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This is the second informal e-mail supplying tips and references to assist posts in budget preparation.  Note that all references in the e-mail refer to the 6 FAH 5.
Employee Time Allocations:  See 6 FAH-5 H-315.  Personnel should allocate their time according to the job they do and not according to the customers they support.  For example, a driver should not allocate time to 6224- Cashiering Services just because he/she drives the cashier to the bank.  This driver is performing duties in 6139- Motor Pool Services and time should allocated in this cost center.  

· LE Staff Allocation to One Cost Center:  Many of the LE staff will have time allocated to only one cost center, especially in large posts where individuals perform one duty or in LITE posts where the services offered are combined into one main cost center per section, such as 6145 General Services.  

· Check for Reasonableness:  FMOs should review a printed copy of the time allocation reports to verify that all time allocations look reasonable and are based on the job the employee is performing.  If something looks odd, talk to the supervisor to determine whether a correction is warranted. 

· 6150 Basic Package:  See H-341.1 for BP guidance and 315 (b) for VIP Visits guidance.  Many employees have time allocated to 6150 Basic Package due to a misunderstanding of what constitutes a VIP visit.  Look at who is allocating time to BP and the percentages (especially your drivers and warehousemen) to ensure that the time allocation fits the guidance.

· NEW—8790 Miscellaneous (Overhead):  See H-341.13-2 (11).  Unique employees may have time allocated to the 8790 Miscellaneous, such as summer hires or roving secretaries. 

· Changing Time Allocation:  See H-315 (5) for guidance on changing time allocations.  Due to the 6 FAH-5 rewrites, it is anticipated that posts will need to change some workload counts in order to adhere to the new guidance.  Posts are encouraged to make changes prior to finalizing the Initial Budget and clear all changes with the post Budget Committee.

· Time Allocation Reference Tool:  See H-315 for a chart that converts percents to minutes, hours, and weeks in a year.  An allocation of 5% to a cost center represents 2 hours per week or 2 ½ weeks per year.  Check the percents for reasonableness.

US DH Employee Costs:  See H-314.1 on what to include when budgeting for the USDH.  

· NEW Travel Costs:  The travel costs directly related to the US DH, such as R&R and Educational Travel, are budgeted in this module.  Other travel costs related to training, conferences, or workshops should be budgeted in 8790 Miscellaneous (see 341.13-1 (9)).    

American LE staff:  Make sure you are budgeting correctly for LE American payroll taxes.  The main payroll taxes are Medicare 1.45% and OASDI 6.2%.   See GFS Knowledge Base question 9323 dated 2/19/08 on American pay.  Compare your budget to the bi-weekly payroll report to confirm rates, types of taxes individuals have withheld, and amounts.  

LE Staff:  

· Do not budget for positions that there is no intent to fill during the current FY.

· NEW:  Do not budget for travel costs in the LE module.  All training and related travel costs are now budgeted in 8790 Miscellaneous (see 341.13 (9)).  This includes travel to the Budget Conference.

· Use the ICASS software compensation module when possible for both the salary as well as allowances since it adds to the correctness of the numbers and greatly reduced the workload for data entry when budgeting for LE staff.  

· If using the compensation plan, if there are employees who work more than the standard 40 hour work week (44, 48 etc), make sure to take these extra hours into account when calculating their salaries so that post is not over-budgeting for this group.     

Phantom (dummy) employees:  Only include real positions/employees in the ICASS software in the USDH and LE modules.  They must be valid positions from the staffing pattern and each employee is listed only once.  Avoid creating extra “dummy” employees in the software to budget for pay increases, CAJE, overtime, promotions, or personnel changes.  For example, a post entered all ICASS employees twice in the LE employee module to budget for a mid-year pay increase-- one at the old pay rate and one at the new rate.  The end result that the software showed twice as many LE staff than what existed.  Based on this artificial man-year count, the productivity level for the various cost centers was just cut in half.  Although at the post level this information may not be used, at the Global level this is key information that shows productivity that is used to compare between posts.  For example, what is the average number of kilometers driven per year per driver or what is the average number of strip codes processed per year per Voucher Examiner.  These metrics are  based on information that posts enter into the Web.Pass ICASS software.  

FMO Supervisors and Checking Data:  It is recommended that the FMO, or someone other than the individual entering the data, perform a good edit check at all stages to ensure that the data is accurate.  The best method is to print out the budget and time allocation reports for all modules and perform a reasonableness check just prior to completion.  You may pick up a number of errors from the print that are not as apparent when looking just at the computer monitor.  Have your staff print off the following budget and related time allocation reports and review to spot errors:  US Citizen DH, LES Positions, Other Budget Items, LGP, and leases.  

Guidance Links:  

· ICASS Service Center home page:  www.icass.gov
· ICASS Handbook Changes, Cables detailing changes, and FAQs go to: http://www.icass.gov/index.cfm?fuseaction=public.display&id=41c27f3a-67f5-4aa6-a8d6-76568f82de3f
· FY 2009 ICASS Initial Budget Cables & Instructions http://www.icass.gov/index.cfm?fuseaction=public.display&id=2bbdf9a7-7245-4fa5-ae76-93abfd149238
· NEW UPDATE:  Cost Center Distribution Factor Sheets:  This is a great summary sheet for quickly understanding the cost centers, function codes, distribution factors, count method and period, responsibility, and modifications.  These documents were recently updated so please print from the following site.  Posts should consider issuing a copy of this to all your ICASS customers.  Significant changes are noted in “italics” on the sheets.  

· Standard: http://www.icass.gov/index.cfm?fuseaction=public.display&id=ce691bde-34b2-4e9e-8cd7-b6512adfc947
· LITE:  http://www.icass.gov/index.cfm?fuseaction=public.display&id=eaccc2ee-cfc4-4100-aac7-03f8ac11d85e
