FY 2009 Final ICASS Budget Checklist
This Final ICASS Budget Checklist is a summary of the key items that post must complete to ensure the technical accuracy of the Final ICASS Budget and agency invoices.  It consists of three parts: PART I, Final Requirements (FR), is a detailed checklist to be used when post finishes updating the FR budget; PART II, Final Budget (FB) is a high-level review to be used when post finishes the Final Budget; PART III provides instructions on how to submit the Final ICASS Budget plan to DC.  IMPORTANT: The FMO must initial the completion of each item on this checklist, or indicate it is not applicable.
PART I
Final Requirements  





Post Profile / Misc.
Post Profile Worksheet
· 1 – The Post Differential percentage was updated to reflect the current percentage.

· 2 – The contact information was updated.
· 3 – Post’s Final Targets (TB, Leases/LQA and LGP) for FY 2009 were entered. 
Distribution Worksheet
FOR ALL POSTS (No. 4 –No. 9):   
· 4 – May 1, 2008 workload counts were not changed, except where errors were made, or changes were recommended by the ICASS Service Center (ISC) as part of the ICASS Scorecard exercise or resulting from consultations during Post Specific Training, or for other criteria as authorized in 6 FAH-5 H-434.2.  Changes are noted in the “Comments” section of the Distribution Worksheet.  
· 5 – Workload counts for new agencies were added if Partial Year Invoices will not be prepared in the current fiscal year. 
· 6 – (Scorecard element): Compare the gross square meters for 5826-Non-Residential LGP to the combined workload for 7820-GO/LTL NR Building Operations (BO) plus 7860-STL NR BO.  The workload should be the same.  If not, explain why there are differences in the Workload Variance Worksheet. 
· 7 – (Scorecard element): Compare the workload count for 5624-Health Services to 6443-CLO.  If workload counts for 5624-Health Services are not less than or equal to those in 6443-CLO, provide explanation in the Workload Variance Worksheet. 
· 8 – (Scorecard element): Ensure that new workload counts for 5458-Information Management Technical Support were used and entered in the worksheet.  They are:  number of devices serviced and number of OpenNet user logon accounts.  The number of devices is entered in the “Devices” factor group row.  

NOTE: For the number of logon accounts, agencies that do not have their own networks should receive a count of 1 per logon account and this total is entered in the “User Accounts (x1)” row.  Agencies that have their own networks, enter the weighted number of logon accounts in the “User Accounts (x.3)” Factor Group row.  Calculate the weighted count off-line and then enter the result in the worksheet.  For example, the workload for 10 logon accounts is entered as 3.0 (that is, 10 x 0.3).
· 9 – (Scorecard element): Ensure that ALL agencies are counted at least at the 0.3 modification level for 5624–Health Services (see 6 FAH-5 H 341.3-4).  Workload modifications are automatically calculated by the software by typing “.3” in the modification factor column.  The resulting modified count appears in the “Projected Modified” column.

STANDARD COST CENTERS (No. 10 –No. 13):   

· 10 – (Scorecard element): Compare the LE Staff workload count for 1901.0 in 6451-Human Resources - LE Staff Services and 6222-Payrolling Services to the number of LE Staff employees listed in the LE Staff Positions Worksheet. The workload should be the same. 
· 11 – (Scorecard element): Ensure that workload counts for 6134-Procurement Services were weighted (Small-1, Medium-2, and Large-3) based on the size of the procurement and were properly calculated off-line.  For example, the workload for one procurement > $100K is entered as 3 (1 X 3).
· 12 – (Scorecard element): Ensure that new capitation workload counts for 6143-Non-Expendable Property Management are entered.  The counts are the same as in Basic Package plus the number of LE Staff weighted by factor of 0.2. 

NOTE: Calculation of the weighted LE Staff workload count is done off-line and the weighted workload count is entered in the “Projected Modified” column in the row “LE Staff x.2”.  For example, the workload for 10 LE Staff is entered as 2.0 (that is, 10 x 0.2).
· 13 – (Scorecard element): Ensure that a sub-cost center “6195-0099-ICASS Cell and Long Dist. Charges” was established under cost center 6195-Reception, Switchboard and Telephone Services.  All costs associated with ICASS sections’ telephone charges, including long distance, cell phone and other mobile communication devices are budgeted in this sub-cost center.  
NOTE: The workload count for the sub-cost center 6195-0099 is “one”, for agency code 1901.0, ICASS, and no other charges or agencies are listed this sub-cost center.
LITE COST CENTERS (No. 14 –No. 17):   
· 14 – (Scorecard element): Compare the LE Staff workload count for 1901.0 in 6445-Human Resources Services to the number of LE Staff employees in 6145-General Services.  The count for 6445 should be 5 times the count for 6145.   

