Supplemental Software Guidance
Using the Other Budget Item Worksheet For
Building Maintenance Expenses – Overseas (BME)

Reftel STATE 112884 Paragraphs 6 and 16, and STATE 113235
ICASS funded preventative maintenance service contracts are now to be budgeted under a new sub-object 2512, Building Maintenance Expenses- Overseas, and allocated to the appropriate non-residential BOE cost center, i.e., 7820, 7860.  There is no change on how to budget for all other ICASS preventative maintenance contracts.  In other words, the contract costs must continue to be budgeted under sub-object 2552, Service Facility Operations, and allocated to the appropriate BOE cost centers. 

A.  How to determine funding source:  

1.
Look at the contract scope to identify the facilities covered and the occupants.

2.  Apply the following matrix to identify the funding source for the contract.

	Property
	Type
	Occupant
	Funding

	GO/LTL/STL
	Non-residential
	DOS/ICASS/OA
	ICASS (2512)

	GO/LTL/STL
	Non-residential
	Shared OA
	ICASS (2512)

	GO/LTL/STL
	Non-residential
	OA Only
	Direct Charge

	GO/LTL/STL
	Non-residential
	ICASS
	ICASS (2512)

	GO/LTL/STL
	Non-residential
	DOS Only
	OBO (7904)


NOTE:  Sections B through D below assume that you are still in stage 1 (Initial Requirements) of your budget plan.  If you have already baselined to stage 2 (Initial Budget), you can still enter BME costs and make them effective for stage 1, without having to revert your budget plan.  See Section E below for separate instructions. 

B.  Activating Sub-Object 2512

1. Open the Other Budget Item Worksheet and click the “Add Sub-Object” button for either dollars or local currency.

2. Find sub-object 2512, highlight it and click OK.

3. The sub-object will appear in the Other Budget Item Worksheet.

C.  Creating a Budget Item for BME Contract Costs

1. Under the “Description” column, type “BME” followed by the type of contract.  For example: “BME: HVAC for Compound.”  If you have more than one contract, create a line item for each.
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2. It is important that you start the Description with “BME” for easy data identification purposes.

D.  Entering the Contract Cost and Cost Allocations
1. Type in the dollar or local currency (LC) amount under the appropriate 2512 sub-object column.
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2. Click Save and Click the “Edit Cost Center” button.

3. On the Cost Center worksheet, allocate the BME contract cost to the appropriate cost center.  If the contract applies to more than one non-residential property type, determine the percent allocation based on square meters.
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4.  Comments must include a list of occupant agencies in the facilities covered by the contract.
E.  For Posts that have already baselined to the Initial Budget stage:

1. Open the Other Budget Item Worksheet.
2. From the dropdown menu, change the selection to Phase #1 – Initial Requirements:
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3. Click the “Add Sub-Object” button for either dollars or local currency.
4. Find sub-object 2512, highlight it and click OK.
5. The sub-object will appear in the Other Budget Item Worksheet.
6. Under the “Description” column, type “BME” followed by the type of contract.  For example: “BME: HVAC for Compound.”  Then type in the dollar or LC amount under the appropriate 2512 sub-object column.  If you have more than one contract, create a separate line item for each.
7. Click Save.  You will get the following alert box:
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Click “Yes.”

8. Click the “Edit Cost Center” button.
9. On the Cost Center worksheet, allocate the BME contract cost to the appropriate cost center, as shown above in Section D.3.

10. Click Save.  You will get the following alert box:
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Click “Yes.”
F.  Contracts that Cover Both Non-Residential and Residential Properties
1. If a contract covers both residential and non-residential properties, you must first divide the cost of the contract into residential and non-residential costs.  Using the method described in 6 FAH-5 H-341.12, determining share by square meters is recommended.
2. Once you determine the non-residential cost of the contract, enter that information as described above.

3. For the residential cost of the contract, this is considered Building Operating Expenses (BOE) and is entered into the Other Budget item worksheet as such.  There is no change in the way you enter the BOE cost in the Other Budget Item worksheet.  The share of the contract cost derived for the residential properties is entered under sub-object 2552 –Service Facility Operations and allocated to the residential cost centers, as appropriate (7810 and 7850).
G.  Baselining and Verifying:

Baseline the budget plan following the instructions for non-ICASS budget plans.  When you run “Verify” from the Plan Maintenance screen to ensure that data entered is correct, you will receive the following error message: 
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This error message is generated because posts will come in under the initial regional (traditional) bureau target by the amount of the contracts budgeted in sub-object 2512, and over their initial OBO target by the same amount (see reftel STATE 112884, paragraph 16).   Post should submit the budget plan to Washington, DC for approval despite this specific error message.  All other error messages must be resolved before submission. 
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