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KEY POINTS RELATED TO A POST POLICY FOR OFFICIAL VISITS AND TDYers:  

· All posts must have a TDY policy, approved by the post ICASS Budget Committee.
· The approved policy MUST be posted on eCC http://ecc.state.gov.  Agencies are not required to pay invoices for periods covered before there is an officially approved and posted policy.  

· Posts must direct charge for expenses that are easily identifiable and specific to an individual or agency and meet the criteria detailed in 6 FAH-5 H-313 (e.g. overtime, contracted work, etc.) whether or not post charges TDYers for ICASS services through the ICASS TDY module. 

· Use of the ICASS TDY module to charge visitors for ICASS service costs (different and separate from direct charge costs) is optional.  Post should consider the volume of visitors and extent of services typically provided when creating the post policy.
· If post charges visitors for ICASS administrative services, the ONLY (repeat ONLY) approved mechanism for invoicing is through the ICASS TDY Module software.  

· If post decides NOT use the TDY module, there is no other authorized mechanism to create an invoice off-line for ICASS services. Any post-created invoice other than for “direct charges” is not valid and agencies should not make payment. 

· If post uses the ICASS TDY module for an agency that does not have a permanent presence at post, post must obtain an ICASS agency code from the visitor or send an e-mail to ICASSServiceCenter@state.gov for assistance.
· The post policy must be applied to all TDYers in the same manner.  Post may not pick and choose which visitors to charge.  There are no special side deals.  
· A group of related TDYers from the same agency may be strung together but only one “7 free days” is used for the total group.  A series of unrelated TDYers from the same agency can no longer be strung together. 
· Basic Package and CLO are mandatory cost centers for TDYers.  Health Services, although optional, is highly recommended.   Posts may consider charging TDYers for other cost centers depending on post circumstances.  For example, some post may require TDYers to subscribe to Security Services if post is experiencing security issues.  
· For TDYers with a sponsoring agency at post who are requesting services in cost centers with static workload counts, these workload counts will be included in the TDY invoice.  For example, this may include cost center 5458 Information Management Technical Support if a TDYer is requesting an Open net user account.  For TDYers requesting mail and messenger service, this would result in a workload count on the TDY invoice in either 6194 Mail and Messenger Services (Standard) or 6196 Information Management Services (Lite).  
· TDYers who have a sponsoring agency at post are invoiced on the TDY module only for static workload counts.  All transaction (cumulative) workload counts will be added to the sponsoring agency counts.  
CHANGES FROM PRIOR YEAR TDY GUIDANCE:  The ICASS Executive Board approved a pilot program for FY-09 that lowered the thresholds for invoicing an agency for ICASS services to $500 (from $2,500) and the first seven day period (instead of 30 days) are at no charge.  The updated Handbook chapter, 6 FAH-5 H-360 Official Visits and TDY, details how support costs for visitors are handled and includes guidance on establishing a post TDY policy.   Posts are strongly encouraged to read the ICASS Working Group approved 6 FAH-5 H-360 to obtain a clear idea of the issues involved in charging visitors for services.  This is currently only available on the ISC web site at www.icass.gov.

SUBMITTING TDY INVOICES:  Properly completed and signed TDY invoices should be sent electronically, at least on a quarterly basis, to:  
RM_PYI&TDYICASSInvoices@state.gov
Guidance Links:  

For assistance send an e-mail to: icassservicecenter@state.gov
ICASS Service Center home page:  www.icass.gov
6 FAH-5 H-360:   

6 FAH-5 H-360 Official Visits and TDY
TDY CABLES:  

Cable ICASS TDY Policy 126645 Dec 08
Cable Q's and A's on ICASS TDY Policy 113597 Oct 08
Cable Changes to the ICASS TDY Policy 81046 Jul 08
ATTACHMENT A

WEB.PASS ICASS TDY MODULE SOFTWARE TIPS

· Post must enter the daily unit costs for ICASS services into the post policy.  These daily rates are obtained by entering workload counts into the ICASS TDY module.  The software removes certain costs from the calculation (USDH costs, LGP, Furniture Pool and Leases) to arrive at a daily rate.   
· Post should use the current active budget plan to obtain the unit cost and to create TDY invoices.  
· Daily rates:  To calculate the estimated daily rate that will be inserted in the eCC version of the post policy for the mandatory cost centers, follow these steps:   

· On the ICASS software, select the TDY Module and click on “Activate” and select an agency code used at post.  (Do not use an “Obsolete” agency code)  

· Enter a count of “1” for number of days.

