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The ICASS Council has approved a new TDY Policy, effective March 5, 2007.  The TDY policy provides standardized procedural guidance for the provision of TDY support services. The purpose of this policy is to ensure equity and transparency to all agencies.  It provides guidance to agencies requiring TDY presence within Chad, and it explains the mechanisms available for covering the administrative costs of support for those TDYs in excess of 30 days and less than 180 days and with minimum cumulative costs of $2,500.

The Post Country Clearance telegram has also been amended to highlight the major points of the new TDY policy.  The new TDY Policy and Country Clearance telegram can be found on the post web page under the Management Section.  Please take the time to read the policy and ensure that all incoming TDY personnel have been made fully aware of the procedures therein.  
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I.
Introduction


U.S. Government agencies send Temporary Duty (TDY) personnel overseas to perform a variety of duties in the furtherance of their mission.  


The Post’s administrative support team, which is offered by  the International Cooperative Administrative Support Services (ICASS) service providers, is available to all TDY employees on a reimbursable basis.  It is the policy of this post to provide these services whenever possible  direct charged via fund site that is provided by the TDY employee(s). Those services that cannot be directly charged will be either billed using the ICASS TDY module or by attributing the workload counts to the sponsoring agency (s) to be used in the next fiscal year’s ICASS budget workloads.

II.
Purpose

The purpose of this policy is rooted in the ICASS principle of ensuring equity and transparency to all agencies

It provides guidance to agencies requiring TDY presence within Chad, and it explains the mechanisms available for covering the administrative costs of support for those TDYs in excess of 30 days and less than 180 days and a minimum cumulative costs of $2,500 (cumulative cost is based on the total cumulative billing of visiting TDYers for the billed agency in a fiscal year).

III.
Basic Principles
· There must be an expense

· There must be a written policy

· Advance Communication of cost, Service and Period of TDY (more than 30 days and less than 180 days).

· The cost involved must be material (above the $2,500 rule)

· Post cannot charge twice the same expense (using TDY invoice and under normal ICASS invoice)

· Staggering TDYs to avoid charges is not allowed. : If post receives a series of TDYers each at post for less than 30 days, The TDYers are strung together and treated a long term TDYer (after the 30 days grace period) for purposes of presenting the agency with a single TDY invoice.

· TDY of 180 days or more will be counted as a full count under the agency’s ICASS bill and not using the TDY module.


IV.

Applicable / Non-Applicable Personnel

THE KEY ELEMENT FOR THIS AGREEMENT:
This policy will be applied to all TDY personnel who comes to post (with exceptions noted below) to ensure equity and transparency of transactions.





Applicable: 

U.S. Government agency(s) send Temporary Duty (TDY) personnel overseas to further their mission. Generally, TDY, for the purpose of this section, are U.S. Government employees sent overseas for temporary duty; however, they can also be USG contractor/grantee, provided their contract/grant covers ICASS services and the sponsoring agency agrees in advance to pay for ICASS services. TDY visitors must request country clearance from the Chief of Mission. Once the Chief of Mission grants country clearance, ICASS must be one of the mechanisms used to provide the approved visitor with official support.

For ICASS purposes, there are two categories of TDY:

· Sponsoring agency is present at post and, 

· Sponsoring agency is not present at post. 



Non-Applicable: The following categories of visitors are not subject to this TDY policy:


-
President, First Lady and accompanying White House personnel,


-
Vice President and spouse,


-
Secretary of State,


-
Members of Congress, Supreme Court Justices and Cabinet members, and


-
Accompanying U.S. Secret Service (USSS), Department of Defense (e.g. White House Military Office units), or any other agency’s personnel.

Note:  post handling these visitors should refer to guidelines for the specific visitor as separate guidelines and policies exist to cover expenses associated with VIP visits.


     Cost associated with visiting VIPs should be funded, to extent possible, b  the visiting delegation. Post will obtain fiscal data from a visiting delegation prior to a visit. This fiscal data may be used to rent or procure agreed upon items or services in support of the visit.

    Unbudgeted ICASS support costs for such things as supplies drawn  from the supply unit, fuel for vehicle support costs, and overtime incurred by ICASS service  providers should be charged from the ICASS allotment to the agency fiscal data provided. ICASS salary and allowance costs that are budgeted and funded by serviced agencies, including State, for service during normal working hours cannot be billed to a visiting delegation.

