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ICASS PERFORMANCE STANDARDS

AT THE

FINANCIAL SERVICE CENTERS

SECTION I – INTRODUCTION

The Financial Service Centers (FSCs) provide financial services to their serviced posts and USG entities worldwide.  Staffed with highly qualified and experienced Foreign Service, Civil Service, FSN ad contract personnel, FSCs are self-sufficient operations performing accounting, disbursing and payroll functions.  The FSCs have a solid commitment to provide professional, reliable and timely financial services to supported agencies under ICASS.  The FSCs role under ICASS is to track and report costs by cost centers.  In tracking these costs, it will enable the FSCs, the Department of State and ICASS agencies to identify areas of duplication and waste and to better exercise dictates of cot efficiency as well as good and responsive management as the Under Secretary of State has mandated.  We will adhere to that standard.

SECTION II – DIFFERENCES

ICASS at FSCs differs from post-level ICASS in several ways. There is no ICASS Board consisting of a representative of each agency at the FSCs.  Rather, the International Financial Services Directorate within the Bureau of Finance and Management Policy (FMP/F/IFS) at the Department of State serves as the FSCs’ liaison and point of contact with non-State agencies through the Inter-Agency Working Group.  FSCs track and report costs by agency rather than by post.  The services, cost centers, and function codes used by FSCs cannot be used by posts; nor can those at posts be used by FSCs.  FSCs use the ICASS software adapted specifically for FSCs’ function codes and cost centers.

SECTION III – FSCs’ Cost Centers

The Financial Service Centers will provide and track ICASS services as identified by the following cost centers and workload factors:

Disbursing:

FSCs services include scheduling, processing and printing checks; electronic funds transfers; FEDLINE and ACH processing; checklist matching; running splitter/proof lists; obtaining checkstock; providing monthly reports to Treasury and service agencies; accountability and reconciliation with Treasury; USDO bank account reconciliation; procuring foreign currency; filing and reporting disbursements; training and designating Class B cashiers and their alternates; issuing cashier advances; authorizing increases/decreases to cashiers; reviewing requests and authorizing cashier’s checking accounts; setting daily exchange rates; reviewing cashier transactions; verifying reports and checklists; scheduling, processing and distributing cashier reports; handling fiscal irregularities; and processing glosses and debit vouchers.

Accounting:

FSCs services include managing, scheduling and processing services post and agency-submitted allotment accounting and payment transactions; monitoring and oversight of assigned appropriation and budgetary accounts, performing audits, verifications, analyses and reconciliation’s of accounts, financial transactions, reports and system controls; processing and distributing reports; providing expert accounting and financial management advice; assisting and training posts and agencies; scheduling and processing other automated and manual accounting transactions from source documents or other accounting systems; and performing reviews, verifications, analyses on incoming vouchers.

Workload factor:  Number of accounting transactions (e.g. allotments, allotment changes, obligations, liquidations, etc.) as measured by strip codes.

American Payroll (Charleston FSC only)

FSC services include maintaining pay and leave records; computation of salaries and allowances; assigning accounting distribution codes; examining and verifying the accuracy of various reports, lists and calculations; posting entries r adjustments to American pay accounts; editing and submitting time and attendance and individual changes to pay report for American employees; updating allotments, family status, location and allowance segments through CAPPS; responding to queries from service posts and agencies; providing expert advice on American pay matters; and acting as a liaison between post and CAPD at headquarters.

Workload factor:  Number of Americans payrolled.

FSN Payroll:

FSCs services include maintaining pay and leave records; computation of salaries, allowances and benefits; assigning accounting distribution codes; examining and verifying the accuracy of various reports, lists and calculations; posting entries or adjustments to FSN pay accounts; editing and submitting time and attendance and individual changes t pay records for FSN employees; updating of allotments, family status, location and allowance segments; responding to questions from posts and agencies; providing expert advice on FSN pay matters; assuring proper salary payment for Rockefeller Amendment employees paid through the FSN pay system; and ensuring proper processing g(including system program changes) to initiate or change local compensation plans as a result of host country labor law changes, currency and economic fluctuations or pay surveys.

