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Introduction:

This paper provides a list of the first steps that you will use in preparing your FY 2006 final ICASS requirements.  Baselining your final requirements and formulating your final budget is described in “FY 2006 Final ICASS Budget Guidance #2.”

At this point in the ICASS budget cycle you have prepared and submitted an initial budget to the ICASS Service Center.  This budget was used to generate the Washington-level Initial Invoices for the ICASS customer agencies.  These invoices helped the ICASS customers, including State, to determine their affordability in the final target setting process.  

The final submission should take into account your revised targets, corrections of major errors, and (in the event that post's targets increased) new positions, guard contracts, leases, and other budget items.  The final requirements process is a means for your post to convey to your bureau and functional bureaus what your funding needs are for FY 2007.  The final budget process conveys to your regional bureau and functional bureaus your FY 2006 financial plans within the set final targets.  The final budget is also the basis for invoicing ICASS customers.

                                                                                                    

Summary of New Items:  

1.   Automatic Reference Table Updates

IMPORTANT: The reference table updates are no longer built in the budget software as in the past; they are now centrally maintained in the ISC and “pushed out” automatically.  Therefore, it is important that your system receive either the automatic (for network users) or manual (for stand-alone users) reference table updates.  Questions regarding the ICASS Reference Table updates should be directed to ICASS Technical Support (202) 663-1973 at ICASSTechnicalSupport@state.gov.



The March 15th Reference Table updates include:  


- Agency codes

· American Salaries (shown in the DH American Worksheet)

· PAT amount ($14,776) (shown in the DH American Worksheet)

· IVG Line (shown in the Other Budget Items Worksheet) 

· Sub object codes 1302 and 1305 that can be activated in the “Benefit” tab 

   under the Compensation Plans module, and 

· Sub object code 1186 that can be activated in the DH American Worksheet.

2.   The ICASS and Non-ICASS Split

Effective for FY 2007 initial budget, the ICASS and Non-ICASS budget submission process will be split.  


When preparing the FY 2006 final budget using version 2.17.00, you will see different node layouts in the explorer screen related to the split; however, the split features are NOT functional for the FY 2006 or earlier plans.  Therefore, when you try to open some modules (e.g. compensation plans, edit locations) in the FY 2006 or 2005 plans, do not be surprised if you see the message “You must highlight a Non-ICASS plan before using a Non-ICASS function”.  The ISC will provide detailed guidance on the ICASS and Non-ICASS split in the May/June timeframe.

                                                                                            

Preparing the Final Requirements:

1.   Open the Budget Summary Worksheet (BSW), click the “Baseline Initial Budget” button.  This will take you to the final stages of the budget process.  The software will copy the initial budget data to the Final Requirements column so that you can save your initial budget information, make updates, and leave the initial budget intact. 

2.   Entering the Final Targets Traditional Bureau, Local Guard Program, and Leases into the Post Profile Module, under the “Target Data” tab.  

3.  Now you can update your final requirements as follows:


A. Verify
Run the verification procedure by highlighting the FY 06 final plan in the Plan Maintenance node.  This is to ensure that you do not have any unallocated personnel or budget item costs, and that each cost center has associated workload counts entered in the Distribution module.  It also ensures that you have the latest (March 15) reference file.

                                                                                     


B. Correct Major Errors in the Final Requirements

i)    Identify major workload count errors.  

If you identify major workload count or modification errors, the post ICASS council must approve the correction of these errors.  Changes in workload counts affect agency invoices.  A major error is defined as the assignment of workload to an incorrect agency code or the input of a significantly wrong workload count (e.g., 100 vs. 10), modification, or time allocation in your final requirements.  Do not make changes to reflect current workload activity, minor workload or time allocation corrections, or revised workload modification levels.  


ii)   Identify workload that needs to be entered or cross-walked due to agency code revisions.  Agencies that are no longer effective are named as “Obsolete”.  You must deactivate them and crosswalk the workload counts data to the appropriate code.  

Ensure that the workload count for supporting surveillance detection personnel and RSO positions created after 1998 East Africa bombings is entered under agency code 1942.0 DS-State, not 1900.  DS pays the ICASS support cost for these positions.  The residential local guard workload count should be entered under 1900 and non-residential local guard count under 1901.


iii)   Review US Citizen Direct Hire (USDH), LES, and other budget items cost center allocations for missing data.  Changes in time allocations also affect agency invoices.  Do not change current time allocations agreed upon by the post council.


iv)  Identify whether USDH or LES time is allocated to 5449, the DTSPO-IVG line cost center.  No position costs can be allocated to the DTSPO IVG-line cost center because the service is defined strictly as the cost of the shared leased lines.


v)   USDH or LES (other than guard) time should not be allocated to 5826 (Non-Residential Local Guard Program) as this service is composed of the cost of the guards and their equipment only.  Make sure the cost is a true LGP cost.   Any support performed by USDH or other LES staff for guard services should be captured as work performed for the guards.  For example, if the GSO spends time procuring a contract for the local guard, this is not time spent performing guard services; it is time spent performing procurement services for the RSO.  Time is allocated to "procurement services" and the workload for the procurement action is attributed to State, 1900.0, as a procurement service for the RSO.


