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SUMMARY:  This is the first in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers three cost centers and applies to both Standard and Lite posts:  Basic Package, CLO and Health 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.  This cable must be read along with the Chapter 340 draft found on www.ICASS.gov under “Featured Article.  END SUMMARY

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

1.  Basic Package (BP) (6150)

-----------------------------
Description of Services:
------------------------

The list of services has been put in a more logical order and several have been updated (only the major changes are noted here).  For instance, Service #1 now includes a broader range of host country documentation, not just basic accreditation services (e.g., now included are any mandatory host country entry/exit visas or internal travel documents).  Service #4 includes maintenance of the Post Report, Post Profile, post website and duty officer roster.  Service #5, “Maintain post staffing plan using the authorized personnel system of record,” was edited to reflect the focus on the “gold standard” Post Personnel System.  Service #12, “Establish and manage the local US Disbursing Officer bank account” was edited to make clear that “Local bank account establishment” did not relate to anything other than the official bank account used to make payments and collections.

Additions:  Service #7, Coordinate the mission awards ceremony.  This service was added in order to include those agencies that do not sign up for USDH Human Resources Services (formerly Personnel Services) but participate in the periodic post awards ceremonies.  Service #8, “Analyze and respond to NSDD-38 requests” was added because this has become a very time-consuming process in the face of significant growth by all agencies.

We deleted “Determination of exchange rates,” because this service is done primarily by GFS Charleston.

There remains a prohibition on establishing sub-cost centers in Basic Package or adding any other services to this cost center.

Budgeted Costs:
---------------

As noted in the overview cable, the first two items are the same in each cost center.  Also budgeted here are costs for any specialized contracts or supplies related to BP (e.g., contract for the COLA survey, special orientation materials, etc.).  

There are three NOTES in this section.  One relates to VIP visit support costs (direct charging remains the preferred method of recovering such costs); the second relates to vehicles, drivers and related costs; and the third reiterates that costs for this cost center should not exceed six percent of the post budget.

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

The basic principle of time allocation is that you charge your time according to your functional job responsibilities.  If some of the services in BP are your responsibility, allocate an appropriate percentage of your time to this cost center.  A useful chart posted on the ICASS website shows percentages of time for various levels of effort and should be used as a guide in determining time allocations.  For example, if the LE Staff HR Specialist spends five percent of her time (i.e., two hours per week) working on the staffing pattern in Post Personnel; she would allocate five percent of her time to BP and the remainder to other cost centers where she has functional responsibilities.  

In another example, a Motor Pool driver might spend a significant amount of time driving VIP visitors around town.  This work is the driver’s functional job responsibility and his time should be allocated to Motor Pool Services (formerly Direct Vehicle Operations) and not to BP.  There is additional time allocation guidance for drivers in the Motor Pool Services section.  

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

The distribution factor for BP includes all USDH and certain authorized TCNs, US Contractors or other staff outlined in 6 FAH-5 H-350 – Categories of Personnel.  This count is derived from the “authorized personnel system of record,” currently called “Post Personnel.”  Specifically noted as not counted in BP are LE Staff, EFMs and summer/vacation hires.  Regional personnel are counted only at their home post, even if they hold multiple accreditations in different countries.  

This cost center is modifiable and each post must establish guidelines to be followed in granting modifications to any agencies.  These guidelines should be established in conjunction with the post ICASS Council and then applied equally to all agencies.  When establishing these guidelines, you must consider the overall services provided and the needs of the customer.  Basic Package is often described as the “firehouse” or “condo fee” service – it represents the foundation of the management support structure at post.  Only in limited instances would a modification to BP be appropriate.  The example provided is an agency that utilizes few of the offered services (e.g., they are located a great distance from the embassy or located in a host government facility).  Geographic proximity isn’t the sole criteria for modification, the issue is whether the agency has another source for receiving some of these services.
A new feature in this cost center is the ability to modify against the various “factor groups” entered.  For example, an agency with USDH, US Contractor and TCN staff (each category is a “factor group”) has authorized each respective category of employee different service levels, possibly justifying varying modification levels.  The software will allow you to modify at the factor group level, giving you more flexibility in establishing modifications.

