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SUBJECT: 2005 INITIAL ICASS BUDGET GUIDANCE CABLE #2:

USING WEB.ICASS TO CREATE YOUR NON-ICASS BUDGET

REF: (A)STATE 039028 (FEB 2003), (B)STATE 200444 (SEPT

2004), (C)STATE 191848 (SEPT 2004)

1. Summary: This is the second initial FY 2005 ICASS

budget preparation cable.  The following instructions

pertain to the completion of the Non-ICASS portion of the

Web.ICASS budget software consisting of OBO program

budgets, DS local guard program budgets, and LGP PSA and

contracts (LGP Profiles.)  Those posts that do not have

ICASS budgets or funding MUST STILL COMPLETE the Non-ICASS

DS, OBO, and LGP PSA and Contracts worksheets.

Note that instructions on the budget submission process

for the ICASS budget, Non-ICASS budget, and LGP Profiles

will be covered in the next guidance cable. End summary.

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

2.  What's New?

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

The Non-ICASS budget worksheets in Web.ICASS should look

familiar to the users of the old ICASS software, but there

are differences between Web.ICASS and ICASS 10.5 with

regard to Non-ICASS. The differences will be explained in

the relevant section below.

Changes include:

- Non-ICASS leases are now listed by location.

- Non-ICASS FM Positions will now be entered by location.

- There are two newly formatted Non-ICASS worksheets in

Web.ICASS this year:  The DS Budget Summary Worksheet and

the Distribution Worksheet.

- The new distribution worksheet allows user to see

workload by cost center or agency.  The budget summary

worksheet will function the same as it did in ICASS 10.5.

- The verification procedure will verify that post entered

the workload count under Non-ICASS LGP cost centers for

which the user entered costs.

Warning:  Do not baseline your Non-ICASS budget before you

baseline your ICASS budget if you use compensation plans

in both.  Compensation plans are linked to the most recent

phase of the ICASS budget.  If you do baseline the Non-

ICASS budget before the ICASS budget you will lose any

compensation plans listed in your Non-ICASS budget,

requiring you to reenter that data.  It is also important

if you plan to revert your ICASS budget that you revert

your Non-ICASS budget first.

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

3. Initial OBO Program Budgets

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

Post should update the appropriate OBO program budget

modules to reflect changes in leases, facility manager

positions, and routine maintenance & repair for GO/LTL

properties.

A. Update the OBO program lease worksheet with any new

leases, funding requests, occupant changes, actuals, and

other required lease data. Prior year lease costs are to

be entered manually. Ensure that each lease cost is

allocated 100% across funding quarters.

New:  Web.ICASS allows the user to list leases by

location.  If you have leases you want to move from the

embassy worksheet to another location worksheet,

deactivate the lease on the leases worksheet, change the

location at the top of the leases worksheet, press the

activate button, check the box next to the lease you wish

to activate, and click reactivate.

B. Update the OBO routine maintenance and repair worksheet

(OBO Maintenance) with current property data, prior and

current year budget requests, and a complete justification

of post requirements.

C. Update the FM (Facility Manager) positions worksheet

with new positions, position costs, or time allocations.

Note that the 2005 Web.ICASS version, FM positions can be

entered by location in the same way as ICASS budget

worksheets.

D. Manually enter prior and current year actuals on the FM

budget summary worksheet and provide comments as

necessary.

E. Review all OBO budgets for completeness.

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

4. Initial DS Local Guard Program

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

This section provides guidance on the completion of the DS

program budget worksheets for residential guard, non-

residential guard for stand-alone (solely occupied by one

agency) buildings, mobile patrol, bodyguard, residential

security upgrades, residential security

repair/maintenance, and surveillance detection programs.

A. DS Position and Budget Item Worksheets:

Update the DS position and other budget item worksheets.

Enter all position, equipment, and contract costs

associated with residential local guards, body guards,

mobile patrol, guards for stand-alone buildings, and

surveillance detection on the appropriate worksheet.

