UNCLAS STATE 013783

FOR FIN. MGMT OFFICE & ADMIN FROM THE ISC, DTSPO FOR SG/ED

E.O. 12958: N/A

TAGS: KICA, AFIN, AMGT

SUBJECT: BUDGET GUIDANCE #2  ICASS 8.5, MID-YEAR (FINAL)

FY2002 ICASS BUDGET INSTRUCTIONS

DAKAR PASS TO BISSAU

KINSHASA PASS TO BRAZZAVILLE

NAIROBI PASS TO KHARTOUM

1. Summary: This cable is the second in a series of ICASS

mid-year budget preparation cables. It provides

guidance for making budget corrections, updating target

data and meeting mid-year targets. Posts should try to

complete the mid-year ICASS budget in advance of the

March workshops (Note: AF will not/not be having a mid-

year conference. Additional guidance for preparing

those mid-year budgets will be provided separately by

the bureau). If posts complete all or much of their

work in advance, they will benefit from the presence of

ISC staff by reviewing and discussing ICASS budget

issues with them directly.  The due date for submission

of the mid-year 2002 ICASS budget to the ISC is Friday,

May 3, 2002.

2. The regional bureaus will e-mail the 8.5 version of the

ICASS software to all posts at the end of January or

earlier. Posts can start working on their budgets

before they receive the new 8.5 version.  However, a

post cannot lock its budget for the mid-year until 8.5

has been installed. ICASS version 8.5 needs to be

installed over ICASS version 8.0. The system

configuration for running ICASS 8.5 (for desktop or

laptops running ICASS 8.5) should be Window NT 4.0-

Service Pack 4 or higher, and Microsoft Office 97 or

2000. Report any installation problems as soon as

possible with specifics via e-mail to ICASS Tech.

Support on the global address list (cc Steve Hartwell

and Michelle Frederick). A quick way to verify that 8.5

has installed is to open the US Citizen DH worksheet

and verify that the PAT amount per position has been

updated to $ 13,435.

3. A key requirement of the mid-year ICASS budget process

is meeting post mid-year (final) targets. Mid-year

targets for the ICASS traditional budget, for the ICASS

leases, and for ICASS-LGP will be cabled to posts in

February by the ISC. DS will cable posts with ICASS

Security Supplemental (SSP) targets.

-------------------------------------------

4. Preparing your budget for the mid-year lock:

_________________

                   Correction of errors and updating worksheets

   --------------------------------------------

The first step in working on your mid-year budget is to

correct any errors you made in your initial budget. Do

not, repeat, do not unlock your budget. You are able to

fix errors without unlocking your initial budget except

in rare circumstances. If you believe you must unlock

your target budget, please contact Michelle Frederick

or Steve Hartwell at the ISC.  Note: if you unlock your

budget, you will lose all of the adjustments made to

reach your targets.

    The following procedures are some suggested ways to

Identify and correct budget errors.

A. Agency code changes:

Identify workload that may need to be re-entered due

to agency code revisions before loading the 8.5

software. Look at budget guidance cable 1 to see if

the deletion or addition of agency codes will affect

your post budget.  If so, note the respective

workload for the agency in question and add the

workload to the appropriate cost centers for the

appropriate agency code before or after loading 8.5.

B. Cost allocations and workload distribution (verify

module):

Run through the verify procedure by clicking on the

verify button to ensure that you do not have any

unallocated personnel time or budget item costs.

Make sure that each cost center with expenses

charged has workload entered in the distribution

module for the cost center. Dont forget to check

all other locations and all sub-cost centers (such

as the security supplemental and furniture pool sub-

cost centers). If you budget by location, check all

of the separate budget worksheets for each location-

particularly the other budget items worksheet if

used.

C. Identify major workload count errors:

If you identify major workload count or time

allocation errors, the post ICASS council must

approve the correction of these errors. Changes in

workload or time/cost allocations to cost centers

will affect agency invoices.

Do not make changes to reflect current workload

activity, minor workload or time allocation

corrections, or revised workload modification

levels.

D. Review Security Supplemental(SSP) costs/time

allocation/workload:

- No SSP funded FSN investigators are to be

included in the ICASS budget.

- Do not allocate any DH ICASS American or regular

LES position time to SSP cost center-5827

- Do not allocate any regular other budget items

worksheet costs to SSP cost center  5827.  Only

use the ICASS LGP-Budget Items worksheet for SSP

costs.

- No SSP surveillance detection leases are to be in

the ICASS lease worksheet- they are to be

included in the ICASS-LGP budget items worksheet.