ACTION REQUIRED:
---------------

Working with the HR Office and the participating agencies, validate the May 1, 2008, workload count for each agency and ensure that any modifications follow the established criteria.  Review and validate all time allocations to this cost center in accordance with the criteria outlined.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

2.  CLO Services (6443)  

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

Description of Services:

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

The only change to this section was the addition of the management of the Strategic Networking Assistance Program (SNAP).  While the CLO may not necessarily supervise this function, it benefits the entire community and is appropriately included here.  

Budgeted Costs:

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

Beyond the two budget categories included in most cost centers, also budgeted here are specialized supplies in support of the CLO program, subscriptions and other publications for the CLO office, and any contracts needed in support of the services provided.

Time Allocation:

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

The only employees who should allocate their time here are those whose functional responsibilities include the performance or supervision of CLO duties as outlined in the services list.  If the CLO supports some of the services provided in Basic Package, an appropriate percentage of time should be allocated to that cost center.  If a post has a SNAP coordinator, that individual would allocate all his/her time to this cost center, irrespective of who is the direct supervisor. 

How to Count:

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

The distribution factor remains unchanged:  all the employees counted in Basic Package plus dependents/family members listed on the employee’s travel orders, regardless of whether or not they reside at post.  There is a note indicating that LE Staff are not counted, nor are Members of Household (MOH).  Modifications to this cost center are allowable and would relate primarily to an agency’s ability to access services (e.g., if the agency’s employees were physically located a great distance from the mission and could not access CLO services on a regular basis).

ACTION REQUIRED:
---------------  
Working with the CLO and HR Offices and coordinating with the participating agencies, start with the data collected for Basic Package and add all dependents/family members, validate the workload count for each agency and ensure that any modifications follow the established criteria.  Review and validate all time allocations to this cost center in accordance with the criteria outlined.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

3.  Health Services (5624)

--------------------------
Description of Services:

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

We have clarified the services covered in this cost center and added one:  Service #6:  Serve as the OSHA-designated medical unit for first aid in the event of an on-the-job emergency.  

Budgeted Costs:

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

Beyond the two budget categories included in most cost centers, other items include those unique to a Health Unit operation.  This section also includes a series of NOTES that provides guidance on budgeting for medical supplies, travel, training and overtime costs for the Health Unit, as well as guidance on how to charge other medical-related costs.  There is also information on the MEDEVAC sub-cost center which is established only at Washington IWG-approved posts (currently there are four:  London, Singapore, Pretoria and Vienna).  

Time Allocation:

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

The basic guidance applies:  only employees who directly perform or supervise the services outlined in this cost center allocate their time here.  At some posts with an extraordinarily high visitor load, the Health Unit staff may be required to provide specialized support and it may be appropriate for some percentage of time to be allocated to BP.  At IWG-approved MEDEVAC posts with a MEDEVAC sub-cost center, an appropriate percentage of staff time must be allocated there.

How to Count:

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

The distribution factor remains the same and the basic count comes from the ‘authorized personnel system of record,’ and includes all family members included on the employee’s travel orders, whether they reside at post or not.  There is a new caveat provided in this cost center:  Agencies located in close proximity to the mission health unit must subscribe to services at least at the .3 level, recognizing the Health Unit’s role as the OSHA-designated medical unit for first aid in the event of an on-the-job emergency.  Modifications to this cost center are predicated on two factors:  1. Agencies who do not have full access to the services due to geographic limitations; and, 2. Agencies which provide their own full medical program (e.g., DOD personnel through TriCare).  

ACTION REQUIRED:
---------------  
Working with the HR Office and coordinating with the participating agencies, start with the data collected for CLO Services and make any required changes, validate the workload count for each agency and ensure that any modifications follow the established criteria.  Review and validate all time allocations to this cost center in accordance with the criteria outlined.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
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