Workload factor:  Number of FSNs payrolled.

Overhead Costs:

FSCs’ administrative overhead required to maintain the four functional areas above includes building operating expenses, security, telephones, personnel, contract administration, budget services, systems security, computer software and hardware purchases, computer and office machine maintenance ad repair, miscellaneous supplies and services, director costs, International Financial Services Support Staff (Service Desk at Charleston FSC) costs and any other required budget item which is general in nature and procured for the benefit of all four functional areas to allow each to complete its required tasks.  There will be no direct charges per se into FSC overhead.  Rather, these costs will be merged into the four FSC cost centers listed above by the software based on the ratio of costs in each cost center.  Overhead will be assigned directly to the for functional areas to the extent possible.

SECTION IV-ICASS PERFORMANCE STANDARDS

The FSCs maintain high standards in payroll, accounting and disbursing services to ICASS agencies.  As noted above, FSCs will track and report individual agency costs based on a workload count by cost center.  However, measuring performance success does not necessarily equate to a quantitative measurement.  For example, the FSCs process what serviced post send.  On any given pay cycle the number of transactions differs markedly.  It does not matter if one batch containing 20 vouchers or 20 batches containing one voucher is received.  If the batch is received from post by a certain time on one processing workday, the transactions will be processed, paid and on the way back to post on the second processing workday (see the specific schedule for each FSC).

The FSCs process American and FSN pay based upon T&A submissions from posts.  The number of employees is finite.  Success in this function is measured not by the number of employees payrolled but by whether or not employees are paid correctly and on time each pay period.

Part I -- Disbursing Service Standards:

A. Banking Arrangements:

USDOs will finalize the banking arrangements at posts; monitor the balances and procure the necessary amounts of foreign currency when needed following Treasury and Department of State (DOS) regulations.   They will review the banking arrangements annually to determine, with consultation with post management, whether services are adequate and whether or not to re-bid the bank account.  If re-bidding the bank account is required, questionnaires and other necessary material will be sent to post within a week.  USDOs will perform quantitative analyses of banks'' responses and, with consultation with post management and the directorate of International Financial Services (IFS), select the winning bank within 30 calendar days after receiving the banks' responses from post.  When deemed necessary, USDOs will visit the local banks to resolve problems and/or negotiate services and fees.

B. Pay Cycle:

USDOs and other senior staff members continuously monitor the operations at the FSCs to ensure that the pay cycle is performed as planned and scheduled below.  FSC management will be informed immediately of any problems and will approve and follow up on the correcting procedures.

Pay cycle will be performed and payments released according to the following schedules at least 95% of the time and the error rate will be less than 1% at all times.

1. Charleston FSC (CFSC)

CFSC performs a pay cycle every workday except alternate Wednesdays when FSN pay is run.  Also, during month-end and fiscal year-end processing there are additional two to three consecutive workdays when a pay cycle cannot be performed.  Month-end closings are indicated with a "Red Block" date on CFSC's Planning Schedule, which is provided to all serviced posts.  CFSC averages 18 pay cycles per month, which ensures fast processing turnaround of vendor check and EFT (Electronic Fund Transfer) Payments.

Following is a typical pay cycle timeline barring system-related or other unscheduled interruption.  Times are given in Eastern Standard Time.

Processing Day One:

By 3 p.m. (1500):
Batches are received by FSC,








Verified, and loaded into OFMS.

Processing Day Two:

By 5 p.m. (1700):
EFTS are released and vendor 

Checks are distributed and placed

In packages addressed according to

Instructions received from each post.

By 6 p.m. (1800):
Checks and accompanying reports are picked up at FSC by commercial carrier: DHL, Airborne, FedEx. etc.  Submitting post/agency is notified of rejected transactions.
 

Tracking history shows that once a commercial carrier package is picked up at FSC, transit time to any given city outside the U.S. is no more than two or three days.  Posts should add normal processing and clearance time between customs and the Embassy to determine the overall transit time.

