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SUBJECT: CHANGES TO THE ICASS TDY POLICY

FOR MANAGEMENT OFFICER, FMO, BUDGET COMMITEE AND ICASS

COUNCILS

1.  SUMMARY:  The TDY Committee of the Washington ICASS

Working Group (IWG) met several times over the past five

months in an effort to reach agreement on some key issues

regarding the ICASS TDY policy.  Most significantly, the

Committee agreed to lower the current thresholds of 30

days/$2500 to 7 days/$500; this change was subsequently

approved by both the IWG and the ICASS Executive Board

(IEB).  The new thresholds and other decisions outlined

below will become effective on October 1, 2008, and will

form the basis of an interim policy to be piloted

worldwide in FY2009.  The Committee will continue to

review the TDY issue and agreed to several additional

action items for implementation in FY2010.  END SUMMARY

2.  Decreasing budgets, scarce resources and seemingly

constant growth in mission and staffing has put a

significant strain on many posts.  A frequent refrain is

that the number of TDYers has increased substantially and

is eroding the ICASS platform because most TDYers do not

pay into ICASS.  Many posts cited the existing TDY

thresholds (30 days/$2500) as being impediments to

recouping some of their costs.  The IWG, with the support

of the IEB, agreed to lower the thresholds to 7 days/$500

in conjunction with updating various aspects of the TDY

policy.  This cable provides guidance on implementing the

new thresholds and related policy changes.

3.  DOES MY POST NEED A TDY POLICY?

To a certain extent, every post has a TDY policy, although

it may only be a series of instructions or guidance

regarding visa requirements, security issues, logistical

issues, etc.  Today, with over 150,000 TDYers from more

than 118 agencies traveling to overseas posts every year,

we need an easier way to convey to these travelers what to

expect when they visit a post.

-- The ICASS customer agencies want easy access to basic

information on what the typical direct charges are for a

post, and whether the post uses the ICASS TDY module

(which is the only official mechanism for billing TDYers

for their use of ICASS services).  This basic information

must be included on post's eCC (electronic country

clearance) page.  At a minimum, each post must have a

written policy that explains what services can be provided

to TDYers and the anticipated costs for those services.

For all posts, that would include the typical direct

charge items that most TDYers require at your location.

In addition, those posts that have a significant volume of

visitors may decide to use the ICASS TDY module in the

ICASS budget software.  Each post must work with its ICASS

Budget Committee to establish a policy that is appropriate

to post's circumstances and ensure that it is applied

equally to all visitors.

4.  WHAT CAN BE DIRECT CHARGED?

All official visitors are subject to direct charging for

the direct administrative support services they receive

through ICASS, irrespective of their length of stay.  This

is the preferred method for recovering TDY administrative

support costs.  These direct charges include (but are not

limited to):

-- Overtime charges;

-- Commercial rental of vehicle or vehicle and driver;

-- Cell phone rental and related costs;

-- Official in-country per diem and miscellaneous travel

expenses;

-- Airline fees;

-- Airport transportation;

-- Contract expediter services;

-- Fuel costs (if they can be quantified), fuel coupons

and tolls.

5.  HOW DO TDYERS KNOW WHAT POST'S TDY POLICY IS?

Posts' TDY policy must be entered on the Department's eCC

software and should also be readily accessible on posts'

website.  This policy statement should provide as much

detail as possible on the potential costs of a TDY trip to

a particular country.

6.  IS THERE STANDARD LANGUAGE THAT CAN BE USED FOR THE

TDY POLICY?

Yes.  Most posts have used the suggested policy language

contained in the ICASS Handbook, and you may continue to

do so.  However, we have rewritten the suggested policy

language to address the concerns of customer agencies and

the desire for more post-specific information (see paras.

7 and 9 below).  This new language is being added to the

ICASS Handbook and will allow agencies to better prepare

for any costs associated with their travel.  There are two

parts to this policy language:  the first part is for all

posts and it explains direct-charging for support costs;

the second part is for those posts that also use the TDY

module to bill for ICASS support costs.

