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On October 1, 2003, a new policy took effect pertaining to support costs for TDY

visitors to overseas posts. Approved by the ICASS Interagency Working Group

(IWG), this new policy establish procedures for overseas posts to calculate and

charge the responsible agency for the costs of long-term TDY visitors, using a new software module.

As announced and explained in Reference A, this new Policy supersedes 6 FAH-5 H-405.2-1, and is incorporated into the updated ICASS Handbook and the Foreign Affairs Handbook under the following references:

· 6 FAH-5 H-405.3 Treatment of Distinctive Costs

· 6 FAH-5 H-405.3-1 TDY Costs: Financial Support for Approved TDYers

A key provision of the new policy is that it is not mandatory for overseas Posts, and may be instituted only if agreed to by the Post ICASS Council. A further provision is that each Post must promulgate its own local TDY Policy, based upon the guidelines and procedures outlined in Reftel A. Such local policy must be posted on the Mission website for 60 days before assessing any charges to TDY visitors, and must also be conveyed to potential TDY visitors via the Country Clearance Cable.

Following is the Official TDY Policy for Embassy New Delhi and the Consulates in Mumbai, Chennai and Kolkata.

------------------------------------------------------------------------------------------------------------

I.
PURPOSE: The purpose of this Policy is to set forth the terms and conditions

under which costs of ICASS support for long-term official TDY visitors may be

recorded and assessed to the sponsoring agency.

II.
BACKGROUND: United States Government (USG) agencies send TDY visitors overseas to further their missions. These TDY visitors serve a number of important purposes, including coverage of personnel gaps, provision of highly specialized expertise, response to short-term increases in work and support for high-level visitors. With Chief of Mission concurrence via a “Country Clearance cable, TDY visitors may receive support for their visit from the ICASS Service Provider.

III.
APPLICABILITY: This Policy shall be applicable to TDY employees of all

agencies, regardless of whether or not the respective agency has a permanent

presence in India. For purposes of this policy, TDYers are usually USG  employees, but USG contractors and grantees are also included under this policy if their contract or grant covers ICASS services, and their sponsoring agency agrees in advance to pay for ICASS services they receive.

IV.
NON-APPLICABILITY: This policy shall not apply to the following categories of TDY visitors:


1.
VVIP visitors. Separate guidelines and policies exist to cover expenses associated with the visits of certain VVIPs, including the President, First Lady, the Vice-President and spouse, members of Congress, Supreme Court Justices, and Cabinet members.



a.
For visits by POTUS, FLOTUS, VPOTUS and spouse, funding for support of accompanying White House personnel must be requested/provided in the State Department’s program allotment.  Funding for accompanying members of the U.S. Secret Service, the Department of Defense, or any other agency’s personnel must be direct charged.

b. For visits by the Secretary of State, funding must be requested and provided in the State Department’s Program Allotment for all reimbursable costs incurred by ICASS.

2. “Regular VIP” visitors. This category primarily includes lower-ranking USG officials, although some visitors may represent state or local governments or private institutions. In all cases, the support costs associated with these visits should be funded, to the extent possible, by the visiting delegation, usually through the advance provision of fiscal data. Through the use of fund cites, the Mission rents or procure items or services in support of the visit, normally with the advance concurrence of the VIP delegation. The fund cites will also used to cover unbudgeted ICASS support costs for such things as supplies drawn from the Post warehouse, fuel for vehicle support, and overtime incurred by ICASS service providers. However, visiting delegations will not be billed for salary and allowance costs of ICASS staff who provide services during normal working hours.


3.
Other exempted categories of visitors. This includes the following categories of TDY visitors:



a.
Those who are temporarily filling vacant positions or staffing gaps;



b.
Those who are providing support for ICASS services; and



c.
Staff from other posts who are providing “post-to-post” assistance to the Embassy or Consulates.

V.
BASIC PRINCIPLES

This TDY Policy is based upon the following principles:

1. Universality. This TDY Policy has been approved by all agencies represented on the ICASS Council, and applies equally to all.


2.
Transparency. By posting the TDY Policy on the Mission website, and communicating it via the Country Clearance cable, potential TDY visitors are provided sufficient advance notice of the likely administrative support expenses. The CC cable must also request the visitor’s agreement to the charges, as well as a fund cite with which these costs can be covered.



a.
While Country Clearance is not automatically linked to the visitor’s agreement to pay for support services, the COM may deny the clearance if the visiting agency does not agree to pay such costs. 

b. As Contractors/grantees are not normally required to obtain Country Clearance, the sponsoring agency at Post must agree in advance to pay for all support costs.

