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1.  SUMMARY:  On October 1, 2008, the new TDY policy outlined in

reftel went into effect.  A major feature of this new policy is the

lowered thresholds of 7 days/$500 for all TDYers.  All posts are

reminded to update their TDY policy information on the Department of

State's eCountry Clearance (eCC) site to reflect these policy

changes.  This cable provides additional information and

clarification on this new policy.  END SUMMARY

2.  Reftel outlined the new TDY policy that lowered the thresholds

to seven days/$500 from 30 days/$2500. The new policy also changed

some guidelines for implementing the TDY policy at post.  Posts are

strongly encouraged to review this cable and be familiar with the

new guidance.  All questions on the new policy should be directed to

the ICASSSERVICECENTER@state.gov mailbox.

3.  In developing this new policy, the IWG Policy Committee wanted

clearer, more definitive information regarding posts' TDY policies

in an easily accessible format; it was agreed that the eCC system

would be the repository for these policies and each post is

responsible for ensuring that its policy is entered and kept up to

date.  This is the main source of information for customer agencies

in preparing and budgeting for TDY travel.  Posts are reminded that

they must update their TDY policy information on eCC as outlined in

reftel.

4.  The following series of questions is intended to clarify certain

aspects of the new policy.

5.  Q.  Who decides what post?s TDY policy should be?

A.  The decision rests with the service provider and post Budget

Committee; whatever policy is decided, it must be applied equally to

all TDYers.  Each post must consider the volume of visitors it

receives each year and determine the most equitable and fair

approach for recovering ICASS support costs.  At a minimum, every

post policy must ensure that TDYers are direct charged for specific,

identifiable costs related to their visit.  In addition, if a post

has a high volume of TDY visitors, it may opt to also use the ICASS

TDY module to offset some of the indirect support costs associated

with TDYers, ensuring that resident agencies are not subsidizing

their travel.

6.  Q.  Are there any limits on what can be direct-charged to a

TDYer?

A.  All TDYers are subject to direct charging for any costs related

to their visit.  Such costs are clearly identifiable as a distinct

expenditure attributable to a specific agency/individual and are not

otherwise included in post's budget.  Examples could include

overtime charges, rental fees (i.e., commercial vehicles, cell

phones, etc.), airline fees, commercial airport transportation, etc.

7.  Q.  Can I charge the cost of gasoline to a TDYer?

A.      Yes, but only if it meets the "direct charge" test:  can it be

easily identified and attributed to the TDYer; and, is it a cost

that is not otherwise funded in post's budget.  Because fuel is

purchased on an as needed basis, if post is able to identify the

quantity attributable to a TDYer, it can be direct charged (NOTE:

The cost of gasoline may not be direct charged to a TDYer if this

cost is included in Motor Pool workload that is charged to an agency

and thus already included in the budget).  At those posts that use

coupons to dispense fuel, these could be direct charged to the

TDYer.

8.  Q.  My post Budget Committee has approved our new TDY policy and

we will only use direct charging to recover the related costs.  Can

we establish a flat fee for use of ICASS support services and direct

charge that amount to the traveler?

A.  No.  The only way to charge for use of ICASS services is through

the ICASS TDY Module in the budget software.  This is the only

approved mechanism for billing agencies for services rendered to

TDYers.  Direct charges apply only to those items that are clearly

separate and distinct from post's routine operations and are clearly

identifiable to the TDYer.  Examples include overtime directly

related to the TDYer; commercial rental of a vehicle for the TDYer;

cell phone rental for the TDYer, expediter services, etc.

9.  Q.  I find the ICASS TDY module too difficult to use.  My Budget

Committee approved an easier system where we just direct charge

every TDYer certain fees for various services.  For example, we

direct charge every TDY visitor a basic charge for general support

services; our on-staff expeditor meets most visitors and we have

calculated a basic fee for his services and we direct charge that to

the TDYer; and for those TDYers who require additional services we

charge a fee for general administrative services.  Why doesn't every
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post use this approach?

A.  A post may direct charge a TDY visitor only for those costs that

are clearly identifiable as a distinct expenditure for that visitor.

You may not create your own basis for charging for services; the

only approved methodology for that is via the TDY module.  You need

to immediately review your post policy and ensure that what you

direct charge TDYers fits the description of a direct charge as

outlined in 6FAH-5 H-313.and 6FAH-5 H-361.5.

10.  Q.  The new policy says that VIP visitors are exempt from

charges through the ICASS TDY module.  Who is considered a VIP

visitor?

A.  For the purposes of the TDY policy, VIP visitors include the

President, Vice President, First Lady, Cabinet members, CODELs and

Supreme Court Justices.  These individuals including their related

pre-advance and advance teams (except as noted below), are exempt

from charges through the TDY module because posts are able to use

alternative mechanisms to obtain reimbursement for support costs.

For cabinet-level visitors, this exemption does not apply if the

agency of the VIP visitor does not have a presence at post.  In such

cases, posts should use the ICASS TDY module to invoice the agency

for the services provided.

