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This guidance is the first in a series of communications that provides import information on preparing the Initial Requirements for the ICASS FY 2006 budget.  The guidance highlights new features in the software. 

1. Summary of New Items:

A. Post Profile module (Next Year Projection): Posts are now able to enter more than three lines of comments for next year projections. 

B. Post Profile module (Contact Info): The contact information for post’s IMO and PASS Administrator is now required. 

C. Post Profile module (Post Population Count): This tab has been removed from Web.ICASS v. 2.15.

D. Compensation Plan: Sub-object codes 1199 (FSN bonus payments) and 1169 (PSA bonus payments) have been added to the Benefits tab of the Compensation Plan module.

E.  Distribution: Agencies that are no longer effective are coded as “Obsolete”.  You must deactivate them and crosswalk the distribution data to the appropriate code.  

F.  Position (LES, USDH and LGP) worksheets: A new warning feature has been added to prevent duplicate position codes in each of these worksheets.

G. OBI Worksheet: You cannot type utility and other costs on lease line items applied from the Lease Worksheet.  Otherwise, you would lose these costs when the Lease Worksheet is updated.

H. Leases: Two new lease reports have been created to show the allocation of lease funds for each ICASS and Non-ICASS lease over four quarters.

I.  Leases: Sub-object code 2511 has been added to the OBI Worksheet to capture the cost of contracts related to the maintenance/repairs for ICASS STL non-residential properties. 

J. Sub-object Worksheet: Users are prevented from exiting the Sub-object worksheet before entering time allocations.  This is to prevent the creation of “phantom” or “bad” data.
K. Budget vs. Actuals: Two new reports (#4: Budget vs. Actuals by Agency and #5: Budget vs. Actuals by Cost Center & Agency) have been added to the Reports / Budget vs. Actuals node.                                                                

2. Creating the FY 2006 ICASS Initial Requirements

The following steps are for posts that have imported their FY 2005 official final budget into Web.ICASS 2.15. 

A. Log on to Web.Pass. 

B. Open Web.ICASS.  Click on “Plan Maintenance” under the “Budget Plans” folder and highlight the FY 2005 official final budget plan. 

C. Click the "Next Year's Plan" button located above the top of the Web.ICASS screen.

D. Choose a new name for the plan. If you would like the FY 2006 plan's projected workload to be based on FY 2005's projected workload, select "Use projected workload".  If you gathered the 2005 4th quarter cumulative workload, entered it into the 2005 plan and would like to use it for the projected workload in the FY 2006 plan, select "Use 4th quarter workload". When you have made your selection, click OK.

E. Click the “Verify” button located above the top of the Web.ICASS screen.  This important procedure will not only update all reference tables (i.e., AMSAL, PAT, IVG, agency code and sub-object codes) but will also clean up bad or “phantom” data left from FY 2005.

F. Confirm that all workload counts, positions, leases, cost center allocation percentages, and all other non-financial data have carried over into your FY 2006 plan.  (Note: Salaries and benefits for positions linked to the compensation plan “none” will not be carried over to the next year plan and will require manual data entries.)


Note: Creating next year’s plan on the 2.11 network version may result in duplicate salaries for each DH position.  When this occurs, please take the following steps: 

· Open the US DH Worksheet (in Web.ICASS 2.15), set the grade to “0”for DH positions that have duplicate salaries, save and exit from the worksheet.

· Open the US DH Worksheet again, add the appropriate grades back for those DH positions, save and exit.

                                                       





3. Entering Data: Post Profile / Miscellaneous folder

A. Activate Agencies: Highlight the “Activate Agencies” folder. Update the agencies that are active at post and deactivate agencies as needed.  If an agency that you need to activate does not appear on the list, contact Mattie Harms of the ICASS Service Center Reimbursement team to get the agency name, code and contact information activated in the Web.ICASS system.  The newly added agency code can be updated in your budget within 2 business days if you are on the network; if your post is using the stand-alone version, the ICASS Technical Support staff will send you a reference table update file for inclusion.

B. Edit Locations: Modify/create locations and sub-cost centers if needed (this should be done before baselining the ICASS and Non-ICASS budgets.)

C. Post Profile Module (General): Update the exchange rate to reflect the exchange rate as of 10/01/05.  Enter the quarterly fund allocation and post differential.  Posts with location based-differentials can enter this information on a location basis.  Also, please update the name, email address and agency of the ICASS Council and Working Group Chairs so that the ICASS Service Center can forward ICASS meeting minutes and other relevant reports to keep them up-to-date on ICASS events and policy changes.

D. Post Profile Module (Target Data):  Enter the targets that are issued by the ISC via cable for the Regional (Traditional) Bureau, Non-Residential Local Guard, and OBO programs.