vi)  Can you justify position costs that have been allocated to Overhead?  Overhead costs are defined as small costs, such as postage, gratuities, etc. for the ICASS staff that cannot be easily attributed to specific cost centers.  Allocations to this cost center should be minimal, and limited to budget items.

vii) Review LGP positions, time allocation, and workload worksheets: Ensure that no FSN investigators are entered on the LGP Positions Worksheet.  Your regional bureau, not DS, funds these positions.  These positions must be entered on the LES Positions Worksheet.  Time is allocated to cost center 5880 Security Services in ICASS Standard budgets and 6445 Personnel Services in ICASS Lite budgets.

viii) Delete any Residential Security Coordinators in the ICASS LGP Positions Worksheet.  The Residential Security Coordinator is funded through DS and must be entered in Non-ICASS on the LGP Positions Worksheet.  Costs must be allocated to cost center 5821.  Any workload associated with the Residential Security Coordinator must be included in 1900.0, State Program, not 1901.0

                                                                                                   


C. Updating Worksheets

i)  Add new LES, DH American, LGP Positions and other budget items:

If you need new positions or budget items, enter them on the appropriate worksheet.  You may not be able to afford these positions or budget items with your final target issued, but include them as part of your final requirements.  When you baseline your final requirements and make adjustments to meet your target, you can justify your need in the Comments column.  Your regional/functional bureaus can use this information when formulating your FY 2007 initial target. 

Do not forget to enter time allocations for any new entries added or the cost will not appear on the BSW.  

ii)  Update lease data for FY07 Requirements and FY06 Final Budget



Lease information listed in the Final Requirements should include all properties leased in FY06 as well as any new leases anticipated in FY07.  The Final Requirements should only reflect the FY07 costs.  Once baselined, these costs should be adjusted (both up and down) to show a FY06 Final Budget amount that is equal to or less than the FY06 Final Target.  The amounts shown as Final Requirements and any comments will be used by OBO when formulating the FY07 initial targets.  (NOTE – FY07 Final Requirements should reflect the full FY07 cost; do NOT adjust the amount for anticipated carryover, etc.)


EXAMPLES:



(1)  The anticipated cost of a new FY07 lease should be included in the Final Requirements.


(2)  A FY06 lease that will continue in FY07 should be included in the Final Requirements at the anticipated FY07 cost.


(3)  The cost of a lease ending in FY06 would have a Final Requirements amount of $0.


Comments entered for each lease are very important to OBO in understanding your lease requirements.  This information is used when formulating and defending the initial targets during budget hearings.  The following are examples of the type of information to include in the comments area of the Lease Worksheet:

· Lease Waiver approved (date)

· Lease terminated (date)

· Lease terminated (date) due to move to NEC

· Transferred from program to ICASS or ICASS to program

· Tandem couple

· Explain increase from FY06 to FY07

· Final budget reduced by ($) to meet target, and/or

· Any other useful information post can provide about the lease.



For each non-residential lease, please include the following information:

· Need for M&R funds (yes/no)

· Amount

· Reason not paid by landlord



If this information is not included in the comments, no routine M&R funds will be included.



You must save and click the "Apply to Budget" button at the bottom of the Lease Worksheet to ensure that the new costs are carried over to the Other Budget Items and DH American worksheets.  



Confirm that all lease costs on the Other Budget Items Worksheet are fully allocated (100%) to appropriate cost centers.  If you do not do this, the costs in your budget summary worksheet will not match the costs in your lease worksheet.  



If you budget by location, do not forget to repeat this process for each additional location.

iii) Shared IVG Lines
When you baseline your Initial Budget and enter the Final Requirements stage, you will automatically update the IVG shared line cost on your Other Budget Item Worksheet.  

If you have questions concerning new lines, cancellation of lines or any other overall technical questions, please contact Roger Ensminger at (703) 278-1657.  For specific questions concerning the actual billing charges, credits due and number of lines, please contact Marian Baxter at (703) 278-1659.
iv)  Depreciation Worksheets

Add ICASS vehicle and other ICASS asset information in the Depreciation worksheets.  Also update the module for proceeds of sale.  
For ICASS LGP vehicles, you must include the vehicle identification numbers (VIN) for each ICASS guard vehicle listed.  LGP vehicles purchased with ICASS funds (fiscal data) must be listed on the ICASS LGP Vehicle Depreciation Inventory Schedule.  Proceeds from the sale of these vehicles are processed as outlined in State 39536, March 3, 1999, with proceeds being returned to ICASS.  Vehicles purchased with DS funds (through advice of allotment) or shipped by DS must be listed on the Non-ICASS LGP Depreciation Inventory Schedule.  Proceeds from the sale of these vehicles are returned to DS.

Once you have completed the updates, click the "Apply to Budget" for the ICASS vehicle and the ICASS asset worksheets to ensure they appear on your Other Budget Items Worksheet.  Check the time allocations to ensure they appear on the BSW.  
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