7.  WHAT IS THE POLICY LANGUAGE FOR POSTS THAT DIRECT

CHARGE ONLY?

For those posts that choose only to direct charge TDYers,

the following is the recommended language for the policy

statement to be included on eCC:

"Each visitor, regardless of length of stay, must bring or

forward fiscal data to pay for direct charges for 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:

* 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);

* Fuel coupons/charges at a cost of $XX per XX kms driven;

* Cell phone rental and related charges at an estimated

daily cost of $XX;

* Airport expediter services at a cost of $XX/person

* Any other costs that are directly attributable to the

visit."

8.  ARE THESE THE ONLY ITEMS THAT MAY BE DIRECT CHARGED?

The examples of direct charge items listed above are for

illustrative purposes only.  Each post should tailor its

list based on the typical needs of TDYers at that post and

provide an estimated cost for each of those services.  For

example, some posts use a contractor to perform expediter

services to/from the airport; this is the kind of

information that should be included in this section.

Please refer to the ICASS Handbook (6 FAH-5 H-333) for

additional guidance on direct charging.

9.  WHAT IS THE POLICY LANGUAGE FOR POSTS THAT USE THE

OPTIONAL TDY MODULE?

The decision to use the TDY module is made by the service

provider and the Budget Committee, based on a review of

post's circumstances and need.  The TDY module is always

used in conjunction with direct charging; posts that use

the TDY module must include the policy language on direct

charging and add the following suggested language:

-- 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 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 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, 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  ------------   $XX/day

CLO -----------------------   $XX/day

Health --------------------   $XX/day

Procurement Services ------   $XX/day (based on workload)

Motor Pool  ---------------   $XX/day (based on workload)

Vouchering Services -------   $XX/day (based on workload)

10.  ARE THESE THE ONLY COST CENTERS THAT MAY BE BILLED TO

TDYERS IN THE TDY MODULE?

No.  The cost center list shown above is for illustrative

purposes only and each post should select the cost centers

that are most frequently used by TDYers and provide the

estimated costs (the costs can be obtained by preparing a

hypothetical TDY invoice).  The TDY module in the latest

release of the ICASS software has been updated to

calculate costs based on a daily rate.  Posts must use the

FY2009 budget to establish these rates and all TDY

invoices for FY2009 will be based on that budget.  Because

the FY2009 budget will not be available until it is

approved by the ICASS Council, your daily rates will not

be available to post on eCC until December, 2008.

11.  ARE THERE ANY MANDATORY ICASS SERVICES FOR TDYERS?

If post policy includes use of the TDY module and the

TDYer wants to use ICASS services, TDY subscribers must

include the two mandatory cost centers (Basic Package and

CLO) in addition to any other cost center services

desired.  It is strongly recommended that TDYers also

subscribe to Health Services if their agency participates

in the Department of State's medical program through

ICASS.  TDYers who do not subscribe to Health Services

should not be provided access to the post Health Unit.  In

accordance with MED policy, long-term TDYers (defined as

those who are in travel status more than 60 cumulative

days per year) must have a medical clearance in order to

subscribe to and use this service.

12.  HOW DO I COUNT DAYS UNDER THE NEW THRESHOLDS?

The new thresholds of 7 days/$500 are applied in the same

manner as before.  During the first seven days, no charges

accrue (day one is the day of arrival, irrespective of the

time of arrival; each subsequent calendar day is counted

as a day).  Charges begin on day eight, based on the

TDYer's ICASS subscription of services; if and when the

total costs reach $500, an invoice may be prepared.  Post

may prepare invoices periodically or wait until the end of

the TDY and prepare a single invoice.