    For Presidential, First Lady, Vice Presidential (and spouse) visits, funding for support of accompanying White House personnel must be requested/provided in the State Department's program allotment. Funding for accompanying U.S. Secret Service (USSS), Department of Defense (e.g. White House Military Office units),or any other agency's personnel  must be direct charged. For Secretary of State (SECSTATE) visits, funding must be requested/provided  in the State Department's program allotment. 



Support for ICASS services are not charged to TDYers who are:


(a)
temporarily filling staffing gaps or vacant positions already subscribed under ICASS services;


(b)
providing support for ICASS services; or


(c)
providing post-to-post assistance (TDYers sent from one overseas post to another to provide temporary support/assistance).


V.

TDY Agency Responsibilities

Posts will communicate with an agency about ICASS support services and their costs via the country clearance cable.  

Before arrival at the post, an agency must:


-
sign an Memorandun of Understanding (MOU) for ICASS support services (in case the sponsoring agency is not at post, TDYer should be prepared to sign a MOU document for ICASS support services upon arrival


-
provide a written confirmation that the agency will pay the ICASS charges for the TDYer,


-
provide the agency ICASS billing code the TDY support charges should be applied to,


-
authorize the traveler to sign the ICASS invoice generated by the TDY module,


-
provide fiscal data for direct charges,


-
provide signed ICASS TDY Services Subscription Checklist (if sponsoring agency is not at post).

Where travel is urgent, TDYers should bring this documentation with them to ensure there are no interruptions in the provision of services.  Post will not provide any service to a TDYer staying in excess of thirty days without provision of this documentation before day 31 of the TDY.

VI.

Post's Responsibilities

-
Post explains ICASS services and provides information on alternatives to these services.

-
Post obtains the agency's authorization to direct charge the agency's fiscal data and provides documentation on direct charges made.

-
Post prepares the ICASS TDY invoice.

VII.
Charging for ICASS Support



There are two categories of charges incurred for services provided to TDY visitors:


-
Direct Charges, and


-
ICASS TDY charges.



Direct Charges

The following administrative support services that can be direct charged to fiscal data provided by the TDYer include, but are not limited to:


-
After hours or contract expediter services/Airport transportation


-
American and LES staff Overtime incurred in support of an agency, individual TDYer or TDY group (control room staffing, cashier services, drivers).


-
Driving services - mileage


-
Rental of vehicles and equipment


-
Cell phone rentals and costs of actual calls/pre-paid card 


-
Official in-country travel expenses for American or LES staff who accompany the TDY employees on field travel.


-
Airline fees


-
Office supplies

· Cost of goods procured


ICASS TDY Charges



Sponsoring Agency at Post



There are two types of costs connected with TDYers, per capita and transaction based.


a) 
Per Capita Based Services - These are costs that can be recovered in the current fiscal year by using the TDY module, and include only:

-
Basic Package,

-
CLO, and

-
Health Services.

No Agency modifications are allowed as it already excludes costs for American salaries, local guard program, and leases.


b)
Transaction-Based Services – Costs for transaction based cost centers are counted toward the sponsoring agency’s cumulative workload count in the following fiscal year.  Using the workload counts, the costs of the service are recovered on a cost distribution basis in the following fiscal year as part of the ICASS invoice process.



Sponsoring Agency is Not at Post

Direct charge is a primary preference.  

However, for costs that cannot be easily identified, i.e. shared ICASS costs, an MOU or similar, commitment via cable will be signed with the agency indicating the agency’s responsibility to pay ICASS charges.  

Post will prepare a TDY invoice to bill the agency not sponsored at post (after the 30day threshold has been met and the bill exceeds $2,500), the invoice will include both per capita and transaction-based services.

Headquarters of the sponsoring agency must agree to pay or sign up for ICASS services, and provide its agency code for billing purposes. This is communicated in the country cable 

Remark: Charging TDY Personnel in Need of Extraordinary Support Requirements:

Post may experience extraordinary and unanticipated circumstances that can result in a rapid influx of TDY personnel. Extraordinary events are normally considered "catastrophic in nature". Examples would be:

· civil war 

· major humanitarian crises 

· terrorist incidents and 

· Natural disasters. 

If post is in extraordinary circumstances and cannot invoice sponsoring TDY agencies, it will contact the relevant Department of State Regional Bureau.