· Enter a workload count of “1” for 6150 Basic Package, 5624 Health and 6443 CLO (and any other cost centers that are generally subscribed to by TDYers)
· Select “Reports” and print.

· The TDY Invoice will show the daily rate (rounded to the nearest $1) for each of the cost centers where workload counts were entered.  To get a rate to two decimal places, multiply the Unit Cost amount by .0027 (1 divided by 365 days) for each cost center.

· The Total Cost (invoice amount) is the cost per day for TDYers that are charged for all cost centers listed.
· Meeting the 7 day and $500 thresholds:  The first seven days at post are at no charge (exclusive of any charges for direct costs).  For those posts that use the ICASS TDY Module, a visitor begins to accrue costs only on day 8.  When the accrued TDY Module charges total at least $500, an invoice may be submitted for payment.  Post should calculate the number of days that one TDYer must be at post before these 2 thresholds are met.  This will help posts in identifying those TDYers that may meet the thresholds and be invoiced upon completion of their visit.  

· Divide $500 by the cost per day (as per instructions from above for Basic Package, CLO and Health Services).  The result is the average number of days to reach the minimum charge of $500.  Add 7 days to that number (the first 7 days are free) to obtain the total number of days one TDYer will be at post before the invoice will reach the minimum requirement.

· Groups of TDYers:  

· For a group of TDYers from the same agency, multiply the number of people times the number of days at post to come up with total days.  From that total subtract 7 (the first 7 days are free but only once per group) to get billable days.  Example:  A group of 10 TDYers is at post for 10 days.  Total number of days is 100 (10x10), less 7 free days, resulting in 93 billable days. 
· For a group of TDYers from different agencies, each agency is invoiced under their own agency code and each agency will have the first 7 days free, but only once per group per agency.  Each agency invoice must meet the $500 threshold. 
· Calculating Daily rate for Cost Centers with Transaction (Cumulative) Workload Counts:  
· For TDYers with a sponsoring agency at post, all transaction (cumulative) workload counts are included in the following year’s workload counts for the sponsoring agency.  
· For TDYers without a sponsoring agency at post, the invoice will also include transaction (cumulative) workload, assuming the 7 day and $500 thresholds were met.  To avoid large levels of effort to track workload counts, the new 6 FAH-5 H-360 policy recommends post estimate the annual workload count for the TDYer for these services and that annual amount is entered into the software to arrive at a daily rate.  This average annual workload count will also be used to create the actual invoice.  Post is not required to track cumulative workload counts for TDYers without a sponsoring agency at post for invoicing purposes.  
· Notes to Include on Actual TDY Invoices:  To assist agencies in understanding who each TDY invoice is related to, post is required to enter key information in the comments column of the invoice to include the name of the traveler, the dates of the visit and the relevant eCC number.  Invoices that do not include this information will be returned to post.  A future ICASS software upgrade will include a space for this data.  
ATTACHMENT B

SUGGESTED POST POLICY LANGUAGE

SUMMARY:  Each post must have a visitor policy that details the system used to charge visitors for services and it must be posted on eCC.  All posts must have a post policy that provides guidance on direct cost charges.  For those posts with a high volume of visitors that have chosen to also use the optional ICASS TDY Module, post must provide detailed guidance on the estimated costs of these charges.  Standard policy language is provided in the ICASS Handbook (6 FAH-5 H-360) to assist posts in creating their policy.  Immediately below is the recommended policy language to be included on eCC for each type of charge.  Posts should use the sample language below as a template but must fill in post specific costs in the areas highlighted in “YELLOW”.  

