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SUMMARY:  MONDAY, DECEMBER 19, 2005, IS THE DEADLINE FOR

THE SUBMISSION OF ALL FY 2006 INITIAL ICASS BUDGETS.

INSTRUCTIONS FOR THE "SUBMIT TO DC" WEBICASS AND THE

SEPARATE TELEGRAM TRANSMITTING THE SUMMARY OF AGENCY

INVOICES ARE PROVIDED BELOW.  GUIDANCE FOR ALTERNATE

SERVICE PROVIDER POSTS WILL BE PROVIDED UNDER SEPARATE

COVER FOR USAID.

POSTS MAY NOT EXCEED THE REGIONAL BUREAU (PREVIOUSLY KNOWN

AS TRADITIONAL BUREAU), LOCAL GUARD PROGRAM (LGP) AND THE

OVERSEAS BUILDINGS OPERATIONS (OBO) APPROVED TARGET ISSUED

VIA CABLE ON WEDNESDAY, NOVEMBER 30, 2005.

1.  DEADLINE:  POSTS THAT EXPERIENCE DIFFICULTY IN MEETING

THIS DEADLINE SHOULD CONTACT PATRICIA GARATE AT THE ICASS

SERVICE CENTER AS SOON AS THEY KNOW THEY WILL HAVE A

PROBLEM.

2.  TRANSMITTING THE BUDGETS:  SUBMIT BUDGETS DIRECTLY TO

THE ISC VIA "SUBMIT TO DC" BUTTON IN WEBICASS.  FOR POSTS

THAT CAN NOT SUBMIT THE BUDGET USING WEBICASS, PLEASE

CONTACT ROBERT MCFADDEN OF THE ISC FOR FURTHER

INSTRUCTIONS.

AFTER TRANSMITTING VIA WEBICASS, POSTS SHOULD GO TO THE

SOFTWARE AND CHECK THE STATUS OF THE PLAN SUBMITTED UNDER

PLAN MAINTENANCE.  NEXT TO THE PLAN THAT WAS SUBMITTED, AN

INDICATOR SHOULD READ "SUBMITTED" IF IT HAS HIT THE ICASS

SERVER.  IF IT READS "NOT SUBMITTED", THEN CONTACT YOUR

PASS ADMINISTRATOR TO ENSURE PROPER CONFIGURATION OF THE

MESSAGING FUNCTION.  IN ADDITION, THE SOFTWARE WILL

INDICATE IF THE BUDGET HAS BEEN "ACCEPTED" ONCE THE ISC

HAS ACCEPTED THE PLAN INTO THE GLOBAL DATABASE.

THE ICASS WEBSITE WILL CONTAIN A LISTING OF THE BUDGETS

RECEIVED. THIS LISTING WILL BE UPDATED FREQUENTLY.

3.  TELEGRAM TRANSMITTING THE SUMMARY OF AGENCY INVOICES:

A.  THE FIRST TAG ON THE CABLE SHOULD BE KICA, FOLLOWED BY

AFIN, AMGT, ASEC AND ABUD.

B.  DIRECT THE CABLE TO THE ATTENTION OF BRAD BARTLETT.

C.  SUBJECT LINE SHOULD READ "FY 2006 INITIAL ICASS

BUDGETS/TELEGRAPHIC SUMMARY OF INVOICE".

D.  INCLUDE THE FOLLOWING INFORMATION REGARDING THE

INVOICE OF EACH SERVICED ICASS AGENCY:

-       AGENCY CODE

-       AGENCY NAME

-       POST

-       INVOICE TOTAL

-       APPROVAL STATUS (I.E. APPROVED OR NOT APPROVED)

-       NAME, TITLE, TELEPHONE NUMBER AND EMAIL ADDRESS OF

THE AGENCY OFFICIAL WHO SIGNED THE INVOICE

-       DATE OF AUTHORIZATION

THE LAST PARAGRAPH OF THE TELEGRAM SHOULD PROVIDE THE POST

CERTIFICATION 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".

IF AN INVOICE AMOUNT MUST CHANGE (AFTER IT HAS BEEN

AUTHORIZED BY AN AGENCY) DUE TO MINOR BUDGET REVISIONS,

PLEASE INFORM THE COUNCIL AND AGENCIES OF THE DIFFERENCE.

NEW INVOICES DO NOT NEED TO BE RE-ISSUED FOR SLIGHT
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CHANGES IN THE INVOICE. POST MUST, HOWEVER, MAINTAIN A

COPY OF THE NOTIFICATION INFORMING ALL AFFECTED AGENCIES

OF THE CHANGE ON FILE.  ADDITIONALLY, THE TELEGRAPHIC

SUMMARY OF SIGNED INVOICES TO THE ISC SHOULD EXPLAIN THE

REASON FOR THE DIFFERENCE (BETWEEN THE SIGNED INVOICE AND

THE NOTIFICATION OF CHANGE MEMO ON FILE) AND STATE THAT

THE COUNCIL AND AGENCIES HAVE BEEN INFORMED OF THE

REVISION.

4.  WE LOOK FORWARD TO RECEIVING ALL POST BUDGETS AND

TELEGRAPHIC SUMMARIES BY COB DECEMBER 19, 2005.  WE ARE

AVAILABLE TO ASSIST YOU WITH ANY DIFFICULTIES YOU MAY

ENCOUNTER.  PLEASE CONTACT PATRICIA GARATE, TEAM LEADER,

ISC REIMBURSEMENTS TEAM, FOR ADDITIONAL GUIDANCE.  IF YOU

HAVE SPECIFIC TROUBLESHOOTING QUESTIONS CONCERNING THE

TRANSMISSION OF THE BUDGET VIA WEBICASS, PLEASE CONTACT

ICASS TECH SUPPORT, TRI BUI AT 202-663-1973.

5.  MINIMIZE CONSIDERED.

RICE