· 15 - (Scorecard element):  Ensure that cost center 6145-General Services workload for LE Staff employees is calculated off-line and weighted by 0.2.  Enter the result in the Distribution Worksheet.  For example, the workload for 10 LE Staff is entered as 2.0 (that is, 10 X 0.2). 

· 16 – (Scorecard element): Ensure that the new 5880-Security Services cost center has been created and that budgeted costs, time allocation and workload have been entered.
· 17 – (Scorecard element):  Ensure that a sub-cost center “6196-0099–ICASS Cell and Long Dist. Charges” was established under 6196-Information Management Services.  All costs associated with ICASS sections’ telephone charges, including long distance, cell phone and other mobile communication devices are budgeted in this sub-cost center.
NOTE: The workload count for the sub-cost center 6196-0099 is “one”, for agency code 1901.0, ICASS, and no other charges or agencies are listed this sub-cost center.
Budget

LES Positions Worksheet

· 18 – LES salaries/benefits were updated to reflect current salaries and benefits, e.g. altered wage increases, changed percentage of wage increase, or postponed effective date of wage increases. 

· 19 – Each position code was updated to reflect the corresponding Post Personnel (PS) position code.

· 20 – If post uses compensation plans other than 40 hours/per week, the number of authorized hours in the LES Positions Worksheet for these positions shows 40.  (Otherwise, the salary costs will be overstated.)
· 21 – If post uses the “Compensation Plan” module to enter PSC bonus payments (sub-object code 1169) and FSN bonus payments (1199), these payments were NOT also included in the “Month Authorized” in the LES Positions Worksheet (more than 12 months).  (Otherwise, the benefits costs will be overstated.)
· 22 – Confirm that LE Staff time allocated to 8790-Miscellaneous Costs is in accordance with established policy (see NOTE below).  If it is not, make appropriate adjustments.   
NOTE: Costs for summer hires, roving secretaries and other part-time or 

        temporary workers when working in ICASS-funded sections are charged to 8790-Miscellaneous Costs.   LE Staff translators, if funded through ICASS, should also be included in 8790-Miscellaneous Costs. 
US Citizen Direct Hire Worksheet

· 23 – Names of USDH positions (including new and replacement USDH positions) and cost pools were updated.

· 24 – The grade selected for each USDH was for the position, not the incumbent’s grade.

· 25 – Each position code was updated to reflect the corresponding Post Personnel (PS) position code. 
· 26 – Allowances and other costs related to USDH positions were updated.
· 27 – PAT amount ($24,376) was updated for each USDH position.  (Contact ICASS Technical Support if the data differs.)  
· 28 – No USDH time was allocated to cost center 8790-Miscellaneous Costs.
Other Budget Items (OBI) Worksheet

· 29 – All non-personnel budget items were updated since the Initial Budget to reflect changes in price, budget priority, funding affordability, etc.
· 30 – Costs are budgeted by cost center or function (e.g. 5624-Health Services, cost pool 9663-Vehicle Fuel, Oil and Supplies) or cost locations (7820 Chancery, 7860 Annex).

· 31 – Ensure that PA&E (Pacific Architecture and Engineer) costs funded by the regional bureaus at the Washington level were recorded under sub-object code 0001 in the OBI Worksheet and are allocated to the cost center related to the services performed by the PA&E staff.
· 32 – If post has warehouse(s) that support multiple cost centers, ensure that cost pool 9664-BOE Supplies and Services/Warehouse and Non-Office Operations is used regardless of the budget plan type (Standard or Lite).    
NOTE: the warehouse space allocation, by cost center (function) should be converted to percentages and used as the percentage distribution for the “Edit Cost Center” component of cost pool 9664.
· 33 – Ensure cost pools, if used, are only used once in the OBI Worksheet.
NOTE:  Post may use the same cost pool more than once if they are in the OBI worksheets with different locations or if they have the same allocations and the same location in the OBI Worksheet.        
· 34 – Ensure FY 2010 costs for Building Maintenance Expenses (BME) for GO/LTL and STL non-residential facilities are budgeted under sub-object 2512.
NOTE: BME costs related to warehouse should be budgeted using cost pool 9664 and should have the same allocation as BOE and rent (if applicable) for warehouse.  
· 35 – Ensure that you provided a description of contract and building for each BME in the “Description” column.
· 36 – Ensure that non-residential short-term leases and associated M&R funding requests were allocated to appropriate cost centers.  
LGP Positions Worksheet

· 37 – LGP positions were updated to reflect current salaries and benefits.  

