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1.  Summary: This cable is the second in a series of

Initial FY2004 budget preparation cables for the Financial

Service Centers (FSC). Detailed budget guidance will be

provided in a cable titled "ICASS Budget Guidance #2 )

Initial 2004 Budget Preparation Instructions (ICASS 10.0)."

The FSCs should follow the guidance provided in the post

ICASS guidance cable, where applicable. Additional, specific

FSC guidance is included below.

The Deputy Assistant Secretary for Global Financial Services

- Jim Millette, will issue internal RM and FSC schedule,

guidelines and deadlines. The due date for submission of the

budget to the ISC is Monday December 8, 2003. A one-percent

penalty is assessed for late initial budgets. End summary.

2.  By now each FSC should have received a copy of the FSC

ICASS software version 10.0 by e-mail from CFSC.   If your

FSC has not received the software by now, please refer to the

icass Intranet web site (www.icass.state.gov) to download the

FSC version of the 10.0 software.  If FSC experiences

technical difficulties with the download from the web site,

contact icass technical support via e-mail at "ICASS APDCSB

Techsupport" in your global e-mail address list.

3.  Budget guidance for users of the ICASS software will be

issued shortly (&ICASS Budget Guidance #2 ) Initial 2004

Budget Preparation Instructions (ICASS 10.0).)  Not all

sections of the guidance apply to FSC users of the system but

still it serves as a useful checklist in the preparation of

an ICASS budget for an FSC ICASS novice or veteran.

Information specific to FSC users of the ICASS system follows.

4.  The FSC ICASS cost distribution software has five

services or "cost centers" ) disbursing, cashier monitoring,

accounting, American payroll, and FSN payroll. The FSC

software also has a "shadow cost center" called "training."

Last year, in version 9.0, a new cost center was added called

"Non-ICASS dual position."

5.  The first five FSC cost centers are comparable to the

ICASS 16 Lite and 32 Standard cost centers. The training cost

center is unique to the FSC software. It was introduced to

the FSC software as a means to track how much time and

expense is spent on training even though training is not a

separate service.  Instead, each of the five cost centers has

a training component.  The training cost center is also

different in that it is not a separate service for which

agencies would be charged.  Instead, this cost is a cost

element in each of the five cost centers.  Creating the

shadow cost center allows us to determine how much time, and

cost, is spent in performing training for each of the five

services.

6.  When allocating time to the shadow training cost center,

reports can be generated for analysis. The time allocations

for training is entered in the module called "Training

Distribution."  Agency workload for training is not entered

into the Distribution Module because it is not a separately

charged service. No agency will be charged specifically for a

training service.

7.  The FSC to ICASS agency code crosswalk will be included

in future guidance.

8.  Non-ICASS Dual Position Cost Center

At the request of the FSCs, a new cost center was added to

the FSC software last year.  A user would use this cost

center for a Foreign Service/Civil Service Detail American

that has been designated by HR as a Dual Position.  A dual

position classification means the person performs duties that

are both ICASS and Program in nature. The user of the FSC

application can determine and enter the percentage of the

employee's time spent performing the program duties and the

time spent on ICASS duties.  The time spent on program duties

is translated into a cost and appears as a line item on

State,s (code 1900.0) invoice only.

9.  Final Steps for the Initial Budget

After creating the FSC's original and initial budgets, do not

forget to provide detailed justifications for funding needs.

Step one in doing this is to provide detailed comments in the

'Comment' column of the Budget Summary Worksheet.  The

comments are written specific to the sub-object level of the

budget.  Step two is to fill out the 'Narrative Summary' tab

of the Budget Summary Worksheet. It is important that the FSC

identify the top three unfunded ICASS priorities in this

section. Rather than identifying needs at the sub-object

level, the FSC can now to do so at a general level. When the

Washington Interagency Working Group budget committee reviews

the budget and stated needs, it takes into account the

information conveyed in this narrative.  Also fill in the new

"Cost Savings Initiative" field if the FSC is planning or

implementing cost saving measures in ICASS services.

10.  Finally, look for erroneous or missing data before

exporting and submitting your budget.  Run the verification

procedure (Verify Module) one last time.  Look for any

discrepancies between Key Report number 4 and the Budget

Summary Worksheet totals, and then resolve the discrepancies.

11.  The ICASS Service Center (ISC) encourages the FSCs to

address ICASS software questions to the ISC software

development team Travis Finley, Michelle Frederick, Dan

Winthrop, and Carolyn Pittman) as soon as they arise so that

we can help you resolve them.  We also remind you that FSC

budgets must be received in the ISC by Monday December 8,

2003.
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