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SUBJECT: 2005 FINAL ICASS BUDGETS SUBMISSION INSTRUCTIONS

1.  THE ICASS SERVICE CENTER (ISC) DEADLINE FOR SUBMISSION

OF ALL FINAL FY 2005 STATE ICASS AND NON-ICASS BUDGETS IS

COB MONDAY, 23 MAY 2005.  TELEGRAPHIC SUMMARIES OF POST

AGENCY INVOICES ARE DUE THAT DATE AS WELL.  ANY SOFTWARE

DIFFICULTIES SHOULD BE REPORTED TO

ICASSTECHNICALSUPPORT@STATE.GOV IMMEDIATELY.  POSTS

ANTICIPATING DIFFICULTY MEETING THIS DUE DATE SHOULD

CONTACT PATRICIA GARATE ASAP AT THE ISC.

2. FOR ALTERNATE SERVICE PROVIDER (ASP) ICASS POSTS:

(A) WHERE THE ASP PROVIDES SERVICES TO AND RECEIVES

SERVICES FROM STATE ICASS, PLEASE SUBMIT YOUR BUDGETS TO

THE ISC BY 23 MAY 2005.  THE ISC WILL REDISTRIBUTE THE

SHARED COST AND ISSUE INVOICES BACK TO THESE POSTS FOR

REVIEW AND SIGNATURE BY THE AGENCY REPRESENTATIVE(S);

(B) WHERE THE ASP AND STATE ICASS DO NOT/NOT CROSS SERVICE

EACH OTHER, THE USAID ASP HAS UNTIL 30 MAY 2005 TO SUBMIT

ITS BUDGET, ALONG WITH A SUMMARY OF SIGNED INVOICES TO THE

ISC.

3. PRIOR TO SUBMISSION, POSTS SHOULD CONFIRM THAT FINAL

FY 2005 BUDGETS:

(A) WERE DEVELOPED USING OFFICIAL FY 2005 INITIAL BUDGETS

PROVIDED BY THE ISC SOFTWARE DEVELOPMENT TEAM REF STATE

056636 DATED 03/28/2005;

(B) REFLECT POSTS' FINAL/FINAL FY 2005 TARGETS; AND THAT

(C) ICASS AND NON-ICASS BUDGETS ARE BOTH AT THE WEBICASS

"FINAL BUDGET" STAGE.

4.  TO THE GREATEST EXTENT POSSIBLE, POST ICASS BUDGETS

SHOULD BE SUBMITTED DIRECTLY TO THE ISC USING WEBICASS

"SUBMIT TO DC" FEATURE.  IF THIS FEATURE IS NOT ACTIVE,

CHECK STATUS OF ITEM 3(C) ABOVE.  POSTS UNABLE TO SUBMIT

VIA WEBICASS "SUBMIT TO DC" -- AND ALL USAID ASP BUDGETS -

- INSTEAD SHOULD BE SUBMITTED VIA EMAIL.

5.  PRIOR TO EXPORTING BUDGETS FOR SUBMISSION VIA EMAIL,

POSTS SHOULD ENSURE THAT ICASS, ASP AND NON-ICASS BUDGETS

ARE AT THE WEBICASS "FINAL BUDGET" STAGE.

6.  EMAIL STATE ICASS BUDGETS TO MATTIE HARMS, CC: ROBERT

MCFADDEN IN THE ICASS SERVICE CENTER.  USAID ASP BUDGETS

SHOULD BE EMAILED ACCORDING TO GUIDANCE IN SEPTEL.  FOR

EASE OF TRACKING, EMAILED BUDGETS' SUBJECT LINE SHOULD

INDICATE THE REGIONAL BUREAU ACRONYM -- AF, EAP, EUR, IO,

NEA, SA, WHA -- FOLLOWED BY POST NAME AND "FY 2005 FINAL";

FOR EXAMPLE, AF DAKAR FY 2005 FINAL.  FOR USAID ASP

BUDGETS, PLEASE INCORPORATE 'ASP' ON THE SUBJECT LINE.

