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SUBJECT: FINANCIAL SERVICE CENTERS - FY 2004 ICASS BUDGET

GUIDANCE #1 - ICASS VERSION 10.0 - CHANGES AND ADVANCE

BUDGET PREPARATION

Summary:  This cable is the first in a series of ICASS FY-04

budget guidance cables for the Financial Service Centers

(FSCs).  It announces the release of version 10.0 of the

ICASS budget software, provides information on important

deadlines, and provides some initial guidance on what to do

before creating the FY 04 Initial ICASS budget. End Summary.

2. The FSC ICASS software version 10.0 was e-mailed to FSC

Charleston on July 24, 2003 for e-mail distribution to the

FSCs.  It is also available on the ICASS intranet website at

icass.state.gov.  The FSCs will not lose data when loading

the new version.

3. Updates to the ICASS FSC software included in version 10.0

are for DH American salaries/benefits, PAT ($17,838) and

agency codes.  The deleted and added agencies since version

9.5 are as follows:

A.  Deleted Agencies and Codes

9762.0  -   Defense Contract Management Agency -

International

B.  New Agencies and Codes

1515.3   DOJ-OPDAT Prosecutorial Development Assistance &

Training

1957.0   State-DS Training Office of Antiterrorism Assistance

1967.3   PD-Media Outreach Center/London

7530.0   HHS-NIH/NIAID

9913.0   Medevac

9714.0   SOCEUR J-35

Additional agency code information for the Department of

Homeland Security will follow septel.

4. Additional Changes to the Software

A.       An agency code for Agency Locator Code (ALC) counts

that cannot be cross-walked to ICASS agency codes has been

established in the standard ICASS agency code list. "0000.0-

ALC Counts" does not have to be added manually by the FSC

user.

B.       A new field has been added to the Narrative Summary

tab in the Budget Summary module and has been labeled "Cost

Saving Initiatives".

5.  The ICASS Service Center is working to publish the

preliminary FY-04 ICASS targets in early September 2003.

Revised targets based on October 1, 2003 exchange rates will

be issued to RM by mid-October.  The Deputy Assistant

Secretary for Global Financial Services - Jim Millette, will

issue internal RM and FSC schedule, guidelines and deadlines.

Submission of the FY-04 initial ICASS budget is due on

December 08, 2003.  A one-percent penalty will be assessed

for late budget submissions to the ICASS Service Center.

6. FY-04 FSC ICASS Budget

Before starting the FY-04 budget process, we recommend

printing key reports from the Final FY-03 budget.  By doing

this, you will be able to compare these reports with the

Initial FY-04 reports.  In many cases, large variances in the

reports from one year to the next may be errors or

significant issues that can be resolved prior to sending out

agency invoices.  Good reports to review are Key Report 1 for

cost center totals and agency workload count; Key Report 5

for agency invoice comparison; and Supplemental Report 10 for

agency workload comparison.

The steps for creating the FY-04 budgets, i.e., next fiscal

year's plan, are as follows:

- Open the FY-03 Final (Midyear) plan

- Select "File"

- "Create Next Year's Plan."

- Verify all workload counts, positions, leases, cost center

allocation percentages, and all other non-financial data have

carried over into your FY 2004 plan.

7. The following serves as a checklist for FY-04 ICASS Budget

Preparation:

-     Update Agency Workload. The FSC should already have

FY-04 workload counts gathered.  Follow ALC to ICASS agency

code crosswalk guidance provided by Brad Bartlett of the

ICASS Service Center.

-     Review the workload counts that have been input into

the distribution module for accuracy.

-     Ensure the workload for new agencies is incorporated

into the budget and that workload for any deleted agency is

properly cross-walked to the appropriate agency.

-     Update Position Worksheets. Add and remove positions,

as required.  Review and correct the percent of time

allocations to cost centers.

-     Collect FY-04 budget requirements from the FSC ICASS

sections in advance.  This allows for updating the Other

Budget Items worksheet before year-end.

-     Request updates for the depreciation worksheet and

input changes.

8. For questions regarding ICASS agency codes, contact Brad

Bartlett of the ICASS Service Center's reimbursement team.

For software questions, please contact a member of the ICASS

Service Center's software development team (Travis Finley,

Michelle Frederick, and Carolyn Pittman) or ICASS Technical

Support (ICASS APDCSB TechSupport) for software problems.
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