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_________________________________________________________________

GSO AND RSO FROM THE ISC, DTSPO FOR SG/ED

DAKAR PASS TO BISSAU

KINSHASA PASS TO BRAZZAVILLE

NAIROBI PASS TO KHARTOUM

1. SUMMARY: THIS CABLE IS THE SECOND IN A SERIES OF ICASS

   MID-YEAR BUDGET PREPARATION CABLES. IT PROVIDES GUIDANCE

   FOR MAKING BUDGET CORRECTIONS, UPDATING TARGET DATA AND

   MEETING MID-YEAR TARGETS, WHICH THE POSTS SHOULD RECEIVE

   IN MID-FEBRUARY. POSTS SHOULD TRY TO COMPLETE THE MID-

   YEAR ICASS BUDGET IN ADVANCE OF THE MARCH WORKSHOPS. IF

   POSTS COMPLETE ALL OR MUCH OF THEIR WORK IN ADVANCE,

   THEY WILL BENEFIT FROM THE PRESENCE OF ISC STAFF BY

   REVIEWING AND DISCUSSING ICASS BUDGET ISSUES WITH THEM

   DIRECTLY. THE DUE DATE FOR SUBMISSION OF THE MID-YEAR

   2001 ICASS BUDGET TO THE ISC IS TUESDAY, MAY 1, 2001.

   END SUMMARY.

2. THE REGIONAL BUREAUS WILL E-MAIL THE 7.5 VERSION OF THE

   ICASS SOFTWARE TO ALL POSTS AT THE END OF JANUARY OR THE

   BEGINNING OF FEBRUARY. POSTS CAN START WORKING ON THEIR

BUDGETS BEFORE THEY RECEIVE THE NEW 7.5 VERSION.

HOWEVER, A POST CANNOT LOCK ITS BUDGET FOR THE MID-YEAR

UNTIL 7.5 HAS BEEN INSTALLED.

ICASS VERSION 7.5 NEEDS TO BE INSTALLED OVER ICASS

VERSION 7.0. THE SYSTEM CONFIGURATION FOR RUNNING ICASS

7.5 (INCLUDING LAPTOPS) SHOULD BE WINDOWS NT 4.0-SERVICE

PACK 4 OR HIGHER, AND MICROSOFT OFFICE 97.

A NUMBER OF POSTS HAVE BEEN EXPERIENCING INSTALLATION

PROBLEMS. THESE WERE PRIMARILY DUE TO DIFFERENT SYSTEM

CONFIGURATIONS THAN THE ONE NOTED ABOVE. IF YOU HAVE

PROBLEMS, REPORT THE SPECIFICS VIA E-MAIL TO THE ICASS

TECH SUPPORT (AND CC STEVE HARTWELL OR MICHELLE

FREDERICK), AND A SERVICE PACK WILL BE FORWARDED TO YOU.

THE EASIEST WAY TO CHECK FOR A COMPLETE INSTALLATION OF

ICASS VERSION 7.5 IS OPEN THE US CITIZEN DIRECT HIRE

WORKSHEET AND VERIFY THAT THE PAT AMOUNTS HAVE BEEN

UPDATED ($ 10,646 IN VERSION 7.5 VERSUS $ 8,810 IN

VERSION 7.0)

3. A KEY REQUIREMENT OF THE MID-YEAR ICASS BUDGET PROCESS

   IS MEETING POST MID-YEAR TARGETS. MID-YEAR TARGETS FOR

   THE ICASS TRADITIONAL BUDGET AND FOR THE ICASS LEASES

   WILL BE CABLED TO POSTS IN MID-FEBRUARY BY THE ISC. DS

   WILL CABLE POSTS WITH THE ICASS LGP AND SECURITY

   SUPPLEMENTAL TARGETS.

