Mission Russia

FY 2004 – General Workload Count Guidelines

(FINAL as of 14 May 2003)

Unless otherwise noted, the workload counts at the Consulates will be conducted in the same manner as Embassy Moscow.  

6150 – Basic Package – No. Direct Hire Americans as of May 1, 2003

· Number of Direct Hire American positions that are filled as of May 1.  Count is people, not positions.  

· Personal Service Contractors, such as PAE, receiving the same services as direct hire Americans would be counted the same as direct hire Americans.

· Interns:  Regulations suggest that interns not be charged basic package and CLO.  At Moscow, when the intern is here for more than 6 months, present at post on May 1 and receiving the same services as direct hires, they should be counted the same as direct hire employees.  An example of an intern in this category is the Fascell Fellow.  For summer interns who will only be here for less than six months and who are not here on May 1, they will not be counted.

· Medium to long-term TDYers:  TDYers encumbering vacant American direct-hire positions for a total of more than six months in twelve and present at post on May 1, these positions should be counted the same as an American direct-hire employee. 

· LES are not counted.

· Modifications:   Olmstead Scholars are modified to .3 per 6 FAH-5 H-405.2. 

5458 – Information Management Technical Sup – No. of Peripherals as of May 1, 2003

· Per instructions from AMB, every on-site agency will be provided one ALMA terminal free.  This CPU will not be counted in the ICASS workload counts.  FCS will not be receiving an ALMA terminal because they are off-site and it is not possible to remotely access ALMA.   

· Each CPU including the monitor, keyboard, mouse, and other internal/external devices specific to the CPU will count as one.   Some workstations have two CPUs, one for ALMA and a second for Internet.  This second CPU will have a separate count of one. 

· ISO Moscow does not count printers, servers, scanners, or other general equipment.  Most printers are shared between offices and even agencies and will would be difficult to assign partial counts.  There are only two types of servers, Program and ICASS.  Program servers are maintained by DOS Program personnel.  The ICASS servers support all agencies. 

· At the consulates, the printers, servers, scanners and other general equipment should be counted.  For Vladivostok, there will be no count as the all the IM equipment is maintained by DOS Program personnel since there is no ICASS FSN or American DH personnel to incur costs.  The only ICASS person lending assistance is ISO Bill Mains about once or twice a year.  The ISO’s time in Vladivostok is minimal and it can be argued that his time is accounted for in the Moscow workload counts.  

· Classified CPUs are not included in these workload counts as there are dedicated DOS IM personnel who maintain that equipment.

5624 – Medical Services – No. Authorized users as of May 1, 2003

· “Authorized Users” is defined as:  All Direct Hire (DH) U.S. citizen employees and family members included on the sponsor’s assignment orders, whether physically residing full time at post or not.  For example, children attending boarding school will be counted the same as children attending school at post.  Also included are contract personnel (PAE) and any other personnel approved by the AMB to receive services.  Does not include one-time emergency and/or first-aid service provided to Foreign Service Nationals (FSNs) and other LES. 

· Tandem Couples:  Each employee will be counted against their employing agency.  Any dependents will be counted against the employing agency on whose orders they are carried.  For example, if the dependents are on the ICASS father’s orders, the count is against ICASS versus the Program mother’s orders. 

5826 – Non-Residential Local Guard Program – Net Sq. meters occupied Non-Res as of May 1, 2003
· Net square meters of occupied non-residential space as of May 1 in NOB, Spoede, EOB, Yekaterinburg CG, St. Petersburg CG and Vladivostok CG.

5880 – Security Services – No. of Americans and LES as of May 1, 2003
· See general guidelines for American DH in Basic Package as of May 1.

· LES includes all local hired Russians and Americans, both PSA+ and EFMs.

6443 – CLO – No. Serviced Americans, TCNs and Contractors as of May 1, 2003

· See guidelines for American DH in Basic Package as of May 1.  In addition to the DH, the  DH’s dependents must also be counted.  Counts for contractors such as PAE would also include dependents.

· Tandem Couples:  Dependents will be counted against the employing agency for the parent’s orders they are listed on. 

· There will be no counts for Consulates Yekaterinburg and Vladivostok as there is no CLO program.  The only assistance that these consulates receive from Moscow is an e-mail copy of the TWIM. 

5449 – DTS-PO – No. of Instruments serviced as of May 1, 2003

· The count will reflect the assignment of approximately 600 Direct-In Dial (DID) lines and over 50 local telephone lines to the various agencies.  There were a few minor adjustments to account for agencies outside the compound.  For these agencies, the count reflected the number of individual’s/lines that could access IVG at one time.  This count does not reflect personal use by American DHs from their residences, either by direct-dial of the IVG lines or operator assistance.      