· 38 – Each position code was updated to reflect the corresponding Post Personnel (PS) position code. 

· 39 – If post uses compensation plans other than 40 hours/per week, the number of authorized hours in the LGP Positions Worksheet for these positions shows 40.  (Otherwise, the salary costs will be overstated.)
· 40 – If post uses the “Compensation Plan” module to enter PSC bonus payments (sub-object code 1169), these payments were NOT also included in the “Month Authorized” in the LGP Positions Worksheet (more than 12 months).  (Otherwise, the benefits costs will be overstated.)
LGP Budget Items Worksheet

· 41 – Non-residential, non-personnel LGP costs such as guard equipment, uniforms, radios, and contractor-provided guard costs were updated.
Leases Worksheet 
· 42 – The “Lease Funding Request” and “M&R Funding Request” amounts on the ICASS Leases Worksheet reflect post’s FY 2010 funding request.  That is, post requirements reflect post’s actual needs for FY 2010 and were not reduced by any lease carryover amount post may have.

· 43 – The March 31, 2009 exchange rate was used to convert funding requests for the FY 2010 leases/LQA, M&R and BME costs to U.S. dollars if they are paid in local currency.
· 44 – $1 was entered in the “Lease Funding Request” column, instead of “zero” for leases/LQA that end in FY 2009 and will not require funding in FY 2010 so that they will not disappear when you baseline.  

· 45 – Post clicked “Apply to Budget” after entering or changing the FY 2010 funding requests for leases/LQA and M&R.  
· 46 – “Apply to Budget” was clicked after adding new funding requests for leases/LQA and M&R for each location.

· 47 – Quarterly allocation percentages were updated for each lease listed.


· 48 – For a lease related to a Tandem Couple: 
· Indicated in the “Comments” column if it was shared between ICASS and Non-ICASS or just ICASS positions.

· Updated lease funding request per partner equals 50%. 


· 49 – For leases with Occupant “Other (2372)” the occupant name was updated and a justification was entered in the “Comments” column for why a USDH cost pool (“Occupant”) was not selected. 

· 50 – Include the purpose for the M&R funds request for FY 2010 non-residential short-term leases and the reason for M&R not being paid by the landlord in the “Comments” column. 

Depreciation Worksheet

· 51 – The ICASS Vehicle Depreciation Worksheet was updated for:

· New ICASS vehicles;
· VIN numbers;

· Disposed vehicles or vehicles no longer in use were removed from the ICASS Vehicle Worksheet; 
· Proceeds of sale received or anticipated in the current year; and

· Post clicked “Apply to Budget”. 

· 52 – The ICASS Other Assets Depreciation Worksheet was updated for:

· Other new ICASS assets;  
· Proceeds of sale received or anticipated in the current year; and 
· Post clicked “Apply to Budget”.

· 53 – The ICASS LGP Vehicle Depreciation Worksheet was updated for:

· New ICASS vehicles; 
· VIN numbers; 
· Disposed vehicles or vehicles no longer in use were removed from the ICASS LGP Vehicle Worksheet; and

· Proceeds of sale received or anticipated in the current year. 
· 54 – For vehicles that were replaced but are still utilized by post and listed in the ICASS Vehicle Depreciation Worksheet, enter $1 as sale proceeds so that vehicles in excess of their useful life will not continue to be capitalized and included in the final requirements.

· 55 – Other assets less than $25,000 were not included in the Other Assets Depreciation Worksheet (forklifts are an exception).

Budget Summary Worksheet
· 56 – The projected FY 2010 Leases/LQA, M&R and BME funding requests appear in the “Final Requirements” column of the Budget Summary Worksheet (BSW).

