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SUBJECT: ICASS BUDGET GUIDANCE CABLE #3:  FY04 NON-ICASS

BUDGET PREPARATION INSTRUCTIONS (OBO AND DS-LGP)

FOR FINANCIAL MANAGEMENT OFFICE, RSO, AND FACILITIES

MANAGER FROM THE ISC

Dakar pass to Bissau

Kinshasa pass to Brazzaville

Nairobi pass to Khartoum

1. Summary: This cable is the third in a series of initial

FY2004 ICASS budget preparation cables.  The following

instructions pertain to the completion of the non-ICASS

portion of the budget software consisting of OBO program

budgets, DS local guard program budgets, and the local

guard PSA and contracts module. Those few posts that do

not have ICASS budgets or funding still need to complete

the non-ICASS budgets for their OBO program and DS

residential guard budget requirements.

2. Initial OBO Program Budgets

Post should update the appropriate OBO program budget

modules to reflect changes in leases, facility manager

positions, and routine maintenance & repair for GO/LTL

properties.

A. Update the leases module with new leases, lease cost

changes, occupant changes, and other required lease data.

Prior year lease costs are to be entered manually.

B. Update the OBO routine maintenance and repair module

(OBO Maintenance) with current property data, prior and

current year budget requests, and a complete justification

of post requirements.

C. Update the FM (facility manager) positions module with

any new positions, position costs, or time allocations.

Manually enter prior year actuals on the FM budget summary

worksheet.

D. Review entire OBO budget for completeness.

3. Initial DS Local Guard Program (Residential LGP,

Residential Security, and Surveillance Detection)

A. The non-ICASS DS program worksheet is divided into four

types of security services:  (1) LGP services direct-

charged at post (0007), (2) LGP services reimbursed in

Washington (5821, 5822, 5823, 5824), (3) residential

security services paid by State only (5841, 5843) and (4)

surveillance detection paid by State only (9912).  Please

keep these differences in mind when completing the DS

program worksheet.

B. DS does not charge agencies for residential local guard

services (5821, 5822, 5823 and 5824) through the ICASS

invoicing system.  Instead, agencies are charged for these

services one of two ways: 1) DS invoices the agencies at

the Washington level, using the cost and workload

distribution information post provides in this module, or

2) post charges agencies directly at post using agencies'

fiscal data. Any direct-charged cost should not be

included in 5821, 5822, 5823 and 5824.

C. DS requests that post use the non-ICASS LGP target

amounts that will be provided to Post around October 7,

2003.  These amounts are based on the Field Budget Plans

that posts recently submitted to DS/PSP/FPD.  Non-

recurring items, anticipated wage increases and items that

lacked justification are excluded. Post will be advised of

disallowed items.

D. While completing posts' initial non-ICASS local guard

budget request, remember to include detailed written

justifications for any increase over the approved target

amount.

4. 5821, 5822, 5823 and 5824 - LGP Residential

A. DS no longer issues residential guard funds under one

cost center 5820.  Funds are now issued under each

specific funding category, i.e. 5821 (residential guards),

5822 (guards at a stand-alone non-residential facility

occupied by one agency), 5823(mobile patrol) and 5824

(bodyguards).  Post may not realign funds between cost

centers to fit its current spending pattern without cable

authorization from DS/IP/FPO.  This procedure is essential

so that the costs will be correctly distributed to

agencies that receive guard services based on workload

counts.

B. Complete the LGP positions worksheet and LGP other

budget items worksheet for all residential guards and

services by allocating costs to the appropriate program

cost center: 5821, 5822, 5823, and 5824.

5. 5841 and 5843 - Residential Security Program

A. List costs for the residential security upgrades (5841)

and residential security maintenance and repair (5843).

Provide a detailed narrative justification for any

increase over the approved initial target.

B. DS pays 100% of residential security program except for

"initial" residential security costs of newly authorized

and NSDD-38 positions (start-up costs).

6. 9912 - Surveillance Detection

Surveillance Detection (SD) funds issued previously

through ICASS allotment 5XXX are issued through the LGP

program allotment 1XXX.  SD Vehicle, Equipment, Radio and

Personnel costs (V.E.R.P) are distinguished by sub object

codes.  For contract guard posts, use sub object code 2554

for contract price (including contractor-provided

equipment, vehicle and command post) and provide cost

breakdown by V.E.R.P. categories in the comment section of

LGP budget summary worksheet.

7. 0007 - Direct Charged Guard Services

A. Some agencies, such as USAID and Peace Corps, fund the

embassy directly at post for non-ICASS guard services. DS

keeps track of these direct-charged costs because direct-

charged guard services represent a significant portion of

the DS worldwide local guard force.  Post must report

these direct charges on either the non-ICASS LGP positions

or other budget items worksheet, whichever is applicable.

