SUMMARY OF 

US EMBASSY ADDIS ABABA 

TEMPORARY DUTY (TDY) CHARGE POLICY

Short Term TDYers (0 – 30 days/1 month): 

The Post’s built-in TDY base will support TDYers during this short-term period.  The first 30 days of support for any TDYer will be absorbed by post.

TDYers (31 days – until the end of the fiscal year):

Post will prepare a TDY invoice to reflect the per capita workload for these TDYers, charging 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 billed to the agency billing code exceeds $2,500.00.

 Per capita services that will be charged to TDYers are:  Basic Package, CLO and Health Services.  No Agency modifications are allowed for the TDY module, since it already excludes costs for the American salaries, local guard program, and leases.

Post recognizes that the per capita services listed do not exactly or only partially match those services that a TDYer might or might not use.  However, the agency members believe that this ambiguity is an acceptable tradeoff for a more complicated tracking system.  

Transaction Based Services: 

Transaction based services are costs for transaction based cost centers for all TDYers, regardless of length of stay.  The services performed have 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 is recovered on a cost distribution basis in the following fiscal year as part of the ICASS invoicing process.  Vouchering and cashiering are examples of cost centers where workload counts are based on actual transactions. 

Questions regarding this policy should be addressed to the Financial Management Office.  A more detailed explanation of the policy can also be found on the B&F page.    

Charging TDYers for ICASS Support through the TDY Module when Sponsoring Agency is Not at Post.

Post country clearance cable will request the sponsoring agency approves and provides fiscal data for TDY support.  Post will direct charge to the maximum extent possible.  

All agencies not at Post and request ICASS support must agree to sign up and pay for ICASS services (e.g. sign an MOU).

Post will obtain the appropriate agency ICASS billing code for the TDY group or parent agency.  If Post has repeated difficulty in identifying the appropriate agency code, Post will contact ICASS Service Center (ISC) for assistance.

Post will prepare ICASS invoice after the TDY support for agency away from Post has met the 30 day and $2,500.00 threshold.  

Frequently asked questions regarding the ICASS TDY Policy.

1. If a TDYer’s stay at post crosses the fiscal year, is there another 30-day grace period?

a. YES.  It is a new fiscal year with newly funded administrative platform.

2. Can a LITE Post (Addis Ababa) charge a TDYer for motor pool usage?

a. NO.  Motor pool usage at a LITE post is included in the GSO cost center which charges based on per capita; the only TDY per capita charges authorized are CLO, Health, and Basic Package.  A LITE Post should investigate direct charging as an option for requests for GSO and Information Management services.   

3. How often can the TDY module invoice be submitted for reimbursement?

a. The TDY module invoice can be submitted to the ICASS Service Center (ISC) as often as Post wants as long as the original Agency cumulative TDY invoice has passed the $2,500.00 threshold.  Post will receive funds in approximately thirty days upon submission of invoices.

4. When can Post begin producing TDY invoices?

a. Once the initial budget has been completed and submitted to the ICS  at the beginning of December posts can begin producing invoices form the TDY module.  Posts can bill form as early as October 31 or as appropriate given that a TDYer is not charged for their first 30 days.  

5. What are per capita services?

a. These are services charged under ICASS’s cost distribution system based on a head cunt, i.e. the number of agency personnel at post.  

6. What if a large TDY group comes to post for sixty days but is located up country and only receives initial minimal ICASS services?  

a. Remember there must be an expense.  The first thirty days of support are without charge.  If the group uses some services during the additional thirty days or upon departure, the cumulative Agency invoice for ICASS services must pass the $2,500.00 threshold to be submitted to the ISC.  

7. What if a post receives a series of TDYers each at post for less than the 30 days?  

a. If the TDYers are coming to post to temporarily 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 can develop a policy whereby the TDYers are strung together and treated as one long term TDYer for purposes of presenting the agency with a single TDY invoice.

8. Who can sign the TDY module invoice?  

a. If the sponsoring agency is at post, then the authorized Agency ICASS representative signs the invoice.  If the sponsoring agency is not at post, then the traveler’s headquarters office must indicate who is authorized to sign the invoice.  

