ICASS Tips #4 
ICASS Reports to Help Audit Your Budget

November 13, 2008

This informal “Tips” focuses on reports generated in the ICASS software that will help posts identify potential budgeting and allocation problems in their initial ICASS Budget.
Implementation of New ICASS Guidance is Mandatory:  The new guidance in 6 FAH-5 H-300 chapters must be implemented in the FY-09 Initial ICASS Budget.  The guidance and related summary cables are posted on the ISC website at www.icass.gov.  Prior to submitting your initial FY 2009 budget to the ICASS Service Center, please review this guidance and ensure that post has properly implemented all of the changes.  
Changes/Corrections:  Posts that need to correct/change data or time allocations should make changes in the Initial Requirements Phase.  In the appropriate module locate in the top left corner the Phase drop down box.  Select the Initial Requirements phase, enter the changes, save, and then select Initial Budget Phase.  DO NOT revert.
Budget Summary Reports:  There are Budget Summary reports that consolidate the data entered in the US Direct Hire, LE Staff, Other Budget Items, and LGP worksheets.  These reports are extremely useful in identifying either budgeted costs allocated to the wrong cost centers or cost centers being incorrectly charged for budgeted costs.  Detailed guidance on what should be budgeted to each cost center is found in 6 FAH-5 H-341 (Standard) and H-342 (Lite) and H-300 (Cost Pools).  If errors are detected on the reports they should be corrected in the appropriate time allocation module in the USDH, LE Staff, or OBI modules at the Initial Requirements phase.
Budget Summary by Sub-Object and Cost Center/Pool:  This report is generated under the Reports, Supplemental Reports, Report #4 Budget Summary, and select by Sub-Object and Cost Center/Pool.  On the report, under each sub-object code heading, are the cost centers that are allocated a portion of the budgeted costs.  Confirm that the cost centers being charged under each sub-object are properly allocated based on the new 6 FAH-5 guidance.  Posts should review ALL sub-objects and the cost centers for reasonableness.  Below are a few items to review.
· 1186 and 1187 Cash Awards must be allocated to 8790 Misc. (H-341.13 and 342.13)
· 2153 and 2156 Travel must be allocated to 8790 Misc. except for Medical training. (H-341.3 or 342.3)
· 2322 Telephone Tolls should be allocated to the new MANDATORY sub-cost center 6195/6-0099 ICASS Telephone charges.  This sub-cost center is used to isolate the telephone toll charges for ICASS employees and the only agency subscribing to this sub-cost center will be 1901 ICASS and the workload count is “1”.   2321 Telephone Equip. Installation and Service and 2323 Leased Phone lines may also be appropriately allocated to this sub-cost center if it is related to only the ICASS employees.  All costs related to non-ICASS employees should be direct charged.  (H-314.5, 341.9 and 342.9) 
· 2361 Electricity, 2362 Gas, 2363 Water, 2365 Garbage, etc.  Make sure that these BOE costs are allocated to the various USDH (residences) and Building Operations cost centers or the 9664 and 9665 BOE Cost Pools. (H-314.2) 
· 2611 Auto Fuels generally falls in the new 9663 Vehicle Operations Cost Pool (instead of 6139 Motor Vehicles or 6145 GSO) if there are vehicles that support cost centers other than Motor Vehicle Operations such as maintenance trucks or dedicated vehicles. (H-314.6)

· 2622 Office Supplies should be charged to 6133 Admin Supplies or 6145 GSO instead of to the various cost centers.  If post direct charges non-ICASS offices/agencies, the costs of Admin Supplies is allocated to a new sub-cost center 6133/6145-0099.  (This is the same theory as how to handle ICASS employee telephone costs under sub-cost center 6195/6-0099). (H-314.4) 

· 2661 Special Clothing is allocated to the same cost centers as the employee (i.e. Motor Pool). 
· 31xx Vehicles must be allocated to the cost center assigned the vehicle, such as sedans for Motor Pool operations or vans for the BOE maintenance crew. 
· 3122 Office Furniture is allocated to the cost centers where the furniture will go. (H-314.1 plus all cost center descriptions)
· 3123 Household Furnishings is allocated either into the 6144 HH Furniture Pool Cost Center or allocated to the USDH who will be getting the furniture.  (H-314.1)
· 3151 Computer Equipment is allocated to the end user.  Only items for ICASS employees working in IM should be charged to 5458 Information Management. (H-341. and 342.4)
· 4140 Gratuities is allocated to 8790.  (H-341.13 and 342.13)
Budget Summary by Cost Center/Pool and Sub-Object:  This report is generated under the Reports, Supplemental Reports, Report #4 Budget Summary, and select by Cost Center/Pool and Sub-Object.  This report shows by Cost Center and Cost Pool all budgeted costs by sub-object code.  Check that each sub-object code in each Cost Center and Cost Pool is appropriate.  Posts should review ALL Cost Centers and Cost Pools for reasonableness, and also validate the following:
· 6195 Receptionist and Switchboard (Standard) and 6196 Info Mgt (Lite) should only have salary and allowance costs.  The 6195-0099 ICASS Telephone Charges is a new mandatory sub-cost center that posts create to budget for ICASS employees phone charges.  To create a sub-cost center, go to “Edit Locations” under Profile, then select “Create Sub-Cost Center”.  None of the other cost centers should have telephone related expenses.  (H-314.5)
· 8790 Miscellaneous Expenses includes 1186/7 cash awards, 2153/6/63 travel (except for medical), and 4140 gratuities.  Certain employees may also allocate time to this cost center.  (H-341-13 Standard and H-342.13 Lite) 
· 9663 Vehicle Fuel, Oil and Supplies Cost Pool are used to allocate the costs for all ICASS vehicles based on the costs centers that the vehicles are dedicated to. (H-314.6) 

· 9664 Warehouse Cost Pool is a mandatory cost center and includes costs that are allocated to the cost centers or sections/agencies that have dedicated space.  If there is dedicated space to ICASS sections, such as storage space for FMO records, IM computers, or other, you must create a sub-cost center 78xx-0099.  (H-314.2)  

· 9665 BOE Supplies and Services is an optional cost center used to allocate BOE costs to various office and residential properties.  (H-314.2)

Guidance Links:  

ICASS Service Center home page:  www.icass.gov
ICASS Handbook Changes, Cables detailing changes, and FAQs go to: http://www.icass.gov/index.cfm?fuseaction=public.display&id=41c27f3a-67f5-4aa6-a8d6-76568f82de3f
FY 2009 ICASS Initial Budget Cables & Instructions http://www.icass.gov/index.cfm?fuseaction=public.display&id=2bbdf9a7-7245-4fa5-ae76-93abfd149238