Note: A process for invoicing agencies at posts suffering catastrophic situations 



will be facilitated at the Washington level by using the post ICASS software.

APPENDIX A

 

TEMPORARY DUTY POLICY

AMERICAN EMBASSY N’JDJAMENA
 

Country Clearance Language

 

All visitors must request country clearance before proceeding to post.  Post’s country clearance cable will include the following information regarding post’s ICASS billing policy for TDYers:

 

“Action request:  Each visitor, regardless of length of stay, must bring/forward fiscal data to pay for direct costs of 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:  Airport transportation and LES overtime, American and LES overtime (for such services as airport expediting, cashier accommodation exchange, control room staffing, representational event support), travel and per diem costs incurred by post personnel in support of visitor’s field travel, rental of vehicles and other equipment, long distance telephone calls, office supplies, gasoline and other vehicle maintenance costs, etc. A fee of USD 55 (or $65 for guest staying at Kempinski hotel) will be charged to cover expediter services and airport transportations. Post will not provide service if fiscal data is not provided for the direct charges unless the sponsoring agency at Post agrees to pay all related costs of the TDY visit.  For TDYers remaining at post over 30 days, there is a charge for ICASS support services.  This charge is for the following ICASS services:  Basic Package, CLO and Health Services.   Agencies will not be billed until the accumulated invoice cost for TDY support exceeds $2,500 for the fiscal year.  If your sponsoring agency is not signed up for ICASS services at post, please be prepared to sign a Memorandum of Understanding for ICASS support services upon arrival.  The agency should provide post with a written communication, generated by the traveler’s headquarters, that confirms the agency will pay ICASS charges for the TDYer, 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 TDY module.  Where travel is urgent, the TDYer 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 a TDYer staying in excess of thirty days without provision of this documentation before day 31 of the TDY.”

APPENDIX B






ICASS TDY Service Selection Matrix

ICASS TDY invoice is generated based on the ICASS TDY Service Selection Checklist.  The checklist is prepared in accordance with the matrix provided below.

Applicability:  A - Sponsoring Agency at Post          N - Sponsoring Agency Not at Post

	Applicability
	Services/ cost centers
	Selection
	Modification
	Modification factor
	Workload count

	
	
	
	Mandatory
	Optional
	Modifiable
	Non-modifiable
	
	

	A
	N
	Basic package (6150)
	X
	
	
	X
	1.0
	Number of American personnel at post.

	A
	N
	Community Liaison Office (6443)
	X
	
	
	X
	1.0
	Number of American personnel and their dependents at post.

	A
	N
	Health services (5624)
	X
	
	
	X
	1.0
	Number of American personnel and their dependents at post.

	
	N


	Financial services (6225)
	
	X
	X
	
	Based on services selection: 0.3, 0.6 or 1.0.
	Based on number of vouchers.

	
	N
	Personnel services (6445)
	
	X
	X
	
	Based on services selection: 0.3, 0.6 or 1.0.
	Number of American and LES personnel at post.

	
	N
	General Services (6145)
	
	X
	X
	
	Based on services selection: 0.3, 0.6 or 1.0.
	Number of American and LES personnel at post.

	
	N
	Short term lease residential building operations (7850)
	
	X
	
	X
	1.0
	Square meters occupied.

	
	N
	Short term lease non-residential building operations (7860)
	X (if agency located in the Chancery)
	
	
	X
	1.0
	Residential square meters occupied including percentage of common areas.

	
	N
	Information management (6196)
	
	X
	X
	
	Based on services selection: 0.3, 0.6 or 1.0.
	Number of American personnel.  Number of LES if not American personnel at post.

	
	N
	Non-residential local guard program (9662)
	X (if agency located in the Chancery)
	
	
	X
	1.0
	Non-residential square meters occupied including percentage of common areas.

	
	N
	Computer services
	
	X
	X
	
	1.0
	Number of peripherals.


Revised:  7/9/03
6 FAH-5 H-405.3 Treatment of Distinctive Costs

6 FAH-5 H-405.3-1 TDY Costs: Financial support for approved TDYers
(TL:ICASS-2;)
(Applies to participating ICASS agencies)

A. APPLICABLE PERSONNEL

U.S. Government agencies send Temporary Duty (TDY) personnel overseas to further their mission. Generally, TDYers for the purpose of this section are U.S. Government employees sent overseas for temporary duty.  For ICASS purposes, however, USG contractors/grantees can also be considered under this policy provided their contract/grant covers ICASS services and the sponsoring agency agrees in advance to pay for ICASS services. TDYers serve a number of important purposes including coverage of personnel gaps, provision of highly specialized expertise, response to short-term increases in work and support for high-level visitors.  Official TDY visitors to post must request country clearance from the chief of mission.  Once the chief of mission grants country clearance, ICASS may be one of the mechanisms used to provide the approved visitor with official support.