2. Paris FSC (PFSC)

PFSC performs a pay/accounting cycle every workday.  Pay cycles are not performed for one day during month-end and one to two consecutive workdays during fiscal year-end processing.  Accounting/budgetary cycles are performed every workday, as well as on month-end and fiscal year-end processing.

PFSC averages 20 pay/accounting cycles per month, which ensures fast processing of vendor checks, EFT payments, funding and other accounting transactions.  Refer to calendar provided to all serviced posts for the specific dates.

Following is a typical pay/accounting cycle timeline barring system-related or other unscheduled interruption.  Times are given in Paris time.

Processing Day One:

By 4 a.m. (0400):
FSC software separates DATA








From received TEST telegrams,








and incoming SF-1166 files.  The 








software loads all data files into the








preprocessor for validation.





Between 4 p.m.





and 5 p.m.

Posts and/or serviced agencies are

Informed by telegrams of any batches (datels, vouchers or schedules) that have been rejected by the system.

Processing Day Two:            By 4 p.m. (1600):
EFTs are released and vendor checks are distributed and placed in packages addressed according to instructions received from each post.  Checks and accompanying reports are collected at FSC by commercial carrier:  DHL, Airborne, FedEx., etc., and sent out twice weekly per schedule.  Note: if PTT (Poste Telegrams et Telecommunications) is used, checks are sent out daily.

Tracking history shows that once a commercial carrier package is picked up at FSC, transit time to any given city outside the U.S. is no more than two or three days.  Posts should add normal processing and clearance time between customs and the serviced post to determine the overall transit time.  Unclassified pouch may take ten to twenty-one days.

EFT payments are usually released within 48 or 72 hours from the time a transaction is received.  Vendor checks are issued usually within 48 hours and mailed according to post specific requirement by express mail or pouch.  Treasury reports are produced at month-end and forwarded to Treasury accordingly.  Agency specific reports are sent monthly.  Post reports are sent daily, bi-weekly or monthly based on post requirements.  Posts are advised by cable of transactions processed (FSC 70) as well as transactions placed on hold due to insufficient funds (FSC 71).  The FSC 70 when compared to posts original list of transactions submitted to the FSC would indicate missing data or other problems.  The FSC 80 report sent to posts lists all transactions processed by FSC on a given day.

3. Bangkok FSC (BFSC)

BFSC performs a pay cycle every workday except alternate Tuesdays when FSN payroll is run.  The exception is an urgent payment, which will be processed regardless of the circumstances, and according to policies and procedures already established by the USDO.

Also, during month-end and fiscal year-end processing there is generally one workday when a pay cycle cannot be performed.  Month-end closings are indicated by a white block indicating "MC" (month closing) on BFSC's Planning Schedule, which all posts have on hand.  Additionally, BFSC sends a reminder cable each month to posts indicating the cutoff for transactions.  BFSC averages 18 pay cycles per month, which ensures fast processing turnaround of vendor check and EFT payments.

Following is a typical pay cycle timeline barring system-related or other unscheduled interruption.  Times are given in Bangkok time.

Processing Day One:
By 4 pm(1600):
Batches are received by FSC,



verified, and loaded into



OFMS.

Processing Day Two:
By 4 pm(1600):
Vendor checks are distributed



and placed in packages



addressed according to 



instructions received from



each post.


By 4:30 pm(1630):
Checks and accompanying reports



are picked up at FSC by 



commercial carrier (DHL).  Sub-



mitting post/agency is notified



of  rejected transactions.

Processing Day Three:
By 8:00 am(0800):
EFTs are transmitted.***

Tracking history shows that once a commercial carrier package is picked up at FSC, transit time to any given city outside Bangkok is no more than two to five days.  Posts should add normal processing and clearance time between customs and the Embassy to determine the overall transit time.

*** Special Note:  BFSC can extract EFT data from OFMS only after 4:00 PM daily.

Therefore, we miss the FRB New York cut-off time of 2:00 AM (EST) if we transmit the files at the end of Day Two.  Transmitting at the beginning of Day Three will not result in any delayed payments.

C. Cashier Monitoring:

FSC USDOs will ensure that:

· Each candidate cashier receives NFATC (FSI) training material within 10 workdays from receipt of official request from post or sponsoring agency.