11.  Q.  Can overtime costs be charged to a TDY visitor?

A.  Yes, if the overtime is directly related to the TDY visit.

There are two circumstances where overtime could be charged to a

TDYer.  First, if overtime is required in direct support of a TDYer

(i.e., any support required after normal working hours, like

staffing a control room or providing accommodation exchange), is

direct charged to the TDY visitor.  Second, in some circumstances, a

visiting delegation may ask a post to provide certain services

during normal work hours (i.e., staff the control room, provide

accommodation exchange, perform translation services, etc.).  Such

requirements should be outsourced and direct charged to the maximum

extent possible to ensure that post operations are not negatively

affected.  However, if the delegation requires post staff (or where,

due to the nature of the services requested, post staff is the only

viable option), then the visiting agency must be advised that any

overtime required as a result of "lending" post staff to the

visiting delegation will be charged to the delegation.  It is not

anticipated that this would necessarily be a one-for-one exchange of

hours as some post work can be postponed or absorbed by others.  The

visiting agency must agree in advance to reimburse post for such

overtime.

12.  Q.  My post decided it would not use the TDY module and only

direct charge visitors that come to this post.  But we have a large

DOD group coming for a 30-day exercise next month and they want

extensive ICASS services.  Can I use the TDY module just for this

group?

A.  No.  Once a post has determined what its TDY policy will be, it

must be posted on the Department of State's electronic country

clearance system (eCC) and then applied equally to all travelers.

Post cannot pick and choose which visitors will be billed for

services.

13. Q.  The new TDY policy has lowered the threshold to 7 days/$500.

If my post prefers to establish a higher threshold of 30 days before

imposing the TDY module, can we do that?

A.  No.  One of the goals of the new policy is to establish a level

of consistency around the world regarding the treatment of TDY

travelers.  If a post decides that they wish to implement the ICASS

TDY Module, they must adhere to the established thresholds of 7

days/$500.  For some posts, a TDYer may have to spend well more than

seven days at post before the monetary threshold of $500 is reached.

In such cases, post policy could indicate that charges would accrue

beginning on day 8 of the TDY, but the monetary threshold is

typically not reached until the 18th day (for example) of a visit.

This would signal TDYers who will be at post for less than 18 days

that there would likely be no charges accrued under the TDY module,

and it would ease the burden on post for tracking TDYers who will be

at post for less than 18 days.

14.  Q. If I have a TDYer at post from October 3 until November 30

and I have to prepare a TDY invoice, which budget do I use to create

the invoice?

A.  The existing software (for use in FY09) is programmed to use the

"current active budget" when calculating a TDY invoice.  This means

that once the fiscal year begins, there is no "active budget" until

your initial budget is finalized in December/January, and you will

not be able to produce a TDY invoice until that budget is completed.

For FY10, a software change will be implemented that enables the TDY

module to reference  the final budget of the prior fiscal year for

all TDY calculations.  For example, beginning in FY10, invoices

created through the TDY module will use post's FY09 final budget for

all TDY invoices during FY10.
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15.  The following questions respond to various customer agency

inquiries.

16.  Q.  Will agencies receive enough detail in the invoices to

break out the charges to different program appropriations?

A.  The ICASS Service Center (ISC) will make every effort to provide

as much detail as possible to facilitate the identification of the

traveler.  Service Providers are being asked to add the eCC

itinerary number on each TDY invoice processed to assist agencies in

linking the bill to the appropriate traveler.  For the long term,

efforts are underway to ensure that this data field is included in

the ongoing development of a Visitor tracking program that could

potentially link directly with the ICASS TDY module.

17.  Q.  Will the invoices be timely?

A.  Currently, posts are advised that TDY invoices can be submitted

throughout the year and the ISC processes them expeditiously to get

the funds back to post.  However, the invoices to the agency

headquarters are typically "bundled" and not sent until the end of

the fiscal year.  For informational purposes, the ISC will email to

IWG representatives their respective TDY invoices as they are

received, but will continue to bill these requirements out to all

relevant agencies in late August/early September of each year.

18.  Q.  What accounting information will the posts require from the

agencies, and in what format?

A.  Under the current policy, the standard language instructs TDYers

(and their headquarters agencies) to be prepared to provide fiscal

data to fund any direct charges associated with their travel.  Many

of the items typically direct-charged to a traveler may also be

covered by travel orders (i.e., rental of vehicle, expediter

services at the airport, airline fees, etc.), in which case the

fiscal strip on the orders could be used, assuming these items were

authorized in the orders.  The additional fiscal cite requested

would be used to fund items requested by the traveler which are not

typically covered by travel orders (i.e., hiring an interpreter,

renting a cell phone, etc.) and its use would require the prior

approval of the traveler.

19.  Q.  Is there any way to estimate what the potential amount of

TDY charges will be for each agency?

A.  No, it is not possible to estimate what the potential charges

might be.  The current policy requires any direct charges to be

funded by the traveler, so that aspect of the policy is not new and

should not represent any additional funding issues for agencies.

The only other charge that a post may levy on a traveler would be

the TDY invoice generated using the ICASS TDY Module.  The use of

the TDY Module is optional for every post.  The decision to use it

is made with the endorsement of the post Budget Committee and one of

the factors considered is the volume of TDYers and their typical use

of ICASS resources.  Because the ICASS platform is funded by

resident agencies, the use of the TDY invoicing process is an effort

to share the cost of the platform with those agencies that depend

heavily on TDYers to fulfill their mission. We also are aware that

many TDYers use no ICASS services, in which case no charges are

incurred.

The change in the thresholds to 7 days/$500 (down from 30

days/$2,500) may well encourage more posts to implement use of the

TDY invoicing process, but we won't know the full impact until after

October 1 when every post has entered its policy in the eCC system

and authorized invoices begin to be submitted to the ISC for

processing.

20.  MINIMIZE CONSIDERED.

RICE