· 57 – Comments and justifications related to the FB are preceded by “FINAL:”.  
NOTE: Do not delete comments related to your initial budget.
Cost Centers Worksheet

· 58 – The May 1, 2008 time allocations were not changed at the final stage in the following worksheets:

· LES Positions

· OBI

· LGP Positions

· LGP Budget Items
· If changed because of errors in time allocations in the Initial Budget, document the changes and provide explanation to the ICASS Budget Committee at post.

· 59 - For all new leases/LQA, M&R and BME items, costs were allocated to appropriate cost center(s). 
NOTE: BME costs related to warehouse should be budgeted using cost pool 9664 and should have the same allocation as BOE and rent (if applicable) for warehouse.  
· 60 – Ensure that cost pool 9665-BOE Supplies and Services/Office and Residential Operations, if used, is only allocated to 78XX (XX= 10, 20, 50, or 60) Building Operations.

· 61 – For Lite Posts, ensure that cost pool 9664-BOE Supplies and Services/Warehouse and Non-Office Operations is only allocated to the following authorized cost centers:

6144-Funiture Pool

6145-GSO

78XX (10, 20, 50, or 60)-Building Operations
78XX-0099 Dedicated Storage

See the NOTE regarding percentage allocation under checklist item #32.  Also see NOTE regarding spreading BME costs for warehouse under checklist item #59.
· 62 – For Standard Posts, ensure that cost pool 9664-BOE Supplies and Services/Warehouse and Non-Office Operations is only allocated to the following authorized cost centers:
6132-Vehicle Maintenance

6133-Administrative Supply

6139-Motor Pool Services

6143-Non-expendable Property Management

6144-Furniture Pool
78XX (any of them)-Building Operations
78XX-0099 Dedicated Storage

See the NOTE regarding percentage allocation under checklist item #32.  Also see NOTE regarding spreading BME costs for warehouse under checklist item #59.
· 63 – Ensure that rent for warehouse has the same allocation as cost pool 9664. 

PART II
Final Budget 

               



















Data Verification
LES Positions Worksheet

· 1 – For vacant positions:

· If filled since the Initial Budget, name, grade, actual number of months, etc. were completed to reflect the newly hired positions. 

· If they will not be filled in the current fiscal year, the number of months was revised from 12 to “zero”. 
· If not filled yet, but still planned for FY 2009, reduce the number of months to reflect new projected start date.
LGP Positions Worksheet

· 2 – For vacant positions:

· If filled since the Initial Budget, name, grade, actual number of months, etc. were completed to reflect the newly hired positions. 

· If they will not be filled in the current fiscal year, the number of months was revised from 12 to “zero”. 
· If not filled yet, but still planned for FY 2009, reduce the number of months to reflect the new projected start date.
Other Budget Items Worksheet
· 3 – Ensure that BME item(s) with dollar amounts are for FY 2009.

· 4 – Ensure that new FY 2010 BME costs, if any, were adjusted down to zero dollars.
Leases Worksheet

· 5 – Only FY 2009 costs (Leases/LQA and M&R) were included in the “Funding Request” columns in the Leases Worksheet.  
· 6 – For new FY 2010 lease, projected costs were adjusted down to zero dollars.
· 7 – All FY 2009 residential leases were linked with an occupant or DH American cost pool and applied to budget.  
Budget Summary Worksheet Folder
Budget Summary Worksheet

· 8 – Post met the Final Targets for:

· Traditional Bureau (TB)

· Leases/LQA (including M&R and BME) 
· LGP

· 9 – (Scorecard element): Justification and clear explanations were provided in the “Comments” column of the BSW for each sub-object line with a difference of $5,000 or more between “Prior Year Actual” column and “Final Budget” column amount.  
· 10 – Comments for each sub-object are preceded by “FINAL:”.
· 11 – For posts with PA&E costs: TB Final Budget amount is below the TB Final Target by the amount of PA&E costs.  
NOTE: PA&E costs (sub-object 0001 Regional Bureau Costs) are shown in the BSW report under “Washington/Regional Expenses”.
· 12 – Specific adjustments shown in the BSW for Traditional Bureau and LGP are negative numbers.

· 13 – For post with “zero” ICASS LGP Final Target:
·   ICASS LGP Final Budget amount is zero.

·   ICASS LGP Final Requirements amount equals the “Available Funds Adjustments”.
· 14 – For post with “zero” Leases Final Target:

·  Leases Final Budget amount is zero.