· Each cashier has taken the training course for overseas cashiers and successfully passed the qualifying exam.

· Each cashier who passed the qualifying exam receives the official permanent Class B or Class A designation within 15 workdays from receipt of answered examination material.

· Request for cashier designation or revocation is acted upon promptly no later than two workdays from receipt of request.

· Each cashier is provided an operating cash advance within specified accountability.

· Responses to changes in cashiers accountability are communicated to post within five workdays from receipt of request.

· Cashiers' transactions are analyzed by FSC once a year to determine whether a change is necessary to the amount of cashier's advance.  If a change is required, results are communicated by cable to post requesting its response within two weeks.  Change to the advance is made within one week from receipt of post's response if material justification to the contrary is not provided.

· Requests for cashier's checking accounts are reviewed and decisions are communicated by cable to posts within ten workdays from receipt of request.

· Each cashier is performing in accordance with applicable laws and regulations.

· The monthly cash verification on each principal cashier and appropriate forms and supporting accountability documents are reviewed within ten workdays of receipt at FSC.  FSC will follow up with posts on missing verifications.  If verifications are not received for three consecutive months, USDO will suspend processing replenishments of the cashier's advance until the delinquency has been rectified.

· Cashier irregularities and/or discrepancies are acted upon and reported immediately upon discovery by post management in accordance with applicable laws and regulations.

· Weekly cashier reports are sent to cashiers on time at least 98% of the time.

· Additional cashier training is provided when appropriate.

· Urgent or immediate cashier replenishment requests receive the highest priority and, if in order, will be processed in the next pay cycle 98% of the time.

· TDY assistance will be provided to reconcile cashier accountability when requested by post/agency and deemed necessary by the USDO.  Travel expenses may have to be covered by requesting post/agency or regional bureau.

Part II -- Payroll Service Standards:

FSCs will receive and process time and attendance (T&A) submissions; prepare and distribute the payroll for FSN employees in accordance with the FSC planning schedule which is provided to all serviced posts and implement compensation and leave plans and changes to the same.  CFSC will receive and process T&A submissions for all overseas American employees.  Payroll processing will be on time, in accordance with the published schedules, at least 98% of the time.  Payroll transaction error rate will be limited to less than 1%.

A.   Payroll Transaction Processing:

· The Payroll Division will ensure:

· Accurate and timely calculation and processing of FSN pay and leave records;

· Proper and timely maintenance of American and FSN payroll records;

· Expert advice and guidance in overseas payroll matters;

· Coordination with Washington officials on payroll systems and processing;

· Adequate payroll training is provided when appropriate; and

· Proper requests for starting, changing or terminating allowances and updating

· Allotments or family status are processed on a timely basis.  Requests and applicable retroactive adjustments are processed within ten workdays from receipt of request at least 98% of the time.

B. Processing FSN Compensation Plan Changes:

Processing FSN compensation plan changes is among the most intricate and complicated functions performed at the FSC.  Not all compensation plans are created equal.   Differences in complexity -- especially on the allowance and benefits side -- are sometimes of great proportions which can impact on the typical, processing cycle described below.  Therefore, as tempting as it is and as much as we would like, we cannot guarantee unequivocally when a given salary change will first be paid.  In all cases, we will keep posts and serviced agencies informed of current status.  Posts and serviced agencies are encouraged to follow a rule of thumb and not make commitments to FSN employees on implementation dates.

Following is the target cycle of compensation plan processing at FSCs:

First pay period:  FSC receives compensation plan package from post following Department (PER/OE) approval of changes.  FSN Pay Unit reviews the package, checks formulates, and updates salary tables.  FSN Pay Unit prepares and sends a work order to the Programming Unit which tasks a programmer with the start-to-finish responsibility of processing the compensation plan change.

During the review phase it may be necessary to contact FMC, Post's personnel office, and/or PER/OE if clarification is needed on any item within the compensation plan.  Such clarification, if not immediately forthcoming, could delay implementation.