For ICASS purposes, there are two categories of TDYers: sponsoring agency is present at post and sponsoring agency is not at post. The following policy is optional for posts to implement to recover TDYer costs.  If implemented, it must be applied to all TDYers who come to post to ensure equity and transparency of transactions.

B. NON-APPLICABLE PERSONNEL 
The following categories of visitors are not subject to the ICASS TDY module charges:

1. Separate guidelines and policies exist to cover expenses associated with the visits of the President, First Lady, Vice President and spouse, members of Congress, Supreme Court Justices and Cabinet members.  Posts handling these visitors should refer to guidelines for the specific visitor.

a. Costs associated with visiting VIPs should be funded, to the extent possible, by the visiting delegation. Posts should obtain fiscal data from a visiting delegation prior to a visit. This fiscal data may be used to rent or procure agreed upon items or services in support of the visit. Unbudgeted ICASS support costs for such things as supplies drawn from the warehouse, fuel for vehicle support costs, and overtime incurred by ICASS service providers should be charged from the ICASS allotment to the agency fiscal data provided. ICASS salary and allowance costs that are budgeted and funded by serviced agencies, including State, for service during normal working hours cannot be billed to a visiting delegation.

 b. For Presidential, First Lady, Vice Presidential (and spouse) visits, funding for support of accompanying White House personnel must be requested/provided in the State Department’s program allotment.  Funding for accompanying U.S. Secret Service (USSS), Department of Defense (e.g. White House Military Office units), or any other agency’s personnel must be direct charged.  For Secretary of State (SECSTATE) visits, funding must be requested/provided in the State Department’s program allotment. Reimbursable costs incurred by ICASS in support of these visits, for such things as overtime and ICASS supplies issued, are charged to the Department of State program allotment if for direct White House or SecState use. Such costs incurred by any other agency must be direct charged to those agencies. The normal after-visit, actual-expense reporting for direct White House and SecState expenses should be completed and, based on the report of justified and approved expenditures, funding provided in the program allotment may be adjusted. Contact the appropriate Department of State regional bureau for more detailed guidance.

       2. ICASS, Vacant Positions, Post to Post

Support for ICASS services are not charged to TDYers who are  (a) temporarily filling vacant positions or staffing gaps, (b) providing support for ICASS services, or (c) providing post-to-post assistance (TDYers sent from one overseas post to another to provide temporary support/assistance).   

C. BASIC PRINCIPLES

In approaching compensation for the costs of supporting TDYers, posts should follow some basic principles.

1. There must be an expense.  Post cannot simply charge TDYers because they want to come in country.  Post has to do something for the TDYer that creates an actual expense.  

For example, suppose a large U.S. military group is working up-country to provide humanitarian relief.  They arrived at a rural airfield via military aircraft.  Military personnel took care of all aircraft expenses, lodging for the service members, all in-country transport, the local procurement of official supplies, and relations with the local authorities.  Other than providing country clearance and an in-country briefing for the U.S. military commander and senior aides, the embassy has not provided the U.S. military group with any administrative support services.  There is, therefore,  no basis to charge the group. This analysis could apply equally to travelers who are in similar circumstances but on duty in the capital city – an expense must be incurred.

 2. There must be a policy.  Each ICASS council must have a written policy, agreed to by the agencies at post that establishes whether TDYers will be charged, the services offered that might result in a charge, and how the charges will be computed and billed.  The policy should be established in advance and apply to all.

3. Advance communication of cost and service. The country clearance is the channel through which post should communicate likely administrative support expenses and request agency agreement to compensate post for the cost.  For example, some TDYers may request services that are not normally approved by that agency or provided at that post.  The TDYer may request a dedicated car and driver for the duration of their stay, when local transportation is readily available and safe.  Issues of cost and service are resolved in advance of the TDYer’s arrival at post based on the communication between post and TDYer.