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

4. PREPARING YOUR BUDGET FOR THE MID-YEAR LOCK:

   CORRECTION OF ERRORS AND UPDATING WORKSHEETS

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

    THE FIRST STEP IN WORKING ON YOUR MID-YEAR BUDGET IS TO

    CORRECT ANY ERRORS YOU MADE IN YOUR INITIAL BUDGET. DO

    NOT, REPEAT, NOT UNLOCK YOUR BUDGET. YOU ARE ABLE TO

    FIX ERRORS WITHOUT UNLOCKING YOUR INITIAL BUDGET EXCEPT

    IN RARE CIRCUMSTANCES. IF YOU BELIEVE YOU MUST UNLOCK

    YOUR TARGET BUDGET, PLEASE CONTACT MICHELLE FREDERICK

    OR STEVE HARTWELL AT THE ISC. NOTE: IF YOU UNLOCK YOUR

    BUDGET, YOU WILL LOSE ALL OF THE ADJUSTMENTS MADE TO

    REACH YOUR TARGETS.

     THE FOLLOWING PROCEDURES ARE SOME SUGGESTED WAYS TO

     IDENTIFY AND CORRECT BUDGET ERRORS.

     A. AGENCY CODE CHANGES:

       IDENTIFY WORKLOAD THAT MAY NEED TO BE RE-ENTERED DUE

       TO AGENCY CODE REVISIONS BEFORE LOADING THE 7.5

       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 7.5.

    B. COST ALLOCATIONS AND WORKLOAD DISTRIBUTION (VERIFY

       MODULE):

       RUN THROUGH THE VERIFY PROCEDURE BY CLICKING ON THE

       VERIFY BUTTON TO ENSURE THAT YOU DO NOT HAVE ANY

       UNALLOCATED PERSONNEL TIME OR BUDGET ITEM COSTS.

       MAKE SURE THAT EACH COST CENTER WITH EXPENSES

       CHARGED HAS WORKLOAD ENTERED IN THE DISTRIBUTION

       MODULE FOR THE COST CENTER. DON'T FORGET TO CHECK

       OTHER LOCATIONS AND SUB-COST CENTERS, SUCH AS THE

       SECURITY SUPPLEMENTAL AND FURNITURE POOL SUB-COST

       CENTERS.

    C. 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

       WILL AFFECT AGENCY INVOICES.

       DO NOT MAKE CHANGES TO REFLECT CURRENT WORKLOAD

       ACTIVITY, MINOR WORKLOAD OR TIME ALLOCATION

       CORRECTIONS, OR REVISED WORKLOAD MODIFICATION

       LEVELS.

    D. REVIEW SECURITY SUPPLEMENTAL(SSP) COSTS/TIME

       ALLOCATION/WORKLOAD:

       - NO SSP FUNDED FSN INVESTIGATORS ARE TO BE

          INCLUDED IN THE ICASS BUDGET.

       - DO NOT ALLOCATE ANY DH ICASS AMERICAN OR REGULAR

          LES POSITION TIME TO SSP COST CENTER-5827

       - DO NOT ALLOCATE ANY REGULAR OTHER BUDGET ITEMS

          COSTS TO SSP COST CENTER - 5827

       - NO SSP SURVEILLANCE DETECTION LEASES ARE TO BE IN

          THE ICASS LEASE WORKSHEET- THEY ARE TO BE

          INCLUDED IN THE ICASS-LGP BUDGET ITEMS WORKSHEET.

       - SSP GUARDS AND COST ARE TO BE ENTERED IN THE LGP

         WORKSHEETS(POSITIONS AND BUDGET ITEMS).