-- For the purposes of preparing TDY invoices and counting

days, day "1" will begin on the morning of the eighth day

in country, irrespective of the traveler's initial time of

arrival.  Subsequent days will be counted based simply on

calendar days, including any weekend days (the revised TDY

module software calculates the daily rate based on 365

days), and any partial day counts as a full day.

13.  HOW DO I COUNT TRANSACTION-BASED WORKLOAD FOR TDYERS?

Under the current policy, workload counts for TDYers with

a sponsoring agency at post are attributed to the resident

agency, while workload for TDYers with no agency presence

at post is charged under the TDY module.  There will be no

change in this guidance for FY2009.

14.  ARE MODIFICATIONS ALLOWED UNDER THE TDY MODULE?

Yes; this is a change from the former policy.  Posts will

need to consider the services being provided to the TDYer

and determine where it is appropriate to grant a

modification.  (For Lite posts, see question 19.)

15.  WHO IS "EXEMPT" FROM TDY MODULE CHARGES?

The policy has been updated to clarify the list of visitor

categories which are "exempt" from TDY module charges (but

not exempt from direct charging).  The complete list

follows:

a. TDYers who are temporarily filling vacant positions or

covering staffing gaps (as long as those positions have

been included in the post's ICASS workload counts for the

sponsoring agency; workload generated by such TDYers is

counted as "regular" workload to the sponsoring agency);

b. TDYers providing support for ICASS services (e.g.,

regional support officers or other foreign or domestic-

based officers providing support services);

c. TDYers providing post-to-post assistance (e.g., TDYers

whose agency pays for ICASS support costs at the

employee's post of assignment; it does not apply to TDYers

sent from headquarters).

d. TDYers who utilize no ICASS services (beyond the basic

country clearance) and have virtually no impact on the

post ICASS platform;

e. VIP visitors (POTUS, VPOTUS, FLOTUS, CODELs and

Cabinet-level members) and their related pre-advance and

advance teams (except for cabinet-level visits where there

is no sponsoring agency at post).

16.  WHAT TDY COSTS ARE "INCLUDED IN THE BASE?"

Posts have no specific budget line item designated for TDY

support, although a certain amount of TDY support is

presumed to be "included in the base" as outlined below:

a. Support (at varying levels) for all TDYers from day one

through day seven, exclusive of any direct charges;

b. Support for all TDYers included in the "exempt"

categories, all of whom require some level of support

(this includes tracking the presence of TDYers in-country

in the event of an emergency and providing emergency

medical assistance, if necessary), exclusive of any direct

charges;

c. Support for VIP visitors and their support personnel

(advance, pre-advance, etc.), exclusive of any direct

charges and directly negotiated reimbursements.

17.  CAN A TDY BE CONSIDERED A PERMANENT PRESENCE?

The existing NSDD-38 guidance clearly states that a

position is considered permanent if its mission and

function extend beyond 365 days.  Such positions can be

filled by a single TDYer or a series of TDYers, with

intermittent gaps.  The operative determination is the

ongoing existence of the position.  Some of these

positions draw no ICASS services and would fall into the

"exempt" category noted above.  At other posts, TDYers in

these positions use a range of ICASS services and must be

considered differently to ensure equity and transparency.

Posts with agencies that staff positions with long-term

TDYers who draw ICASS services should review all such

cases with the sponsoring agency.  You must determine if

it is more appropriate to treat the position as a TDY and

bill for ICASS services according to post policy or to

count the position as permanent and bill the agency using

a Partial Year Invoice (PYI) for FY08.  If a PYI is used,

the workload associated with this "new" agency would be

incorporated into post's FY2009 ICASS workload counts when

preparing the initial budget.

NOTE:  Posts are reminded that PYIs and TDY invoices are

due in the ISC by August 15.

18.  DO GROUPS RECEIVE SPECIAL TREATMENT UNDER THE TDY

POLICY?

On occasion an agency may send a group of two or more

individuals to a post for a conference or some type of

exercise.  Often these groups stay at post for less than

seven days but require extensive ICASS support services.

