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SUBJECT: ICASS 2003 Budget Guidance Cable #4. Instructions

for Preparing Final Non-ICASS Budgets (OBO and DS)

1. Summary: This cable is the fourth and last in a series of

FY 2003 budget preparation cables. The ICASS software

contains two parts, an ICASS and a Non-ICASS part. The

following instructions pertain to the completion of the

Non-ICASS portion of the ICASS budget software.

2. Important: those few posts that do not have ICASS budgets

or funding still MUST COMPLETE the Non-ICASS DS and OBO

worksheets and LGP profile module.

3. ICASS and Non-ICASS submissions are due June 6, 2003.

End Summary.

4.  DS and OBO collect program budget information through the

ICASS application.  The Non-ICASS side of the application

contains worksheets for:

a)      OBO program leases;

b)      Routine M&R and Facility Maintenance budgets; and

c)      DS residential local guard and security budgets.

5. In addition to the Non-ICASS worksheets, post must enter

data into a module called the "LGP PSA and Contract"

module.  The post RSO should complete this module with

information for all posts that fall within his/her

regional responsibilities.  It is not a budget

application.  It is a data call for information on the

PSA and/or contract guards at post.  This local guard

profile data must be submitted with the post ICASS budget

so that the ICASS Service Center can load it into our

central Global Database for DS to view.

6. OBO Program Budgets

The OBO tab of the Non-ICASS section contains worksheets

for collecting information on the three operations listed

below.  Each section contains instructions for completing

the worksheets.

A. Program Leases

Update the OBO program lease worksheet with any new

leases, funding requests, occupant changes, and actuals

as of 3/31/03.  Ensure that each lease cost is allocated

100% across funding quarters.

B. Facility Manager's Position

Do not update the budget worksheet for the facility

manager's position.

C. Routine Maintenance & Repair for GO/LTL Properties

Do not update this worksheet.

7.  Residential Local Guard Program and Residential Security

A. This section provides guidance on the completion of the

DS program budget worksheets for residential guard,

non-residential guard for stand-alone (solely occupied

by one agency) building, mobile patrol, bodyguard,

residential security upgrades, residential security

repair/maintenance, and surveillance detection

programs.

B. DS Position and Budget Item Worksheets

i) Update the DS position and budget item worksheets.

Ensure that any new costs are appropriately

distributed to a cost center.

ii)  Residential Security Coordinator's (RSC) and

Residential Technician's salaries were included in

the ICASS LGP initial target. However, these

positions are now considered Non-ICASS and charged

under cost center 5821 (residential guards) for the

final 2003 budget. (See State 039028, February

2003.) Your Residential LGP target has been

increased for these positions.  You must add the

positions to the Non-ICASS LGP position worksheet

and allocate the position time to cost center 5821.

D. Workload Counts

i) Do not include workload (i.e., square meters) for

Peace Corps, USAID and agencies that direct

reimburse at post in any of the DS program cost

centers since these agencies pay for the services

directly at post. Some posts have incorrectly

included workload count for direct-charged agencies

(USAID, Peace Corps, etc.) under cost centers

5821/22/23/24.  These agencies reimburse State

directly for their guard costs at post and their

workload count MUST NOT be included under cost

center 5821/22/23/24. Erroneous inclusion of direct

charged agencies' workload count will reduce the

invoice amount for other agencies that pay their

Non-ICASS guard costs at the Washington level.  This

creates a collection problem for DS and results in

less than full reimbursement for the services

provided.

ii)     Unreported Workload: The current software

verification procedure does not verify whether post

failed to enter the workload count under Non-ICASS

LGP cost center for which the user entered costs.

Therefore, post must confirm that all cost centers

with costs have an associated workload count

distribution.  If there is no workload count

entered, DS cannot collect reimbursement from other

agencies at the headquarters level in Washington for

these program services.  DS will have to pay 100% of

the service cost as a result of this error.  If

State is the only agency using the LGP service, post

must still complete the workload count by providing

either square meter or percentage usage.  Otherwise,

DS will assume that an error was made and will

contact post directly in order to ensure whether the

cost is entirely a State cost or a shared cost.

iii)    The automated verification procedure will be

amended to include the Non-ICASS LGP cost centers in

the upcoming rewrite of the ICASS software

application (web-based) to be released in FY 2004.

8. DS Vehicle Depreciation Worksheet

Update the list of DS residential local guard vehicles,

including the VIN number.

i) Vehicles issued to post from DS/IP/FPO (formerly

DS/PSP/FPD) stateside inventory must be listed on the

Non-ICASS vehicle depreciation inventory schedule.

Proceeds from the sale of these vehicles are returned

to DS.

ii) Vehicles purchased with DS Non-ICASS LGP and

surveillance detection funds must be listed on the Non-

ICASS LGP vehicle depreciation inventory schedule.

Proceeds from the sale of these vehicles are returned

to DS.

iii) Vehicles purchased with DS-provided fiscal data

from traditional ICASS funds must be listed in the

ICASS LGP vehicle depreciation inventory schedule.

Proceeds are returned to ICASS.

9. Funding Issues for DS-LGP Non-ICASS Budget

DS requests that post adhere to the following procedures for

program funding issues. Contact DS/IP/FPO with your

questions.

i)  Realignment within function codes:

After the final target has been set, post must submit a

cable to DS/IP/FPO requesting and providing

justification for any realignment among cost centers:

FC 5821, 5822, 5823, 5824, 5841, 5843, 9906 and FC

9912.  This procedure is also applied to those four

project codes (DSOVX106, DSOEX106, DSORX106 and

DSOPX106) within Surveillance Detection program (FC

9912).e

ii)  Funding increases

After the final target has been set, post must submit a

cable to DS/IP/FPO requesting any increases.  The cable

must provide sound justification and indicate increases

by funding source.

10. LGP PSA and Contracts Profile Module

The LGP PSA/Contracts profile must be imported into, and

submitted with, the final ICASS budget. The RSO should

work with the post's contracting officer to update this

module to provide contract/PSA information, as required

by DS.  If the RSO does not provide a completed local

guard profile in a timely fashion, please contact your

LGP desk officers for guidance, but do not/not delay

completion and submission of your ICASS budget.

Instructions for exporting the LGP profile and importing

it into the ICASS budget are provided in the ICASS User

Manual.

11. Questions

If you have specific questions about ICASS software

release 9.5 please contact the ICASS Service Center's

software development team, Travis Finley, Michelle

Frederick, or Carolyn Pittman.  For questions about Non-

ICASS LGP program budget, please contact Stella Whitman

or Wayne Wong in DS.  For questions about Non-ICASS OBO

program budgets, contact Norman Deans. Regards.

12.  Minimize Considered

POWELL

