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1. Summary: This cable is the fourth and last in a series

of ICASS Initial budget guidance cables. The following

instructions provide a checklist of items needed to help

posts prepare for the ICASS budget workshop. Posts will

be expected to come to the workshops with completed

initial budgets. The cable also contains a reminder that

ICASS workshop hours qualify for CPE (Continuing

Professional Education) credit. End summary.

2.  Budgets are due in to the ICASS Service Center

December 2, 2002. It is important that you make

arrangements now for a meeting with your ICASS council to

present your Initial budget after the workshop and respond

to their questions. Posts are instructed to retain the

signed invoices at post, and in lieu of the submitted

invoices, transmit to the department a telegraphic summary

of the invoices and their certification. The format will

be the same as the format used last fiscal year.    Any

questions about the cable format or invoice disputes

should be brought to the attention of Brad Bartlett.

3. Posts should have the following equipment, software,

and data in order to complete their Initial budgets.

--  A: PC equipment minimum requirements

-      Laptop

-    : CD-ROM and 3.5 disk drives

-    : Windows NT 4.0 as the only operating system

-    : Windows NT 4.0 using only NTFS partitions

-    : Windows NT service pack 4

-    : Windows NT 4.0 c2 configuration

-    : Norton antivirus v5.0

-    : Microsoft Office 97

-    : 32 MB RAM

-    : Pentium 100 processor

--  B:  Software requirements

-       ICASS software version 9.0

-       FY03 Initial budget plan on diskette (locked and

            unlocked versions)

-       FY02 Midyear   budget plan on diskette

-       Diskette with post's FSC/FMC 60 data extract for

            first quarter.   Posts should load actuals when

            received from the FSC.

-       Two blank diskettes for file back-up.

4. Posts should test laptops for the following before

leaving for the workshop.

A:  Language and currency settings are in English.

B:  Get administrative ID and password for Windows NT.

C: ICASS 9.0 is properly installed on the laptop.

Confirm this by checking the DH American worksheet. The

PAT amount should be $13,910.

D: Import the correct version of your ICASS budget plan

and confirm that it loaded properly by opening the budget.

E: Test to see that you have the capability to export

your plan. To do this, open your plan, click on 'File',

click on 'Export' and select the file you wish to export

to. We've encountered problems in the past where posts

were unable to export plans due to corrupt databases. It

is better to find out if you have a corrupt database prior

to departing for the workshop so that ICASS tech. Support

can resolve your problem.

5. Check Your Key Reports

A: Look at Key Report 4 to determine whether you are

meeting or under your Initial targets.

B: Compare the invoices using Key Report 5. Determine

whether the agency invoice amounts are reasonable when

compared to the final invoice from FY02.

6. Post should bring a diskette with the budget as it

exists in case post is locked out of its laptop or

experiences database corruption. This will enable you to

work on the budget on a separate laptop at the workshop.

7. Finally, before leaving post, establish a contact at

post. We recommend that you leave a diskette of the

budget plan with the contact in a form for ready e mailing

and/or mailing to the workshop in the event that there are

problems at the workshop with the copy brought by the

attendee. The contact should also be able to assist you

with problems associated with your laptop, e.g., problems

logging on.

8. Reminder-Continuing Professional Education (CPE)

credit for CGFM (Certified Government Financial Manager)

The ICASS budget workshop days qualify for CPE credit for

CGFMs. It may also qualify for other (CPA) CPE, but this

is often dependent on State boards. If you are a CGFM or a

CPA, please e-mail Finita D. Greene with a request for an

ICASS workshop certificate. These will be issued via e-

mail after the workshops (by end of December). The

certificates will specify CGFM credit only. Please do not

request a certificate if you are not a CGFM or CPA.
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