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1.  Introduction
This set of instructions assists posts in preparing the FY 2009 Final Requirements portion of the ICASS budget.  It also highlights new features in Web.ICASS 2.29.00.  Baselining the Final Requirements and creating the Final Budget will be described in the second set of instructions. 
The Final Requirements budget is prepared using final targets posted on the ISC website.  At the Final Requirements stage, post must also correct material errors and update information on new positions, guard contracts, and other budget items.  Post must detail FY 2010 requirements for ICASS Leases/LQA, M&R, and BME to OBO/RM/FM/OB.
2. Summary of New Instructions
A. Instructions on how to enter the FY 2010 requirements for BME are listed in section 8 below.
B. Post must organize the Other Budget Items (OBI) Worksheet by cost centers, operations and/or function as listed in section 6 C below. 
3.
Summary of Software Changes and Effective Dates for Web.ICASS 2.29.00 


Below are some highlights of software enhancements in the Web.Pass software release 2.29.00.  For a full list of changes go to the Web.ICASS system release notes posted on the Web.PASS website: http://pass.irm.state.gov/index.cfm?Page=Grid&App=1&Cat=10&Display_Items=1
A. General:

i) The “Edit Cost Center” worksheets will open faster. (FY 2009)
ii) Removal of invalid sub-object 2240. (FY 2010)
iii) Removal of DS related data from the Non-ICASS budget plans. (FY 2010) 

B. Worksheets:
i) In the “Narrative Summary Funds Available” section of the Budget Summary Worksheet (BSW) “Carryover” was re-named to “Funds Available”.  “Funds available” is the amount not applied on the BSW. (FY 2010)
ii) The Quarterly Fund Allocation section was removed from the “Post Profile” worksheet. (FY 2010)
iii) The user access to “Non-ICASS DS” worksheets was removed.  Prior-year data may still be accessed. (FY 2009)
C. Reports:

i) The TDY Invoice report allows manual entry of an electronic Country Clearance (eCC) number. (FY 2009)

ii) There is a new “Data Verification Report”
a. Includes notification of US Direct Hire positions with no grade assigned in the “US Direct Hire Sub-Object Worksheet”. (FY 2009)

b. Includes notification of workload counts with corrupted data. (FY 2009)

iii) The “US Direct Hire Sub-Object Worksheet” report now displays positions not associated with a cost pool. (FY 2009)
4.  Preparing the Final Requirements Budget
A. Create Final Plan:  To begin preparing the Final Requirements Budget, post must make a copy of their FY 2009 Initial Budget plan.  This copy will be used to prepare the Final Budget.  The Initial Budget will not be changed and will serve as a back-up if needed.  The copy should be renamed as per the instructions below.
· Click the “Plan Maintenance” node

· Click on the “Initial Budget” plan

· Click the “Copy Plan” button at the top of the worksheet

· You may re-name budget in response to the “Copy Plan” pop up box or follow the instructions in the next step (B).  The required naming convention is “Name of Post”_FY09_Final.  For example, “Bangkok_FY09_Final”. 

B. Change the plan name: To avoid confusion in which plan to open and amend for the Final Requirements, post should name budget plans appropriately as detailed below: 
· Click on the “Post Profile/Misc” folder

· Click on the “Post Profile” 

· Click the “Modify” button

· From the “General” tab, locate the “Plan Name” box, highlight the existing name and replace it by typing in the new plan name.  The required naming convention is Name of Post_FY09_Final.  For example, “Bangkok_FY09_Final”.
· Click the “Save” button 
· Click the “Exit” button 

C. Baseline: Baselining the “Initial Budget” prepares the software for the final stages of the budget process.  The software copies the Initial Budget data to the “Final Requirements” column and leaves the Initial Budget data intact as the final requirements are entered.  Baseline the plan just copied and named “Post name_FY09_Final” by following steps:

· Click on the “Budget” folder

· Click on the “Budget Summary Worksheet” 

· Click the “Modify” button

· Click on the “Baseline Initial Budget” at the bottom of the page

· In response to the pop up question “You are about to baseline your Initial Budget.  Do you wish to continue?” click on “Yes”.
· In response to the pop up question “Are you sure you want to baseline your Initial ICASS Budget without submitting it?” click on “Yes”.  

· Click “Save” 

· Click “Exit” 

D. Enter the final target data: 
· Click the “Post Profile/Misc” folder

· Click on “Post Profile” 

· Click the “Modify” button

· In the “Target Data” tab, enter the final targets for Regional (Traditional) Bureau, Leases/LQA and LGP. Note: The Leases/LQA final target is the total of three amounts listed on the ICASS website: Leases, M&R, and BME.  Post does not have separate targets for Leases, M&R, and BME and these are displayed for informational purposes.  

· Click “Save” 

· Click “Exit” 

     E. Run Verify for Final Requirements: To ensure that the reference tables are updated, run “Verify” before updating the “Final Requirements” plan.  The events log located n the “ICASS Events” node will confirm that post processed the latest reference table.  

