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U.S. Government employees and USG contractors/grantees travel to post to serve temporarily for a variety of purposes, such as coverage of personnel gaps, provision of highly specialized expertise, response to short-term increases in work and support of high-level visitors. Post’s administrative support, which is offered by ICASS service providers, is available to all TDY employees on a reimbursable basis. It is the policy of post to provide these services whenever possible by direct charge to a fund cite provided by the TDY employee(s). Those services that cannot be directly charged will be either billed using the ICASS TDY module or by attributing the workload counts to the sponsoring agency for use in the next fiscal year’s ICASS budget distribution. 
PURPOSE AND APPLICABILITY 

This Temporary Duty (TDY) policy provides guidance to agencies requiring TDY presence within Bangladesh and to explain the mechanisms available for covering the administrative costs of support for those TDYs in excess of 30 days and cumulative costs of $2,500. For the purposes of this policy a SHORT TERM TDYer is defined as a TDYer with a stay of 30 days or less and a LONG TERM TDYer is defined as a TDYer with a stay of 31 days or more. Positions meeting the NSDD-38 definition of “permanent” must go through the NSDD-38 process if required by the Chief of Mission. A position is considered “permanent” if it is established without time limit, for a period of at least one year, or if it is encumbered for one year or more. 
This policy does not apply to the following categories of visitors. Post will use existing separate guidelines and policies 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. 
1. Costs associated with visiting VIPs will be funded, to the extent possible, by the visiting delegation. Post will obtain fiscal data from a visiting delegation prior to a visit. This fiscal data may be used to rent or procure agreed upon items or services in support of the visit. 

2. Unbudgeted ICASS support costs for such things as supplies drawn from the warehouse, fuel for vehicle support costs, and overtime incurred by ICASS service providers will be charged from the ICASS allotment to the agency fiscal data provided. ICASS salary and allowance costs that are budgeted and funded by serviced agencies, including State, for service during normal working hours cannot be billed to a visiting delegation.

3. For Presidential, First Lady, Vice Presidential (and spouse) visits, funding for support of accompanying White House personnel must be requested/provided in the State Department’s program allotment. Funding for accompanying U.S. Secret Service (USSS), Department of Defense (e.g. White House Military Office units), or any other agency’s personnel must be direct charged. For Secretary of State (SecState) visits, funding must be requested/provided in the State Department’s program allotment. Reimbursable costs incurred by ICASS in support of these visits, for such things as overtime and ICASS supplies issued, are charged to the Department of State program allotment if for direct White House or SecState use. Such costs incurred by any other agency must be direct charged to those agencies. The normal after-visit, actual-expense reporting for direct White House and SecState expenses should be completed and, based on the report of justified and approved expenditures, funding provided in the program allotment may be adjusted. The appropriate Department of State regional bureau should provide more detailed guidance. 

4. TDYers who are (a) temporarily filling vacant positions or staffing gaps, (b) providing support for ICASS services, or (c) providing post-to-post assistance (TDYers sent from one overseas post to another to provide temporary support/assistance). 

SERVICES AND CHARGES FOR TDYERS 

There are two categories of charges incurred for services provided to TDY visitors: direct and ICASS TDY charges. The direct charge category applies to all TDYers unless they fall into exempt category under paras A, B and C. The definition of a direct charge and the method for using it are described below. The ICASS TDY category of charging depends on the length of stay, the type of service provided and whether there is a sponsoring agency at post. 

SERVICES 

The following services are available to TDYers on a direct charge basis: 
• Phone service: Cell phone rental/purchase and the cost of all calls, plus the cost of all long distance calls. 
• Car Rental or Bus Rental: Direct charge for cost of rental. 
• Motorpool: Driver overtime and mileage (currently @ 30 cents per Km) will be direct charged when applicable. 

• Pouching: Pouch charges are on a per kilo charge depending on destination. All items over 20 KG will be direct charged. Small items, which are not feasible to track, will be divided among agencies subscribing to Mail and Messenger Service. Any use of DHL or FedEx will also be direct charged to the TDY-er. 

• Procurement: Items/equipment purchased at the request of a TDYer will be direct charged. 

• Official in-Country travel expenses, cost of office supplies, overtime incurred and other services as contracted. 

CHARGES (SPONSORING AGENCY AT POST) 

There are two types of costs connected with TDYers in this category – per capita and transaction-based. Each is managed differently. Per capita costs can be recovered in the current fiscal year and are a non-recurring addition to the post ICASS funds. Transaction-based costs are recovered through the workload counts in the following fiscal year as part of the ICASS invoicing process. 

i) Per Capita Based Services 
These are costs that can be recovered in the current fiscal year by using the TDY module. The length of stay is the criteria for determining per capita charges for TDY. Based on this, there are two categories of TDYers. 

a) Short-term TDYers (0-30 days) 
The post’s built in TDY base is expected to support TDYers during this period. Post will absorb the first 30 days of ICASS support for any TDY. ICASS considers support for short-term TDYs as part of the basic overseas administrative platform, which is funded within the traditional bureau ICASS target levels. In addition, the cost of processing invoices for numerous short-term TDYs will generally exceed the amount of the invoice, making this cost-prohibitive for the ICASS system as a whole. 

b) Long-term TDYers (31 days–until end of fiscal year) 
Post will prepare a TDY invoice to reflect the per capita workload for these types of TDYers. Post will charge the sponsoring agency’s ICASS billing code for ICASS support services where the ICASS services provided to that agency cannot be direct charged and the cumulative amount (from day 1 of the TDY) billed to the agency billing code exceeds $2,500. 
The per capita services that can be charged to TDYers are Basic Package, CLO, and Health Services. No Agency modifications are allowed for the TDY module as it already excludes costs for American salaries, local guard program, and leases. 

