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SUBJECT: FY-2004 ICASS BUDGET / INVOICES

1.  The ICASS Service Center (ISC) deadline for the

submission of the intial ICASS budgets is Monday, December

8, 2003.  Posts should submit their ICASS budgets and

telegraphic summaries of post agency invoices to the ISC

by close of business Monday, December 8, 2003.  Posts

whose submissions do not reach the ISC by the dealine may

suffer a one percent reduction in the traditional bureau

portion of their ICASS target and will be ineligible to

receive additional traditional bureau funds through the

budget hearing process.

2.  Please submit your ICASS budgets electronically to

Nancy Cady and Lynne Boland.  The telegraphic summary of

post invoices should be directed to Brad Bartlett.

3.  The subject line of the telegraphic summary should

read "FY-2004 ICASS Budgets/Invoices:   (Name of Post.)"

The first tag on the cable must be KICA.  Other tags

should include AFIN, AMGT, ASEC, ABUD.

4.  The telegraphic summary must provide the following

information concerning the invoice of each serviced ICASS

agency:

--      Agency Code

--      Agency Name

--      Post

--      Invoice Total

--      Approval Status (i.e., approved or not approved)

--      Name, Title and Telephone Number of the agency

official who has signed the invoice

--      Date of Authorization

5.  The telegraphic certification should also address the

status of any unsigned invoices.  For unsigned invoices,

the Embassy should summarize the reason for the unsigned

invoice.  Separately, the Embassy must transmit by fax to

the ISC (no later than December 8 to avoid application of

the one percent penalty) a letter signed by the ICASS

Council Chairperson and Administrative Officer indicating

that the invoice is in dispute and the reason for the

dispute.  Please reference State 166272 dated August 14,

2000 for additional information on how to handle disputes.

Any such correspondence or questions should be faxed or

emailed to the ISC at 202-663-3275 or 202-663-1325,

attention Brad Bartlett.

6.  The cable should provide the post certification that

all invoices have been signed and that the original signed

invoices have been retained at post.

7.  We look forward to receiving all post budgets and

telegraphic summaries by COB December 8, 2003.  We are

available to assist you with any difficulties you may

encounter.  Please contact Patricia Garate of the ISC for

additional guidance.

8.  Minimize Considered.
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