B. Allocation of Cost to Cost Centers

i. Ensure that all costs are appropriately distributed to

one or more cost centers.  The non-ICASS DS program cost

center worksheets are divided into four types of security

services: LGP services direct charged at post (0007), LGP

services reimbursed in Washington (5821, 5822, 5823,

5824), residential security services paid by State only

(5841, 5843) and surveillance detection paid by State only

(9912).  Please keep these differences in mind when

allocating costs in the DS program cost center worksheets.

ii. Post may not realign funds between cost centers to fit

its current spending pattern without cable authorization

from DS/IP/FPO.  This procedure is essential so that the

costs will be correctly distributed to agencies that

receive guard services based on workload counts.

iii. DS does not charge agencies for residential local

guard services (5821, 5822, 5823 and 5824) through the

ICASS invoicing system.  Instead, agencies are charged for

these services one of two ways: 1) DS invoices the

agencies at the Washington level, using the cost and

workload distribution information post provides in this

module, or 2) post charges agencies directly at post using

agencies' fiscal data. Any direct-charged cost should not

be included in 5821, 5822, 5823 and 5824.

iv. Direct-Charged Services: Post should not forward fund

the guard costs for agencies that are paying for services

directly. Instead, at the beginning of the fiscal year,

post must request fiscal data from the direct charged

agencies prior to receipt of these services.  If fiscal

data is not provided, the RSO and FMO should immediately

advise DS/IP/FPO.  To distinguish between direct-charged

and Washington reimbursed guard services, DS created cost

center 0007.  Therefore, you must allocate each line item

for direct-charge services 100% to cost center 0007.

v. Residential Security Coordinators and Technicians:

Residential Security Coordinator (RSC) and Residential

Technician salaries on the Non-ICASS position worksheet

should be charged to cost center 5821 (Residential

Guards). See Reftel A

vi. Residential Security Upgrades: List costs for

residential security upgrades (5841) and residential

security maintenance and repair and allocate those costs

to cost centers 5841 and 5843, respectively. Provide a

detailed narrative justification for any increase over the

approved initial target.  DS pays 100% of residential

security program except for "initial" residential security

costs of newly authorized and NSDD-38 positions (start-up

costs).

vii. Surveillance Detection (SD):  This program is funded

through the LGP program allotment 1XXX.  SD Vehicle,

Equipment, Radio and Personnel costs (V.E.R.P) are

distinguished by sub object codes.  For contract guard

posts, use sub object code 2554 for contract price

(including contractor-provided equipment, vehicle and

command post) and provide cost breakdown by V.E.R.P.

categories in the comment section of LGP budget summary

worksheet.

C.  LGP Distribution

DS uses the workload entered into the LGP Distribution

worksheet at the Washington level for billing purposes.

There are no invoice reports in the Non-ICASS software

since it is not necessary to generate invoices at the post

level for signature.  However, it is strongly recommended

to review the workload with your customer agencies before

submitting the budget.

i. The Non-ICASS LGP Distribution worksheet has been

reformatted to resemble the Distribution worksheet in

ICASS.  It allows posts that have created budgets by

location to also budget and distribute their Non-ICASS LGP

budgets by location.

The new Distribution worksheet allows the user to enter or

update data from either a cost center listing or agency

listing.  The default is the cost center listing.  To

change to an agency listing format, click the drop-down

menu next to the words, "Display by," and select "Agency."

ii. The workload count for each cost center is as follows:

5821 Residential square meters

5822 Non-residential square meters

5823 Residential square meters

5824 Usage percent

5841 Residential square meters

5843 Residential square meters

0007 Dollar Amount of direct charge cost

9912 Non-residential square meters

iii. Agencies that Pay at Post:  Do not include workload

(i.e., square meters) for Peace Corps, USAID and agencies

that directly reimburse for local guard services at post

in any of the DS program cost centers, since these

agencies pay for the services directly at post.  Some

posts have incorrectly included workload count for direct-

charged agencies (USAID, Peace Corps, etc.) under cost

centers 5821/5822/5823/5824.  These agencies reimburse

State directly for their guard costs at post, and their

workload count MUST NOT be included under cost center

5821/5822/5823/5824.  Erroneous inclusion of direct

charged agencies' workload count will reduce the invoice

amount for other agencies that pay their Non-ICASS guard

costs at the Washington level.  This creates a collection

problem for DS and results in less than full reimbursement

for the services provided.