It is recognized that the per capita services listed do not exactly or only partially match those services that a TDYer might or might not use. It is believed, however, that this ambiguity is an acceptable tradeoff for a more complicated tracking system. 

ii) Transaction-Based Services 

Costs for post’s transaction-based cost centers (primarily Financial Management Services & Travel Expeditor services) are recovered for all TDYers, regardless of length of stay. The service performed has an associated count for the TDYer and is counted towards the sponsoring agency’s cumulative workload count. Using the workload counts, the costs of the service are recovered on a cost distribution basis in the following fiscal year as part of the ICASS invoice process. 

CHARGES (SPONSORING AGENCY NOT AT POST) 

When there is no sponsoring agency at post, communication is key when it comes to charging for ICASS services. It is in the best interests of the Service Provider and customer agencies at post to ensure that the TDYer from an agency not at post pays for ICASS services to allow for equity and transparency of billing for ICASS costs. Post will direct charge as much as possible. 

However, direct charging does not recover the underlying infrastructure costs of providing ICASS services. Post will communicate to the sponsoring agency at the headquarters level that all agencies requesting ICASS support must agree to pay and sign for ICASS services (i.e., sign a MOU). The communication will be included in the country clearance cable. The country clearance cable language is contained in Exhibit A of this procedure. 

In order to facilitate the TDY invoicing process described below, post will obtain the appropriate ICASS billing code for the TDY group or parent agency early in the process. Post will prepare TDY invoices to bill agencies not sponsored at post in the same manner as described in the previous section. This includes the 30-day threshold. Only after that has been met can post begin charging for ICASS support. A new additional step for this category is that the invoice is prepared for both per capita (the three previously identified) and transaction-based services (any service utilized). The cumulative TDY invoice for the sponsoring agency code (as identified by the billing code) has to exceed $2,500 worth of services in order to be submitted. 

CHARGES FOR EXTRAORDINARY SUPPORT IN EMERGENCIES 

Post may experience extraordinary and unanticipated circumstances that can result in a rapid influx of TDY personnel. Extraordinary events are normally considered “catastrophic in nature”. Examples would be civil war, major humanitarian crises, terrorist incidents, and natural disasters. Costs are factored using the workload counts outlined Post’s ICASS service standards. The service standards also provide a complete list of services offered at post. 

If Post is in extraordinary circumstance and cannot invoice sponsoring TDY agencies, it will contact the relevant Department of State Regional Bureau. A process for invoicing agencies at these posts will be facilitated at the Washington level using post ICASS software. 

COUNTRY CLEARANCE LANGUAGE 

All visitors must request and receive country clearance before proceeding to post. Post’s country clearance cable will include the following communication regarding post’s ICASS Billing Policy for TDYers: 

“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 its visit. Direct charge costs include, but are not limited to: American and LES overtime (for such services as airport expediting, cashier accommodation exchange, control room staffing, representational event support), travel and per diem costs incurred by post personnel in support of visitor’s field travel, rental of vehicles and other equipment, long distance telephone calls, office supplies, gasoline and other vehicle maintenance costs, departure tax and other airport fees as appropriate. For TDYers remaining at post over 30 days, there is a charge for ICASS support services. This charge is for the following ICASS services: Basic Package, CLO and Health Services. Agencies will not be billed until the accumulated invoice cost for TDY support exceeds $2,500 for the fiscal year. If your sponsoring agency is not signed up for ICASS services at post, please be prepared to sign a Memorandum of Understanding 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 TDYer, 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 TDYer should bring this documentation with him/her 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.” 

ICASS TDY INVOICE PROCESS 

Once an agency’s TDYer has met the minimum time (30 days plus 1) and the cumulative dollar total for all TDYers from that agency ($2,500), the service provider will begin submitting TDY invoices to the ISC for processing. The invoice must reflect TDY costs that are incurred during the current fiscal year and may not represent any prior year activity. After verifying that the invoice has been signed and authorized for payment, the ISC will recommend an increase to the post ICASS allowance in the next set of allotment recommendations. Funds issued in support of TDY invoices have no impact on the approved post targets and are separate and distinct from all authorized funding levels. 
The ISC will bill all agency headquarters for TDY support costs prior to the close of the fiscal year. Post Service Providers are required to remind all TDY invoice authorizers that it is their responsibility to inform their headquarters of the financial obligation pertaining to the signed invoice. 

Additionally, the signed TDY invoice reflects the commitment for the agency to pay and represents a valid document for billing purposes. 

Mission Policy # 04-011, Temporary Duty Policy, has been cleared by the following agencies: 

FMO: Ralph Hamilton ____________________ Date: ___________ 
MGT/C: Alaina B. Teplitz ____________________ Date: ___________ 
Dir./USAID: Gene George ____________________ Date: ___________ 
DAO: LTC Michael Pettigrew ____________________ Date: ___________ 
SAO: LTC Jeffrey Sherwood ____________________ Date: ___________ 
CDC: Dr. Robert Breiman ____________________ Date: ___________ 
Dir./PC: Frederic Gregory ____________________ Date: ___________ 
LOC: Laila Mulgaokar * ____________________ Date: ___________ 
FAS: Michael Reidell * ____________________ Date: ___________ 
State/Chair Mark Tesone ____________________ Date: ___________ 
DCM: Judith Chammas ____________________ Date: ___________ 
* Based in New Delhi. 