Third/Fourth Pay Period(s):  Programs are developed, reviewed and tested.  Close coordination between the FSN Pay and Program Units continues through this period.  At this point, it may be necessary to contact the post's or agency's representative.  PER/OE or the agency's headquarters may be contacted if clarification is required on any item within the compensation plan.  A final payroll test run is performed to ensure that payments are correctly computed and correct pay item labels are reflected on payroll reports and ELS.  Implementation of the plan is accomplished.  FSC notifies post or agency by email or cable.

FSN Leave Plan changes follow similar schedule.

Part III -- Accounting Service Standards

A. Professional Accounting Services:

The accounting division will ensure that:

· Expert accounting and financial management advice and assistance are provided to serviced agencies and post financial management offices on behalf of serviced agencies.

· Assigned serviced agency accounts are kept accurate and current.  FSC's error rate will be limited to less than 1%.

· Assigned accounts are monitored and reviewed.

· Monthly accounting reports are sent to posts and serviced agencies on time.

· Audits, verifications, and analyses are performed on serviced accounts and results communicated to posts and serviced agencies, as required.

· Errors, inconsistencies, or internal control problems with serviced agency accounts are identified, reported, and corrected promptly.

· Accounting, vouchering, and financial management training is provided when appropriate.

· Rejected or unprocessed accounting or vouchering transactions are analyzed, and problems communicated to submitting post or agency, no later than the second business day after initial processing.

· Accounting system reports are reviewed daily and processing errors are identified and corrected no later than the next business day to ensure accurate postings.

· Processing system account code edit reference files are maintained consistent with Treasury and serviced agency account structures, and a liaison established with agencies to clarify account code structure or specific code usage interpretive issues.

B. Financial Data Transmission (Batch Processing):

The Chief Accounting Officer and other senior staff members continuously monitor the operations at the FSCs to ensure that work is performed as planned and scheduled below.  FSC management will be informed immediately of any problems and will approve and follow up on the correcting procedures.  The cycle will be performed in accordance with the following schedules at least 95% of the time.  FSC's error rate will be less than 1%.

1. Charleston FSC (CFSC)

As with the disbursing pay cycle described in Part IA above, the FSC accounting division performs on average 18 batch processing days per month.  During month-end and fiscal year-end processing, there are an additional two or three days when batches cannot be processed (see the "Red Block" dates on FSC's Planning Schedule for month-end closings).

Following is a typical batch processing cycle timeline barring system-related or other unscheduled interruption.  Times are given in Eastern Standard Time.

Batch Processing Day One:  By 3 p.m. (1500):

ECS batches are decrypted.  Posts will be notified immediately if any error is discovered during decryption that points to a problem created in transmission or at initiating post.  All batch sequential numbers are compared to a processing log.  Batches are logged by month, post, batch number and date received.  Batches are loaded for processing.

Batch Processing Day Two:  (By 10 a.m. (1000):

Posts and/or serviced agencies will be notified if a batch is out of sequence.  If a batch shows a higher sequential number than what should be the next number, FSC will still load the batch.  Post will be asked to account for the missing batch number(s).  FSC will identify and determine action on any complete or partial batch that does not load.  In all cases, a reload will be attempted.  In some cases, several separate attempts will be made to reload the data to eliminate problem variables in the group batch load process.  If the data cannot be loaded, FSC will contact the post or serviced agency to discuss further steps.



By 12 noon (1200):

Data has been processed that was successfully loaded.  At this point, FSC is not able to differentiate batch information or the transaction group.  Accounting and disbursing records and cashier accountability records have been updated.



By 5 p.m. (1700):

EFT payments are released and vendor checks are distributed and placed in packages addressed according to instructions received from each post.  Treasury reports are produced.  FMC-80 and FMC-477 reports are produced.  Both reports contain detailed electronic or hard copy transaction and date specific information for all transactions processed at FSC.  FMC-80/477 reports do not show batch-specific information.  Report on rejected transactions is produced.  Any transaction rejected during processing also will appear on a daily error report available to FSC accounting and disbursing personnel.  Rejected voucher reports will be sent to post and/or serviced agency.  Posts will be contacted by FSC personnel on all rejected transactions by follow-on email, phone or cable contact.