iv. Post should enter direct-charged service costs for

agencies such as USAID and Peace Corps as the workload

count for cost center 0007.  DS keeps track of these

direct-charged costs because direct-charged guard services

represent a significant portion of the DS worldwide local

guard force.  The non-ICASS LGP workload distribution

worksheet indicates that this workload is the "share of

cost."  Please enter a specific dollar amount for the

direct charged agency.

v. Unreported Workload: New to the Web.ICASS software is

the verification procedure that checks whether post

entered the workload counts for Non-ICASS LGP cost centers

for which the user assigned costs.  Post must be sure that

all shared services with costs have an associated workload

count distribution.  If no workload count is entered, DS

cannot collect reimbursement for these program services at

the headquarters level in Washington and would have to

carry 100% of the service cost that results from this

error.  If State is the only agency using the LGP service,

post must still complete the workload count by providing

either square meters occupied or percentage usage (for

bodyguards only) for agency code 1900.0.  Otherwise, DS

will assume that an error was made and will contact post

directly to ensure whether the cost is entirely a State

cost or a shared cost.

D. DS Vehicle Depreciation Worksheet

Update the list of DS Residential Local Guard vehicles,

including the VIN number and any proceeds of sale in the

Non-ICASS LGP depreciation module.  This data is for

informational purposes only and is not applied to your DS

Non-ICASS budget.

Vehicles issued to post from DS/IP/FPO stateside inventory

must be listed on the Non-ICASS Vehicle Depreciation

Inventory Schedule. Proceeds from the sale of these

vehicles are returned to DS.

Vehicles purchased with DS Non-ICASS LGP and surveillance

detection funds must be listed on the Non-ICASS LGP

Vehicle Depreciation Inventory Schedule. Proceeds from the

sale of these vehicles are returned to DS.

Vehicles purchased with DS-provided fiscal data from

traditional ICASS funds must be listed in the ICASS LGP

vehicle depreciation inventory schedule.  Proceeds from

the sale of these vehicles are returned to ICASS.  Do not

include them on the Non-ICASS worksheet.

E. Budget Summary Worksheet

The DS Non-ICASS Budget Summary Worksheet has been

reformatted to look and function exactly like the ICASS

Budget Summary Worksheet.  This means the user must put

together his/her initial requirements, baseline the

requirements, and then make specific and general

adjustments to meet DS targets. The result is the Non-

ICASS initial budget.  For instructions on how specific

and general adjustments work see reftel B.

There are 7 different Non-ICASS targets that must be typed

into the lower left corner of the worksheet: Bodyguards,

Mobile Patrol, Non Residential Local Guard, Residential

Local Guard, Residential Security M&R, Residential

Security Upgrades, and Surveillance Detection.  These are

the targets 'as issued' by DS.  There is no target for

0007 Direct Charged costs and those costs do not appear in

the budget summary worksheet.

The data in the budget summary worksheet flows from the

LGP position and other budget item worksheets.  If the

costs are not allocated properly on the cost center

worksheet, the costs will not transfer correctly to the

budget summary worksheet.

Post must provide a narrative explaining differences

between the prior year actuals and budgeted amounts.

DS/IP/FPO will not approve Non-ICASS local guard funding

increases if insufficient or no justifications for

increases are provided. A simple justification, such as

"$20,000 represents a pay increase," is insufficient and

will not be approved by DS/IP/FPO.

Guidance for an acceptable justification follows: For PSA

wage/benefit increase, post must provide the effective

date and indicate whether this is host government mandated

or HR/OE approved wage increase.   All wage/benefit

increases must be approved by DS/IP/FPO prior to

implementation.  Post must also submit via cable the

increased costs associated with the HR/OE authorized

increases to DS/IP/FPO.  The increased costs must be

separated by cost categories and broken out by pay period

amount, by amount needed until the end of fiscal year, by

annualized amount in the next fiscal year, and indicating

the proposed effective date.  Approval is subject to the

availability of DS funds.

