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November 21, 2003

TO:   

ALL AMERICAN EMPLOYEES
FROM:

MAO/C Robert E. Davis 

SUBJECT:

ICASS TDY Policy
SUMMARY:

Effective October 1, 2003, AmEmbassy Lima, per the ICASS Service Center in Washington’s instructions (SECSTATE 209562), implemented a new TDY visitor policy. The purpose of this policy is to equitably capture and report the cost associated with a TDY and to bill the sponsoring agency with this cost.  A new ICASS TDY software module was developed for this purpose, which is a modified version of the partial year invoice. This TDY policy was formulated in Washington and was approved by the ICASS Working Group for worldwide implementation.  Furthermore, this policy has the concurrence of Lima’s ICASS Council, and will be applied to all TDYers who come to Lima to ensure equity and transparency of transactions.  

HOW DOES IT WORK:
IN GENERAL: 

The key to this policy is Lima’s Country Clearance cable (please see below).  The country clearance cable will be used to account for TDY days (Lima’s Management Affairs Office will log TDY visits and provide a monthly report to FMO for its action.)  Only after the TDYer reaches the 31st day at post (the first 30 days, cumulative for one year, is already included in the ICASS base), will the sponsoring agency be billed for ICASS services.  Furthermore, partial year invoices will only be generated when the total of the assessed bills equals or is greater than  $2500. 

SPECIFICS:

For ICASS purposes, there are two categories of TDYers—(1) sponsoring agency is present at post, and (2) sponsoring agency is not at post. 

Regardless, if the sponsoring agency is at post or not, direct charging will be used whenever possible, and is preferable.  Direct charging includes, inter alia: overtime incurred in support of an agency, vehicle rental, cell phone rental, airline fees, airport transportation.  Lima will maximize direct charging whenever possible for all TDYers at Post.
Under ICASS, there are two types of costs—(1) per capita and (2) transaction-based.  Per capital costs can be recovered in the current year using the TDY module and are a non-recurring addition to Lima’s ICASS funds.  Transaction-based costs are recovered through the workload counts in the following fiscal year as part of the ICASS invoicing process.  Only actual incurred expenses can be charged to the sponsoring agency.

Per capita services that can be charged to TDYers are Basic Package, CLO, and Health Services.   These costs will only be billed to the sponsoring agency after 30 days and when the total bill exceeds $2500. 

Transaction –based services, e.g., vouchering, cashiering, pouching services, travel services, is counted towards the sponsoring agency’s cumulative workload count. 

If a TDYer is coming to post to temporary fill a vacant position then that workload should already be accounted for in the workload count for that agency.  If the series of TDYers are coming to post for some other reason, post considers this a one long term TDYer for purposes of presenting the agency with a single TDY module invoice.   

SPONSORING AGENCY AT POST:

If your agency is sponsoring a TDYer, you will receive a TDY module invoice, when the aggregate charges for per capita cost exceeds $2500 and when the TDY surpasses the 30-day threshold.  Transaction-based cost will be included in your workload counts for the next fiscal year.

SPONSORING AGENCY NOT AT POST:
Lima will direct charge, as applicable, all cost associated with TDYers.  However for those costs that can not be easily identified, i.e., shared costs under ICASS, an MOU (or similar commitment via cable) will be signed with the sponsoring agency indicating that agency’s responsibility for all ICASS charges.  As with the case of sponsoring agency at post, a TDY module invoice will be prepared (after the 30-day threshold has been met) and when the aggregate charges exceed $2500, however, this invoice will include both the per capita cost and the transaction-based costs.

OTHERS:

Please note the above procedures cover nearly 100% of Lima’s TDYers.  Separate guidelines and polices exist to cover expenses associated with the visits of the President, First Lady, Vice President and spouse, members of Congress, Supreme Court Justices and Cabinet members.  In addition, posts may experience extraordinary circumstances and unanticipated circumstances that can result in a rapid influx of TDY personnel.  Under these circumstances, a process for involving agencies at this post will be facilitated at the Washington level using the post ICASS software.

COUNTRY CLEARANCE CABLE:

The following will be included in all Lima’s country clearance cables:

“Action Request: Each visitor, regardless of length of stay, must bring/forward fiscal data to pay for direct costs of the visit.  Each agency, organization, or visiting delegation will be charged for the actual costs attributed to their visit.  Direct charge costs include, but are not limited to: American and LES staff overtime (e.g., expediter, accommodation exchange, representational event support), field travel-lodging and M&IE by Embassy employees, vehicle rentals, long distance telephone calls, equipment rentals, office supplies and all other costs that are directly attributable to the visit.  Also, for TDYers over thirty (30) days, there is a charge for ICASS support services.  If your sponsoring agency is not signed up for ICASS services at post, please be prepared to sign a MOU for ICASS support services upon arrival.  The agency should provide post with a written communication, generated by the traveler’s headquarters that confirms the agency will pay ICASS charges for the TDYers, provides the agency ICASS billing code the TDY support charges should be applied to, and authorizes the traveler to sign the ICASS invoice generated by the TDY module.  Where travel is urgent, the TDYers should bring this documentation with them to ensure there are no interruptions in the provision of service.  Post will not provide any service to a TDYer staying in excess of thirty days without provision of this documentation before day 31 of the TDY."

QUESTIONS:

Any questions regarding Lima’s TDY policy should be directed to Steve Garrett, FMO, or Hedy Sarria (SFMS). 