E. Post Profile Module (Next FY Projections):  Although you will now be able to enter more than three lines of comments for “Next Year Projections”, this worksheet is not activated until the final budget is prepared.  The information provided will assist your bureau in formulating the FY 2007 regional bureau target.  

F. Post Profile (Contact Info): Update contact data for the positions listed.  Starting in FY 2006, Posts are required to provide the contact information for post’s IMO and PASS Administrator.   We will use this information to contact them if you have problems with messaging. 

G. Post Profile: The “Post Population Count” tab in Post Profile has been removed since Washington data calls for such information will now be directed to the office of the Executive, Bureau of Human Resources (HR/EX) in Washington, DC.  The FSN Comp Plan Trend is also removed. 
H. Overseas Schools Module: Update the Overseas Schools data. It is essential that the counts as of May 1, 2005 for K-12 dependents at each school be reviewed and approved by customer agency personnel at post before entering them into Web.ICASS.  Counts should be entered on the Non-DOD schools worksheet for each agency at each school.  Schools not currently listed can be added by pressing the “Add School” button.  Entering and deleting data does not affect the ICASS budget plan.  Overseas Schools data is the basis for calculating each agency's share of the cost of funding the overseas schools program.  The numbers of USG-employee dependents for each agency at each school are used as workload counts for centrally billed overseas schools costs, so it is very important that your counts for each agency are accurate.  

I. Compensation Plans: Create or update existing Compensation Plans. Note that this is an optional feature and you are not required to use it.

  TIP: If the same compensation plan is used for LGP positions in both ICASS and Non-ICASS DS budgets, you may experience unexpected changes.  This is because the compensation plan stage is linked to the ICASS stage.  For example, if your ICASS budget is in stage 2, Initial Budget, and your Non-ICASS LGP budget is in stage 1, Initial Requirements, if you change the compensation plan in stage 2, you will see changes to the LGP salaries and benefits in the Non-ICASS budget when you baseline it. To prevent irregularities, post can:

1) keep the ICASS and Non-ICASS budgets in the same before making changes to shared compensation plans. Do not baseline your ICASS Initial requirements until you have completed your Non-ICASS Initial requirements.   

–Or--

2) create a separate compensation plan for the LGP positions in the Non-ICASS DS budget.  

The ICASS Software Users Group and software developer are exploring ways to separate the Non-ICASS and ICASS budgets so to avoid this complication in the future.

NEW: Sub-object codes 1199 (FSN bonus payments) and 1169 (PSA bonus payments) have been added to the Compensation Plan module, on the Benefits tab, for your convenience due to automated payroll system in FSC Charleston.  
J. Workload Distribution: When creating the FY 2006 plan, you either selected the FY 2005 projected workload or the FY 2005 fourth quarter cumulative workload to populate this module.  Review the data and enter any necessary updates and Council approved workload modifications. Post should already have gathered the FY 2006 workload in May and received approval by the ICASS Council in July.

Ensure that the workload counts for new agencies are incorporated into the budget and that workload counts for any deactivated agency are properly cross walked to the appropriate agency.

NEW:  Agencies that are no longer effective are named as “Obsolete”.  You must deactivate them and crosswalk the workload counts data to the appropriate code.  

Ensure that the workload counts for supporting Surveillance Detection personnel are entered under agency code 1942.0 DS-State and that RSO workloads are entered under agency code 1900.0.  If the A/RSO or RSO were hired after the East Africa bombing, the workloads for supporting these positions must be assigned to 1942.0.  Questions concerning RSO workloads (1900.0 vs. 1942.0) should be directed to Ralph Cox of DS/EX/CFO (email: CoxRB@state.gov; Tel: 571-345-2177).

  











4. Entering Data: Budget Worksheets - Initial Requirements

Posts start the initial ICASS budget by entering FY 2006 funding requirements into the LES Positions, US Citizen Direct Hire, Other Budget Items, LGP Positions, LGP Budget Items, Leases, and Depreciation worksheets, all located in the Budget folder.  The Budget Summary Worksheet is the worksheet that summarizes the data contained in all seven of these worksheets.

A. LES Positions, US Citizen Direct Hire and LGP Positions: Update each position worksheet. Add and remove positions, as required.  Be sure that there are no duplicate position codes in each worksheet.

Note:  Ensure that FSN investigators are NOT entered on the LGP Positions Worksheet.  These positions must be entered on the LES positions worksheet because their salaries and benefits are paid out of regional bureau funds. 

NEW:  A warning feature has been added to prevent duplicate position codes in each of these worksheets.  Duplicate position codes cause problems with time allocations, resulting in positions with more than 100% time.

