FY 2006 ICASS/Non-ICASS Final Budget Preparation

 Checklist

Instructions:  This checklist is in three parts.  Part I pertains to the Final Requirements (FR) stage and should be used as soon as you finish the FR stage of the ICASS and Non-ICASS budgets.  Part II pertains to the Final Budget (FB) stage and should be used when you complete the FB stage of the ICASS and Non-ICASS budgets.  Part III provides instructions on how to submit your final budget plan. 

PART I

ICASS Final Requirements  

ICASS Traditional Bureau

· 1 – Run Verify to ensure that the DH American salaries, PAT amount ($14,776) and IVG Line costs were updated.  The final IVG Line costs are listed in Appendix H in the User Manual.

· 2 – If your Post Differential percentage changed during this fiscal year, ensure that you updated it accordingly in the Post Profile/Misc. node.

· 3 – If post uses compensation plans other than 40 hours/per week, ensure that the number of authorized hour in the LES worksheet for those positions shows 40.  Otherwise, the salary costs will be overstated

· 4 – If post uses the Compensation Plan module to enter PSC bonus payments (sub object code 1169) and FSN bonus payments (1199), ensure that they are NOT duplicated in the “Month Authorized” in the LES Positions Worksheet.

· 5 – Ensure that post’s final targets (TB, OBO and LGP) for Final 2006 were entered in the Post Profile Module - Target Data tab.

· 6 – Ensure that in the OBI Worksheet any “Excluded” items are marked “Yes” in the “Exclude” column.  

· 7 – Ensure that projected FY 07 Traditional Bureau requirements are reflected in the Final Requirements column of the Budget Summary Worksheet (BSW).  

· 8 – Confirm that post completed the required data in the Next FY Projections in the Post Profile node.

· 9 – Confirm that the second quarter actuals file has been uploaded and all differences have been reconciled.

ICASS Leases 

· 1 – Ensure that projected FY 07 Lease requirements are reflected in the Final Requirements column of the Budget Summary Worksheet (BSW).  If not, verify that:

· You clicked “Apply to Budget” after you made adjustments to Funding Request or added new leases.

· You allocated lease costs to appropriate cost centers

· You assigned residential lease costs to a unique cost pool

Do so for each location.


· 2 – Ensure that you justified FY 07 funds request for each lease.


 


· 3 – Ensure that if a lease is part of a Tandem Couple, you indicated this in the Comments column.
  

· 4 – Ensure that if Lease Occupant is “Other (2372)” a description is shown in the Occupant Name column. 


· 5 – Ensure that you entered current year actuals as of March 31, 2006.


ICASS LGP

· 1 – Ensure that you entered projected FY 07 LGP requirements in appropriate sub object worksheets and they are reflected in the Final Requirements column of the BSW.

· 2 – If post uses compensation plans other than 40 hours/ per week, ensure that the number of authorized hour in the LGP Positions Worksheet for those guard positions shows 40.  Otherwise, the salary costs will be overstated.

· 3 – If post uses the Compensation Plan module to enter PSC bonus payments (sub object code 1169), ensure that they are NOT duplicated in the “Month Authorized” in the LGP Positions Worksheet.
· 4 – Ensure that LGP vehicle listing included respective VIN numbers in the Depreciation Worksheet.  LGP vehicles are not applied to the ICASS budget because they are funded by DS using the Washington-held funds. 

 Non-ICASS Final Requirements
OBO Lease

· 1 – Ensure that you included projected FY 07 OBO program lease requirements and provided justification in the Comments section in the OBO Lease Worksheet.

· 2 – Ensure that you also included FY 07 M&R information for Non-ICASS STL Non-Residential properties in the OBO Lease Worksheet.

· 3 – Ensure that you updated current year actual obligations as of March 31, 2006 in the OBO Maintenance Worksheet and the FM (Facility Manager) Budget Summary Worksheet.

· 4 – Confirm that the Non-ICASS Lease Worksheet only included OBO Program leases; ICASS leases should not be included in the OBO Lease Worksheet.   

DS LGP

· 1 – Ensure that Non-ICASS DS final targets as issued were entered in the Budget Summary Worksheet.
· 2 – Ensure that LGP positions are listed with correct position title and incumbent’s name.  (Example: post should not use “7 SD Positions” as “Position Name” in the Non-ICASS LGP Position Worksheet”.)

