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

FY2003 budget preparation cables for the Financial Service

Centers (FSC). It provides guidance for creating the

"Original" budget and meeting initial targets through cost

adjustments.  FSCs should complete the "Original" and

"Initial" budgets in advance of the anticipated October FSC

workshop.  Guidance on the completion of the Distribution

Module (workload) was provided in FSC ICASS budget guidance

cable #1 (Reftel).  By completing much or all of the budget

work in advance, the FSCs will benefit from the presence of

ISC staff who can discuss the FSC ICASS budget issues with

them directly.  The due date for submission of the Initial

2003 ICASS budget to CFSC Charleston is November 15, 2002.

The due date for submission of the budget to the ISC is

Monday December 2, 2002. 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 9.0.   If your FSC has not received

the software CD by now, please refer to the ICASS Intranet

web site (http://icass/) to download the FSC version of the

9.0 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. A technical manual accompanies the software.  It appears

on the software installation CD as a separate file so that

the user may access it without having to load the software.

We recommend that the user open and print this manual for

your systems administrator.  It contains useful guidance for

network installation procedures.

4. Important:  FSC must/must update the budget software to

version 9.0.  The new version contains data updates that have

immediate impact on the FSC budget. Check FSC ICASS budget

guidance cable #1 for a list of software changes.  For

example, the cable identifies agency codes that have been

deleted and added for FY 2003.  FSC must crosswalk and

re-enter workload for those agency codes that have been

deleted and reassigned new agency codes.

5. The following is a description of the steps to take toward

completing "Original" and "Initial" ICASS budgets.

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

6. Step 1: Create the 2003 Plan

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

A.    Create next year's plan by opening the Midyear FY2002

budget.

B.    From the FY2002 Midyear budget, click 'File,' and click

'Create Next Year's Plan.'

C.    A prompt will appear so that the user can change the

plan name if he/she wishes to do so.  Click 'OK.'

D.    The FY 2003 plan automatically includes positions,

leases, and cost center allocations from the previous year's

plan.

E.    Projected workload counts are the projected workload

counts from FY2002.  These must be updated.

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

7.  Step 2: Enter General Post and Budget Information

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

A.    Enter data into the modules under the 'Post Profile'

tab.  Activate and deactivate the appropriate agencies

1.    Activate Agencies); Enter workload distribution lost

when agency codes were updated (Distribution Module); Ensure

that the workload counts approved in July are reflected in

the Distribution Module.

2.    Create new locations and/or subcost centers if needed

(Edit Locations).  The user cannot create subcost centers

once the budget is locked.

3.    Post Profile Module (General): Update the exchange rate

and effective date to reflect the exchange rate as of

10/01/02; enter the quarterly fund allocation, post

differential and percent of budget in local currency.  Post

cannot change the exchange rate once the budget is locked.

4.    Post Profile Module (Target and Contact Info): From the

target cables issued to FSCs by the ISC enter the target for

Traditional Bureau in the Target worksheet.  An OBO target is

not issued for the Initial Budget.  Once all of the ICASS

leases and initial request for each lease are entered into

the Lease Module, enter the total initial request in the OBO

target field of the Target worksheet.  Also, please update

the FSC contact information in the Contact worksheet.

5.    Finally, create or update existing Compensation

Plans. Note that use of the Compensation Plan module is an

optional software feature.

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

8.    Step 3: Create the FSC's Original Budget

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

A.    Ideally, an FSC would start creating its original

budget by opening the Budget Summary Worksheet and importing

the 2002 fourth quarter actuals.  These actuals are the 2003

"Prior Year Actuals."  The FMO could use this information as

the starting point for its budget.  However, the FSCs will

not receive 4th quarter actuals until the end of the fiscal

year.

B.    To begin the budget start by entering FY 03 funding

requirements into the Foreign Service/Civil Service Detail,

LES Personnel, Leases, and Depreciation worksheets located on

the Budget tab.  To complete the Leases, and Depreciation

worksheets, the user must save the data and apply the data to

the budget.  Do this by clicking "Apply to Budget" at the

bottom of each worksheet.  The data in the depreciation and

IVG worksheets are summed at the object level and appear as

line items at the top of the "Other Budget Items" worksheet

(OBI worksheet.)  The lease data is divided into two types -

ICASS service provider residences and non-residential

properties.  When applying leases, the first type appears on

the Foreign Service/Civil Service Detail worksheet for each

American listed.  These lease costs are linked to each

American by position cost pool.  The non-residential leases

are, in turn, listed on the OBI worksheet.

C.    The OBI worksheet is where all non-personnel costs are

entered.  The user should enter these costs on an

operational, functional, or programmatic basis Enter all

non-personnel costs associated with the operation for each

line item.  The OBI is also the worksheet in which the user

may take advantage of the non-personnel cost pools: motor

pool, warehouse, telephone, BOE supplies and administrative

supplies. Use of these cost pools is optional but assist

posts in obligating funds.  Finally, the user should be sure

to activate the "Exclude" feature if there are rent or

utility costs identified with the line item.  The software

determines which sub-objects are 'excludable.'  Therefore

entering both excluded and non-excluded costs on the same row

is permitted.  For an explanation of "Excluded" costs, please

refer to the ICASS handbook or software user manual.