4. The costs involved must be material. Posts should not attempt to collect compensation when the sum involved is less than the probable costs of collection – at post, at a regional finance center and in Washington. 

5. Posts cannot charge twice for the same expense. If post direct charges the agency for a TDYer for support, post cannot include ICASS workload counts for that service in the agency’s regular ICASS invoice. 

D. COUNTRY CLEARANCE - Communicating Costs And Services Available 

Posts can facilitate charging for TDYers by ensuring the country clearance cable is clear on exactly what ICASS support services the post can provide and how much it will cost.  This would include ensuring that the agency provides fiscal data for direct charges and/or authorization for ICASS support services signup before their arrival at post.  The balancing of requested TDY support with available ICASS TDY support should be confirmed through the country clearance cable process.  For example, posts can use the following text in their country clearance cables:  

“Action Request:  Each visitor, regardless of length of stay, must bring/forward fiscal data to pay for direct 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 (e.g., expediter, accommodation exchange, representational event support), field travel-lodging and MIE- 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 TDYers over thirty (30) days, there is a charge for ICASS support services.  If your sponsoring agency is not signed up for ICASS services at post, please be prepared to sign a MOU for ICASS support services upon arrival.  The agency should provide post with a written communication, generated by the traveler’s headquarters that confirms the agency will pay ICASS charges for the TDYer, provides the agency ICASS billing code the TDY support charges should be applied to, and authorizes the traveler to sign the ICASS invoice generated by the TDY module.  Where travel is urgent, the TDYers should bring this documentation with them to ensure there are no interruptions in the provision of service.  Post will not provide any service to a TDYer 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 requested services, the clearance can be denied as determined by the COM. Contractors/grantees are not normally involved in the country clearance process.  Payment methods for services provided to them should be arranged with the sponsoring agency before their arrival at post.

E. CHARGING FOR  SERVICE(S) PROVIDED TO TDYER

There are two categories of charges incurred for services provided to TDY visitors: direct and ICASS TDY charges.  The first, direct charge, applies to all types of TDYers as defined in paragraph “A” above.  The definition of a direct charge and the method for using it are described below.  The second, ICASS TDY charge, is also defined below. The ICASS TDY method of charging depends upon the length of stay, the type of service provided and whether there is a sponsoring agency at post.  It employs a new software module called the “TDY” module.  Details are provided in Section F, below.

1. Direct Charging for Administrative Support -Sponsoring Agency at Post or not at Post

The following administrative support services that can be direct charged to fiscal data provided by the TDYer include but are not limited to:  

Overtime incurred in support of an agency, individual TDYer or TDY group

Driving services - mileage

Vehicle rental

Cell phone rentals and costs of actual calls

Official in-country travel expenses

Airline fees

Offices supplies

Fuel coupons

Airport transportation

Cost of goods procured

After hours or contract expediter services

Posts should make maximum use of direct charging whenever possible for all TDYers at post, regardless of length of stay and whether or not the sponsoring agency is at post.  Official support expenses must be documented and agency authorization secured to direct charge fiscal data.  Posts should ensure that direct charging is applied equally to all TDYers.

  Points on direct charging:

a)
Establish a direct charge policy that is approved by the customer agencies at post.

b) Include a paragraph in the country clearance cable that describes the policy and requests fiscal data for support of the TDYer.

c) Make sure the cable lists the specific services for direct charge so the agency knows what it is approving.

d)
Prepare purchase orders using agency fiscal data.

e) For large groups and/or conferences – schedule after hours accommodation exchange and charge the overtime for the cashier to the agency fiscal data.

f) Minimize the amount of work a post has to perform supporting the visitor by establishing and publicizing Do-It-Yourself guides.  If feasible in the specific country, these guides can include lists of recommended hotels to aid travelers in making their own hotel reservations or can provide contact numbers for the local airline offices to help the traveler with adjusting their travel ticket, etc.

g)  Direct charging does not result in the augmentation of the working capital fund.    Posts should use the fiscal data provided by the agency, not ICASS fiscal data, to charge direct support costs.  Direct charging an agency for expenses incurred specifically on behalf of that agency and using the customer agency’s fiscal data to pay for them does not involve ICASS.    In doing this no funds come into ICASS either augmenting the ICASS working capital fund or needing to go back to Treasury.  For example, an agency requires cell phones and/or rental cars.  The post should contract with the cell phone company and/or car rental agency to provide this service and prepare the purchase order using the customer agency fiscal data (e.g., the charge would never appear in ICASS).  Overtime can also be charged to an agency or TDYer’s fiscal data by journal vouchering the overtime hours worked by the American or LES staff to the agency fiscal data (e.g., the cost is then removed from ICASS).

