DRAFTED BY: RM/ICASS:MFREDERICK/CJPITTMAN -- 03/06/03 202-663-1237

APPROVED BY: RM/ICASS:MSTANDIFORD

RM/ICASS: TFINLEY NEA/SA/EX: SHARTWELL EUR/EX: RSIMPSON

EAP/EX: ACARTER  WHA/EX:PKLINGENMAIER  AF/EX:CGRECO

IO/EX:CEASLEY  A/OBO/RMO/F: JREBA S/ES-O:UZEYA

M:ANAMM  RM/GFS:LEISENHART RM/BP:SNELL RM/CFO:KSABA 

P 192318Z MAR 03

FM SECSTATE WASHDC

TO ALL DIPLOMATIC AND CONSULAR POSTS PRIORITY

UNCLAS STATE 072802

FOR FINANCIAL MANAGEMENT OFFICE, ADMIN, GSO AND RSO

FROM THE ISC, DTSPO FOR SG/ED

DAKAR PASS TO BISSAU; KINSHASA PASS TO BRAZZAVILLE

SUBJECT: ICASS Budget Guidance Cable #2. Preparing the 2003

Final ICASS Budget.

1. This cable is the second in a series of ICASS budget

preparation cables. Up to this point in the ICASS budget

cycle, posts have prepared and submitted their initial

budgets.  These budgeted costs are distributed to ICASS

customer agencies and a worldwide invoice is compiled in

Washington for each agency. Initially, only 80 percent of

the worldwide invoice is charged to customer agencies

with the remaining part billed out after the end of the

final target hearings are held and the final post budgets

are in.

2. Now the second phase of the ICASS budget cycle is upon

us.  We estimate that the ISC will issue final targets to

posts in late April.  It is the time to revisit the ICASS

budget and prepare the final version so that the ICASS

Service Center in Washington can issue a second, final

invoice to the customer agencies and make the Working

Capital Fund whole.

3. The final budget takes into account the revised targets,

corrections of certain errors, and, if post's target

increased, new positions, leases, and other budget items.

The final budget is also a means to convey to the

Regional Bureaus the 2003 financial plans and, more

importantly, post's funding needs for FY 2004.

4. This cable provides the first steps in preparing the

final ICASS budget.  The steps in this cable take the

user up to the point of performing the "Midyear Lock." The

"Midyear Lock" is an ICASS software term.  By clicking

this button on the bottom of the Budget Summary

Worksheet, the user saves his/her work.  Two new columns

appear on the Budget Summary Worksheet in which the user

accounts for cost adjustments in order to meet an imposed

target. This will be explained in more detail septel.

5. Note that there is a policy change that affects the final

FY 2003 budget.  Paragraph 8c(iv), below, provides

guidance on the treatment of Residential Security

Coordinators in the FY 03 final budget.

6. Guidance on updating target data and meeting final

targets will be provided in the third cable of this

series.  Final targets for the ICASS traditional budget,

for the ICASS leases, and for ICASS LGP will be announced

late April 2003 by the ISC. Submission of the final 2003

ICASS budget to the ISC will be late May 2003.  The

specific date will follow septel.

7. Preparing the Final Budget

A)  The first step in preparing for the final phase of the

ICASS budget cycle is to start with the budget you

submitted in December.  This budget shows your

"original budget" and certain cost adjustments made to

meet post's initial target. Since this is the starting

point, you may want to make a copy of this plan and

change the name to indicate it is the final 2003 ICASS

budget.  By doing this you are maintaining a copy of

your initial budget and you will not have to unlock

your final budget in the future if you want to view it.

B) To change the name of a plan, go to the Post Profile

module.  On the General worksheet locate the box

entitled "Plan Name. "

8. Correction of Errors

A) You are able to fix errors without unlocking your

initial budget except in rare circumstances. Unlocking

your budget restores the original budget; thus losing

all of the adjustments made to reach a target.  If you

believe you must unlock your initial budget, please

contact Michelle Frederick, Carolyn Pittman, or Travis

Finley at the ISC.

B) When fixing errors prior to the "Midyear Lock, "

remember that you are working in the initial budget.

Your work will change the Traditional, LGP and Lease

totals that appear on the Budget Summary Worksheet.

This gives the appearance that you are exceeding your

initial target.  Try to think of this phase as creating

a new "Original" budget which serves as the baseline

for the final phase of the budget cycle.  This

procedural glitch will be amended in the upcoming

rewrite of the ICASS software application (web-based)

to be released in FY 2004.

C) The following are some suggested ways to identify and

correct budget errors.

i) Agency code changes:

Identify workload that may need to be re-entered due to

agency code revisions before loading the 9.5 software.

Look at budget guidance cable 1 to see if the deletion or

addition of agency codes will affect your post budget.

If so, note the respective workload for the agency in

question and add the workload to the appropriate cost

centers for the appropriate agency code before or after

loading 9.5.

ii) Identify major workload count errors:

If you identify major workload count or time allocation

errors, the post ICASS council must approve the

correction of these errors. Changes in workload or

time/cost allocations to cost centers affect agency

invoices.

Do not make changes to reflect current workload activity,

minor workload or time allocation corrections, or revised

workload modification levels.

iii) Review DH American, LES, and Other Budget Item

cost allocations and workload distribution for

missing data:

Run the "verify" procedure by clicking on the verify

button to ensure that you do not have any unallocated

personnel or budget item costs and that each cost center

has associated workload counts entered in the

distribution module. Do not forget to complete this

review for each location, if applicable.