F. Budget Submission Process

Because it is a somewhat complex process that deserves

specific attention, instructions on the budget submission

process for the ICASS budget, Non-ICASS budget and LGP

profiles will be covered in the next guidance cable.

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

5. LGP PSA and Contracts module

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

The RSO should work with the post-contracting officer to

complete this module, as required by DS.  DS noted that in

the past many posts with PSA guards neglected to fill in

this module.  The following instructions should be

performed for the network installation of Web.ICASS.

Posts using the stand-alone version should refer to

paragraph 5D below.

A. Creating a user profile for the Regional Security

Officer

In Reftel C, instructions were provided for creating user

profiles for the Management Officer, Financial Management

Officer (FMO) and financial staff.  One of the benefits of

Web.ICASS is that other participants in the ICASS system

can also have access to the ICASS budget and billing

software.  DS strongly encourages that a user profile be

created for the Regional Security Officer (RSO) so that

he/she can better communicate with the FMO, DS desk

officers in Washington, and customer agencies regarding

the LGP ICASS and Non -ICASS budgets.

To create a user profile for the RSO the systems

administrator would follow the instructions provided in

Reftel C paragraph 3.  Instead of activating the entire

ICASS folder, the systems administrator would only add the

following nodes:

-ICASS\Budget Plans\Plan Maintenance

-ICASS\Budget Plans\Plan Details\ICASS Details\Budget\LGP

positions

-ICASS\Budget Plans\Plan Details\ICASS Details\Budget\LGP

Budget Items

-ICASS\Budget Plans\Plan Details\ICASS

Details\Budget\Budget Summary Worksheet

-ICASS\Budget Plans\Plan Details\Non-ICASS Details\DS

-ICASS\LGP PSA and Contracts

-ICASS\Reports\Standard Reports\LGP Contract Info

-ICASS\ICASS Events

The plan owner (usually the FMO) must allow the Regional

Security Officer access to the proper Web.ICASS plan by:

- Clicking plan maintenance

- Highlighting the plan

- Click the Plan security button

- Click the box to the right of the empty field

- Highlight the name of the RSO

- Select plan user

- Give him/her read only or edit capability for ICASS and

Non-ICASS

- Click update.

B. The RSO should work with the FMO when updating and

completing the LGP profile information.  To import an LGP

profile created last fiscal year, from the LGP PSA and

Contracts node click import.  When the question 'Import

Web.ICASS file format' appears click no to indicate that

this is a file created last year.  Find the file you wish

to import and click open. The file will end with ".DS5".

C. To create a profile (either contract or PSA) from

scratch, please reference the Web.ICASS user manual,

chapter 12 available on the Web.ICASS CD or at

http://pass.irm.state.gov/NewItemsDisplay.cfm?id=6.

D. If the stand alone version of Web.ICASS is installed at

Post, or if the RSO cannot gain access to Web.ICASS on the

network, the stand-alone version should be installed and

the appropriate plan imported or created from scratch.

The user profile for the RSO would be created as follows:

Instead of activating the entire ICASS folder, the systems

administrator would only add the following nodes:

-ICASS\Budget Plans\Plan Maintenance

-ICASS\LGP PSA and Contracts

-ICASS\Reports\Standard Reports\LGP Contract Info

Once the plan is imported or created the RSO can update

and complete the LGP profiles.

E. Submitting the LGP Profiles: The LGP profile data is

submitted separately from the ICASS and Non-ICASS budgets.

Because it is a somewhat complex process that deserves

specific attention, instructions for submitting a profile

will be covered in the next upcoming guidance cable.

6. If you have technical questions regarding the software

please contact ICASS Technical Support@state.gov.  For

questions about constructing your budget please contact

Michelle Frederick (frederickma@state.gov) or Dan Winthrop

(winthropds@state.gov) of the ICASS Service Center's

software development team. For questions regarding DS

local guard program budget policy please contact Travis

Finley (finleyta@state.gov) of DS/IP/FPO. For questions

about OBO leasehold and maintenance and repair budgets,

please contact Area Management Director, Elizabeth Sines

(sineseu@state.gov).

7. MINIMIZE CONSIDERED.

POWELL

