FY 2005 Final ICASS Budget Guidance # 2

This paper provides guidance on baselining the final requirements and developing your final budget to meeting the final Traditional Bureau, LGP and OBO targets.  

The final ICASS budget serves as the basis for the final billing of agencies for ICASS services provided in FY 2005.  ICASS budgets are collected centrally and worldwide invoices are compiled and sent to over 200 customer agencies at the headquarters level.  The agencies in Washington are asked to pay the difference between this final invoice and their initial billing paid earlier this year to replenish the ICASS Working Capital Fund.  

Based on information from the initial requirements and initial budgets, post’s justifications and the agencies’ affordability, revised targets are issued to posts after the “final target” hearings are held by the ICASS Working Group in Washington.  Based upon the revised targets, post must reassess its funding needs to demonstrate how it intends to spend the funds within the set target for the remainder of the year.  

1) Baselining Your Final Requirements

a) Open the Budget Summary Worksheet (BSW) and click the Baseline Final Requirements at the bottom of the worksheet.  Once completed, columns labeled “General” and “Specific” will appear between the Final Requirements and Final Budget columns.

2) Adjustments

The final budget shows how post plans to use the funds specified in the final traditional, leases and local guard ICASS targets. Post cannot exceed the target levels issued by Washington but it may build a budget that is less than the approved funding level if the total funding level is not required.  After locking the budget, post can make either specific or general adjustments to meet the final targets.  There are two exceptions where general adjustments cannot be made:  for subobjects linked to compensation plans and all lease and LQA subobjects. 

a) A specific adjustment is the process of opening a subobject worksheet (e.g., LES Worksheet) and manually adjusting costs in that worksheet.  Once completed, the adjustments are reflected in the specific adjustment column of the BSW for the relevant subobjects.

b) A general adjustment is the process of making an adjustment to a cost associated with a subobject on the BSW in the general adjustment column. Typing an adjustment in that column causes the software to spread the adjustment to all occurrences of the subobject in all relevant worksheets.  Once the procedure is complete, click “Save.”  The general adjustment automatically appears in the specific adjustment column.

Why does this happen?  The computer virtually opens each worksheet and makes the specific adjustment automatically for the affected subobjects.  To confirm the adjustment, open a worksheet and see the changed cost. 

c) General adjustments cannot be made for salary and benefit subobjects if the compensation plan feature was used to calculate the salaries and benefits.  Specific adjustments can be made to the relevant compensation plan, which would affect all employees associated with that plan, or specific adjustments can be made to specific employees by either adjusting the hours or months worked. 

d) General adjustments cannot be made for lease costs.  You must open the lease worksheet and adjust the funding request for each of the lease costs you wish to adjust.  Once finished, click “apply to budget” for each location, if relevant.  Confirm that the adjusted lease costs appear on the OBI and DH American worksheets for the respective lease/LQA subobject.  This adjustment will appear in the BSW under the specific adjustment column. 

3) Completing the Budget Summary Worksheet

a) Available Funds Adjustment: Once the adjustments are made and the targets are met, update the available funds worksheet and apply available funds to the relevant subobjects on the Budget Summary Worksheet. This information is entered into the Available Funds Adjustment column.  The sum of the data in the Final Budget column and Available Funds column is the Financial Plan.  Before you can enter numbers in this column, you must complete the Available Funds Worksheet.  By entering numbers in this column, you are reflecting in your budget how you intend to spend your carry over funds.

b) Available Funds Worksheet: Posts now must define the funds associates with the three sources of carry over in the Available Funds Worksheet separately.  The software has not yet been modified to address this policy change.  To provide this information in the current format, posts should provide the total for each of the three sources in the column provided and then list the costs by source in the comments column of the worksheet.  Please refer to the ICASS IWG Minutes dated December 10, 2003, “ICASS Budget Committee Report” for further guidance.  IWG minutes can be accessed on the ICASS web site at http://ICASS.state.gov.

c) Comment Field: On the Budget Summary Worksheet tab of the BSW module, be sure to revise and update the justifications entered in the comment column.  If post does not provide justification for needed funds it runs the risk of not getting an increase in its target for the next fiscal year.  If you need guidance on how to provide a good justification, contact your regional bureau.

4) Completing the Final Budget

a) Projected Costs for 2006:

Update the Narrative Summary Worksheet with post’s three highest unfunded priorities, the ICASS financial and key issues summary, the carry-over/available funds narrative (identify the source of funds and how post intends to use the funds), any major future ICASS costs for new facilities projects and cost savings initiatives.

Enter 2006 projected costs under the “Next FY Projections” tab in the post profile module.  The information in the fields for FSN annualization, new ICASS positions, inflation rate, other mandatory increases, and FSN wage increases is very important to the bureaus when determining your FY 2006 targets.

b) Quarterly Workload and Actuals 

i) Quarterly Workload: When updating the quarterly workload chart in the Distribution Module, do not change projected workload except to correct errors.  (See guidance paper #1.)  Quarterly workload updates do not affect FY 2005 invoices. Instead, it is a useful tool to track cumulative workload. It is also a way to divide up the actuals and attribute them to agencies in the Budget v. Actuals by Agency reports.

The quarter periods for workload are:

 
Q1: May 1-July 31

 
Q2: Aug.1-Oct.31

 
Q3: Nov.1-Jan.31


Q4: Feb.1-April 30

ii) Quarterly Actuals: Update your first quarter actual obligations by loading the FSC 60 file through the Import Actuals feature.  If there are import errors, print the error report and use the Edit Actuals feature to correct the actuals in the appropriate sub-object category. IMPORTANT: To correct actuals associated with Cost Pools such as 9661 or 9662, identify the box titled “Locations” and click the drop-down menu.  Select “Non-Location Based Cost Pools.”  It is also useful to check your Budget vs. Actual reports and note discrepancies that need to be corrected.

5) Final Check

Run the verification procedure and correct and errors.  Next, look for any discrepancies between Key Report  #3 (ICASS Data Summary) and the Budget Summary Worksheet totals.  Review Key Report 5, the agency invoice summary report, for any significant changes from the initial invoices.  Significant changes in an agency’s invoice, aside from updated post assignment travel, American salaries, and targets could be the result of an input error.  Once found and corrected, you are ready to generate the invoices for signature.

REMINDER:  The final budget must be submitted at or below the approved target levels or budgets will be returned for correction. If under target, post’s operating allowance will be reduced to the budgeted level.  