B. Other Budget Items (OBI) and LGP Budget Items: All non-personnel costs are entered in the Other Budget Item (OBI) Worksheet.  Collect FY 2006 budget requirements in advance from the major administrative support sections (e.g., GSO, HR, IMO, etc.) in the Embassy and Consulates. This allows post to update the OBI Worksheet before year-end. Post should enter these costs on an operational, functional, or programmatic basis.  For example, if post owns and/or maintains a chancery, the chancery is identified on the OBI Worksheet.  Enter all non-personnel costs associated with the operation for this line item.  The OBI Worksheet is also the worksheet in which you may take advantage of the non-personnel cost pools: motor pool, warehouse, telephone, BOE supplies and administrative supplies.  Using these cost pools is optional but assists posts in easily obligating costs that were distributed to several cost centers in the ICASS budget.  Finally, post should activate the "Exclude" feature if there are rents, utility or furniture/appliance pool costs identified with the line item.  The software determines which sub-objects are “excludable.”  IVG line costs are automatically identified as excluded. 

The post-specific DTSPO IVG costs are now automatically updated from the reference table as a line item in the OBI Worksheet.   Contact Carlus Breland in the DTSPO office at BrelandCW@state.gov and Lynne Boland of the ICASS Service Center Reimbursement Team at BolandL@state.gov if post’s IVG cost appears to be incorrect.  The corrected IVG costs can be updated in your budget within 2 business days if you are on the network.  If your post is using the stand-alone version, the ICASS Technical Support staff will send you a reference table update file for correction. 

Non-residential non-personnel local guard costs and contractor-provided non-residential guard costs must be entered on the LGP OBI cost worksheets.  

NEW:  You cannot type utility and other costs on lease line items applied from the Lease Worksheet.   A separate line item must be created in the OBI worksheet for utilities and other costs related to non-residential leases; you will not be able to enter these costs in the non-residential lease line item on the OBI worksheet.   

D. Leases: Update the ICASS leases, respective funding request amount, occupant and quarterly funds allocation.  Post should provide the unique lease number for every lease (with exception for a tandem couple).  The “Verify” function will help you identify any leases with duplicate lease numbers to avoid charging a lease to both ICASS and Program.  TIP:  Do not leave the lease number blank otherwise these leases will appear as duplicate leases when you run the verify function. 

To complete the Leases Worksheet you must save data and click the "Apply to Budget" button to ensure that the new costs are carried over to the OBI or US Citizen Direct Hire worksheets.  The lease data is divided into two types: 1) ICASS service provider residences and 2) non-residential properties.  The lease costs can only be entered and applied to the budget from the Lease Worksheet.  The costs for the ICASS service provider residences appear on the US Citizen DH Worksheet and the non-residential properties on the OBI Worksheet.  The residential lease costs are linked to each American by position cost pool.   

Web.ICASS allows the user to list leases by location.  If you have leases that 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 worksheet, press the activate button, check the box next to the lease you wish to activate, and click reactivate.  This is true for the American DH Worksheet too. 

ICASS carryover funds have been “fenced” by funding categories (i.e., Traditional, OBO and LGP) since FY 2004 (see State 301365, dated 10/24/2003).  Post must report the amount of “fenced” OBO carryover in the “Comments” column of the Budget Summary Worksheet (see FY 2006 Budget Guidance #2 Para 4-B).  On the Lease Worksheet post should show the total lease cost for the fiscal year.  Do not reduce the lease request by the carryover amount.  

NEW: 

a. Two new lease reports have been created to show the allocation of budgeted lease costs requested for each ICASS and Non-ICASS lease over four quarters.

b. Sub-object code 2511 has been added to the OBI Worksheet to capture the cost of contracts related to the maintenance/repairs (M&R) for ICASS STL non-residential properties.  Do not include any salary costs in object class 2511.  Post should allocate these costs 100% to cost center 7860 (STL Non-Residential Bldg. Ops).  The M&R costs for ICASS STL non-residential properties will continue to be funded by regional bureaus in FY 2006, but they will be funded by OBO starting FY 2007.  (See State 089013, dated 5/12/2005 for background information.)  
c. Residential leases that have the same cost pool on the Lease Worksheet will now have their costs summed and will appear on the US DH Worksheet as one cost.   Use a unique cost pool for each residential lease so that the data will be correctly transferred to the US DH Worksheet.      

E. Depreciation:  Update ICASS vehicle, ICASS asset, and ICASS LGP vehicle information in the Depreciation Worksheet.  LGP vehicles purchased with ICASS LGP funds cite (cost center 5826) must be listed on the ICASS LGP Vehicle Depreciation Inventory Schedule.  Proceeds from the sale of these vehicles are returned to ICASS.  Vehicles purchased with DS funds (through advice of allotment) or shipped by DS must be listed on the non-ICASS LGP/SD Depreciation Inventory Schedule.  Proceeds from the sale of these vehicles are returned to DS.