· Click the “Plan Maintenance” node

· Click on the “Final Requirements” plan

· Click the “Verify” button

     F.  The software is now ready for the Final Requirements Budget to be entered.
5. Changing ICASS Workload and Time Allocations
Since ICASS workload counts and time allocations are finalized and approved prior to the Initial Budget submission, under only the limited circumstances outlined below may these be changed at the Final Budget stage. (See 6 FAH-5 H-333 and H-315 for more guidance)  
     A.  Workload Count and Time Allocation Material Errors  
i) If material errors in workload counts or modifications are identified after submitting the Initial Budget plan to the ISC, post must correct this in the Final Budget.  (See 6 FAH-5 H-333.3, “Changing Workload Counts” for detailed guidance.)    

ii) If a material error is identified in the time allocation data, such as significant staff time allocated to the wrong cost center, post must correct this in the Final Budget.  (See 6 FAH-5 H-315 (5) “Changes to Time Allocations” for detailed guidance.)
iii) Approval of the post’s ICASS Council (or post’s ICASS Budget Committee) is required for material changes to workload counts and time allocations since these changes will affect agency invoices (see FAH references listed above). 
iv) After each change in workload, modification, and/or time allocation, generate Key Report #1 (Cost Center Detail by Agency), Key Report #5 (Agency Invoice Summary), and Supplemental Report #1 (Budget, select Cost Center filter) to reveal the financial impact on the cost centers and invoices. 
       B.  Identify Workload for any Obsolete Agencies  


Agency codes that are no longer valid are listed as “Obsolete.”  Post must deactivate obsolete agency codes and address any changes to the workload count data.  If appropriate, transfer the workload counts to the appropriate active agency code.   
6.  Updating Budget Sub-Object Worksheets
Changes in the budgeted costs, prices, wages, and funding priorities from the Initial Budget are entered in the Final Requirements stage.  Corrections for material data entry or accounting errors are also entered at this time. 
A. Update LE Staff, USDH American, LGP Positions and Other Budget Items

i)  Update all LE Staff and LGP position information (e.g. position code, incumbent name, grade, step, month, etc.) and costs associated with USDH American positions. Note: The grade selected for each USDH is the position grade, not the incumbent’s grade.     
ii) For LE Staff and LGP positions that were vacant for part of the budget period, pro-rate the costs for the respective salary and benefits based on the period of time that the position is filled.   If using a compensation plan, verify that the costs appearing in the LE or LGP module are pro-rated correctly.    
iii) Revise the percentage of an LE Staff wage increase or the effective date if these have changed since the Initial Budget.  
B.  Correct Major Budget Errors

If budget items or positions were entered on the wrong budget worksheet, remove them from the wrong worksheet and enter them on the correct one.  If budget items or positions were budgeted in error, remove from the ICASS budget worksheets altogether.
C. Other Budget Items (OBI) Worksheet- Budget by Function

NEW:
This is a reminder to posts to ensure that their OBI worksheet is formatted by cost centers, operations and/or functions.  Some posts continue to incorrectly format their OBI by sub-object (type of expense) by entering sub-objects titles in the Description column of the OBI worksheet and including the budgeted cost for only this sub-object in the row.  Posts who have not yet converted their OBI to the correct format must revise the descriptions to reflect cost centers, operations and/or functions.  Next, the budgeted costs in each row are for the cost center, operation and/or function.  Posts should update the budget and time allocations accordingly.  

D. Update Depreciation Worksheets

i)  Update the ICASS vehicle and ICASS LGP vehicle information that was not included in the Initial Budget in the respective Depreciation worksheets.  You must include the vehicle identification numbers (VIN) for each vehicle.
ii)  Update the worksheets with sale proceeds from ICASS vehicles and other ICASS assets.  

iii) Remove disposed ICASS vehicles or vehicles no longer in use from the ICASS and ICASS LGP Vehicle Worksheets.  For vehicles that were already replaced but are still listed in the ICASS Vehicle Depreciation Worksheet, enter $1 as sale proceeds so that replaced vehicles will not continue to be capitalized and included in the final requirements.     

iv) To complete the Depreciation Worksheet post MUST save the data and click the “Apply to Budget” button at the bottom of both worksheets (ICASS Vehicles and ICASS Other Assets).  This ensures that the costs are carried over to the OBI Worksheet. Warning:  Post must click the “Apply to Budget” button after entering data in the Depreciation Worksheet AND before moving to the Other Assets Worksheet to avoid losing entered data. 
7.  FY 2010 ICASS Leases and Maintenance & Repair (M&R) Requirements
     The Final Requirements stage is used by OBO as their data call to develop ICASS Lease/LQA/M&R targets for the next fiscal year. The following instructions will help post to enter Lease/LQA and M&R data based on whether or not the line item will be a budgeted for in the next fiscal year.  If you budget by location, remember to repeat the following steps for each location.
A. Entering ICASS Lease/LQA Funding Requirements 
i)   For FY 2009 lease/LQA that will continue to be used in FY 2010: 