       - WORKLOAD COUNT FOR SUPPORTING SSP POSITIONS AND

         ACTIVITIES ARE TO BE COUNTED UNDER AGENCY CODE

          1942- STATE SECURITY SUPPLEMENTAL

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

   ADD NEW LES, DH AMERICAN OR LGP-LES POSITIONS

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

   IF YOU NEED TO BUDGET FOR NEW POSITIONS, ENTER THESE

   POSITIONS ON THE LES, DH AMERICAN, AND LGP POSITION

   WORKSHEETS BEFORE YOU LOCK YOUR BUDGET FOR THE MID-

   YEAR. ENSURE THAT COST CENTER PERCENTAGE OF TIME

   ALLOCATIONS ARE MADE FOR ANY NEW POSITION ADDED. IF YOU

   ENTER THESE POSITIONS AFTER YOU LOCK YOUR BUDGET, IT IS

   DIFFICULT TO MAKE ADJUSTMENTS FOR THESE POSITIONS.

   NOTE: IF YOU USED THE COMPENSATION PLAN FOR LES AND LGP

   POSITIONS, AND YOU WANT TO ADJUST THESE POSITION COSTS

   TO ZERO AFTER LOCKING THE BUDGET, YOU CAN DO SO BY

   ENTERING ZERO HOURS AND ZERO MONTHS WORKED IN THE

   RESPECTIVE POSITION WORKSHEETS.

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

  ADD NEW LEASES, CHANGES TO LEASE DATA, AND UPDATING

   LEASE ACTUALS

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

   IF YOU NEED TO BUDGET FOR NEW LEASES OR LEASE CHANGES,

   DO SO BEFORE YOU LOCK YOUR BUDGET FOR THE MID-YEAR.

   ENTER THESE LEASES AND ALL RESPECTIVE LEASE

   INFORMATION- OCCUPANT, "OWNED/LEASED/LQA", "INITIAL

   REQUEST" AMOUNT AND THE QUARTERLY ALLOCATION ARE

   ESSENTIAL FIELDS. PLEASE MAKE CERTAIN YOU SAVE AND

   CLICK 'APPLY TO BUDGET' TO ENSURE THAT ANY NEW COSTS

   ARE CARRIED OVER TO YOUR MID-YEAR BUDGET TOTALS.

   DOUBLE-CHECK THAT ALL LEASE COSTS ON THE 'OTHER BUDGET'

   WORKSHEET ARE FULLY ALLOCATED 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.

   ALSO, UPDATE YOUR LEASES MODULE TO SHOW ACTUAL

   OBLIGATIONS THROUGH FEB. 28,2001.

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

   DEPRECIATION

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

   CORRECT ICASS VEHICLE AND OTHER ICASS ASSET INFORMATION

   IN THE DEPRECIATION WORKSHEET. ALSO UPDATE THE MODULE

   FOR PROCEEDS OF SALE. FOR ICASS LGP VEHICLES, UPDATE

   THIS MODULE WITH VIN NUMBERS (VEHICLE IDENTIFICATION)

   FOR EACH ICASS GUARD VEHICLE LISTED.

   ONCE YOU HAVE COMPLETED THE UPDATES, DO NOT REPEAT NOT

   CLICK ON 'APPLY TO BUDGET.' THIS UPDATE IS FOR MID-

   YEAR INFORMATION PURPOSES ONLY. THE UPDATE IS NOT FOR

   BUDGETING PURPOSES. YOU WILL UPDATE THE BUDGET IN THE

   2002 PLAN.

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

   CERTAIN PROJECTED COSTS FOR 2002

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

   ENTER FY 2002 PROJECTED COSTS UNDER THE 'NEXT FY

   PROJECTIONS' TAB IN THE 'POST PROFILE' MODULE. THIS

   WORKSHEET IS FOR COLLECTING INFORMATION ON CERTAIN NEXT

   FISCAL YEAR COST PROJECTIONS. PLEASE FILL IN THE

   FIELDS FOR FSN ANNUALIZATION, NEW ICASS POSITIONS,   INFLATION RATE, OTHER 

MANDATORY INCREASES, AND FSN WAGE

   INCREASE INFORMATION, AND MAKE FULL USE OF THE COMMENTS

   SECTION. POST'S REGIONAL BUREAU WILL USE THE

   INFORMATION IN MAKING DECISIONS REGARDING

   RECOMMENDATIONS FOR NEXT YEAR'S ICASS TARGET.