RECOMMENDED POLICY LANGUAGE FOR CHARGING FOR DIRECT COSTS:

“Each visitor, regardless of length of stay, must bring or forward fiscal data to pay all direct costs for items requested by the agency for the visit.  Each agency, organization or visiting delegation will be charged for the actual costs for items requested by and attributed to its visit.  Direct costs include, but are not limited to:
· U.S. citizen and locally employed staff (LE Staff) overtime (e.g., airport expediter, cashier for accommodation exchange, Motor Pool drivers, etc.) (estimated cost will be provided if these services are required);
· Per diem and miscellaneous travel costs for embassy employees in support of visitor's field travel (estimated cost will be provided if these services are required and will depend on location and duration of the travel);
· Commercially-leased vehicle (range from $XX to $XX/day for vehicle w/o driver and from $XX to $XX/day w/driver); 
· Commercially obtained cell phone rental and/or related charges at an estimated daily cost of $XX;
· Commercially obtained airport expediter services at a cost of $XX/per person 
· Any other commercial costs which are requested by and directly attributable to the visit.”
NOTE TO POST:  If post decides to not charge for ICASS services using the TDY Module, then the following statement should be inserted into the post policy.  
“As per Post policy, post does not bill TDYers for ICASS administrative services under the ICASS TDY Module.”  
NOTE TO POST:  If post has decided to use the ICASS TDY Module, it is always used in conjunction with charging for direct costs.  Therefore, for posts that use both methods, the policy must include language on direct charging as shown above AND the following suggested language:
RECOMMENDED POST POLICY LANGUAGE FOR ICASS TDY MODULE FOR ADMINISTRATIVE SUPPORT COSTS:

“TDYers who require ICASS support services and who stay at post for more than seven (7) days will be charged for the provision of those services in addition to any direct charges outlined above.  A TDY invoice will be prepared based on the ICASS services to which a TDYer subscribes (typical costs are listed below).  
TDYers with no funding agency at post must be prepared to sign a memorandum of understanding (MOU) and subscription of services agreement for ICASS support services upon arrival and sign a TDY invoice prior to departure.  With the granting of country clearance, it is expected that the TDYers agency will pay ICASS charges for services provided, will provide the appropriate agency ICASS billing code, and will authorize the TDYer to sign the ICASS invoice generated by the TDY module.  If you do not have or do not know your ICASS billing code, send a request to ICASSSERVICECENTER@State.gov.  
In cases where travel is urgent, TDYers must bring the required financial documentation with them to ensure provision of services.  Post will not provide any services to a TDYer staying in excess of seven days without provision of this documentation before day eight (8) of the TDY.
Example for a Standard post

TYPICAL TDY MODULE CHARGES (per traveler):  
Basic Package                  
$XX/day
CLO                                

$XX/day
Health                             
$XX/day
(Plus the following for TDYers with no sponsoring agency at post [can include other cost centers based on posts past experience with TDYers])
Procurement Services       
$XX/day (based on workload)
Motor Pool                       
$XX/day (based on workload) 
Vouchering Services         
$XX/day (based on workload).”
Example for a Lite post
TYPICAL TDY MODULE CHARGES (per traveler):    
Basic Package                 
$XX/day
CLO                               

$XX/day
Health                             
$XX/day
(Plus the following for TDYers with no sponsoring agency at post [can include other cost centers based on posts past experience with TDYers])

General Services             
$XX/day (no modification)
     



Includes all the below services plus E and F
     
GSO Basket 2                $XX/day (0.6 modification)
      



Includes the below services plus C and D (identify the 




services)
     
GSO Basket 1                $XX/day (0.3 modification)
       



Includes Services A and B (identify the services)
Financial Mgmt Services    
$XX/day (based on workload) (no modification)
     



Includes the below services plus C 
     
FMS Basket 1               
$XX/day (based on workload) (0.6 modification)
       



Includes services A and B (identify the services)
ATTACHMENT C

EXAMPLES OF POST TDY POLICIES
NOTE TO POST:  Below are three examples of post polices that have been approved by the ICASS Service Center.  Posts may use these policies as templates but must insert post specific data, such as unique arrangements for expediter services and costs related to transactions based on the ICASS Web.Pass software.  The areas that must be post specific have been highlighted in “YELLOW” bold italics.
EXAMPLE #1:  STANDARD POST THAT CHARGES DIRECT COSTS AND USES THE ICASS TDY MODULE TO CHARGE FOR ICASS SERVICES

Each visitor, regardless of length of stay, must bring or forward fiscal data to pay all costs for items requested by the agency for the visit.  Each agency, organization or visiting delegation will be charged for items requested by and attributed to its visit.  

