share would indicate, or than can be captured by the

workload count of 1.0.  In such cases, the Council may

consider modifying downward all other agency counts in

that cost center.  Using Shipping and Customs as an

example, suppose an agency's frequent shipments of

medications consistently require significantly more

paperwork and negotiating with the host government.  In

this case, the post might consider modifying all other

agency workload factors to 0.6 or 0.3 and leaving this

particular agency at 1.0.  This approach addresses the

additional time spent on one specific agency.  Note that

State and ICASS do not have to subscribe to a 1.0 level of

service.  Like all agencies, State too can have a modified

workload count, if warranted, and agreed to by the

Council.

4. CAN TRANSLATION SERVICES BE AN ICASS SERVICE?

        Several of the post-based training sessions raised this

issue. Posts are having difficulty in accommodating

translation services within ICASS.  There are two basic

approaches to this issue.  The preferred method, as

always, in ICASS is to direct charge for services.  Post

could set up a contract for translation services then each

agency would be direct charged by page/document that it

has translated.  Alternatively, this service could be

provided within ICASS.  Given the existing cost centers

and their associated workload factors at a standard post,

a sub-cost center could be established under the

Reproduction Services cost center for translation

services.  Only those agencies requiring the service would

sign up.  The costs would be shared based upon the number

of pages translated. This approach adheres to the policy

of matching a subcost center's workload to its parent cost

center.

5.      HOW CAN POST OBTAIN ADDITIONAL ICASS RESOURCES TO

SUPPORT INCREASES IN NSDD-38 POSITIONS?

a.      Many posts have difficulty linking the NSDD-38 approval

process with obtaining additional ICASS resources to

support a new position. Increase in mission staffing

directly impacts the ICASS budget.  These resource

implications are one of the considerations in determining

the appropriate level of staffing in the Mission.  How

does the post use the software to provide the COM

information to assist in the decision-making process?  How

does post obtain additional resources to provide services

for new positions?

b.      The Chief of Mission maintains staffing authority at

post through the NSDD-38 process and there are resource

implications for any NSDD-38 decision, both adding and

removing personnel.  Mission staff increases usually mean

an increase in ICASS workload.  This translates into one

of three options.  Either the existing staff must do more

(perhaps with the level of service decreasing), post must

re-examine the existing work processes to see if

streamlining is possible, or post may need to hire

additional personnel to address the increased workload.

c.      The `Staff Year Requirements' report within the Partial

Year Invoice module of the ICASS software, can help guide

post's analysis of the additional annual administrative

staffing needs associated with an increase or decrease in

Mission staffing levels.  This report generates the number

of ICASS staff years needed to support the increase or

decrease in mission personnel. Note that the report

assumes post is currently at full staffing capacity.  Your

request for more ICASS resources may need to be

supplemented with additional information.  In any case,

this report is important to the service provider and the

Council as the basis for identifying any addition or

reduction to the resource requirements brought about by

changes in post's staffing level.

d.      Posts are most familiar with using the partial year

invoice module to generate a Partial Year Invoice for

agencies bringing on new personnel within the current

fiscal year.  The module generates an invoice for the

agency to sign, which is then submitted to the ISC and

post is allotted these resources in the current fiscal

year.  This allotment is in addition to the post's ICASS

target for the year.  This additional funding is intended

to help the post address the increased workload

requirements within the current year ONLY.

e.  This process does NOT/NOT automatically affect the

targets for the following year.  Posts must be sure to

alert their bureau to personnel and resource increases so

that accurate targets can be established for the coming

year. Information from the post software can be used to

help post make the case for any increases/decreases to

their target in the coming year.  The "Staff Year

Requirements" report, mentioned above, can be used in

developing the justification for a target change based

upon the staffing and resources changes in the coming

year.

6. HOW CAN I ADD AN AGENCY CODE TO THE ICASS BUDGET

SOFTWARE?

  There are two major steps to the process: obtaining

ICASS Service Center approval and then actually adding the

code.

        a.      Confirm the need for a new code with the ICASS

Service Center (ISC).  An appropriate code may already

exist, even if it is not immediately identifiable from the

software listing.   Please note that a new code is not

necessary simply to identify the group at your post if

there is a code that applies to the entire agency or sub-

agency.  Posts must have approval or appropriate

instructions from the ISC before adding any agency code.

        b.      If a new code is requested, get the name, phone

number and e-mail address of the billing contact as well

as the address where bills should be sent, which may not

be the same address.  If the person who makes the request

is not the billing contact, then you must contact the

latter to be sure that he/she will accept the charges and

that all the arrangements are acceptable.

        c. Obtain approval from the ISC that will confirm an

existing code or provide a new code.

        d.      Be aware that the new agency or sub-agency will not

be included in the software until the next update/

revision of the software.   If post must use the new code

immediately insert it manually into post software by doing

the following:

i.      open the budget;

ii.  open the Activate Agencies module on the Post Profile

tab;

iii. click the button on the lower right labeled "Add

Agency";

iv.  type in the agency code and name as instructed by the

ISC;

v.      Click "ok" and confirm that the code is in the active

agencies window.

        e.      As a final step, advise the ISC that the new code is

activated.  If it will be used at other posts as well,

please advise.

7. ARE THERE ANY NEW AGENCY CODES?

        Code 6925.0 has been approved for the new Transportation

Security Administration but was not added until after the

most recent software was sent to post.  As needed, posts

should add this as: DOT-TRANSPORTATION SECURITY

ADMINISTRATION.  If post is not certain if a DOT element

is part of this agency, please ask your post contact or

send an e-mail with your question to the ISC.

8.      Posts have raised the concern that admin sections are

not receiving information in a timely manner about new

personnel coming to post.  Posts need information to begin

preparing for new personnel in advance of their arrival,

in order to set up housing or schooling for their

children.  The ISC has developed and placed on the ICASS

websites a "Post Arrival Notice" checklist of information

and procedures that agencies should follow when sending

new personnel to post.  The ISC has asked the ICASS

Working Group members to ensure that their agencies

provide information related to assignments of personnel to

posts in a timely manner.

9. MINIMIZE CONSIDERED

POWELL