- SSP guards and costs are to be entered in the LGP

worksheets(positions and budget items).

- Workload count for supporting SSP positions and

activities are to be counted under agency code

1942- State Security Supplemental

   ---------------------------------------------

        Add new LES, DH American or LGP-LES positions

   ---------------------------------------------

If you need to budget for new positions, enter these

positions on the LES, DH American, and LGP position

worksheets before you lock your budget for the mid-

year. Ensure that cost center percentage of time

allocations are made for any new position added. If you

enter these positions after you lock your budget, it is

difficult to make adjustments for these positions.

Note: if you used the compensation plan for LES and LGP

positions, and you want to adjust these position costs

to zero after locking the budget, you can do so by

entering zero hours and zero months worked in the

respective position worksheets.

   -----------------------------------------------

Add new leases, changes to lease data, and updating

lease actuals

   -----------------------------------------------

If you need to budget for new leases or lease changes,

do so before you lock your budget for the mid-year.

Enter these leases and all respective lease

information- occupant, owned/leased/lqa, initial

request amount and the quarterly allocation are

essential fields. In the owned/leased/lqa column do

not, repeat do not, use the extended lease selection

for any lease. Please make certain you save and click

apply to budget to ensure that any new costs are

carried over to your mid-year budget totals.  Double-

check that all lease costs on the other budget

worksheet are fully allocated (100%) to a cost center.

If you do not do this the costs in your budget summary

worksheet will not match the costs in your lease

worksheet.

Also, update your leases module worksheets (both ICASS

and non-ICASS leases) to show actual obligationsthrough March 31st, 2002. For 

most posts, this will

have to be done after your return to post from the

workshops.

        ------------

Depreciation

------------

Correct ICASS vehicle and other ICASS asset information

in the depreciation worksheet. Also update the module

for proceeds of sale. For ICASS LGP vehicles update

this module with vin numbers (vehicle identification)

for each icass guard vehicle listed.

Vehicles purchased with ICASS funds (fiscal data) must

be listed on the ICASS vehicle depreciation inventory

schedule.  Proceeds from these vehicles are as outlined

in State 39536, March 3, 1999, with proceeds returned

to ICASS.  Vehicles purchased with DS funds through

advice of allotment must be listed on the non-ICASS LGP

depreciation inventory schedule. Proceeds are returned

to DS.

Once you have completed the updates, do not repeat do

not click on apply to budget.  This update is for

mid-year information purposes only.  The update is not

for budgeting purposes.  You will update the budget in

the 2003 plan.

        --------------------------------

        Certain projected costs for 2003

   -------------------------------

Enter projected 2003 projected costs under the next FY

projections tab in the post profile module.  This

worksheet is for collecting information on certain next

fiscal year cost projections.  Please fill in the

fields for FSN annualization, new ICASS positions,

inflation rate, other mandatory increases, and fsn wage

increase information, and make full use of the comments

section.  Posts regional bureau will use the

information in making decisions regarding next years

ICASS target.

Update your budget summary narrative worksheet with you

3 highest unfunded priorities, your ICASS key

issues/financial summary, your carry-over/available

funds narrative (source of funds and where you intend

to use the funds), and any major future ICASS costs for

new facilities projects.

   -------------------------------------

        Quarterly workload and actuals update

   -------------------------------------

Update your 1st quarter financial actuals by loading the

file through the import actuals feature.  If there are

import errors, print the error report and use the edit

actuals feature to put the actuals in the appropriate

sub-object category.  Also check your Budget vs.

Actual reports and note discrepancies that need to be

corrected.

Do not change projected workload in the distribution

module except to correct errorsthese counts are used

in the FY2002 invoicing process.

But you can update your quarterly workload figures in

the distribution module- you should have workload

data for 3 quarters now in the new workload count

period. The quarterly count data does not affect the

FY2002 invoices, and collecting this data in the

distribution module is primarily a recording function

for next year.

The new quarter periods for workload are:

Q1: May1, 2001  - July 31, 2001

Q2: Aug.1        Oct.30, 2001

Q3: Nov.1        Jan.31, 2002

Q4: Feb.1       - April 30, 2002

You can automatically update these numbers by clicking

on Q1/Q2/Q3 at the bottom of the distribution module

or enter these manually.  Remember, if you click Q

buttons, all cost centers are updated.

   ------------------

        Mid-year targets

   ------------------

Before you lock your budget, be sure that you have

entered your new mid-year targets for traditional

bureau, local guard program, leases, and security

supplemental into the post profile module, under the

target data tab.

Do not update the HR data tab in the post profile

unless you forgot to complete this in the initial ICASS

budget submission.  This data is to be the post

population as of 5/01/2001.