6132 – Vehicle Maintenance – No. Vehicles Maintained as of May 1, 2003

· Number of vehicles maintained by GSO motorpool as of May 1.  

· Vehicles without registration on May 1 will not be counted.

· Does not include POVs maintained by motorpool. 

· There will be no count in this category for Consulate Vladivostok as they do not provide service and there are no ICASS costs. 

6133 – Administrative Supply Services – Dollar Value of Supplies issued May 1, 2002 to April 30, 2003

· Dollar value of supplies issued by GSO during the workload count period.  GSO tracks this information in its Stock Control Program.

· At Consulate Vladivostok, only DOS and ICASS use the expendable supplies.  The Consulate is currently not using the Stock Control Program and will estimate the cost of supplies issued to DOS and ICASS. 

6134 – Procurement Services – No. of Executed Procurement Documents issued May 1, 2002 to April 30, 2003

· Old Method for FY 2004 counts:  Executed procurement documents include:  purchase orders, contracts, petty cash purchases, personal service contracts, requisitions and all other standard means of procuring goods and/or services.  Each document has an equal count of 1. 

· Procurement requests submitted by the Shipping Section for shipping services will be added to the count for the agency funding the shipment.  For example an American DH is transferring to Kiev, Shipping will count their work as 1 under the shipping and customs cost center (6136).  Procurement will count their work to arrange and contract for a shipping company as 1 under Procurement services.  In contrast, it should be noted that there are existing contracts for shipments to ELSO that do not require an action on the part of Procurement, the Shipping section uses theses existing contracts.  

· New Method for FY 2005 counts:  Executed procurement documents include: purchase orders, contracts, petty cash vouchers, personal service contracts (but not Personal Service Agreements), requisitions and all other standard means of procuring goods and/or services.  Thus, post should utilize the following categories and weights:

Acquisitions over $100,000



3.0

Acquisitions between $2,500 and $100,000

2.0

Acquisitions less than $2,500



1.0

6135 – Reproduction Services – No. Copies Printed/Reproduced from May 1, 2002 to April 30, 2003

· The total number of copies printed or reproduced, both black/white and color, at the request of the customer agency.

· For the FY 2005 counts, IM is suggesting that they count black/white copies separate from color copies and that there be a greater weight for color copies.  It is much more time consuming and expensive to produce color copies. 

· None of the Consulates offer this service therefore there will be no workload counts for them. 

6136 – Shipment and Customs Services – No. Shipments Sent and Received from May 1, 2002 to April 30, 2003

· Number of shipments, regardless of size or shipping method, sent and received.  GSO tracks this through the Admin database.  A shipment becomes a count when it clears Customs either in-bound or out-bound.   Also, registration of cultural items is considered part of the count of one for processing a shipment, that is it is not a separate count.

· Multiple shipments are counted multiple times.  For example, an American decides to send one HHE shipment to storage in the US and one HHE shipment to their onward assignment.  Each shipment would count as 1 for a total of 2 in this example.

· Tandem Couples will be asked to determine which orders will be used for each shipment. 

· Services performed for AAS will not be counted.  Since AAS is not a service ICASS entity, the count would have been levied against ICASS.  It was decided to simply not count these services.  

· For the consulates, the mail pouches are not counted in this category.  The mail truck from Helsinki is counted by St. Petersburg both in-bound and out-bound against ICASS as there is substantial work involved in clearing these trucks.  Also, any individual shipments on the out-bound mail truck are counted separately as they require separate Customs paperwork.  

6139 – Direct Vehicle Operations – No. Miles Driven from May 1, 2002 to April 30, 2003

· The total amount of miles driven for agency or ICASS participant.  GSO collects these statistics from computerized trip logs.

· Miles driven for POTUS, FLOTUS, VPOTUS and CODELs are not counted.

· Miles driven for VIP officials of all agencies are counted against the sponsoring agency.  For example, miles driven in support of SECSTATE are charged against DOS Program. 

· Driver overtime for all visits is charged against the fiscal data provided for the visit. 

6139-003 – School Bus Operations – No. Miles Driven from May 1, 2002 to April 30, 2003

· This number is determined as follows:

Number of miles driven/Number of children = Average number of miles per child

Average number of miles per child * Number of children transported by agency =    Workload Count

· The distance from Rosinka to AAS is about the same as NEC to AAS so there is no difference in service. 