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

   QUARTERLY WORKLOAD AND ACTUALS UPDATE

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

   BE SURE TO UPDATE YOUR 1ST QUARTER ACTUALS BY LOADING

   THE FILE THROUGH THE IMPORT ACTUALS FEATURE. IF THERE

   ARE IMPORT ERRORS, PRINT THE ERROR REPORT AND USE THE

    'EDIT ACTUALS' FEATURE TO PUT THE ACTUALS IN THE

   APPROPRIATE SUB-OBJECT CATEGORY. ALSO CHECK YOUR

    'BUDGET VS. ACTUAL' REPORTS AND NOTE DISCREPANCIES THAT

   NEED TO BE CORRECTED.

   ALSO UPDATE YOUR 1ST QUARTER WORKLOAD FIGURES IN THE

    'DISTRIBUTION' MODULE. YOU CAN AUTOMATICALLY UPDATE

   THESE NUMBERS BY CLICKING ON Q1 AT THE BOTTOM OF THE

    'DISTRIBUTION' MODULE OR ENTER THESE MANUALLY.

   REMEMBER, IF YOU CLICK Q1 BUTTONS, ALL COST CENTERS ARE

   UPDATED.

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

   MID-YEAR TARGETS

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

   BEFORE YOU LOCK YOUR BUDGET, BE SURE THAT YOU HAVE

   ENTERED YOUR NEW MID-YEAR TARGETS FOR TRADITIONAL

   BUREAU, LOCAL GUARD PROGRAM, LEASES, AND SECURITY

   SUPPLEMENTAL INTO THE 'POST PROFILE' MODULE, UNDER THE

    'TARGET DATA' TAB.

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

   DTSPO/SHARED IVG LINES

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

   FY2001 DTSPO IVG SHARED LINE COSTS HAVE BEEN UPDATED IN

   ICASS 7.5 FOR MANY POSTS. ONCE YOU LOAD THE 7.5

   SOFTWARE ONTO YOUR MACHINE, AND BEFORE YOU LOCK YOUR

   MID-YEAR BUDGET, UPDATE YOUR POST IVG COSTS. YOU CAN

   DO THIS BY OPENING THE 'DTSPO' MODULE, SELECT YOUR POST

   AND DOUBLE-CLICK THE NAME. YOUR NEW/UPDATED POST

   SHARED IVG LINE COST WILL APPEAR. YOU MUST CLICK THE

    'APPLY TO BUDGET' BUTTON SO THAT THE UPDATED COST WILL

   APPEAR ON THE 'OTHER BUDGET ITEM' WORKSHEET. AFTER YOU

   CONFIRM THAT YOU HAVE CORRECTLY APPLIED THIS AMOUNT TO

   THE 'OTHER BUDGET ITEM' WORKSHEET, CONFIRM THAT THE

   AMOUNT TRANSFERRED TO THE BUDGET SUMMARY WORKSHEET.

   YOU WILL NOTE THAT THIS APPLICATION WILL APPEAR AS A

   SPECIFIC ADJUSTMENT ON THE BSW TO YOUR INITIAL TARGET

   TOTAL.

   IF YOU APPLY YOUR DTSPO COSTS AFTER YOU DO THE MID-YEAR

   LOCK, THE DTSPO COSTS WILL APPEAR AS A SPECIFIC

   ADJUSTMENT TO YOUR MIDYEAR TARGET TOTAL.

   IF YOUR IVG LINE COSTS ARE INCORRECT PLEASE CONTACT

   BRAD BARTLETT AT THE ISC FOR THE PASSWORD NEEDED TO

   REVISE THE COST IN THE SOFTWARE.