To complete the Depreciation Worksheet you must save data and click the "Apply to Budget" button at the bottom of the worksheet (ICASS vehicles, and ICASS other assets) to ensure that the new costs are carried over to the Other Budget Items

Data (excluding ICASS LGP Vehicles) from the Depreciation Worksheet is summed at the object level and appears as a line item in the OBI Worksheet.  ICASS LGP vehicles are not part of the ICASS budget since the funding is provided separately from post’s ICASS LGP target. 

F. Positions and OBI Worksheets: All cost data entered into the personnel and OBI worksheets are summarized on a sub-object basis and appear as such on the BSW under the "Initial Requirements" column. 














5. Allocating Costs to Cost Centers

A.  When entering ICASS costs into the Sub-object worksheets, post must allocate all personnel and operational costs to specific cost centers.  This step is essential to determine the ICASS service costs.


NEW:  Users are prevented from exiting the Sub-object Worksheet if time allocation is not 100% entered.  This is to prevent the creation of “phantom” or “bad” data.

B.  Each person that provides ICASS services must identify the percent time spent providing ICASS services.  Likewise, costs of an operation or function on the OBI worksheet must be identified to one or more services (cost centers.)

C.  The percent allocations are entered onto the Cost Allocation worksheets.  These worksheets are accessed directly from each Sub-object Worksheet by clicking the "Edit Cost Center" button at the bottom of each worksheet. 

D.  Special Considerations When Allocating Costs:

i. No position costs should be allocated to the DTSPO IVG-line cost center because it is strictly limited to the cost of the shared leased lines. 

ii. USDH or LES (other than guard) time should not be allocated to 5826 (Non-Residential Local Guard Program) as this service only includes non-residential guard-related costs.  Any support performed by USDH or other LES staff for guard services should be captured as work performed for the guards.  For example, if the GSO spends time procuring a contract for the local guard, this is not time spent performing guard service; it is time spent performing procurement services for the RSO.  Time is allocated to "procurement services" and the workload for the procurement action is attributed to State, 1900.0, as a procurement service for the RSO.

iii. Overhead: Justify position costs that have been allocated to overhead.  Overhead costs are defined as small costs that cannot be easily attributed to specific cost centers, such as postage, gratuities and awards.

iv. FSN Investigators: Ensure FSNI time is allocated to cost center 5880 (Security Services) in ICASS Standard budgets and 6445 (Personnel Services) in ICASS Lite budgets.














6. Importing Actuals Data

Post should import prior year actuals before baselining the Initial Requirements.  The Budget Summary Worksheet allows you to load fourth quarter actuals from an FSC 60 file in to the “Prior Year Actuals” column.  

NEW:  If a warning message appears indicating that imported actuals from the FSC 60 report contain invalid data (i.e., cost pools or sub-object codes not used in your budget), type in the correct figures directly into the prior year actual column in the BSW.  














7. Pre-baseline Verification

After post has completed the steps above, post must run “Verify” again from the Plan Maintenance screen before baselining the initial requirements.  This procedure will correct corrupt data, if any, and will ensure that reference tables are properly updated.  It will also alert the user:  

A. Whether items less than $25,000 are listed in the ICASS Other Assets Depreciation Worksheet.  The exception is for forklifts.  If a forklift is entered on this worksheet, ignore the verification message.

B. All budgeted costs have been allocated 100 percent to ICASS cost centers (Cost Center Allocation worksheets). 

C. All costs in the cost centers have been distributed among agencies.  Costs are distributed based on agency workload counts entered in the Distribution Worksheet.

D. Whether duplicate leases exist in your ICASS and Non-ICASS lease tables.  Non-ICASS leases and costs do not appear in the ICASS lease database.  Leases for tandem couples and leases that were transferred from ICASS to Program, or vice versa, within the fiscal year are typical duplications.  The detection of duplicate leases is used as way to avoid double-counting lease costs or charging the same lease costs to both ICASS and Program.

E.  No targets derived in the budget are less or greater than the targets issued.  This step can be skipped since this is a pre-baseline verification.  Once baselined, and adjustments are made on the BSW, this step is relevant.

If items have been detected, reports can be run for each finding.  The reports identify the location of the finding.  If errors are identified, correct them and run “Verify” again.  Finally, open the BSW and baseline the budget.














8. End of Stage 1

Once you have completed the Initial Requirements of your ICASS budget, and have resolved issues with shared ICASS and Non-ICASS Compensation Plans (see 3 I), you are ready to baseline your budget.  Instructions on baselining are provided in “FY 2006 Budget Guidance #2.”













9. 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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