







September 5, 2003

INSTRUCTION NO:  048

TO:  
All Embassy Personnel

   
SUBJECT: 
Temporary Duty (TDY) Visitors:  ICASS Charges

General

This instruction establishes the procedures by which personnel assigned to the China Mission on temporary duty (TDY) will be charged for administrative support services under the ICASS system.  This policy was approved by all agencies represented on the Embassy’s ICASS Council at the Council’s meeting on  September 3, 2003.

Basic Principles

In accordance with the general principles of ICASS, administrative support services, to the maximum extent possible, will be charged directly to the agency of the TDY visitor.  In addition to charges which lend themselves to direct charging (such as motor pool support, equipment rental, telephone charges, etc.) there are administrative support services which are not easily identifiable for direct charging (use of office space, local guard force charges, etc).  For these latter charges, both of the following criteria must be met before the Embassy will begin to assess non-direct ICASS charges for a TDY visitor:

a.  The TDY period must exceed 30 calendar days.

b.  The total ICASS  charges for administrative support services for the TDY visitor(s) must exceed $2,500.

Non-Applicability

This policy does not apply to the following categories of visitors to Post:


a.  The President, First Lady, Vice President and spouse, members of Congress, Supreme 
                 Court Justices and Cabinet members.


b.  TDY visitors, regardless of agency, who are filling vacant positions or staffing gaps.


c.  TDY visitors, regardless of agency, who are providing post-to-post assistance (i.e.,
                 those sent from one overseas post to another to provide temporary support/assistance.


d.  TDY visitors, who are providing support for ICASS administrative support services.

Requirement for Fiscal Data

All TDY visitors, except those listed in the foregoing section, must provide fiscal data either on or before arrival.  In the cable granting country clearance for the TDY visitor, the section/agency drafting the cable must include the language provided in the attachment to this instruction (an electronic version is also available on ChinaNet at http//www.chinanet.Beijing.state.gov).  All country clearance cables for TDY visitors should include the Financial Management Office (FMO) for distribution.

Procedures

1.  TDY visitor with Sponsoring Agency at Post


a.  Direct charges.  The ICASS office providing administrative support services (“service provider”) to the TDY visitor will apply the charges directly to the individual’s fiscal data, using this data for all procurement documents.  In the case of administrative support services (such as motor pool support) that do not require a procurement document, the ICASS office will provide information to FMO so that charges can be applied to the fiscal data.


b.  Other charges.  The sponsoring agency will advise FMO who will advise all ICASS offices once a TDY visit exceeds 30 days and workload counts need to be collected.  The offices providing administrative support services will ensure that workload counts reflect the presence of the long-term TDY visitor.  FMO will prepare an ICASS TDY invoice to reflect the per person workload counts for ICASS cost centers; for example, Basic Package, CLO, and Health Services and other applicable cost centers.  FMO will in turn make the determination of whether the costs exceed the threshold of $2,500 and if an invoice should be sent to the ICASS Service Center.  The invoice for the charges listed above will be sent to the ICASS Service Center for processing each quarter and for the last quarter not later than August 15th ; any workload counts collected after August 15th will be included in the agency’s next fiscal year totals. 

2.  TDY visitor without a Sponsoring Agency at Post


a.  Direct charges.  The ICASS office providing administrative support services to the TDY visitor will apply the charges directly to the individual’s fiscal data, using this data for all procurement documents.  In the case of administrative support services (such as motor pool support) that do not require a procurement document, the ICASS office will provide information to FMO so that charges can be applied to the fiscal data.


b.  Other charges – As outlined in the country clearance cable language in the attachment, the Sponsoring Agency must provide written confirmation that the agency will pay ICASS charges for the long-term TDY visit as well as the agency’s ICASS billing code.  This confirmation must also stipulate who can sign a Memorandum of Understanding (MOU).  If the TDY period lasts longer than 31 days, a MOU will be developed and estimated workload counts will be developed.  FMO will advise all ICASS offices once a TDY visit exceeds 30 days and workload counts need to be collected.  The offices providing administrative support services will ensure that workload counts reflect the presence of the long-term TDY visitor.  FMO will in turn make the determination of whether the costs exceed the threshold of $2,500 and charges should be made.







James R. Van Laningham






Minister Counselor for Administrative Affairs

Attachment:  as stated

Attachment to Administrative Instruction 048, dated September 5, 2003

The following language must be included in all country clearance cables approving extended long-term TDY travel to the Embassy in Beijing or any of the Consulates General in China.

ICASS Administrative Support for TDY visitors.  Each TDY visitor, regardless of length of stay, must bring or provide fiscal data to pay for direct administrative support costs of the visit.  Each agency, organization, or visiting delegation will be charged for the actual costs attributed to their visit.  Direct charge costs include, but are not limited to: American and LES staff overtime, field travel by Embassy employees, vehicle rentals, long distance telephone calls, equipment rentals, office supplies and all other costs that are directly attributable to the visit.  Also, for TDY visitors over thirty  (30) days, there is a charge for ICASS support services.  If the visitor’s sponsoring agency is not signed up for ICASS services at Embassy Beijing, the TDY visitor should be prepared to sign a Memorandum of Understanding (MOU) for ICASS support services upon arrival.  The sponsoring agency should provide Post with a written communication, generated by the traveler's headquarters, that states who can authorize the availability of ICASS funds, confirms the agency will pay ICASS charges for the TDY visit, provides the agency ICASS billing code to which the TDY support charges should be applied, and authorizes the traveler to sign the ICASS invoice generated by the ICASS software.  Where travel is urgent, the TDY visitor 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 the TDY visitor staying in excess of thirty days without provision of this documentation before day 31 of the TDY.  Country clearance approval is not automatically linked to ICASS TDY support services payment agreement; however, if a sponsoring agency does not agree to pay for these services, the clearance can be denied as determined by the post. 

(This language is also available on ChinaNet at www.chinanet.beijing.state.gov).
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