Identify whether DH American or LES time is allocated to

the DTSPO-IVG line cost center 5449.  No position costs

can be allocated to DTSPO IVG-line costs since this cost

center is strictly the cost of the shared leased lines.

Identify whether DH American or LES (other than guard)

time is allocated to cost center 5826, Non-Residential

Local Guard service.  These costs should not be allocated

to 5826.  This service is composed of the cost of the

guards and their equipment only.  Any support performed

by DH American or other LES staff for guard services is

captured as workload count performed for the guards.  For

example, if the GSO spends time procuring a contract for

the local guard, this is not time spent performing guard

service; it is time spent performing procurement services

for the RSO.  Time is allocated to "procurement services"

and the workload for the procurement action is attributed

to State, 1900.0, as a procurement service for the RSO.

Justify position costs that have been allocated to

Overhead.  Overhead costs are defined as small costs,

such as postage, gratuities and awards that cannot be

easily attributed to specific cost centers.

iv) Review LGP Position cost, time allocation, and

workload worksheets:

Ensure that no FSN investigators are entered on the LGP

Position worksheet.  These positions must be entered on

the LES Position worksheet.

Ensure that no surveillance detection guards or costs are

in the ICASS LGP worksheets.  These costs must be

included in the Non-ICASS LGP budget worksheets.

Ensure that workload count for supporting surveillance

detection personnel is entered under agency code 1942.0

DS-State.

Residential Security Coordinators must be deleted from

the ICASS LGP worksheets for the final budget. Note that

posts were instructed in the initial phase to include

Residential Security Coordinator positions under ICASS.

They were instructed to enter the position on the LGP

position worksheet and allocate the cost to cost center

5826, Non-Residential Local Guard.  The decision to do

this has been reversed (see State 039028, February 2003.)

Therefore, for the final budget delete the Residential

Security Coordinator position from the ICASS worksheets

and subtract any associated workload from 1901.0.  The

Residential Security coordinator must be entered on the

LGP Position Worksheet in Non-ICASS and costs allocated

to cost center 5821.  Any workload associated with the

Residential Security Coordinator must be included in

1900.0, State Program.

14. Updating Worksheets

A) Add New LES, DH American, LGP-LES positions and Other

Budget Items

If you need to budget for new positions or budget items,

enter them on the appropriate worksheet before you

activate the "Midyear Lock. " Do not forget to enter time

allocations for any new entries added.  Otherwise, the

cost will not appear on the Budget Summary Worksheet. If

you add these positions and items after you lock your

budget, it will be difficult to make downward adjustments

and still maintain information on the funding needed for

these positions.

B) Add New Leases and Update Lease Data

If you need to budget for new leases or update lease

costs, do so before you activate the "Midyear Lock. "

Enter these leases and all respective lease information.

Once complete, you must save and click the "Apply to

Budget" button at the bottom of the worksheet to ensure

that the new costs are carried over to the "Other Budget

Item" worksheet.  Confirm that all lease costs on the

other budget item worksheet are fully allocated (100%) to

a cost center. If you do not do this the costs in your

Budget Summary Worksheet will not match the costs in your

Lease worksheet.

C) Shared IVG Lines

Once you load the 9.5 patch, and before locking your

budget, you must update the IVG shared line cost for your

post. To do this, open the DTSPO module, click the "Load"

button, select your post and click "OK. "   Your updated

cost will appear.  Next, you must click the "Apply to

Budget" button so that the updated cost will appear on

the Other Budget Item worksheet.  Confirm that you have

correctly applied this amount to the Other Budget Item

worksheet and confirm that the amount transferred to the

Budget Summary Worksheet. Note that this cost will appear

as a specific adjustment to your initial target total.

If your IVG line costs are incorrect please contact the

DTSPO office.

D) Depreciation Worksheets

Add ICASS vehicle and other ICASS asset information in

the depreciation worksheets. Also update the module for

proceeds of sale.

For ICASS LGP vehicles, you must include the vehicle

identification numbers (VIN) for each ICASS guard vehicle

listed. LGP vehicles purchased with ICASS funds (fiscal

data) must be listed on the ICASS LGP vehicle

depreciation inventory schedule.  Proceeds from the sale

of these vehicles are processed as outlined in State

39536, March 3, 1999, with proceeds returned to ICASS.

Vehicles purchased with DS funds (through advice of

allotment)or shipped by DS must be listed on the non-

ICASS LGP depreciation inventory schedule. Proceeds from

the sale of these vehicles are returned to DS.

Once you have completed the updates, do not click on the

"Apply to budget" button if you do not want the costs to

be updated on the Other Budget Item worksheet.

15. Final Targets

Finally, before you lock your budget, you should enter

your new targets for Traditional Bureau, Local Guard

Program, and Leases into the post profile module, under

the target data tab.  Targets will be issued to posts

late April 2003.

16. The next guidance cable will contain instructions on

locking and completing the final budget.

17. Questions should be directed via e-mail to the ISC,

Michelle Frederick, Carolyn Pittman or Travis Finley.

Installation or other technical issues can be addressed

the ICASS technical support desk at: ICASS APDCSB

techsupport@state.gov.

Minimize considered.
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