Enter $0 in the “Prior Year Actuals column; the FY 2010 amount in the “Lease Funding Request” column; and $0 in the “Current Year Actuals” column. 

ii)  For lease/LQA that end in FY 2009 and will not require funding in FY 2010: 


Enter $1 in the “Funding Request” column.  IMPORTANT: DO NOT enter $0.  Entering $1 will prevent the allocation data from being deleted in the relevant cost center worksheets.
iii) For new FY 2010 leases:  Enter the anticipated FY 2010 cost in the “Funding Request” column.  Enter $0 in the “Prior Year Actual” and “Current Year Actuals” columns.  Although not all required property information (e.g. lease numbers, effective date, etc) may be available at this time, post should still complete the data on the worksheet.  If the Property ID or lease number is not yet know, enter “New Property” in the property ID column and “New Lease” in the lease number column.

      B. Entering M&R Funding Requirements for Non-Residential (NR) Leases  
i)   For FY 2009 NR leases that will continue in FY 2010: 


Enter the FY 2010 M&R amount in the “M&R Funding Request” column.  If no funds are being requested for FY 2010, enter $0.  Enter $0 for prior year actuals and current year actuals.

ii)  For NR leases that end in FY 2009 and will not require M&R funding in FY 2010: 


Enter $1 in the “M&R Request” column.  IMPORTANT: DO NOT enter $0.  Entering $1 will prevent the allocation data from being deleted in the relevant cost center worksheets.
      C. When completing the Leases Worksheet, save and click “Apply to Budget.”  Post must click “Apply to Budget” or else the data will not appear on the OBI or USDH worksheets.
      D. Confirm that all leases/M&R costs on the OBI and USDH worksheets are fully allocated (100%) to the appropriate cost centers.  This is done by opening the appropriate worksheet, click on the “Edit Cost Center” button, and enter allocations accordingly.  If not done, the costs in the BSW will not match the costs in the Leases Worksheet.  
      E. Open the BSW and confirm that the amount in the “Final Requirements” column reflects the full Leases/LQA required funding.  Do NOT adjust the amount for anticipated carryover.  If it does not, isolate what is missing, and repeat the steps from above related to the missing budgeted cost.

F. Comments for the M&R costs
In the “Comments” column state the purpose for the funding and the reason that the M&R is not paid by the landlord.  If post budgets by location, remember to repeat this process for each additional location.
8. FY 2010 Building Maintenance Expense (BME) Requirements 

The final requirements stage is used by OBO as their data call to develop the ICASS BME requirements which is now funded by OBO and is part of the Lease/LQA target.
In the OBI worksheet in the description column, all BME contracts must be formatted as follows:  
BME:  [type of contract] and [building]

For example:

BME:  HVAC Embassy Compound

BME:  Generator Chancery

BME:  Elevator Annex 
A.  Entering ICASS BME Funding Requirements
i) Open the OBI worksheet and identify each BME line item that currently exists in the FY 2009 budget.
ii) If the BME contract will exist in FY 2010, enter the projected costs in the 2512 sub-object column for each BME line item of this type.

iii) If the BME contract will no longer be effective for FY 2010, enter zero dollars in the 2512 sub-object.  DO NOT DELETE THE BME LINE ITEM.

iv) If post has new BME contracts in FY 2010, create a new line in the OBI for each contract and enter the projected costs under sub-object 2512.  
B.
If post has multiple locations make sure to update the locations as well. 

C.
When post is finished updating the OBI worksheet, confirm that the total costs are correct for sub-object 2512 by opening the BSW worksheet.  The total will appear under the Leases/LQA funding source.  
D.
On the BSW update the comments for sub-object 2512 by explaining the need for the funds in FY 2010.  The comments must be preceded by the words: “Final Requirements”.
9. Final Steps
A.
Run “Verify” after post has entered corrections and updated budget data.  This step will confirm that all new budget items have been allocated to cost centers.    

· Click the “Plan Maintenance” node

· Select the “Final Requirements” plan just completed
· Click the “Verify” button

B.
Run the “Data Verification Report” (Key Report #7) to check for US Direct Hire positions with no grade assignment and for workload counts containing corrupted data that must be corrected.  This report is listed under the “Key Reports” node in the “Standard Reports” folder (available as of version 2.29.00).
10.  Checklist
Once post has completed the Final Requirements, post MUST complete PART I of the Budget Preparation Checklist.  The supervisor MUST initial the completion of each item on the checklist.  
Once the checklist has been completed, post is ready to move to the next step: baselining the Final Requirements and creating the Final Budget that meets the Final Targets.  These instructions are provided in part two of this series of final budget instructions, posted on the ICASS website.  
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