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1.  Introduction:

The guidance below is the second in a series of communications that provides instructions on how to baseline the ICASS FY 2006 Initial Requirements, meet targets, and apply available funds to the financial plan.  
2.  Baselining the Initial Requirements: 

A. The purpose of baseline is to create a record of initial requirements before adjustments are made to meet the initial targets.  Once post has baselined the Initial Requirements, there should be no need to revert the budget (reverting is like unlocking in the 10.5 software).  Reverting the budget results in the loss of any cost adjustments made to meet the initial targets.

B. In many cases, post may be able to make the corrections that are needed without reverting.   A user can open any of the Position or OBI worksheets and select the initial requirements worksheet from a drop-down box located at the top of the worksheet.  Changes can be made and the results are carried through to the Initial Budget and the Budget Summary Worksheet (BSW) without the data showing up as an adjustment. 

C. How to baseline:  Open the BSW and click on the “Baseline Initial Requirements” button at the bottom of the worksheet.  Once you baseline the “Initial Requirements,” the format of the budget summary worksheet changes.  In addition to the Prior Year Actuals and Initial Requirements columns, the General and Specific Adjustment, Initial Budget, Available Funds Adjustments and Financial Plan columns are activated. 

 D. Since post cannot exceed the target levels provided, after Baselining the budget you can make either specific or general adjustments to meet your targets. The adjustments are made to your Initial Requirements.  The results appear in the Initial Budget column.  If no adjustments are made, then the Initial Requirements equal the Initial Budget.

TIP:  When making any kind of adjustment, do not adjust down to zero dollars. If you adjust to zero, the software program will lose the cost center(s) to which the cost was allocated. Instead, adjust down to one dollar.  

Note: When you are in the Initial Budget stage, the Funds Available and Narrative Summary tabs are made available. You cannot see them when you are in the Initial Requirements stage.













3.  Meeting Targets:

A. Post cannot exceed the target levels issued by Washington but may build a budget that is less than the approved funding level.  After baselining the plan, post can make either specific or general adjustments to meet targets.  When making adjustments there is no need to revert the budget.

B. A specific adjustment is the process of opening a budget worksheet and manually adjusting costs in that worksheet.  Once completed, the adjustments are reflected in the “Specific Adjustments” column in the BSW.

C. A general adjustment is the process of making an adjustment to a cost associated with a sub-object on the BSW in the “General Adjustments” column.  Typing an adjustment in that column causes the software to spread the adjustment to all occurrences of the sub-object in all relevant worksheets.  Once completed and after clicking the button “Save”, the general adjustment automatically appears in the “Specific Adjustments” column.  This is because the software automatically makes the specific adjustment in each worksheet. To confirm the adjustment, open a worksheet and see the changed cost.  Do not revert your budget to view the worksheets.

D. Post cannot make general adjustments on the BSW for sub-objects used in compensation plans.  Post can make specific adjustments to the compensation plan itself, which would affect all employees associated with that plan, or can make specific adjustments to specific employees by either adjusting the hours or months worked.   To make adjustments to an individual position’s salary and/or benefits, if the position is linked to a compensation plan, you must deactivate that plan.  To do so, select “None” under “Compensation Plan.”

E.  Post cannot make general adjustments on the BSW for leases and LQA sub-objects.  Nor can you make specific adjustments on the DH American or OBI worksheets for lease costs.  To make specific adjustments to meet your OBO target, you must update the Lease Worksheet and apply the update.  This will change the costs on the respective OBI and DH American worksheets, as appropriate.  













4.  Applying Available Funds to the Financial Plan:

A. Update the Available Funds Worksheet in the BSW after the Initial Requirements is baselined to the Initial Budget stage.  Available funds are defined as prior year unobligated balances brought forward to this fiscal year, proceeds from sale and other collections reported last fiscal year but not yet allotted to post, and estimated proceeds for FY 2006.

B. When recording the carryover justifications in the comments column you should indicate how much of each available fund category was portioned among Regional, OBO, and LGP carryovers.  It is important that you provide justifications for carryovers, or post runs the risk of not getting an increase in its target for the next fiscal year.  If you need guidance on how to provide a good justification, contact your regional bureau.

C. Applying Available Funds: Apply the available funds to sub-objects in the BSW in the “Available Funds Adjustments” column to demonstrate how post plans to manage its ICASS carryover funds in order to minimize the risk of target reductions.  The sum of the data in the “Initial Budget” column and “Available Funds Adjustments” column is the Financial Plan.  
TIP
i - The available funds applied in the BSW should be positive numbers.

ii - The agency invoice amounts are based on the budget (instead of financial plan) amount in the BSW plus Washington costs.  













5.  Final Steps - Justification, Narrative Summary, and Final Verification

A. Post must provide detailed justifications for funding requests. Step one is to provide detailed comments in the "Comments" column of the BSW.  (Note that if you copy text from Word you can paste it in the “Comments” box by pressing ctrl-V.)  These comments are written specifically to the sub-object level of the budget.

B. Fill out the "Narrative Summary" tab of the BSW.  It is important that post identify the top three unfunded ICASS priorities in this section.  Rather than identifying needs at the sub-object level, posts are now able to do so at a higher level.  When the

      Washington Interagency Working Group budget committee reviews each post's budget and stated needs, it takes into account the information conveyed in this narrative.  Please identify post-level cost saving initiatives and enter them into the field labeled "Cost Saving Initiatives".

C. Look for data errors or missing data.  Run the verification procedure one last time.  Look for any discrepancies between Key Report number 3 and the BSW totals and resolve the discrepancies. 

D.
Look at the key report 4 (“ICASS Invoice Total”.)  The column labeled “Post Totals” should equal your total target.

 E. You have now completed your Initial ICASS Budget.  Before submitting it Washington D.C., please ensure that your Non-ICASS budget and LGP profile modules are complete.  See Budget Guidance #3  instructions on how to do this.













6.  Contact Information for Assistance:

If you have technical questions regarding the software please contact ICASS Technical Support (email: ICASStechnicalsupport@state.gov; Tel: 202-663-1973).  For budget related questions please contact Michelle Frederick (email: FrederickMA@state.gov; Tel: 202-663-3271) or Stella Whitman (email: WhitmanSL@state.gov; Tel: 202-663-1237) of the ICASS Service Center's Systems Development Team.
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