D.    All cost data entered onto the personnel and OBI

worksheets are summarized on a sub-object basis and appear as

such on the Budget Summary Worksheet under the "Original

Budget" column.

E.    At this point the user has completed two columns of the

Budget Summary Worksheet.  Before locking the budget, there

are two more steps to complete: allocating costs and

completing the Funds Available Worksheet.

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

9. Step 4: Allocate Costs to Cost Centers

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

A.    After the FSC has entered all of the ICASS costs into

the cost worksheets, it must allocate the new personnel and

operational costs to specific cost centers.  It must also

update existing personnel and operational cost allocations in

case there were changes to the existing entries with regard

to the services (cost centers) they support.

B.    Each person that provides an ICASS service or services

must identify the percent time spent providing the service or

services.  Likewise, costs of an operation or function on the

OBI worksheet must be identified to one or more service (cost

center.)

C.    The percent allocations are entered onto the Cost

Allocation Worksheets.  These worksheets are accessed

directly from each cost worksheet by clicking the "Edit Cost

Center" button at the bottom of each worksheet.

D.    The FSC has 5 services or "cost centers" - Disbursing;

Cashier Monitoring; Accounting; American Payroll; FSN

Payroll. The FSCs also have a "Shadow Cost Center" called

"Training."  In version 9.0.a new cost center has been added,

"Non-ICASS Dual Position."

E.    Training Cost Center: The training cost center was

introduced to the FSC software as a means to track how much

time and expense is spent on training.  It was not introduced

as a service for which agencies would be charged.  Therefore,

when allocating time to the shadow cost center, reports can

be generated for analysis but no agency will be charged

specifically for a 'training' service.  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.  Instead, all costs leading up to the

initial target are allocated to the 5 main cost centers (and

the new one if activated) and distributed among agencies

based on the workload entered for those 5 cost centers.

F.    Non-ICASS Dual Position Cost Center: At the request of

the FSCs, a new cost center was added to the FSC software.

If an American has been designated by HR as a Dual Position,

where the job includes duties that are both ICASS and Program

in nature, the user can 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 cost and appears as a line item on State's

(code 1900.0) invoice only.

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

10. Step 5: Fill in the Available Funds Worksheet

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

Update the 'Available Funds Worksheet' and apply available

funds to sub-objects in the Budget Summary

Worksheet in the 'Available Funds Adjustment' column.  Doing

so demonstrates how the FSC plans to manage its ICASS

carryover funds. Available funds are defined as 1) prior year

unobligated balances brought forward to the new fiscal year;

2) proceeds of sale reported last fiscal year but not yet

allotted to post; and 3) estimated proceeds of sale for the

upcoming fiscal year.

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

11. Step 6: Checklist and Verify

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

After the FSC has completed the steps above and before

locking the budget, run the verify procedure, located on the

Post Profile tab, to ensure that:

A.     All budgeted costs have been allocated 100 percent to

ICASS cost centers (Cost Center Allocation worksheets);

B.    All cost centers' costs have been distributed among

agencies. Costs are distributed based on agency workload

counts(Distribution module);

C.    Each lease's funding allocation has been allocated 100

Percent over the fiscal year;

D.     If errors have been detected, reports can be run for

each finding.  The reports identify the location

of the error.  Once errors are identified and corrected,

return to the Budget Summary Worksheet and lock the budget.

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

12. Step 7: Locking the Budget and Meeting the Target

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

A.    The purpose of locking the ICASS budget is to allow the

user to make and track adjustments that are necessary to meet

initial targets. Once the user has locked the budget, we

advise them not unlock it.  There should be no need to unlock

the budget but if the user Post finds there is a need to

unlock the budget, contact the ISC staff who can assist the

user through the process.  Unlocking the budget results in

the loss of any budget adjustments made to meet the initial

targets.  Some corrections can be made without unlocking the

budget.

B.    The FSC cannot exceed the target level provided.  OBO

lease targets are determined by the FSC, however, for initial

budgets.  After locking the budget Post can make either

specific or general adjustments to meet it,s targets.  When

making adjustments there is no need to unlock the budget.

For an explanation of specific and general adjustments refer

to the 2001 Initial Budget Guidance Cable #6 (State 189796,

September 30, 2000.)

C.    Note that the user cannot make general adjustments on

the Budget Summary Worksheet for the LES positions if he/she

used the compensation plan feature.  The user can make

specific adjustments to the compensation plan, which would

affect all employees associated with that plan, or can make

specific adjustments to specific employees by either

adjusting the hours or months worked.  The user can view and

make changes to worksheets without unlocking the budget.

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

13.  Final Steps - Justification, Narrative Summary, and

Verification

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

A.    As a final step in the budget formulation process the

FSC must provide detailed justifications for funding

requests.  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 in completing the

budget 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 higher level. When the

ICASS budget committee reviews the budget and stated needs,

it takes into account the information conveyed in this

narrative.

B.    Step three in finalizing the budget is to look for data

errors or missing data.  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 resolve the discrepancies.

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

address ICASS software questions to the ISC software

development team of: Travis Finley, Michelle Frederick, and

Carolyn Pittman, as soon as they arise so that we can help

you resolve them.
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