For those groups that require ICASS support services, post

may "string together" all members of the group in order to

reach the 7 day threshold and prepare a single TDY invoice

for the agency if the accumulated costs exceed $500.

Posts should remind groups of this possibility when

discussing support requirements.  Conversely, an agency

may send to a post a series of TDYers on unrelated

missions during the course of the year.  In these cases,

each TDY is considered individually; post may not use a

cumulative count of TDY days for an agency in order to

reach the thresholds.

19.  HOW DO I CALCULATE WORKLOAD AT A LITE POST?

Posts will use the same approach for Basic Package, CLO

and Health as is used at Standard posts (see para. 11).

For other Lite cost centers, posts must identify the

services typically used by TDYers and, using the "baskets"

of services already established in these cost centers (see

implementation guidance in State 030011), determine an

appropriate count with modification, if appropriate.  The

goal is to ensure a fair and equitable charge for the

services received.

20.  HOW WILL THIS NEW POLICY AFFECT MY AGENCY?

The impact on your agency will depend on the number of

TDYers you send overseas and the ICASS services they

require.  We know that many agencies send large numbers of

employees overseas to work on projects with the host

government and these employees use no embassy services.

In these cases there would be no impact on your agency.

However, if your agency has TDYers who use ICASS services,

you can expect to be billed for those services if the post

has established a policy to charge all TDYers using the

TDY module software.  Posts' policy on TDY support will be

reflected in the Department of State's eCC system so all

agencies and their traveling staff will know in advance

what charges to anticipate.

21.  WHAT ARE THE PLANS FOR FUTURE CHANGES?

The Committee considered many additional items for future

inclusion in an overall TDY policy, but they require

further study and/or software changes as outlined below.

First and foremost will be the need to keep the policy

transparent and fair to all agencies, with a goal of

making it a simpler, easier process to manage.

a. THRESHOLDS:  All customer agencies are concerned about

the potential financial impact the change in thresholds

will have on their operating budgets, and they want to

monitor the impact during FY2009.  The ISC also wants to

assess the impact on post operations and their ability to

track and bill TDYers.   Depending on the outcome of that

review, we may reassess the thresholds.

b. COUNTING/TRACKING WORKLOAD:  Under the current TDY

module, each post must determine a "projected annual

workload" for each TDYer, based on a best "guesstimate" of

anticipated usage of a service.  The software takes that

projection and calculates a daily rate which will be used

in billing TDYers.  We would like to explore alternatives

for a better, simpler and more accurate methodology for

determining transaction based workload.

-- Another aspect of this issue is how to count

transaction-based workload -- a longstanding problem with

the current policy.  The current policy requires you to

attribute workload counts for TDYers with a sponsoring

agency at post to the sponsoring agency.  Workload for

TDYers with no agency presence is either charged using the

TDY module (if this is part of post's TDY policy) or it is

not counted at all.  This creates a major inequity that

needs to be corrected.  We are reviewing options that will

allow post to identify workload associated with TDYers in

all cost centers and simply remove it from official

workload counts for the purpose of developing invoices for

resident agencies.  The assumption would be that all

agencies would be billed in the same way for any charges

associated with TDYers.  Such a system would also allow

posts to quantify the support they are providing TDYers.

c. BASIC METHODOLOGY:  We plan to explore alternative

methodologies for determining appropriate charges for

TDYers, with a goal of simplicity and transparency.

22.  The changes outlined in this cable are being

implemented on an interim basis for FY2009 and the IWG

will continue to work on revising the policy to ensure an

equitable and transparent approach to handling TDY visits.

Posts are strongly encouraged to provide comments or

suggestions to the ISC via ICASSSERVICECENTER@State.gov.

Additional details and instructions on how to prepare a

TDY invoice for FY2009 will be sent septel before the

beginning of the fiscal year.

23.  MINIMIZE CONSIDERED.

RICE