Direct costs include, but are not limited to:

· U.S. citizen and locally employed staff (LE Staff) overtime (e.g., airport expediter, cashier for accommodation exchange, Motor Pool drivers, etc.) (estimated cost will be provided if these services are required); 

· Per diem and miscellaneous travel costs for embassy employees in support of visitor's field  


travel (estimated cost will be provided if these services are required and will depend on location and duration of the travel);

· Commercially-leased vehicle (range from $150 to $200 day for vehicle with driver) 

· Cell phone cost and related charges at an estimated monthly cost of $6.00 per month per phone plus minutes used. 

· Commercial airport expediter services at a cost of $70/person 
· Any other costs that are directly attributable to the visit.

In addition, TDYers who stay at post for more than seven (7) days and who require ICASS support, will be charged for those services in addition to any direct costs outlined above.  A TDY invoice will be prepared based on the ICASS services to which a TDYer subscribes (typical costs are listed below).  

TDYers without a funding agency at post must be prepared to sign a memorandum of understanding (MOU) and subscription of services agreement for ICASS support services upon arrival and sign a TDY invoice prior to departure.  With the granting of country clearance, it is expected that the TDYers agency will pay ICASS charges for services provided, will provide the appropriate agency ICASS billing code, and will authorize the TDYer to sign the ICASS invoice generated by the TDY module.  (If you do not have an ICASS billing code, send a request to ICASSSERVICECENTER@state.gov.)  
NOTE TO POST:  The daily rates listed below were calculated in the Web.Pass ICASS TDY Module using an actual FY-09 Initial Budget.  See the sample “Standard TDY Example” TDY Invoice on page 9 and 10 to compare the daily rates listed below to the actual Web.Pass ICASS software generated TDY invoice.  The software rounds the unit cost to the nearest dollar.  To calculate the daily rate to two decimal points, divide the “Unit Cost” by the “Modified Workload”.  For example, the daily rate for 5624 Health Services is $5.47 [$2,025.39 (unit cost) multiplied by 0.0027 (modified workload)].  
In cases where travel is urgent, TDYers must bring the required documentation with them to ensure provision of services.  Post will not provide any services to a TDYer staying in excess of seven days without provision of this documentation before day eight (8) of the TDY.

TYPICAL TDY MODULE CHARGES (per traveler):   

· Basic Package (Mandatory)       

$  5.41  per day

· CLO (Mandatory)                 

$  1.13  per day

· Health (Strongly Advised)      

$  5.47  per day

· Information Mgt Support (Optional)   
$  1.28  per day (per User Account)

· Mail Service   (Optional)   


$  8.30  per day

· Motor Pool (Optional)      


$54.60  per day (projected usage of 30 km per day) 

· Travel Service (Optional)


$24.23  per day (projected usage of 24 annual actions)

· Procurement Services (Optional)

$  6.52  per day (projected usage of 12 annual actions)

· Vouchering Services (Optional)

$  1.28  per day (projected usage of 24 annual actions)

· Cashiering Services (Optional)

$  1.27  per day (projected usage of 48 annual actions)

Total for all services 


           $109.49  per day

The threshold for receiving a TDY invoice will depend on the optional services that are used.  Based on the above, a TDYer without an agency presence at post subscribing to all cost centers listed above, would reach the $500 monetary threshold in just under 5 days [$500/$109.49 = 5 days (rounded)], after having met the seven-day threshold.  Therefore, a TDYer planning to be at post for at least 12 days (5 days plus the 7 “free days” = total of 12 days at post), should expect to receive a TDY invoice if ICASS services are required.  A TDYer with an agency presence at post subscribing to only BP, CLO, and Health, would reach the $500 monetary threshold in just under 41 days [$500/$12.01 = 41 days (rounded)], after having met the seven-day threshold.  


