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TO ALL DIPLOMATIC AND CONSULAR POSTS COLLECTIVE

E.O. 12958: N/A

TAGS: KICA, AFIN, AMGT

SUBJECT: FY-2009 ICASS INITIAL BUDGETS - SUBMITTING ICASS

TELEGRAPHIC SUMMARY OF INVOICES AND INVOICE DISPUTES

REF: STATE 110752 (October 6, 2008)

FOR MGT COUNSELOR, FMO, ICASS COUNCIL CHAIR,

BUDGET COMMITTEE CHAIRS AND ALTERNATE SERVICE PROVIDER

REPRESENTATIVE

1. SUMMARY: The FY 2009 ICASS Initial Budgets are due in

the ICASS Service Center (ISC) according to dates

specified in State 110752 (as amended for EUR, see para 2

and 3). All ICASS initial invoices must be signed by

agency representatives at post prior to submission of

budgets to the ISC, except for State-ICASS and USAID-ASP

service providers located at all ASP posts (see para 3).

The Telegraphic Summary of Invoice cable in the format

shown in para 5 is also a requirement and due to the ISC

at the same time as the budget. Disputes must be

processed in accordance with the ICASS Handbook 6 FAH-5H-

443. End summary.

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

REVISED Budget Submission Due Dates

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

2. The submission due dates listed below for the FY 2009

ICASS Initial Budget plans are staggered to ensure smooth

network submissions. The due dates also apply to the FY

2009 Non-ICASS OBO Initial Budgets.

December 1, 2008 for AF posts

December 8, 2008 for EUR/IO and NEA/SCA posts

December 10, 2008 for ASP posts

December 15, 2008 for EAP posts

December 22, 2008 for WHA posts

January 16, 2009 for GFS Charleston

3. Service providers, both State-ICASS and USAID-ASP, at

all ASP posts should NOT/NOT circulate invoices for agency

signatures before the December 10 submission date.

Instead, all ASP post service providers should circulate

only recalculated invoices after they receive them from

the ICASS Service Center approximately three weeks after

the December 10 submission.

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

INVOICE SIGNATURE

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

4. Customer agency representatives must identify in

advance who is responsible for signing invoices for each

billing code used by their agency. If there is turnover

at post or a representative is not present at post, an

alternate signatory must be identified. An alternate

signatory must be from the same customer agency. If the

customer representative is absent from post, submit your

budget and note the absence in the Telegraphic Summary

Invoice cable accordingly. Do not delay submission of the

budget.

Note: The Handbook (6 FAH-5H-432.4) states that once

invoices are presented to each customer agency

representative for their review and concurrence, the

representative must sign the invoice or dispute it within

10 working days of receipt, in accordance with the ICASS

Handbook 6 FAH-5H-443 (also see para 7 below).

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

TELEGRAPHIC SUMMARY OF INVOICE

--------------------------------
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5. After the invoice has been signed by the customer

agency representative, post must transmit a Telegraphic

Summary of Invoice cable at the same time as the budget to

the ISC in the following format:

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 must read "FY 2009 Initial ICASS

Invoices, Telegraphic Summary".

D) Include the following information regarding the invoice

of each serviced ICASS agency.

(1) Agency Code

(2) Agency Name

(3) Post Name

(4) Invoice Total

(5) Approval Status (approved or not approved with

explanation)

(6) Name, Title of Invoice Approver (follow procedures

noted in 6 FAH-5H-432.4 if agency refuses to sign invoice)

(7) Telephone Number of Invoice Approver

(8) Email Address of Invoice Approver

(9) Date of Authorization

E) The last paragraph of the cable will contain the

following post certification: "All invoices, other than

those identified as a dispute, have been signed and the

originals have been retained at post."

6. Please remind customer agencies that they are

responsible for providing a copy of their signed invoices

to their ICASS Agency Billing Code contact. (See ICASS

website for list of codes and contacts.)

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

INVOICE DISPUTES

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

7. Disputed invoices should be forwarded by the disputing

agency in writing to the post ICASS Council for

resolution. The ICASS Council, through consensus or by

vote, must decide on the dispute's resolution. The ICASS

Council decision can be appealed and forwarded by the

disputing agency in writing to the Chief of Mission. If

any party to the dispute is not satisfied with the Chief

of Mission's decision, that party has the right to appeal

the decision to the ICASS Executive Board (IEB) in

Washington (6 FAH-5H-443).

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

PROCEDURES FOR REVISED INVOICE AMOUNT

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

8. If an invoice amount must change after it has been

authorized by an agency due to minor budget revisions,

please inform the Council and agencies of the difference.

New invoices do not need to be re-issued for slight

changes. Post must, however, maintain on file a copy of

the notification informing all affected agencies of the

change. Additionally, the telegraphic summary of signed

invoices to the ISC should explain the reason for the

difference between the signed invoice and the notification

of change memo on file and state that the council and

agencies have been informed of the revision.

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

POINT OF CONTACT

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

9. Questions concerning the submission due dates should be

directed to Trish Garate (GaratePA@state.gov). Questions

concerning the telegraphic summary of invoices and invoice

disputes should be directed to Bradley A. Bartlett

(BartlettBA@state.gov).

10. Minimize considered.

RICE