2. Charging for ICASS Support Through TDY Module –Sponsoring Agency at Post 

There are two types of costs connected with TDYers in this category – per capita and  transaction–based.  Each is managed differently.  Per capita costs can be recovered in the current fiscal year using the TDY module and are a non-recurring addition to the post ICASS funds.  Transaction-based costs are recovered through the workload counts in the following fiscal year as part of the ICASS invoicing process. 

a) Per Capita Based Services

These are costs that can be recovered in the current fiscal year by using the TDY module.  See the Section “G” on Process, below. The length of stay is the criteria  for determining per capita charges for TDY.   Based on this, there are two categories of TDYers.

1) Short Term TDYers (0-30 days/1 month) –The post’s built-in TDY base is expected to support TDYers during this period. The first 30 days of support for any TDY will be absorbed by the post.  ICASS considers support for short-term TDYs as part of the basic overseas administrative platform, which is funded within the traditional bureau ICASS target levels.  In addition, the cost of processing invoices for numerous short-term TDYs will generally exceed the amount of the invoice, making this cost-prohibitive for the ICASS system as a whole.

2)  Other TDYers (31 days – until end of fiscal year) – Prepare a TDY invoice to reflect the per capita workload for these types of TDYers. Charge 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 (see Section G for details).

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

It is recognized that the per capita services listed do not exactly or only partially

match those services that a TDYer might or might not use.  It is believed, however,

 that this ambiguity is an acceptable tradeoff for a more complicated tracking system. 

b) Transaction-Based Services

Costs for transaction-based cost centers are recovered for all TDYers, regardless of length of stay.  The service performed has 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 are recovered on a cost distribution basis in the following fiscal year as part of the ICASS invoicing process.  Vouchering, cashiering, and direct motor pool are examples of cost centers where workload counts are based on actual transactions.

3.  Charging TDYers for ICASS Support Through the TDY Module - Sponsoring Agency is Not at Post  

a) When there is no sponsoring agency at post, communication is key when it comes to charging for ICASS services. It is in the best interests of the Service Provider and Customer Agencies at post to ensure that the TDYer from an agency not at post pays for ICASS services to allow for equity and transparency of billing for ICASS costs.  Posts should direct charge as much as possible.  However, direct charging does not recover the underlying infrastructure costs of providing ICASS services.

b) Posts should communicate to the sponsoring agencies at the headquarters level that all agencies requesting ICASS support must agree to pay or sign up for ICASS services (e.g., sign an MOU).  The communication can start with the country clearance cable.  Once the ICASS Council determines how to manage TDY issues, they must implement the policy equitably. 

c) In order to facilitate the TDY invoicing process described below, posts must also obtain the appropriate agency ICASS billing code for the TDY group or parent agency early in the process.  If post has repeated difficulty in identifying the appropriate agency code, post should contact the ISC for assistance.

d) Posts should use the TDY module to prepare TDY invoices to bill agencies not sponsored at post in the same manner as prescribed in the previous section.  This includes the 30 day threshold…only after that has been met can posts begin charging for ICASS support.  A new additional step for this category is that the invoice is prepared for both per capita (the three previously identified) and transaction-based services (any service utilized).  The cumulative TDY invoice for the sponsoring agency code (as identified by the billing code) has to exceed $2,500 worth of services in order to be submitted to Washington.  

4. Charging TDYers for Posts in Need of Extraordinary Support Requirements
Posts may experience extraordinary and unanticipated circumstances that can result in a rapid influx of TDY personnel.  Extraordinary events are normally considered “catastrophic in nature”.  Examples would be civil war, major humanitarian crises, terrorist incidents, and natural disasters.

If a Post is in “extraordinary circumstances” and cannot invoice sponsoring TDYer agencies, it should contact the relevant Department of State Regional Bureau.  A process for invoicing agencies at these posts will be facilitated at the Washington level using the post ICASS software. 

 F. HOW TO USE THE TDY MODULE

The circumstances in which post is to use the module are described above.  The steps to using the module are similar to those in the Partial Year invoice module, including projecting costs through the end of the fiscal year for the last invoice submitted August 15.  The major difference is that the title will indicate it is a TDY invoice.

