State Capacity Building Center 
Charge Codes: 9/30/16- 9/29/17

	HESP Codes – State Capacity Building Center

	Charge Code
	Task
	Description
	Who/What Should be Charged to This Code

	151637.1.004.01.001.001
	SCBC Task 1 PM
	Project Management and Reporting
· Subtasks:
· Orientation Meeting
· Project Work Plan
· Project Meetings
· Project Reports
· Project Results
	Who: Mainly leadership team
Examples: 
· Individual check-in with staff (both staff and supervisor use this Task)
· Monthly reports
· Leadership meeting planning/participation
· Client meetings participation

	151637.1.004.02.001.001
	SCBC Task 2 Univ TA
	Universal TA – Write, Design and Disseminate Information and TA Materials
· Subtasks:
· Universal Services, Product Development, Tools and Resources
· State Profiles
· Respond to Grantee Information Requests
· Respond to Quick-Turnaround Assignments
· Projects of Special Significance
	Who: Systems Specialist Network, I/T Network, Intensive Services Team, Information Services Team
Examples:
· Product Development
· PPT presentations
· Systems Resource Guide
· CCDF Fundamentals website
· State Profiles
· Content Specific Webinars

	151637.1.004.03.001.001
	SCBC Task 3 Target TA
	Targeted TA – Training, Coaching and Peer Networking
· Subtasks:
· Produce Learning Experiences
· Manage and Delivery Learning Experiences
· Provide/Maintain Shared Electromic Workspace for State/Territory Administrators
· Facilitate and Provide Support for Peer Networking Activities
	Who: State Systems Specialists, I/T Specialists, Intensive Services Team, Information Services Team, Technology Coordinator
Examples: 
· Designing and delivering training for multiple states and large audience
· Developing content for online training modules
· Facilitating peer-to-peer discussions
· Designing workspace for CCDF Administrators
· TAT entries associated with this work
· Peer forums/learning tables/webinars


	151637.1.004.04.001.001
	SCBC Task 4 Tailor TA
	Tailored TA: 
· Subtasks:
· Deliver Tools for Tailored Service Provision
· Complete Assessments of State/Territory Capacity
· Develop State/Territory Work Plans
· Deliver Brief Tailored Services
· Manage Proposal Selection Process for Intensive Projects
· Develop Work Plans for Intensive CB Projects
· Perform Intensive CB Projects
	Who: State Systems Specialists, I/T Specialists, Intensive Services Team 
Examples:
· Individualized TA (tailored to one state) design and delivery (including state specific TA Planning/Needs Assessment)
· Intensive TA project planning and implementation (tailored to one state)
· TAT entries associated with this work
· State specific follow up to site visits
· Monthly phone/internet expenses.
· 

	151637.1.004.05.001.001
	SCBC Task 5 Eval
	Evaluation
· Subtasks:
· Collect Data
· Enter Data from Targeted and Tailored into the TA Tracking System
· Participate in Analysis with Internal Quality Assurance and Continuous Quality Improvement
	Who: Technology Coordinator, Evaluator, Information Services Team

Examples:
· Developing Evaluation Plan,
· TAT enhancement to support revised evaluation process
· Implementation tasks that support evaluation (data revies, surveys, etc)

	151637.1.004.06.001.001
	SCBC Task 6 Website
	Child Care Technical Assistance Network (CCTAN) Web Presence
· Subtasks:
· CCTAN Website
· CCTAN/OCC Content Management System
	Who: Technology Coordinator, Operations Assistant and TMS staff

Examples: 
· Enhacing and expanding  functionalities in our sites and subsites

	151637.1.004.07.001.001
	SCBC Task 7 TAT
	Office of Child Care TA Tracker
· Subtasks:
· Maintain the TA Tracker
· Enhance and Update the TA Tracker
	Who: Technology Coordinator, Operations Assistance and TMS staff

Examples: 
· Enhacing and expanding  functionalities in our sites and subsites

	151637.1.004.08.001.001
	SCBC Task 8 Coord TA
	Coordination and Consultation
· Subtasks:
· Coordination with the Child Care Tehcnical Assistance Network
· Coordination between State Systems Specialist Network, State Infant/Toddler Specialist Network, and Regional Program Managers
· Coordination with the Office of Head Start
· Coordination with Child Care Research Activities
	Who: Intensive TA team, Infant/Toddler Specialist, and State Systems Specialists

Examples:
· TA Planning Calls
· CCTAN Coordination Calls 
· OHS/OCC Regional Office calls/work
· ACF sponsored national and regional meetings – planning and facilitation
· Orienting Staff to project
· Regional follow ups to site visits
· Weekly Team Meetings
· OCC or National Webinars
· SA Regional Calls







	
TMS Codes – State Capacity Building Center

	Charge Code
	Task
	Description

	151637.1.004.01.002.001
	SCBC Task 1 PM
	Project Management and Reporting

	151637.1.004.03.002.001
	SCBC Task 3 Target TA - SRG
	Systems Resource Guide (SRG)

	151637.1.004.03.002.002
	SCBC Task 3 Target TA - CCDF
	Child Care and Development Fund (CCDF)

	151637.1.004.06.002.001
	SCBC Task 6 Website
	CCTAN Website
CCTAN/OCC Content Management System

	151637.1.004.06.002.002
	SCBC Task 6 Workspace
	Workspace

	151637.1.004.06.002.003
	SCBC Task 6 Maint.
	Maintenance

	151637.1.004.07.002.001
	SCBC Task 7 TAT
	TA Tracker (TAT) 



[bookmark: _GoBack]General ICF Charge Codes
	Type
	Code 

	When to Use

	Leave

	Paid Time Off (PTO) 
	015002 
	Manager and Below

	Executive Paid Leave
	015004
	Director and above

	Sick Leave
	015073
	Director and above

	Holiday
	015001
	ICF Observed Holiday

	Floating Holiday
	015009
	ICF Floating Holiday

	Other paid leave
	015006
	(i.e. bereavement, Jury Duty, etc.) – note reason in comments

	Other Indirect Codes   *Where XXXX is your business unit number

	Temporary Code
	019999.0.0XXXX*
	When you are unsure what code to charge your time to, or the code is not yet active.  Add comment to describe what work was done.  Must change to active code ASAP.

	General Indirect
	015000.0.0XXXX*
	ICF All Hands Meetings, HESP Meetings, EES Meetings, substantial time with CIT to resolve issues, 

	Training
	015012.0.0XXXX*
	ICF Mandatory Trainings

	New Hire Buddy
	015063.0.0XXXX*
	Existing ICF staff serving as Buddy to new hire; only items identified on Oboarding Checklist as being charged to this code.  All other orientation charged to project.

	New Hire Onboarding
	015064.0.0XXXX*
	Newly hired ICF staff going through the orientation process

	Performance Evaluation
	015019.0.0XXXX*
	Completing self-assessment, meetings with supervisor, professional development goal planning

	EES Controllables
	015042.0.608.30
	Membership dues, Employee Welfare, External Training, Conferences, Seminars, Memberships, Publications, Public Relations/Advertising