By 6 p.m. (1800):

FMC-70 cables are produced and transmitted.  These cables are manually reviewed for accuracy by FSC and sent to post.  The FMC-70 cable is positive confirmation by date that transaction sin a batch have been loaded and processed.  The FMC-70 cables do not contain the batch number; however, they do report data loaded by transmittal number groups, the most recent voucher transmittal numbers received and loaded; transmittals rejected; vouchers paid from the previous day's process; and obligation/funding transmittals processed.  The post must compare the FMC-70 cable to original batch submitted and recognized any missing data or other problems.  If a problem is discovered by the post or agency, FSC should be contacted immediately.

2. Paris FSC (PFSC)

As with the disbursing pay cycle described in Part IA above, the FSC accounting division performs 20 batch processing days per month.  Pay cycles are not performed one day during month-end and one to two consecutive workdays during fiscal year-end processing.  Accounting cycles are performed every workday, as well as month-end and fiscal year-end processing.

Following is a typical batch processing cycle timeline barring system-related or other unscheduled interruption.  Times are given in Paris Time.

Batch Processing Day One:  By 4 a.m. (0400):

Wang based software separates DATA from TEST telegrams, and incoming SF-1166 files.  The software loads all DATA files into the preprocessor for validation.



Between 11 a.m. (1100 and 12 p.m. 1200):

All batches are loaded into the IBM A&D system from the Wang preprocessor and all daily job edits are performed.



   Between 4 p.m. (1600) and 5 p.m. (1700):

Posts and/or serviced agencies are informed by telegram of any batches (datels, vouchers

Or schedules) that have been rejected by the system.

Batch Processing Day Two:  By 4 p.m. (1600):

EFT payments are released and vendor checks are distributed and placed in packages addressed according to instructions received from each post.  Checks and accompanying reports are collected at FSC by commercial carriers:  DHL, Airborne, FedEx, etc., and sent out twice weekly as scheduled.  Note:  if PTT (Poste Telegrames et Telecommunications) is used, checks go out daily.

3. Bangkok FSC (BFSC)

As with the disbursing pay cycle described in Part IA above, the FSC accounting division performs on average 18 batch processing days per month.  During month-end and fiscal year-end processing, there is an additional day when batches cannot be processed (see the white block marked "MC" on BFSC's Planning Schedule for month-end closings).

Following is a typical batch processing cycle timeline barring system-related or other unscheduled interruption, Times are given in Bangkok time.

Batch Processing Day One:  By 4:30 p.m. (1630):

ECS batches are decrypted.  Posts will be notified immediately if any error is discovered during decryption that points to a problem created in transmission or at initiating post.  All batch sequential numbers are compared to a processing log.  Batches are logged by month, post, batch number and date received.  Batches are loaded for processing.

Batch Processing Day Two:  By 10 a.m. (1000):

Posts and/or serviced agencies will be notified if a batch is out of sequence.  If a batch shows a higher sequential number than what should be the next number, Accounting will still load the batch.  Post will be asked to account for the missing batch number(s).  Accounting will identify and determine action on any complete or partial batch that does not load.  In all cases, a reload will be attempted.  In some cases, several separate attempts will be made to reload the data to eliminate problem variables in the group batch 

load process.  If the data cannot be loaded, Accounting will contact the post or serviced agency to discuss further steps.




By 12 noon (1200):

Data has been processed that was successfully loaded.  At this point, FSC is not able to differentiate batch information or the transaction group.




By 5 p.m. (1700):

EFT payments are released and vendor checks are distributed and placed in packages addressed according to instructions received from each post.  Treasury reports are updated.  FMC-80 and FMC-477 reports are produced.  Both reports contain detailed electronic or hard copy transactions and date specific information for all transactions processed at FSC.  FMC-80/477 reports do not show batch-specific information.  Report on rejected transactions is produced.  Any transaction rejected during processing also will appear on a daily error report available to FSC accounting and disbursing personnel.  Rejected voucher reports will be sent to post and/or serviced agency.  Posts will be contacted by FSC personnel on all rejected transactions by follow-on email, phone or cable contact.
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