For a TDYer(s) with sponsoring agency at post the user: 1) activates the agency, 2) enters the number of months the TDYer/TDYers are at post for the agency, and 3) enters the number of TDY persons (e.g., per capita workload) in the 3 cost centers allowed. 

 For the TDYer with no sponsoring agency at post, the user additionally: 1) must activate the agency code and 2) enter the estimated annual transaction-based workload counts in the appropriate cost center (e.g., number of transactions for TDYers).

 The software application will calculate the monthly workload count based on the number of months entered.  This prorated count is multiplied with a modified unit cost in order to derive the TDY cost.  That modified unit cost is the same unit cost employed in the Partial Year invoice.  

G. PROCESSING A TDY INVOICE (Post and Washington Process)

Once an agency’s TDYer has met the minimum time (30 days plus 1) and the cumulative dollar total for all TDYers from that agency ($2,500), the service provider may begin submitting TDY invoices to the ISC for processing.  This is in contrast to the Partial Year Invoice submission process that occurs only after submission of the final post budget to the ISC.

Posts may fax signed TDY invoice(s) to the ISC Reimbursements Team at any time during the fiscal year but no later than August 15.  The invoice must reflect TDY costs that are incurred during the current fiscal year and may not represent any prior year activity. After verifying that the invoice has been signed and authorized for payment, the ISC will recommend an increase to the post ICASS allowance in the next set of allotment recommendations.  Funds issued in support of TDY invoices have no impact on the approved post targets and are separate and distinct from all authorized funding levels.

The ISC will bill all agency headquarters for TDY support costs prior to the close of the fiscal year.  Post Service Providers should remind all TDY invoice authorizers that it is their responsibility to inform their headquarters of the financial obligation pertaining to the signed invoice.  Additionally, the signed TDY invoice reflects the commitment of the agency to pay and represents a valid document for billing purposes.  
TDY MODULE PROCESS CHART

[image: image2.wmf]TDYer

Sponsoring Agency at Post




Sponsoring Agency Not at

Post

Per Capita
Transaction




Per Capita
Transaction


TDY Invoice
Include counts in agency workload count.

TDY Invoice



The charge is then included in the

 agency invoice the following year.

Threshold 

Agency at Post




           Agency Not at Post
31 days per person




           31 days per person

Min $2,500 cum per agency



           Min $2,500 cum per agency

Invoice per capita charge
Invoice per capita and      transaction charges

6 FAH-5 Exhibit H-212  
MEMORANDUM OF UNDERSTANDING (mou)

(CT:ICASS-5;   07-21-2006)

MEMORANDUM OF UNDERSTANDING BETWEEN U.S. MISSION (POST NAME),
ICASS COUNCIL, AND
U.S. GOVERNMENT SERVICE PROVIDER

I
Purpose

To establish the terms and conditions of an agreement between (the U.S. Government service provider:  title and organization) and the serviced agencies represented by the ICASS council for the provision of services in accordance with the standards approved by the ICASS council.

II
Scope

a.
ICASS services shall be available to all U.S. Government agencies or elements which sign a subscription of services form attached to this MOU (post to attach its document).

b.
This document shall be the basis for all funding commitments and transactions incidental to the services provided.  Subsequent arrangements and commitments may be added as a result of periodic review provided for in section IV.  Such additional arrangements and/or commitments will be documented, sequentially numbered, and signed by parties to this agreement and attached to this document as a permanent part of it.

III
Effective Date and Period of Agreement

This agreement is effective upon the date of signing by the participating agencies and shall remain in effect indefinitely, subject to the availability of services and means of reimbursement, or until the result of any periodic review (see section IV) recommends termination.

IV
Periodic Review

This agreement is subject to review at any time upon written request of either party (the providing agency or the ICASS council) but shall be reviewed on an annual basis to:

(1)
Determine the need for continuation, modification, or termination of the agreement;

(2)
Review performance and performance standards to evaluate the quality and timeliness of services and to make any needed changes in performance standards;

(3)
Make adjustments in any of the areas covered in the terms of this agreement which includes the means of reimbursement; and

(4)
Verify present costs and provide projected costs for the next fiscal year.