7.  POSTS ARE REMINDED THAT DIPLOMATIC SECURITY REQUIRES

THAT LGP PSA/CONTRACT MODULE UPDATES BE SUBMITTED WITH THE

FINAL ICASS/NON-ICASS BUDGETS.  WHEN SUBMITTING LGP

PSA/CONTRACT MODULES, CLICK ON THE LGP PSA/CONTRACT FOLDER

AND NODE. THE "SUBMIT TO DC" BUTTON IS APPARENT IF POST IS

WORKING IN THE WEBICASS NETWORKED VERSION; SUBMIT THE

PROFILE BY CLICKING ON THIS BUTTON.  IF POST IS WORKING IN

THE WEBICASS STANDALONE VERSION, CLICK THE "EXPORT"

BUTTON, SAVE THE ".LGP' FILE, AND ATTACH IT TO AN EMAIL

ADDRESSED TO MATTIE HARMS, CC: ROBERT MCFADDEN IN THE

ICASS SERVICE CENTER.

8.  RECEIPT OF POST BUDGET SUBMISSIONS WILL BE TRACKED,

POSTED AND UPDATED PERIODICALLY ON THE ICASS WEBSITE UNDER

THE BUDGET MENU.  FOLLOWING BUDGET SUBMISSION, POSTS ARE

ENCOURAGED TO CHECK THIS TRACKER FOR VERIFICATION OF

RECEIPT.  THE ISC WILL NO LONGER ISSUE CONFIRMATION EMAILS

ON RECEIPT OF POST BUDGETS.

9.  TRANSMITTING THE TELEGRAM SUMMARIZING THE POST AGENCY

INVOICES:  (A) THE FIRST TAG ON THE TELEGRAM SHOULD BE

KICA, FOLLOWED BY AFIN, AMGT, ASEC, AND ABUD; (B) DIRECT

THE TELEGRAM TO THE ATTENTION OF ISC - BRAD BARTLETT; (C)

THE SUBJECT LINE SHOULD READ "FY 2005 FINAL ICASS

INVOICES, TELEGRAPHIC SUMMARY"; (D) INCLUDE THE FOLLOWING

INFORMATION REGARDING THE INVOICE OF EACH SERVICED ICASS

AGENCY: (D1) AGENCY CODE, (D2) AGENCY NAME, (D3) POST,

(D4) INVOICE TOTAL, (D5) APPROVAL STATUS (I.E. APPROVED OR

NOT APPROVED), AND (D6) NAME, TITLE AND TELEPHONE NUMBER

OF THE AGENCY OFFICIAL WHO SIGNED THE INVOICE; (E) THE

TELEGRAM SHOULD INDICATE THE STATUS OF ANY UNSIGNED

INVOICES.  FOR UNSIGNED INVOICES, THE EMBASSY SHOULD

SUMMARIZE THE REASON FOR THE UNSIGNED INVOICE; (F) THE

LAST PARAGRAPH OF THE TELEGRAM SHOULD PROVIDE THE POST

CERTIFICATION THAT QUOTE "ALL INVOICES (OTHER THAN THOSE

IDENTIFIED AS A DISPUTE) HAVE BEEN SIGNED AND THE ORIGINAL

OF THE INVOICE HAS BEEN RETAINED AT POST."

10.  ASP POSTS INVOICE SUMMARIES SHOULD BE SUBMITTED TO

BRAD BARTLETT IN THE ICASS SERVICE CENTER IN ACCORDANCE

WITH STATE 210413 DATED 9/30/04

11.  FOR DISPUTED INVOICES (IF ANY), POSTS ARE REMINDED

THAT BILLING DISPUTES POLICIES AND PROCEDURES ARE

AVAILABLE ON THE ICASS WEBSITE UNDER THE REFERENCE MENU,

AND WERE REITERATED RECENTLY IN STATE 252325 DATED

11/26/2004.

12.  MINIMIZE CONSIDERED

RICE
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