For example, if post has contract guards, list the direct-

charged agencies on the Non-ICASS LGP budget item

worksheet and enter the costs for each agency under

subobject 2554.  To distinguish between direct-charged and

Washington reimbursed guard services, DS created the cost

center 0007.  Therefore, you must allocate each line item

for direct-charge services 100% to cost center 0007.

B. Next, open the distribution worksheet and identify the

direct-charged agencies.  For these agencies, only enter

information under the 0007.  Post MUST NOT enter workload

counts for the direct-charged agencies into cost centers

5821, 5822, 5823, or 5824. This is double accounting and

decreases other agencies' reimbursement paid to DS at the

Washington level.

C. Finally, post must provide a breakdown of direct

reimbursement costs by agency in the comment section of

line item 0007 in the LGP budget summary worksheet.

D. Important: Post should not forward fund the guard costs

for agencies that are paying for these services directly.

Instead, at the beginning of the fiscal year, post must

request fiscal data from the direct charged agencies prior

to receipt of these services.  If fiscal data is not

provided, the RSO and FMO should immediately advise

DS/IP/FPO.

8. LGP Budget Summary Worksheet

The LGP budget summary worksheet (BSW) differs from the

regular ICASS BSW in that the data is listed by cost

center, not sub-object code.  Post MUST enter the prior

year actuals into the LGP BSW according to cost center.

Verify that the costs transferred from the budget

worksheets are correct. Provide a narrative explaining

differences between the prior year actuals and budgeted

amounts.

9. LGP Vehicles Depreciation Worksheet

Update the LGP vehicle depreciation worksheet for DS local

guard vehicles, making sure to include the VIN number and

any proceeds of sale. The worksheet should only include

non-ICASS funded vehicles (including LGP vehicles shipped

from Washington by DS).

10. Workload (LGP Distribution Module)

A. Enter the relevant workload counts for each agency

using the services discussed in items 3-7.

B. The workload count for each cost center is as follows:

5821 Residential square meters

5822 Non-residential square meters

5823 Residential square meters

5824 Usage percent

5841 Residential square meters

5843 Residential square meters

0007 Dollar Amount of direct charge cost

9912 Non-residential square meters

11. DS-LGP Budget Justifications

A. DS/IP/FPO will not approve Non-ICASS local guard

funding increases if insufficient or no justifications for

increases are provided. A simple justification, such as

"$20,000 represents a pay increase," is insufficient and

will not be approved by DS/IP/FPO.

B. Guidance for an acceptable justification follows: For

PSA wage/benefit increase, post must provide the effective

date and indicate whether this is host government mandated

or HR/OE approved wage increase.   All wage/benefit

increases must be approved by DS/IP/FPO prior to

implementation.  Post must also submit via cable the

increased costs associated with the HR/OE authorized

increases to DS/IP/FPO.  The increased costs must be

separated by cost categories and broken out by pay period

amount, by amount needed until the end of fiscal year, by

annualized amount in the next fiscal year, and indicating

the proposed effective date.  Approval is subject to the

availability of DS funds.

12. Non-recurring Items

All requests for vehicles, radios, phones, equipment, etc.

must be submitted by cable with a full justification. They

are not to be included in Post's non-ICASS budget

submissions.

13. LGP PSA and Contracts module

A. The RSO should work with the post-contracting officer

to complete this module as required by DS.  DS noted that

many posts with PSA guards neglected to fill in the module

in the past. The RSO should export the file and send it to

the post financial management office.  The data file can

only be submitted to the ISC by importing it into the

ICASS budget.  ICASS budgets are due into the ISC by

December 08, 2003 and DS requests that post submit the

ICASS budget with completed LGP PSA/contract module.  If

the FMO does not receive the completed local guard module

from the RSO in a timely fashion, please contact DS/IP/FPO

program officer.

B. To export the LGP PSA/Contract file:

1) Open the program (double click on the crossed swords

desktop icon);

2) If you have files for multiple countries, select the

name of the country from the Post drop down menu for which

you want to export data;

3) From the file menu, click on 'Export';

4) Type in a name for the file you wish to export and

select the drive to which you want to save the file.

C. To import the LGP PSA/Contract file:

1) Open the ICASS software and open the plan into which

you want to import the LGP file;

2) From the file menu, click on 'Import LGP Data';

3) Select the drive and file that you want to import (the

filename ends in .ds5);

4) Click 'Open' and the import procedure will take place.

D. To confirm that you have imported the LGP data:

1) Click on the 'Reports' tab in the ICASS software;

2) Select report type "LGP Contract Info;"

3) A report of the imported LGP PSA/Contract data is

generated.

14. Software Questions

If you have specific questions about ICASS software

release 10.0 please contact the ICASS Service Center's

software development team (Travis Finley, Michelle

Frederick, Carolyn Pittman, or Dan Winthrop).  For

technical problems, contact ICASS Technical Support. For

questions regarding DS local guard program budget policy

please contact Stella Whitman of DS/IP/FPO. For OBO

policy, please contact Norman Deans.

15. Minimize considered.
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