3. Materiality. TDY visitors cannot be assessed costs simply because they are coming to Post. Costs associated with a TDY visit must be material; i.e. there must be an actual documentable cost associated with supporting the visit, such as an invoice, time/attendance records, etc.

4. Significance. The sum of all costs involved in supporting a visit should not be less than the probable administrative costs of billing and payment by all parties for the services.


5.
No duplicate billing. An agency at Post cannot be direct charged for TDY support if that same agency also receives a regular ICASS invoice which includes workload counts for such support.

VI.
METHODS OF CHARGING FOR ICASS TDY SUPPORT SERVICES:

There are two categories of charges incurred for services provided to TDY visitors:

1. Direct Charging. This is the preferred billing method for costs of TDY support, regardless of the length of the visit or the permanent presence of the sponsoring agency at Post. Examples of such direct-charge items include: Staff overtime (FSN and US), official in-country travel, USGowned vehicle mileage, commercial vehicle/chauffeur rental, airline fees, cell phone rental/tolls; USG or commercial office supplies, rental/purchase of telephones, computers, fax machines, etc.


2.
ICASS TDY Software Module. If a sponsoring agency has a permanent presence at post, it is relatively easy to capture TDY ICASS support costs by using new software prepared by the ICASS Working Group. There are two types of TDY support service costs billed under this method:



a)
Per capita-based services. This relates to costs that can be recovered in the current fiscal year. The length of the TDY is the primary criterion for determining charges in this category.




--
Short-term visits (1-30 days): The expenses of supporting short-term TDY visits are covered by funds built into the Post’s ICASS funding base, and thus will not be billed separately to the agency.




--
Long-term TDY (31 days-end of fiscal year): In addition to paying for direct charges which can be itemized, the sponsoring agency at Post will also be charged on a per capita basis for Basic Package, CLO, and Health Unit services. There is no charge for such other services as American salaries, local guard program, short-term leasing, etc.




--
Terms and conditions: The cumulative amount billed to the agency in this case must be at least $2500. There is no agency modification permitted.



b)
Transaction-based services. These are costs which can be recovered in the following fiscal year as part of the ICASS invoicing process. It applies only to those services which have an associated workload count for the TDY visitor, and such counts apply towards the sponsoring agency’s cumulative total for the year.




--
Examples: Vouchering, cashiering, direct motor pool support.




--
This method can be applied to all TDY visitors, regardless of the length of stay.



c)
When the sponsoring agency is not established at Post. Although relatively more complicated, it is still possible to use the ICASS software module to charge for the underlying infrastructure costs of providing ICASS support for the TDY visitor. Post must ensure that:

· direct-charging is used where possible

· sponsoring agencies provide advance written agreement (via cable or MOU), along with their respective billing code to pay and/or enroll for ICASS services

· the invoice must include charges for both per capita and transaction-based services, the combined total of which must exceed $2500.


3.
Posts requiring extraordinary TDY support



Posts may sometimes experience extraordinary and unanticipated circumstances that can require/result in a rapid influx of TDY personnel.  Examples would be a civil war, major humanitarian crisis, terrorist incident or natural disaster. If such circumstances preclude Post from invoicing sponsoring agencies in a timely or accurate manner, the issue should be referred to the respective Regional Bureau for guidance and assistance.

VII.
IMPLEMENTATION

This policy will become effective 60 days after the date of approval by the post ICASS Council, allowing sufficient advance notice to affected agencies via the Mission Website and Country Clearance cables. In order to avoid unnecessary effort, ICASS costs for TDY visitors will only be tracked if it is determined that this Policy will apply to the proposed traveler(s).


1.
Responsibility for Tracking TDY Visitor Costs

The Financial Management Center Office will have overall responsibility for

tracking the ICASS costs of TDY visitors who are covered under this Policy.


2.
Responsibility for Notification of TDY Visits.



a)
Individual TDY visits. It is the responsibility of the sponsoring agency to inform the ICASS Service Provider of any proposed TDY visitor who may be subject to ICASS charges under this Policy.



b)
Large-scale TDY visits. In the event of an emergency situation requiring significant numbers of TDY visitors to whom this policy would be  applicable, the Emergency Action Committee will inform the Service Provider that ICASS costs for such visitors shall be tracked and assessed.

VIII.
MODIFICATIONS

With the approval of the ICASS Council, this Policy may be modified as necessary to incorporate any changes in applicable State Department regulations, or to address any unanticipated circumstances relating to TDY visitors in India.
