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

budget preparation cables. At this point in the ICASS

budget cycle post has prepared and submitted an initial

budget to Washington.  After distributing budgeted costs

for each post to ICASS customer agencies, a worldwide

invoice will be compiled for each agency. Initially, only

80 percent of the worldwide invoice will be charged to

customer agencies. The remaining portion will be billed

after the final target hearings are held and the final

post budgets have been received by the ICASS Service

Center (ISC) in Washington.

2. We anticipate that the ISC will issue final targets to

posts in late April.  Posts are asked to revisit their

ICASS budget, and make a final submission that will be

used in Washington by the ISCto issue a second (and final)

invoice to all ICASS customer agencies.  The date for the

final submission will be announced via Septel.

3. The final budget submission should take into account

revised targets, corrections of major errors, and (in the

event that post's target increased) new positions, leases,

and other budget items.  The final budget is also a means

for post to convey to their bureau what their FY 2004

financial plans are and (more importantly) what their

funding needs are for FY 2005.  Guidance on updating

target data and meeting final targets will be provided in

the third cable in this series.

4. This cable provides a list of the first steps that post

will use in preparing the final ICASS budget.  The steps

in this cable take the user up to the point of performing

the "Midyear Lock." By clicking this button (located at

the bottom of the budget summary worksheet) two new

columns will appear on the budget summary worksheet where

the user will account for cost adjustments in order to

meet their issued target. This will be explained in more

detail in cable 3.

5. Note that beginning in FY 2003, a policy change went

into effect that provides guidance on the treatment of

Residential Security Coordinators.  See Paragraph 7c(iv)

below.

6. Preparing the Final Budget

The first step is to be sure that you begin with the

initial budget data that you submitted in December.  This

budget represents your original budget and the cost

adjustments you made to meet your initial target. You are

advised to make a copy of your initial plan and change the

name of the copy to indicate that it is the final FY-2004

ICASS budget.  By doing this you are preserving your

initial budget so that if you ever want to view your

initial budget data you will not be forced to unlock your

final budget. (This would cause the loss of all changes

that were made since the lock.)  To change the name of a

plan, go to the post profile module and in the general tab

locate the box entitled "Plan Name."

7. Correction of Major Errors in the Initial Budget

A) A major error is defined as the assignment of an

incorrect agency code or the input of a significantly

wrong workload count, modification, or time allocation in

your initial FY-2004 budget.

B) You are able to correct errors in your initial budget

without unlocking, except in certain rare circumstances.

Unlocking your budget restores the original budget, and

all of the adjustments you made to reach a target will be

lost.  If you believe that you must unlock your initial

budget, please contact Michelle Frederick or Dan Winthrop

at the ISC prior to doing so.

C) 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 is a procedural problem in the

software and is amended in Web.ICASS with the creation of

the final requirements and final budget phases.

D) The following are some suggested ways to identify and

correct budget errors.

i) Agency code changes:

Deleted Agencies:

1904.7 STATE-RPSO-FRANKFURT

1982.0 STATE - RPSO (SINGAPORE)

2030.0 TREASURY-BATF

Added Agencies:

1585.0 JUSTICE - BUREAU OF ALCOHOL, TOBACCO & FIREARMS

1733.0 NAVY - JOINT INTERAGENCY TASK FORCE (JITF)

1981.0  STATE - REGIONAL PROCUREMENT OFFICE (FRANKFURT)

2163.0  ARMY - US INTELLIGENCE & SECURITY COMMAND

5714.0  USAF - SPECIAL OPERATIONS COMMAND CENTRAL

7025.0  DHS-CUSTOMS-Container Security Initiative

9701.0  DEFENSE - COALITION PROVISIONAL AUTHORITY

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

agency code revisions before loading the 10.5 software.

See the above list to determine if the deletion or

addition of agency codes will affect your budget.  If so,

note the respective workload for the agency in question,

and add it to the appropriate cost centers for the

appropriate agency code either before or after loading

version 10.5.

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 US Citizen Direct Hire (USDH), LES, and other

budget items cost allocations and workload distributions

for missing data:

Run the "verify" procedure by clicking the verify button.

This is 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 USDH or LES time is allocated to 5449 the

DTSPO-IVG line cost center.  No position costs can be

allocated to the DTSPO IVG-line cost center because it is

strictly limited to the cost of the shared leased lines.

USDH or LES (other than guard) time should not be

allocated to 5826 (Non-Residential Local Guard Program) as

this service is composed of the cost of the guards and

their equipment only.  Any support performed by USDH or

other LES staff for guard services should be captured as

work 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 for the ICASS staff 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

positions worksheet.  These positions must be entered on

the LES positions worksheet.  Time is allocated to cost

center 5880 Security Services in ICASS Standard budgets

and 6445 Personnel Services in ICASS Lite budgets.

Ensure that the workload count for supporting surveillance

detection personnel is entered under agency code 1942.0

DS-State.

Residential Security Coordinators should have been deleted

from any ICASS worksheet before the final budget

submission of FY 2003 according to instructions given in

reftel A and reftel B.  Note that posts were instructed in

the initial phase of 2003 to include Residential Security

Coordinator positions under ICASS, but this decision was

later reversed.  Posts who have not yet removed the

Residential Security Coordinator in ICASS worksheets

should do so, and subtract any associated workload from

1901.0 before the final budget submission of FY 2004.  The

Residential Security Coordinator must be entered on the

LGP positions 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.

8. Updating Worksheets

A) Add New LES, DH American, LGP 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 or 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. "

After entering lease information 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 items worksheet.  Confirm that all lease

costs on the other budget items worksheet are fully

allocated (100%) to appropriate cost centers.  If you do

not do this, the costs in your budget summary worksheet

will not match the costs in your lease worksheet.  If you

entered a lease directly in the other budget items

worksheet, please delete it and add it to the lease

worksheet so that OBO can tie all funding requests to the

lease worksheet.

C) Shared IVG Lines

Once you load version 10.5 of the ICASS software (and

before you lock 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 Items

worksheet.  Confirm that you have correctly applied this

amount to the Other Budget Items worksheet and confirm

that the amount was 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 or if you have

questions concerning the formulation of this change please

contact Andrew Shepard in the DTSPO office at 703-278-

1509.

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 being 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 Items worksheet.

9. 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.

10. The next guidance cable will contain instructions on

locking and completing the final budget.

11. Please direct questions via e-mail to Michelle

Frederick or Dan Winthrop at the ISC.  For software

installation or other technical problems direct your

questions to the ICASS technical support desk at:

ICASStechsupport@state.gov.

12.  MINIMIZE CONSIDERED.

POWELL