[image: image1.emf]
[image: image2.jpg]Cost Center

Estimated New
Workload for
1 Days

Modification
Factor

Modified
Workload

Unit Cost

Total Cost

Comments

6462-0000 Travel Services

Information Mgmt.

6194-0000 Mail and Messenger USDH
Services

Financial Mgmt. Services

6223-0000 Vouchering

6224-0000 Cashiering é;gg‘ﬁge

Total:

0.0658

0.0027

0.0658

0.1315

1.0

1.0

1.0

1.0

0.0658

0.0027

0.0658

0.1315

$368.23

$3,073.12

$19.40

$9.73

$24

$8

$1

$1

Post should estimate the annual average
number of travel assists used by a TDYer
and enter that workload count. The total
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Cost centers 5826 and 6144 (including all locations and sub-cost centers associated with both) are intentionally left out of this report.
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EXAMPLE #2:  LITE POST THAT CHARGES FOR DIRECT COSTS AND USES THE ICASS TDY MODULE TO CHARGE FOR ICASS SERVICES

Each visitor, regardless of length of stay, must provide fiscal data to pay for direct costs for the visit.  Each agency, organization, or visiting delegation will be charged for the actual costs attributed to its visit.  

Direct costs include, but are not limited to:

· U.S. citizen and locally employed staff overtime. LES hourly rate range is $11.23 - $19.16.  U.S. citizen rates based on salary.

· Per diem and miscellaneous travel costs for embassy employees in support of visitor's field travel (cost estimates will be provided if these services are required).

· Cell phone rental and related charges at an estimated daily cost of $25.00.

· Any other costs directly attributable to the visit.

LONG TERM TDY ICASS SERVICES

A TDYer who stays at post for more than seven (7) days and accumulates ICASS charges of $500 or more will be charged for ICASS services in addition to any direct charges outlined above.  A TDY invoice will be prepared based on the ICASS services necessary to support the TDYer’s presence on compound.  

NOTE TO POST:  The daily rates listed above were calculated in the Web.Pass ICASS TDY Module using an FY09 Initial Budget of an actual post.  See the attached sample “Lite TDY Example” TDY Invoice on page 13 to compare the daily rates listed above to the actual Web.Pass ICASS software generated TDY invoice.  The software rounds the unit cost to the nearest dollar.  Using the numbers from the attached sample Lite invoice, to calculate the daily rate to two decimal points, divide the “Unit Cost” by the “Modified Workload”.  For example, the daily rate for 5624 Health Services is $2.81 [$1,039.27 (unit cost) multiplied by 0.0027 (modified workload)].  
Typical costs are: 

· Basic Package Services            


$     .82 a day

· CLO Services




$  1.16 a day

· General Services


 

$16.78 a day 

· Health Service   




$  2.81 a day

· Information Management Tech Support 

$    .54 a day

· Information Management Services

$  5.13 a day

· Financial Management Services 


$12.48 a day 

*modifications may be requested 

A TDYer from an agency not present at post must be prepared to sign a memorandum of understanding (MOU) and subscription of services agreement for ICASS support services upon arrival.  With the granting of country clearance, it is expected that the TDYer's agency will pay ICASS charges for services provided, will provide the appropriate agency ICASS billing code, and will authorize the TDYer to sign the ICASS invoice generated by the TDY module.  (If you do not have an ICASS billing code, send a request to ICASSSERVICECENTER@State.gov.)

In cases where travel is urgent, a TDYer must bring the required documentation with them to ensure provision of services.  Post will not provide any services to a TDYer staying in excess of seven days without provision of this documentation before day eight (8) of the TDY.

Acceptance of Country Clearance by the traveler indicates full acceptance of the above conditions.