5. LOCKING YOUR ICASS BUDGET TO MEET YOUR MID-YEAR TARGETS

   BEFORE YOU LOCK YOUR BUDGET TO MEET YOUR MID-YEAR

   TARGET, REVIEW THE CHECKLIST PROVIDED IN THE SOFTWARE

   AND ALSO RE-RUN THE VERIFY PROCEDURE.

   ONCE YOU HAVE COMPLETED ALL THE STEPS ABOVE, YOU CAN

   LOCK YOUR MID-YEAR PLAN (LOCK MY) IN THE BUDGET SUMMARY

   WORKSHEET. ONCE YOU LOCK YOUR BUDGET, DO NOT UNLOCK

   IT. THERE SHOULD BE NO NEED TO UNLOCK YOUR BUDGET AT

   THIS POINT. IF YOU FIND THAT YOU ARE UNSURE ABOUT

   LOCKING YOUR BUDGET, YOU CAN ASK ISC STAFF OR A BUREAU

   BUDGET REVIEWER TO REVIEW YOUR BUDGET BEFORE LOCKING AT

   THE MID-YEAR WORKSHOP.  IF YOU FIND THAT YOU MUST

   UNLOCK YOUR BUDGET, AFTER GETTING APPROVAL FROM THE ISC

   STAFF YOU WILL LOSE ANY ADJUSTMENTS MADE TO MEET YOUR

   MID-YEAR BUDGET.

6. ADJUSTING YOUR BUDGET TO MEET YOUR MID-YEAR TARGETS

   IN THE MID-YEAR BUDGET POST WILL SHOW HOW IT PLANS TO

   USE REVISED TARGET FUNDING LEVELS. POST CANNOT EXCEED

   THE TARGET LEVELS PROVIDED. AFTER LOCKING YOUR BUDGET

   (MID-YEAR LOCK) YOU CAN MAKE EITHER SPECIFIC OR GENERAL

   ADJUSTMENTS TO MEET YOUR MIDYEAR TARGETS. WHEN MAKING

   ADJUSTMENTS THERE IS NO NEED TO UNLOCK YOUR BUDGET.

   A SPECIFIC ADJUSTMENT IS THE PROCESS OF OPENING A

   BUDGET WORKSHEET AND MANUALLY ADJUSTING COSTS IN THAT

   WORKSHEET. ONCE COMPLETED, RETURN TO THE BUDGET

   SUMMARY WORKSHEET. YOU WILL SEE YOUR ADJUSTMENTS

   REFLECTED IN THE 'SPECIFIC ADJUSTMENT' COLUMN. DO NOT

   UNLOCK YOUR BUDGET.

   A GENERAL ADJUSTMENT IS THE PROCESS OF MAKING AN

   ADJUSTMENT TO A SUB-OBJECT ON THE BUDGET SUMMARY

   WORKSHEET IN THE 'GENERAL ADJUSTMENT' COLUMN. BY TYPING

   THE ADJUSTMENT IN THAT COLUMN, THE COMPUTER SOFTWARE

   WILL SPREAD THE ADJUSTMENT TO ALL OCCURRENCES OF THE

   SUB-OBJECT IN ALL WORKSHEETS. IF YOU WISH TO MAKE A

   DOWNWARD OR NEGATIVE GENERAL ADJUSTMENT, DO SO BY

   TYPING A NEGATIVE DOLLAR AMOUNT IN THE GENERAL

   ADJUSTMENT COLUMN. THE SOFTWARE WILL SPREAD THE

   DECREASE TO ALL WORKSHEETS WHERE THE SUB-OBJECT IN

   QUESTION IS USED. ONCE THE PROCEDURE IS COMPLETE,

   CLICK ON SAVE. THE GENERAL ADJUSTMENT AUTOMATICALLY

   APPEARS IN THE SPECIFIC COLUMN. WHY DOES THIS HAPPEN?