· 3 – Ensure that projected FY 07 requirements are reflected in the LGP Budget Summary Worksheet with justifications that are shown in the Comments column.


· 4 – If post uses compensation plans other than 40 hours/ per week, ensure that the number of authorized hours in the LGP Positions Worksheet for those LGP positions shows 40.  Otherwise, the salary costs will be overstated.

· 5 – If post uses the Compensation Plan module to enter PSC bonus payments (sub object code 1169), ensure that they are NOT duplicated in the “Month Authorized” in the LGP Positions Worksheet.
· 6 – Ensure that the Non-ICASS LGP vehicle listing, respective VIN numbers and proceeds of sales were entered in the Depreciation module. 

· 7 – Ensure that no USAID and Peace Corps workload counts were included in cost centers 5821, 5822, 5823 and 5824.  

· 8 – Ensure that all EFM positions for Residential Security Coordinator (RSC) and SD
 coordinator that are funded from Washington are not included in the Residential Security or SD programs.

PART II

 ICASS Final Budget 

               



















DATA VERIFICATION:



· 1 – Ensure that you have met your targets and have explained your adjustments in the Comments column of the BSW.

· 2 – Ensure that you have updated available funds by section in the Funds Available Worksheet Tab and, if applicable, correctly applied them in the BSW based on the funding source (TB, Lease and LGP).
· 3 – If DS has issued you a “zero-dollar” final target because of post’s DS carryover funds, ensure that you correctly entered your final ’06 requirements, made adjustments downward to meet your zero-target, and applied available funds to meet your budget requirements.  

· 4 – Ensure that you correctly adjusted the Final Requirements of ICASS leases to meet the final Lease target.  See Paragraph E under “Making Adjustments to Meet Targets in the FY 2006 Final Budget Guidance #2 for instructions.

· 5 – Ensure that post updated the following data in the Narrative Summary Tab in the Budget Summary Worksheet:
· Top 3 Unfunded Priorities

· ICASS Financial Summary and Key Issues

· Carryover

· New Facilities Projects

· Cost Saving Initiatives 

REPORT VERIFICATION:

· 6 – Run Verify after completing the ICASS Final Budget and correct any errors.

· 7 – Run Key Report #3 (ICASS Data Summary) and ensure that: 
- The budget is not over target for Traditional Bureau, OBO or LGP


- Overhead is 5% or less
  









- Basic Package is minimal (e.g., 3% - 6%)

· 8 – Run Key Report #5 (Agency Invoice Summary Report) and ensure that any significant or unexpected changes from the 2006 Initial are justified. 

· 9 – Run Key Report #4 (Invoice Total) and ensure that the total invoiced amount equals the budget total from the BSW plus the Washington (non-post) costs.  Post can run Supplemental Report #4 (Budget Summary by Object) to determine Washington costs (object classes 0005 and 0006).

NON-ICASS Final Budget 

Instructions:  This part only pertains to DS Final Budget since OBO budgets are not stage-specific. 


DS LGP/Surveillance Detection/Residential Security Programs:
· 1 – Ensure that LGP Final Budget amounts did not exceed the final targets issued by DS.


· 2 – Ensure that you have updated the Local Guard PSA and Contract Module if there were changes made after the FY 2006 initial submission in December 2005.
PART III

Budget Submission Procedures 


· 1 – Present the ICASS agency invoices to agencies at post for approval/signature.

· 2 – Once the ICASS agencies have approved/signed the invoices, submit the Final Budget using the messaging systems (for network users) or by email (for stand-alone users) to the ISC.

· 3 – Make sure that both ICASS and Non-ICASS are at the Final Budget stage before submitting the plan to the ISC.

· 4 – Once the RSO approves the LGP profile, submit the LGP PSA and Contracts Module using the messaging systems (for network users) or by email (for stand-alone users).  This step is unrelated to submitting the Final Budget (ICASS and Non-ICASS) plan.  

· 5 – Confirm that post’s Final Budget has been received by the ISC by checking the “ICASS Event” file 24 hours after submitting the budget plan (for network users only) and the ICASS website under “Budget”.
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