EXAMPLE #3:  CHARGING FOR DIRECT COSTS ONLY, NO ICASS SERVICES TDY CHARGES

Each visitor, regardless of length of stay, must bring or forward fiscal data to pay for direct all costs for items requested by the agency for the visit.  Each agency, organization or visiting delegation will be charged for the actual costs for items requested by and attributed to its visit.  

Direct charge costs include, but are not limited to:

· U.S. citizen and locally employed staff (LE Staff) overtime (e.g., airport expediter, cashier for accommodation exchange, Motor Pool drivers, etc.) (estimated cost will be provided if these services are required);

· Commercially-leased vehicle with driver for $240 per 8 hour day; 

· Cell phone rental and related charges at an estimated daily cost of $30  for 50 free minutes; 

· Commercial airport expediter services for 4 hours at a cost of $110 per person for each assist;

· Any other costs that directly attributable to the visit.

Post does not invoice TDYers for ICASS administrative services.  
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COMMENTS/QUESTIONS RECEIVED FROM POSTS:  

· Comment:  We have one policy statement that covers all costs.
Response:  The post policy should have two distinct parts.  The first part addresses charges for direct costs and must be a part of every post’s policy.  The second part addresses use of the optional ICASS TDY module that covers charges for ICASS services.  To make it as easy as possible for posts, there is sample standard language (see Attachment B).  Post can copy the recommended language into a post policy document, enter post-specific information regarding typical direct costs and the estimated charges, and the policy should be ready for review and approval by the post ICASS Budget Committee. Those posts that have infrequent TDYers may decide not to implement the ICASS TDY module.  Posts with a high volume of visitors that use ICASS services need to have an appropriate visitor policy that addresses the ICASS service costs.  Posts that do implement the TDY module must calculate the specific ICASS administrative services costs by running a “What If” TDY invoice to obtain daily or unit rates and these rates are entered into the post policy.    

· Comment:  Our post is going to direct charge for all costs so we don’t need a TDY policy.  

Response:  Even if post is only direct charging for authorized costs (as described 6 FAH-5 H-313  e.g. overtime, contracted work, travel costs) and not using the ICASS TDY module to collect ICASS service costs, the direct charging policy of that post should be stated on the eCC.  Some posts mistakenly thought that ICASS services may be direct charged.  For example, a number of draft post policies incorrectly list a series of ICASS services, such as Health Services, Procurement and Cashiering, that they plan on direct charging.  ICASS services do not meet the definition of a direct charge as outlined in 6 FAH-5 H-313.  The only approved method to invoice for ICASS services is via the ICASS TDY module.
· Comment:  Post estimated that the daily cost of GSO services is $20 per capita (person) per day.  Post will charge $20 times the number of days plus overtime costs and will submit an invoice directly to the agency.

Response:  Overtime meets the criteria as a direct chargeable cost and can be direct charged to an agency.  However, ICASS services delivered during regular hours by ICASS employees may not be direct charged.  Charges for all ICASS services, including GSO, may only be invoiced using the ICASS TDY module.    

· Comment:  No one ever visits our post so we don’t need a policy.    

Response:  At a minimum, all posts must have a visitor policy that addresses how direct charges are handled and indicates the estimated costs of typical requirements (see Attachment B for standard language).  If post chooses to not use the optional ICASS TDY module that should be noted in the policy statement and posted on eCC.  
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1.0 0.0027

1.0 0.0658

1.0 0.1315

$368.23 $24

$3,073.12 $8

$19.40 $1

$9.73 $1

Post should estimate the annual average
number of travel assistsused by aTDY er
and enter that workload count. The total
cost isthe average daily rate. In this
exampl e the annual workload entered was
24,

Extended TDY ers may request this
service.

Post should estimate the annual number
of strip codes process per TDY er and
enter that number. Thetotal cost isthe
average daily rate. In this example the
workload entered was 24.

Post should estimate the annual number
of accommodation exchange transactions
processed per TDY er and enter that
number. In this example the workload
entered was 48.

Total:

$57

Cost centers 5826 and 6144 (including all locations and sub-cost centers associated with both) are intentionally left out of this report.
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