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Introduction:

The following instructions pertain to the completion of the Non-ICASS portion of the ICASS budget software, located under ICASS/Budget Plans/Plan Details/Non-ICASS Details.  OBO has several new reporting requirements for leases – please read the relevant instructions carefully.
The few posts that are not ICASS posts also MUST COMPLETE the Non-ICASS DS and OBO worksheets and LGP PSA and Contract (LGP Profile) module.  If you are an ICASS post with reporting responsibility for Non-ICASS budgets, (e.g., Singapore for Bandar Seri Begawan; Rome for the Vatican; Bridgetown for Grenada), please prepare a separate submission using the appropriate PASS organization (post) code.  If you use the same post code as your mission, you run the risk of replacing your budget submission with that of the posts that you support when submitting to the ICASS Service Center.

Note: Although the future “ICASS and Non-ICASS split” (see State 040247)will enable posts to prepare Non-ICASS DS and OBO plans independently and submit them on different due dates, for FY 2006, when post submits its ICASS final budget plan, the Non-ICASS data will be submitted too.    

OBO Program Budgets

The instructions for OBO Program Budgets have changed.  Please read and follow all instructions carefully.

The OBO tab of the Non-ICASS section contains worksheets for collecting information on the three operations listed below.  Each section contains instructions for completing the worksheets.  For questions about Non-ICASS OBO program budgets, contact Lyle Dittmer in OBO/OM/AM for program leases and routine M&R and Sally Lovett in OBO/OM/FAC for Facility Manager budgets.

1.  Program Leases
Program targets have been set for FY 06 and post should make every effort to live within the funding OBO has provided.  If post requires additional FY06 funding for leases, please follow the process outlined in the cable you received this past October transmitting the FY 06 program lease target for your post.  OBO will be using the data you provide in the non-ICASS final budget data call to inform the process for setting FY 07 lease targets.

Update the OBO program lease data to include all properties leased in FY 06 as well as any new leases anticipated in FY 07.  For each of these leases, OBO requests post provide the following cost information:

· Prior Year Actual = Actual Cost in FY 05

· Funding Request = FY 07 Estimated Cost

· Current Year Actual = Actual FY 06 cost as of 3/31/06

Please complete all data fields and include comments to clarify your request.  Comments will be used by OBO when formulating the FY 07 Program Lease Targets (NOTE:  The Funding Request should reflect the full anticipated cost in FY 07 and the Prior Year Actual should reflect the actual cost in FY 05).

EXAMPLES:

(A) The anticipated cost of a new FY 07 lease – report anticipated FY 07 cost in the Funding Request column; the Prior Year Actual and Current Year Actual amounts should be reported as $0 for a new lease.
(B) For an FY 06 lease that will continue in FY 07 - report FY 05 cost in the Prior Year Actual column; the FY07 cost in the Funding Request column; and actual cost through 3/31/06 in the Current Year Actual column

(C) Leases ending in FY06 - report actual FY05 cost in the Prior Year Actual column; the Funding Request would be $0; and actual costs through 3/31/06 would be reported in the Current Year Actual column.

Comments entered for each lease are very important to OBO in understanding your lease requirements and the information will be used when formulating the program lease targets.  The following are examples of the type of information to include in the comments area of the Lease Worksheet:

· Lease waiver approved (date)

· Lease terminated (date)

· Lease terminated (date) due to move to NEC

· Transferred from program to ICASS or ICASS to program

· Tandem couple

· Explain increase from FY 06 to F Y07

· Any other useful information post can provide about the lease.

For each Non-ICASS STL non-residential property, please include the following information in the comments:

· Need for routine M&R funds (yes/no)

· Amount

· Reason not paid by landlord

Note: If this information is not included in the comments, no additional routine M&R funds for STL non-residential properties will be included in the 7901 allotment.

Ensure that each lease cost is allocated 100% across funding quarters.


2. OBO Maintenance (GO/LTL Residential and Non-residential Properties)

Update the OBO Maintenance program worksheet (routine maintenance & repair for GO/LTL properties only) with number of properties, gross square meters, and current year actuals as of March 31, 2006.  

The FY07 routine maintenance and repair information for Non-ICASS STL non-residential properties is to be included in the comments area of the Lease Worksheet.  Refer to instructions above.


3. Facility Manager Position Budget and FM Budget Summary

Update budget worksheet for the Facility Manager’s position with current year actuals as of March 31, 2006.


DS Program Budgets (including Residential Local Guard Program, Residential Security, and Surveillance Detection Programs): 

1. Preparing Final Requirements:

A. Open the DS Budget Summary Worksheet (BSW) and baseline your Initial Budget by clicking on “Baseline Initial Budget”.  This brings you to the Final Requirements stage.  

