ICASS CHECKLIST


· 6 – - Confirm that you properly allocated personnel staff time for developing the post-staffing pattern to the Basic Package cost center.

ICASS LGP Items (DS Targets)
· 1 - Verify that regular LES, DH ICASS positions or Other Budget items are not allocated to FC5826. Only the LGP Positions or the LGP Budget Items worksheets should include FC 5826 costs. 


ICASS Leases (OBO Target)

· 1 - Verify Program and/or Long Term Leases are not included in lease worksheet- only ICASS leases.


· 2 - Identify if Lease is part of a Tandem Couple in Comments Column.





· 3 - Verify all leases have Quarterly Payment Percentages listed AND ensure total adds up to 100%.


· 4 - Verify that Occupant, Owned/Leased/LQA, and Initial Amount columns have been completed.

· 5 - Ensure that if Lease Occupant is “Other” that the Occupant is written in Comment column.



· 6 - Ensure that all Residential Leases are linked with an Occupant. If vacant, the lease entry should show Prior Year Actuals.  Otherwise, deactivate the lease.



· 7 - Ensure that Current Year Actuals are completed.

· 8-  If, and after, you made adjustments to funds requested and added new leases,  DO NOT FORGET TO CLICK “APPLY TO BUDGET.”   Do so for each location.




 


Update Depreciation Worksheet
· 1 - 
Add ICASS vehicles not on worksheet.  Enter VINs for LGP vehicles.





· 2 -
Enter estimated proceeds of sale for vehicles on Depreciation Worksheet. 




· 3 -   Delete assets less than $ 25,000.

· 4-   DO NOT FORGET TO CLICK “APPLY TO BUDGET” WHEN COMPLETED.  Do so for both the ICASS Vehicle sheet and Other Assets. 









Other

· 1 - 
Input new Targets for Final 2005 in the Post Profile Module- Target Data tab.




· 2 -
Update post differential, % budget in LC, fund allocation and Chair people in Post Profile – Post Profile tab.

· 3 -   After making your updates to the Final Requirements worksheets and necessary workload corrections, run the Verify procedure to ensure that all costs have been allocated 100% to cost centers and that all cost centers have workloads distributed to Agencies.  Be sure to highlight the plan name you wish to verify.  The default is the first plan in the list.






PART THREE – Final Budget Checklist

BASELINE YOUR FINAL REQUIREMENTS AND MAKE ADJUSTMENTS TO MEET YOUR TARGETS

	BASELINE YOUR BUDGET BY CLICKING ON “BASELINE BUDGET” ON THE BSW.

1.   Make any adjustments required to meet your targets (Traditional Bureau, LGP and OBO).

       - Specific Adjustments are made to the individual worksheets 

       - General Adjustments are made on the BSW.  The software does not allow you to make 

         General Adjustments to Lease and Compensation Plan sub-objects.

2.   After you have met your Final Targets, use the Checklist below.




Checked

 by FMO









                   





















· 1 – Run the verify feature.

  



· 2 – Run Key Report 3, “Data Summary” to ensure that budget is not over target for Traditional Bureau, leases or LGP.







· 3 – Review Key Report 5, “Agency Invoice Summary Report”, to identify any significant or unexpected changes from the 2005 Initial.






· 4 – Review Key Report 4, “Invoice Total.”  The total invoiced amount must equal the budget total from the BSW plus the Washington (non-post) costs.  Post can run Supplemental Report 4, “Budget Summary by Object” to determine Washington costs (object classes 0005 and 0006).

  




· 5- Confirm that comments on the BSW have been updates as well as Funds Available and Narrative Summary worksheets.

NON-ICASS CHECKLIST 
ONCE YOU HAVE COMPLETED YOUR ICASS BUDGET COMPLETE YOUR DS & OBO PROGRAM BUDGETS AND THE LGP CONTRACT/PSA MODULE

OBO- Leases Module: 

Checked by

 FMO
· 1 - Add new program leases. Update requirements to most current amounts.


· 2 - Verify that Lease Quarterly Payment Percentages add up to 100%.

· 3 - Ensure ICASS Leases are not included in NON-ICASS OBO.

· 4 - Ensure that if Lease Occupant is “Other,” you provided the Occupant description in Comments column. 








· 5 - Ensure that all Residential Leases are linked with an Occupant if not vacant.

· 6 - Ensure that information on Occupant, “Owned/Leased/LQA,” and “Final Amount” is completed.  

· 7 - Ensure that “Current Year Actuals” have been entered.