   -----------------------

        DTSPO shared IVG lines

   -----------------------

FY2002 DTSPO IVG shared line costs have been updated in

ICASS 8.5 for many posts. Once you load the 8.5

software onto your machine, and before you lock your

mid-year budget, update your post IVG costs.  You can

do this by opening the DTSPO module, select your post

and double-click the name.  Your new/updated post

shared IVG line cost will appear.  You must click the

apply to budget button so that the updated cost will

appear on the other budget item worksheet.  After you

confirm that you have correctly applied this amount to

the other budget item worksheet, confirm that the

amount transferred to the budget summary worksheet.

You will note that this application will appear as a

specific adjustment on the BSW to your initial target

total.

If you apply your DTSPO costs after you do the mid-year

lock, the DTSPO costs will appear as a specific

adjustment to your midyear target total.

If your IVG line costs are incorrect please contact the

ISC software team (S.Hartwell/M.Frederick) for the

password needed to revise the cost in the software.

5. Locking your ICASS budget to meet your mid-year targets

Before you lock your budget to meet your mid-year

target, review the checklist provided in the software

and also re-run the verify procedure. The ISC

recommends that posts have a copy of their mid-year

budget in the unlocked stage as a back-up for the

budget workshops.

Once you have completed all the steps above, you can

lock your mid-year plan (lock MY) in the budget summary

worksheet.  Once you lock your budget, do not unlock

it.  There should be no need to unlock your budget at

this point.  If you find that you are unsure about

locking your budget, you can ask ISC staff or a bureau

budget reviewer to review your budget before locking at

the mid-year workshop.  If you find that you must

unlock your budget, after getting approval from the ISC

staff you will lose any adjustments made to meet your

mid-year budget.

6. Adjusting your budget to meet your mid-year targets

In the mid-year budget post will show how it plans to

use revised target funding levels.  Post cannot exceed

the target levels provided.  After locking your budget

(mid-year lock) you can make either specific or general

adjustments to meet your midyear targets.  When making

adjustments there is no need to unlock your budget.

A specific adjustment is the process of opening a

budget worksheet and manually adjusting costs in that

worksheet.  Once completed, return to the budget

summary worksheet.  You will see your adjustments

reflected in the specific adjustment column.  Do not

unlock your budget.

A general adjustment is the process of making an

adjustment to a sub-object on the budget summary

worksheet in the general adjustment column. By typing

the adjustment in that column, the computer software

will spread the adjustment to all occurrences of the

sub-object in all worksheets.  If you wish to make a

downward or negative general adjustment, do so by

typing a negative dollar amount in the general

adjustment column.  The software will spread the

decrease to all worksheets where the sub-object in

question is used.  Once the procedure is complete,

click on save.  The general adjustment automatically

appears in the specific column.  Why does this happen?

It happens because the computer went into each

worksheet and made the specific adjustment for you.  If

you want to confirm the adjustment, you can open a

worksheet and see the changed cost.  Do not unlock your

budget to view worksheets.

You cannot make general adjustments on the budget

summary worksheet for the LES or LGP positions if you

used the compensation plan feature.  You can make

specific adjustments to the compensation plan, which

would affect all employees associated with that plan,

or you can make specific adjustments to specific

employees by either adjusting the hours or months

worked.  You can view and make changes to worksheets

without unlocking your budget.

You should update the available funds worksheet and

apply available funds to sub-objects on the budget

summary worksheet.

Run the verify procedure one last time.

Finally, you may want to change or expand upon the

justifications for your budget submission in the

comments column of the budget summary worksheet.

Please continue to identify the top three unfunded

budget items in the comments column.

7.      Final check

As a final check, look for any discrepancies between

key report number 4 and your budget summary worksheet

totals. Review key report 5, agency invoice summary

report for any significant changes from the same report

from ICASS version 8.0 target budget large changes in

an agencys invoice from your December initial budget

submission could be the result of an input error in the

mid-year.  Also have a budget reviewer look at andapprove your budget at the 

budget workshop.

8.      Additional budget guidance cables will contain

instructions on completing the non-ICASS ds-LGP and OBO

budgets (and updating the LGP contract module) and

guidance on how to begin preparing your original budget

for FY 2003.

        Questions on how to prepare for the mid-year workshop

or how to prepare a midyear budget should be directed

via e-mail to the ISC, Michelle Frederick or Stephen

Hartwell.  Installation or other technical issues

should be addressed via e-mail to ICASS technical

support on opennet global address listing or on

internet(ICASS tech.support@state.gov.)