· Tandem Couples:  Count will go against the employing agencies on whose orders the dependents are listed. 

6143 – Non-Expendable Property Management – No. of Items Inventoried as of May 1, 2003

· Number of all residential and non-residential items inventoried as of May 1.  This count includes residential furnishings part of the Furniture cost pool.  The expenses of this cost center are the salaries of warehouse workers to move furniture and warehouse space.  The actual cost of the furniture pool furnishings is in the Furniture Pool (6144).  There are no labor costs in 6144.

· Tandem Couples:  Count will be split evenly between the two employing agencies.

6144 – Furniture Pool (Moscow ONLY) – No. of Housing units as of May 1, 2003

· Number of Agency or ICASS participant housing units as of May 1.  The only expense in this cost center is the actual cost of replacement furniture and furnishings. 

· Includes all units assigned by the Inter-Agency Housing Board to each agency even if the occupant has not yet arrived. 

· Tandem Couples:  If possible, the count will be split among the employing agencies. The ICASS software may not accommodate this and in that case, the count would be against the employing agency of the senior of the two employees.

6148 – Leasing Services – No. Leases Maintained as of May 1, 2003 

· Number of leases including residential, non-residential and parking maintained as of May 1.  Frequency of lease renewal does not affect this count.  All leases are counted as 1 in this cost center.  The lease is counted on May 1 if the Inter-Agency Housing Board has made the assignment, regardless of whether or not the occupant has arrived. 

· Tandem Couples:  If possible, the count will be split among the employing agencies. The ICASS software may not accommodate this and in that case, the count would be against the employing agency of the senior of the two employees.

· Due to the unique lease situation with the Consulate Yekaterinburg building, the total number of 6 leases will be averaged between Program – 2 and ICASS – 4.  The building is a mix of residential and non-residential space.  FSC and DOE are the only other agencies and they occupy only a small amount of office space which is not leased separately. 

6462 – Travel Services – No. Travelers Serviced from May 1, 2002 to April 30, 2003

· GSO/TVU counts each request made by each traveler separately.  Therefore, if a traveler asks for a car rental and hotel reservation, this is a count of 2.  If an agency requests that hotel reservations be made for 10 travelers, this is a count of 10.  On the other hand, if an agency asks for a van of 10 travelers, this is a count of 1 because it’s one vehicle.  Any requests for changes in reservations or cancellations are also counted as one each.  Also, each diplomatic note for domestic travel will be counted as 1.   If a note combines multiple travelers, it will be counted as 1 against the dominant agency being serviced. 

· Services provided by Carlson Wagonlit are not counted.

6192 – Pouching Services (DOS Classified/Unclassified Pouch) is total weight of pouches sent one week each month from April 30, 2002 to May 1, 2003

· DOS Classified/Unclassified Pouch – as indicated.

· For several of the consulates and Moscow, this is difficult to count as the outgoing weights are extremely small.  If more practical, the total weight will be divided by each agencies percentage of total American DHs.  For example, if DOS – Program employees are 20% of the total number of American DHs, 20% of the weight would be counted against DOS-Program. 

6194 – Mail and Messenger Services (APO) – No. DH Americans (& LES if no DH) as of May 1, 2003

· American DH as outlined in Basic Package.

· For Agencies that do not have American DH, the number of LES is modified to .3.

· AAS is not included in the workload counts as they are not a billable agency and receive only a small amount of flat International mail for the school.  

· Neither Consulate Yekaterinburg nor Vladivostok have APO operations therefore there will be no count for them in this category. 

6195 – Reception and Switchboard Services – No. Instruments Switch/Direct as of May 1
· The number of instruments in office spaces.

· If the switchboard routinely routes/switches telephone calls received at the Embassy or Consulate to an off-site office location such as FCS in Moscow and Public Diplomacy in St. Petersburg, these off-site locations should be included in the workload counts.

· Residential service is not counted as any repairs must be made by the local telephone company service provider.

6211 – Budgeting and Financial Plans - % of Time Spent Budgeting as of May 1, 2003

· The approximate sum of time spent preparing financial plans. 

6221 – Accounts and Records – No. of Obligations from April 30, 2002 to May 1, 2003

· The number of individual obligations established by the accounts and records.

· Count for the 12 month period will be the sum of (1) P-62/ROLLs as of end of FY 2002; (2) P-62/ROLLs as of end of February, 2003 due to conversion; and (3) Viewer records as of April 30, 2003.

· The accountants manually count the number of obligations that have been established in the accounting records.  WINDATEL does not track the number of individual obligations.   