OBO- M&R:
· 1 – Update this module, especially the Actuals and funding request since this data was lost upon export with version 2.03.

OBO- Facility Maintenance Specialist:

· 1- Update the information in the position and time allocation worksheets.  Confirm that the data appears correctly in the FM BSW.


DS-LGP/Surveillance Detection/Residential Security:
· 1 - Update distribution worksheet for workload counts.
· 2- Enter workload (non-residential square meters) for all agencies that benefit from surveillance detection, cost center 9912.  Agencies do not share this charge.  This is for information only.

· 3 - Enter prior year actuals in the LGP Budget Summary Worksheet.  Justify budget requests that are greater than last year’s budget or actuals.

· 4 - Update LGP vehicle listing and included respective VIN numbers in the depreciation module.











· 5 - Ensure LGP requirements have not exceeded program target issued by DS.


· 6 - Update Local Guard PSA and Contract Module, if necessary.

· 7 - Enter the Direct Charged costs for guard services and allocate to cost center 0007.  Workload (actual costs) should be allocated to direct-charged agencies.
· 8 - Ensure that Direct Charged residential or non-residential security square meters ARE NOT REPORTED UNDER 5821/5822/5823 or 5826.  






PART ONE –ICASS Initial Budget Checklist							


Checked 


by FMO		


				


1 – Install 2.11. Confirm that you are using version 2.11 by clicking the “About” button at the upper left corner.  The version number for ICASS is in that box.  


2- Import post’s “official” budget plan to prepare the FY 05 Final Budget.  Do not use a previous copy.


3 – Open the BSW and compare it to the BSW you presented to the Post Council in December.  Confirm data matches.	


4 – Open the Budget Summary Worksheet and click Baseline Initial Budget.  You are now in the Final Requirements Stage.





PART TWO – ICASS Final Requirements Checklist





1-  The numbers in the Initial Budget column match the numbers in the Final Requirements column.


2-  Open the DH American worksheet and confirm that the PAT amount is $13,310.


3 - Check the totals for salary and benefits objects in the LES Position Worksheet and LGP Position Worksheet and compare these totals (include all locations) to those in the BSW.  If they differ, perform the following steps:





Check the LES Position and LGP Position Worksheets and reset employee records to a valid compensation plan if you wish to use the automatic calculation capability of the Compensation Plan module.  Otherwise leave them set to ‘None’.  If they are set to “None” you must calculate and enter figures for salaries and benefits by hand.





Open the Compensation Plan module.  For EACH compensation plan, change the Percent Adjustment to a number other than the current number, press UPDATE, set the Percent Adjustment back to what you wish it to be and press UPDATE again.  Close the compensation plan and continue with the next one.





Once complete, the figures on the LES and LGP Worksheets and Budget Summary Worksheet will match within $1 and will reflect the true calculations of the compensation plans.





4 – For Standard Posts only:  Review the workloads for Cost Center 6134 through the Distribution Worksheet.  After installing ICASS v 2.11, if you see that the Factor Groups (e.g. Large, Med, Small) are not visible when the “W/ Factor Groups” option is selected or if the Projected Workload appears to be incorrect, perform the following steps:





Close the module and run Key Report 6 for Cost Center 6134.  Print this report.  You can refer to this report when re-entering the Workload data for this cost center.


From the Distribution Worksheet, change the “W/Factor Groups” option to “No Factor Groups”.    


 Set the option back to “W/Factor Groups”.   The total of all the workloads entered for Large, Med and   Small should now be consolidated under Large.  More importantly, your database has been set to allow you to accurately save changes to the workloads.


Repeat step 2 for each location and sub-cost center under Procurement Services – 6134.


You may now make any changes you would like to the Workloads to adjust them to values for the Final phase.  Press SAVE before leaving the Distribution Worksheet.





5 – LEASES: Some Posts manually typed leases into the Other Budget Items Worksheet instead of using the APPLY TO BUDGET button in the Leases module.  Data for other Posts was damaged in version 2.03 or earlier so leases do not appear in the Other Budget Items Worksheet.  If you see that changes made to costs in the Leases module are not correctly affecting the Other Budget Items Worksheet or Budget Summary Worksheet, or leases do not appear in the Other Budget Items Worksheet, please perform the following steps.


From the Other Budget Items Worksheet, delete the line items that correspond to the active leases.


From the Leases Worksheet, verify that the lease information and costs are correct.  Presses “APPLY TO BUDGET.”


Confirm that the lease costs in the Other Budget Items Worksheet, US Citizen Direct Hire Worksheet and Budget Summary Worksheet match. 