B. Enter projected FY 07 DS program requirements in the 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.  

C.  LGP Position and Other Budget Item Worksheets

i) Update the Position and LGP Budget Item worksheets.  Ensure that any new costs are appropriately distributed to a cost center.  Posts that have PSA guards should report guards and other budget item costs (including costs for direct charged agencies) in these two worksheets and allocate them to appropriate cost centers.   Contractor-provided guard posts should report the guard and other budget items costs (including cost center 0007) in the LGP OBI Worksheet and allocate them to appropriate cost centers.   

ii) Enter LES Residential Security Coordinator’s (RSC) and Residential Technician’s salaries in the position worksheet and charge them to cost center 5821 (Residential Guards). (See State 039028, February 2003.)   Eligible Family Member (EFM) RSC positions funded by Washington should NOT be included under this cost center.

       D. LGP Distribution Worksheet

i) The data in the LGP Distribution Worksheet should not be changed for the final budget unless you identify major workload count errors.  Changes in workload counts affect agency invoices.  A major error is defined as the assignment of workload to an incorrect agency code or the input of a significantly wrong workload count (e.g., 100 vs. 10) or time allocation, and erroneous inclusion of direct-charged agencies’ workload in DS program (5821/22/23/24) in your initial requirements.  Do not make changes to reflect current workload activity, and minor workload or time allocation corrections.  

ii) Locations: Web.ICASS allows you to enter workload for multiple locations.  If you have budgeted to multiple locations, be sure to enter workload for those cost centers and locations as well.

        E. DS Vehicle Depreciation Worksheet

      i) Update the list of DS Residential Local Guard vehicles, including the VIN number in the Non-ICASS LGP depreciation module.  Also update the module for proceeds of sale that were received from October 1 of the current year.  
  ii) Vehicles issued to post from DS/IP/OPO stateside inventory must be listed on the Non-ICASS Vehicle Depreciation Inventory Schedule.  Proceeds from the sale of these vehicles are returned to DS.

 ii) 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.

 iv) Vehicles purchased with DS-provided fiscal data from ICASS funds must be listed in the ICASS LGP Vehicle Depreciation inventory schedule.  Proceeds are returned to ICASS.  Do not include them on the Non-ICASS Depreciation Worksheet.


2. Preparing Final Budget:

A. Enter your final targets in the target section of the BSW.   You are ready to baseline your Final Requirements and make adjustments to meet your final targets.  It is important that you baseline your ICASS Final Requirements before or at the same time you baseline your DS Non-ICASS Final Requirements if you share compensation plans between ICASS and Non-ICASS budgets.
B. To baseline your Final Requirements, click on the Baseline Final Requirements button at the bottom of the BSW.  When you are in the Final Budget stage you will see only one column, a Specific Adjustments column.  If you need to reduce your budget figures to meet a lower target, use the Specific Adjustment process to meet your target.  (FYI: Although the Non-ICASS DS programs may be different from each other, you can allocate positions and other budget items across several programs.  So, if you make a general adjustment in one sub object in one program, the software cannot perform a general adjustment for that one program only.  The adjustment will affect all programs.  Therefore, you must make specific adjustments within the sub object worksheets themselves to meet your targets.)
C. Once you meet your targets, provide strong supporting justifications for your additional needs in FY 07.  DS will use this information in setting next year’s targets for your post.

 3. Funding Issues for DS-LGP Non-ICASS Budget

DS requests that posts adhere to the following procedures for program funding issues.

A. Realignment within function codes/cost centers 

After the final target has been set, you must submit a cable to DS/IP/OPO requesting and providing justification for any realignment among cost centers 5821, 5822, 5823, 5824, 5841, 5843, 9906 and 9912.  This procedure is also applied to those four project codes (DS0VX106, DS0EX106, DS0RX106 and DS0PX106) within the Surveillance Detection Program (9912).

      B. Funding Increase

After the final target has been set, you must submit a cable to DS/IP/OPO requesting any increases.  The cable must provide sound justification and indicate increases by funding source.

For questions about Non-ICASS LGP program budgets, please contact your DS desk officer or Travis Finley in DS/IP/OPO.

4.  Updating the LGP PSA and Contracts Profile Module

    
Update your LGP PSA/Contracts profile and submit it to the ICASS Service Center when complete.  The submission process of the LGP Profile is separate from the final ICASS/Non-ICASS budget submission.  The RSO should work with post's Contracting Officer and Financial Management Officer to update this module and provide contract/PSA information, as required by DS.  If the RSO does not provide a completed local guard profile in a timely fashion, please contact your LGP desk officers for guidance, but do not/not delay completion and submission of your ICASS budget.  If there is nothing to update, you do not need to submit again.
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