6222 – Payrolling – No. Americans & LES Payrolled as of May 1, 2003

· Number of Direct Hire Americans receiving T&A service.

· Number of LES, including PSA+ and EFMs, receiving service.

· For those agencies such as INS, Customs, and DEA that FMO only processes allowances and not the full payroll for its American staff, there will be a modification of .3.

6223 – Vouchering – No. Vouchers Processed from April 30, 2002 to May 1, 2003

· The number of strip codes processed including cashier vouchers, journal vouchers, and payroll.   (Counts do not include WINACS. – See 6224)

· Supervisory Voucher Examiner maintains a voucher log where he records all DATELS for EFT payment and DATELS to be paid in cash by the Cashier.  

· Supervisory Travel Voucher Examiner maintains a voucher log where he records all processed travel vouchers (both zero and EFT payments), EFT advances and travel vouchers to be paid in cash by the Cashier.  Cash advances are not counted as they are recorded in Cashiering.  

· Vouchers with multiple strip codes count as one count for each strip code.

· For vouchers with multiple strip codes from multiple agencies, there will be a count of one against the funding agency for each strip code.

· For vouchers paid in cash, there count is a count in both Vouchering and Cashiering  to include the time spent by the Voucher Examiner preparing the voucher and the time spent by the Cashier paying the voucher.    

· Journal vouchers for LSSS reimbursement are not counted as they are considered part of payroll services. 

· Journal vouchers prepared to correct a mistake made by the FMO staff will not be counted. 

· For next year, the voucher section will maintain a log of additional research/copy/fax requests answered by agency and these counts will be added to the serviced agency count.   

6224 – Cashiering – No. Vouchers Paid, Accommodation Exchange and Collections from April 30, 2002 to May 1, 2003

· For this year, the number of transactions processed including cashier vouchers, journal vouchers, accommodation exchanges, collection documents and payroll.  The old version of WINACS did not track workload by strip code but by transaction.

· For next year, the number of strip codes processed including cashier vouchers, journal vouchers, accommodation exchanges, collection documents and payroll.  (WINACS only)

· The count for petty cash vouchers would equal the number of strip codes.  Please note that WINACS combines transactions with the same strip code into one strip code.

· FSN salary payments are included in the A/E count.

· For next year, Cashiering will keep a separate cuff record to record work done on debit vouchers.  These counts will be included next year. 

6441 – American Personnel Services – No. Direct Hire Americans as of May 1, 2003

· Number of DH Americans being serviced by HRO as of May 1.  Personnel must be physically present at post.  Positions that are vacant or pending arrival of individual will not be counted. 

· Does not include PSA+ or EFMs.

6441-0004 – Translation Services – No. of Direct Hire Americans as of May 1, 2003 

· See attached memo from HRO.

6451 – Locally Engaged Staff Services as of May 1, 2003

· Number of LES, PSA+ and EFMs receiving service as of May 1 even if the security clearance is pending.

· Vacant positions or even vacant, advertised positions will not be counted. 

7810 – GO/LTL Residential Building Operations – Net Square Meters as of May 1, 2003

· NEC housing

· Spaso House

· Rosinka

· CG Residence St. Petersburg 

· 4 apartments in St. Petersburg

7820 – GO/LTL Non-Residential Building Operations – Net Square Meters as of May 1, 2003

· NOB (including NEC townhouse offices)

· Spoede

· EOB

· Near Dacha

· St. Petersburg CG Residence

· St. Petersburg Dacha

7850 – STL Residential Building Operations – Net Square Meters as of May 1, 2003

· Moscow City Apartments

· Hines

· St. Petersburg City Apartments

· Vladivostok City Apartments

· Yekaterinburg City Apartments

7860 – STL Non-Residential Building Operations – Net Square Meters as of May 1, 2003 

· GSO Warehouse

· St. Petersburg CG and LGF office space (ICASS)

· Vladivostok CG

· Yekaterinburg CG

· Far Dacha

· St. Petersburg ICASS Warehouse

· St. Petersburg Office of Public Diplomacy 

****General on BOE:  Common areas such as corridors, halls, and restrooms are not assigned to any agency.  AECA space including the cafeteria, commissary and recreation facilities is listed as ICASS space since they are used by all agencies.

**** Moscow BOE workload counts may have changed substantially from FY 2003 to FY 2004 due to the movement of some offices back into regular office space after they were consolidated after 9/11.

**** A modification may need to be made for warehouse space as it requires maintenance but not the same level of effort as continuously used office space.    
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