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1.  On occasion a post B&F section finds itself in the

position of having to revise a budget after agency

representatives have signed invoices.  The following

reiterates ICASS policy on how to handle revisions to

ICASS invoices.

2.  When a post has to make a change to its ICASS budget

after invoices have been circulated and signed, it does

not always make sense to reprint all agency invoices and

enter another round of signing.  Where the amounts are a

very small percentage of the post's ICASS allotment, the

desire to avoid the invoice 'merry-go-round' is

understandable.

3.  ICASS policy stipulates that post must advise every

agency in writing of any adjustments that have been made

and maintain a copy of that communication on file at post.

Additionally, the B&F section should advise the respective

regional bureau and ICASS Service Center (Brad Bartlett)

of any adjustments that are not reflected in the

telegraphic summary of signed invoices that is submitted

to the ISC.  Agencies should be advised to convey the new

information to their headquarters as well.  The easiest

way to accomplish this would be to email the ISC a copy of

the memorandum that lists and explains the adjustments to

these entities.

4.  Where the changes to the invoice amounts are not

considered small by post standards, the B&F section should

reproduce the invoices and re-circulate for agency

approval.  Post ICASS Councils should play a role in

determining what is considered a small amount for post.

5.  For additional information on the handling of ICASS

invoices, please contact Brad Bartlett of the ISC.

6.  MINIMIZE CONSIDERED.
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