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1. SUMMARY: All final FY07 ICASS budgets are due COB

Wednesday, May 23, 2007.  All budgets (ICASS and non-

ICASS) must be submitted via the network except for

stand-alone posts.  Budgets must come in at/or below

targets.  This guidance applies to all posts whether you

are a network user, stand-alone post, or an Alternate

Service Provider (ASP). The telegraphic summary of

invoice cable is still a requirement.   Instructions are

provided below.  END SUMMARY

2.  REMINDERS:

A)  BUDGET INSTRUCTIONS INFO:  Budget preparation

instructions and guidance are located on the ICASS

website at WWW.ICASS.GOV under "Budget Instructions".

Posts must use the checklists that are provided as this

will eliminate errors that frequently result in

rejection/resubmission of the budgets.

B)  TARGET AMOUNTS:  Ensure that no/no targets are

exceeded. If you are under target, please confirm that

your budget is under target by email to Mattie Harms

(ISC), subject "Embassy (name of Embassy) Under target

Confirmed."

C)  VERIFYING TRANSMISSION OF BUDGET: To verify your

transmission, check the ICASS Events Log and the

"Submission Status" in the "Plan Maintenance" view.

"Submitted" indicates that your plan was transmitted

from post.  "Received" indicates that Washington

received your plan.  "Accepted" indicates that

Washington downloaded your plan into the ICASS Global

Database (GDB).  Confirming these different stages is

important in ensuring that your budget is officially

received and accepted in Washington.  If you see a

status identified as "rejected", view the reason for

"rejection" in the ICASS Events log.  If it is rejected

for a technical reason, contact

ICASSTECHSUPPORT@STATE.GOV.  Otherwise, please remedy

the problem and resubmit the corrected plan.  Remember

that after the budget is "accepted" the system will not

accept any corrected budgets without the prior accepted

plan being rejected.

D) If you do not receive confirmation that your budget

was "accepted" within 24 hours, contact

ICASSTECHSUPPORT@STATE.GOV to ensure that your messaging

system is configured properly.  Do not resubmit your

plan by email, but notify the ISC's Mattie Harms that

the plan submission is delayed due to technical

difficulties.

3.  WEBSITE POSTING OF RECEIVED/ACCEPTED BUDGETS:  A

"Budgets Received" report will be posted periodically on

the ICASS website under "Hot Topics." Again, it will

take approximately 24 hours for the ISC to receive your

transmitted budget.  In addition, a heavy volume of

transmissions may temporarily slow the acceptance

process.  In general, the ICASS GDB is updated

throughout the day during Washington business hours.

4.  GUIDANCE FOR SUBMISSION OF STAND-ALONE BUDGETS:

Please review the budget instructions and the checklists

for stand alone posts to ensure proper and timely

submission.
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5.  ALTERNATE SERVICE PROVIDERS:  Posts with ASPs were

notified by email of the due dates (depending on cross-

servicing) for budget submissions.  Questions regarding

budget submissions from posts with ASPs should be

directed to the ISC's Robert McFadden.

6.  TRANSMITTING THE TELEGRAM SUMMARIZING THE POST

AGENCY INVOICES (this applies to network, stand-alone

and USAID ASP stand-alone posts):

A)  The first tag on the telegram should be KICA,

followed by AFIN, AMGT, ASEC, and ABUD;

B)  Direct the telegram to the attention of "ISC - Brad

Bartlett"

C)  The subject line should read "FY 2007 Final ICASS

Invoices, Telegraphic Summary"

D)  Include the following information regarding the

invoice of each serviced ICASS agency:  (1)  agency

code, (2) agency name, (3) post, (4) invoice total, (5)

approval status (i.e. approved or not approved), and (6)

name, title, email address and telephone number of the

agency official who signed the invoice;

[[(E)  The last paragraph of the telegram should provide

the post certifications that quote "all invoices, other

than those identified as a dispute, have been signed and

the original of the invoice has been retained at post."

Further guidance will follow SEPTEL.

7.  DISPUTED INVOICES:  The billing disputes policy and

procedures are available on the ICASS website in the

ICASS Handbook at 6 FAH-5H-443.

8.  Please communicate to the ISC any difficulties you

encounter as you process the final budget.  ISC

contacts:

Lynne Boland:  Target issues, partial year invoices and

TDY invoices Michelle Frederick and Stella Whitman:

Budget software issues Brad Bartlett:  Telegraphic Summary

of Invoice cable, or disputed invoices Mattie Harms:

Stand-Alone budget submissions, under target confirmation

emails or delayed budget submissions Robert McFadden:

ASP budget submissions ICASS Technical Support:

Technical software problems.

9.  The ISC appreciates and thanks all posts for their

hard work and adherence to the timeline and using the

budget instructions and the checklist.  This commitment

will ensure timely submissions of budgets with as few

errors as possible.

10. Minimize considered.
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