·  Leases Final Requirements amount equals the “Available Funds Adjustments”. 
· 15 – Depreciation (sub-object code 3195) and replacement costs (sub-object code 3197) were reduced to the current year amount, or the affordable amount; otherwise reduced to $1 (not zero) if not affordable.  
· 16 – All carryover funds to be used in the current fiscal year were reflected in the “Available Funds Adjustments” column of the BSW as positive numbers.  
Available Funds Worksheet 

· 17 – Available funds were updated by funding category in the Available Funds Worksheet according to funding category:

· Traditional Bureau

· Leases/LQA (including M&R and BME)
· LGP
· 18 – Carryover funds set aside for future fiscal year(s) were explained and justified at the bottom line of the “Comments” column for each funding category:

· Traditional Bureau
· Leases/LQA (including M&R and BME)
· LGP
Narrative Summary
· 19 – The information in the following sections was updated:

· (Scorecard element): Top 3 Unfunded Priorities

· (Scorecard element): ICASS Financial Summary and Key Issues

· (Scorecard element): Funds Available
· New Facilities Projects

· (Scorecard element): Cost Savings Initiatives (include dollar amount of savings when quantifiable).
· 20 – Explain the proposed use of available funds balance in future fiscal year(s) regardless of the amount in the Funds Available.

Workload Variance
· 21 – Ensure that any unique situations related to workload count variances (see examples below) for scorecard elements were explained in the “Workload Variance” tab of the BSW.  Explanation should be preceded by “FINAL”.  If there is no workload count variance, indicate “N/A.” 


  (Scorecard element):
Examples for Standard Cost Centers are:

5624-Health Services and 6443-CLO Services

5826-NR-LGP and 7820-BO GO/LTL NR and 7860-BO STL NR

6451-Human Resources Services-LE Staff and 6222-Payrolling Services

6150-Basic Package Services and 5624-Health Services-USDH 

Examples for Lite Cost Centers are:

5624-Health Services and 6443-CLO Services

5826-NR-LGP and 7820- GO/LTL NR BO and 7860-STL NR BO
6145-GSO-LE Staff and 6445-Human Resources Services-LE Staff
6150-Basic Package Services and 5624-Health Services-USDH
Final Validation
Budget Data Confirmation
· 22 – “Verify” was run and all errors were fixed.
· 23 – Ran Key Report #3 (“ICASS Data Summary”) and confirmed:

· PA&E costs, if any, were listed separately in Item No. 2.

· Basic Package is not more than 6%

· 24 – If Basic Package exceeded the recommended percentage, the reason was explained in the “ICASS Financial Summary and Key Issues” box. 
Agency Invoice Summary
· 25 – Ran the new Comparison Report #5 (Agency Invoice) to compare the FY 2009 final agency invoices with the FY 2009 initial agency invoices for any significant differences. 
· 26 – All significant changes in each agencies invoice from the FY 2009 Initial Budget have been/will be justified and explained to the Post ICASS Budget Committee.  
PART III
ICASS Budget Submission Procedures 


· 1 – The ICASS agency invoices were presented for approval and signed by agency representatives. 
· 2 – Used the following steps in transmitting the Final Budget plan:

· Confirmed that the budget is at Final Budget stage

· Highlighted the “official” Final Budget plan

· Clicked “Submit to DC”

· Verified that the Submission Status changed to “Submitted Final” upon refreshing your screen
· Verified that the Submission Status changed to “Received Final” upon refreshing your screen (it generally takes about 1 hour to see “Received Final” status)
· Verified that the Submission Status changed to “Accepted Final” (it may take up to 1 week to see “Accepted Final” status)
· 3 – The summary of agency invoices was transmitted via separate telegram to the ICASS Service Center (see State 020371 dated 3/4/09) and equals the invoice amounts (Key Report #5 - Agency Invoice Summary) in the Final Budget plan transmitted to the ISC.
· 4 – If your Final Budget amounts were intended to be less than the Final Targets, state so in email to Mattie Harms (HarmsMR@state.gov) of the ICASS Service Center. [image: image1.png]



FMO initials each box or writes “N/A” if not applicable.








FMO initials each box or writes “N/A” if not applicable.








FMO initials each box or writes “N/A” if not applicable.
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