   IT HAPPENS BECAUSE THE COMPUTER WENT INTO EACH

   WORKSHEET AND MADE THE SPECIFIC ADJUSTMENT FOR YOU. IF

   YOU WANT TO CONFIRM THE ADJUSTMENT, YOU CAN OPEN A

   WORKSHEET AND SEE THE CHANGED COST. DO NOT UNLOCK YOUR

   BUDGET TO VIEW WORKSHEETS.

   YOU CANNOT MAKE GENERAL ADJUSTMENTS ON THE BUDGET

   SUMMARY WORKSHEET FOR THE LES OR LGP POSITIONS IF YOU

   USED THE COMPENSATION PLAN FEATURE. YOU CAN MAKE

   SPECIFIC ADJUSTMENTS TO THE COMPENSATION PLAN, WHICH

   WOULD AFFECT ALL EMPLOYEES ASSOCIATED WITH THAT PLAN,

   OR YOU CAN MAKE SPECIFIC ADJUSTMENTS TO SPECIFIC

   EMPLOYEES BY EITHER ADJUSTING THE HOURS OR MONTHS

   WORKED.  YOU CAN VIEW AND MAKE CHANGES TO WORKSHEETS

   WITHOUT UNLOCKING YOUR BUDGET.

   YOU SHOULD UPDATE THE 'AVAILABLE FUNDS WORKSHEET' AND

   APPLY AVAILABLE FUNDS TO SUB-OBJECTS ON THE BUDGET

   SUMMARY WORKSHEET.

   RUN THE VERIFY PROCEDURE ONE LAST TIME.

   FINALLY, YOU MAY WANT TO CHANGE OR EXPAND UPON THE

   JUSTIFICATIONS FOR YOUR BUDGET SUBMISSION IN THE

   COMMENTS COLUMN OF THE BUDGET SUMMARY WORKSHEET.

   PLEASE CONTINUE TO IDENTIFY THE TOP THREE UNFUNDED

   BUDGET ITEMS IN THE COMMENTS COLUMN.

7. FINAL CHECK

   AS A FINAL CHECK, LOOK FOR ANY DISCREPANCIES BETWEEN

   KEY REPORT NUMBER 4 AND YOUR BUDGET SUMMARY WORKSHEET

   TOTALS. REVIEW KEY REPORT 5, AGENCY INVOICE SUMMARY

   REPORT FOR ANY SIGNIFICANT CHANGES FROM THE SAME REPORT

   FROM ICASS VERSION 7.0 TARGET BUDGET -LARGE CHANGES IN

   AN AGENCY'S INVOICE FROM YOUR DECEMBER INITIAL BUDGET

   SUBMISSION COULD BE THE RESULT OF AN INPUT ERROR IN THE

   MID-YEAR. ALSO HAVE A BUDGET REVIEWER LOOK AT AND

   APPROVE YOUR BUDGET AT THE BUDGET WORKSHOP.

8. ADDITIONAL BUDGET GUIDANCE CABLES WILL CONTAIN

   INSTRUCTIONS ON COMPLETING THE NON-ICASS DS-LGP AND FBO

   BUDGETS (AND UPDATING THE LGP CONTRACT MODULE) AND

   GUIDANCE ON HOW TO BEGIN PREPARING YOUR ORIGINAL BUDGET

   FOR FY 2002.

   QUESTIONS ON HOW TO PREPARE FOR THE MID-YEAR WORKSHOP

   OR HOW TO PREPARE A MIDYEAR BUDGET SHOULD BE DIRECTED

   VIA E-MAIL TO THE ISC, MICHELLE FREDERICK OR STEPHEN

   HARTWELL. INSTALLATION OR OTHER TECHNICAL ISSUES

   SHOULD BE ADDRESSED VIA E-MAIL TO ICASS TECHNICAL

   SUPPORT ON OPENNET GLOBAL ADDRESS LISTING OR ON

   INTERNET(ICASS TECH.SUPPORT@STATE.GOV.)

MINIMIZE CONSIDERED PRISTINA, FREETOWN, BELGRADE, DUSHANBE.

POWELL