V
Resource Commitments

a.
(U.S. Government service provider) agrees that sufficient staffing, property, equipment, and logistical resources are available to provide the ICASS agencies with the specified services.

b.
The U.S. mission (post name) ICASS council agrees that funds equal to the projected costs for services, reflected in the charges discussed in section IX, paragraph b, will be made available to carry out (U.S. Government service provider’s) responsibilities.

VI
Servicing Organization

a.
(U.S. Government service provider) will provide (description of service) to any Federal agency and/or organizational unit that participates in the U.S. mission (post name) ICASS and has signed up for such services through a subscription of services form.

b.
Any successor organization which may be established through reorganization will be responsible for carrying out this agreement.

VII
Changes or Termination

a.
Changes to this agreement resulting from reviews called by ICASS service provider or council or at scheduled intervals will be documented as described in section II, paragraph b.  Additional resources, required for either party as a result of change, should be obtained within 120 days after (1) this agreement is signed, or (2) changes are agreed upon.  The approval authorities for (U.S. Government service provider) and the ICASS council concerning these changes shall be the following:

(1)
Name, title and address of head or providing agency; and

(2)
Name, title and address of the chairman of the ICASS council.

b.
This agreement may be terminated, in whole or in part, as follows:

(1)
By (U.S. Government service provider) with one year advance notification for the council to arrange for another service provider;

(2)
By the ICASS council with six months advance notice to (U.S. Government service provider); or

(3)
Should either party terminate this agreement, (U.S. Government service provider) will assist the ICASS council in the orderly transfer of services to an ICASS designated facility.

c.
A withdrawal is effective either October 1 or April 1 provided six months notice was given to the ICASS council.  Additional severance/separation costs will be handled in accordance with this handbook.

VIII
 Staff Coordination

a.
The individuals responsible for the administration and coordination of the terms of this agreement within and for their respective organization should be those identified in section VII, paragraph a.  Copies of this document, pertinent correspondence, and changes or other transactions pertaining to this agreement shall be furnished to each of those individuals.

b.
Responsible individuals identified in section VII, paragraph a, may redelegate the functions of administration and coordination of this agreement.  Those functions redelegated to (U.S. Government service provider) officer shall become part of that officer’s performance evaluation by the ICASS council.  Performance should be measured against the standards listed in this agreement (post to attach standards).

IX
Allocation and Cost Agreements

Costs should be calculated, established, and distributed from the authorized cost distribution system as described in this handbook.

X
Terms

(U.S. Government service provider) agrees to provide ICASS members with the same quality and quantity of services that are provided to its own organization using established procedures.  However, (U.S. Government service provider) must be able to provide the specified services in accordance with the rules and regulations of the participating agencies.

XI
Authority

The authority for entering into this agreement is 22 U.S.C. 2695 or the Economy Act of 1932, 31 U.S.C. 1535, as amended, and the ICASS charter, signed by the chief of mission and agreed to by all agencies at post on (date of the charter).

XII
Subscription of Services

a.
Subscriptions of services are the key building blocks of the MOUs.

b.
Posts should attach a subscription of services statement to the MOU. These statements reflect the services offered and the subscribers for each offered service.

NOTE:  Sign up of subscription of services does not constitute budget approval.
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SUBSCRIPTION OF SERVICES

(CT:ICASS-5;   07-21-2006)

SAMPLE SUBSCRIPTION OF SERVICE

(Format Not Mandatory)

POST:
Accra

SERVICE/COST CENTER:  GSO/Customs and Shipping

SERVICE PROVIDER:  U.S. Embassy Administrative Section (STATE)

PERIOD COVERED:  October 1, xxxx To September 30, xxxx

DESCRIPTION OF SERVICE/PERFORMANCE STANDARDS:  Attached

SUBSCRIBING AGENCIES:

USAID:
____________


PEACE CORPS:____________



Barry Helpful





     Tim Traveler



Exec. Officer





     Director

COMMERCE:__________________

DAO: ____________




 Penelope Moneypenny


SGT A. Smith




 SCO






Admin Asst.

SERVICE PROVIDER:

ADM: ___________________


Bernard B. Jones


Management Counselor


U.S. Embassy

Attachment:

SUBSCRIPTION OF SERVICE

(Format Not Mandatory)

Service Standards and Performance Measures

SERVICE/COST CENTER:  GSO/CUSTOMS and SHIPPING

	DESCRIPTION OF SERVICE
	STANDARD AND MEASURES

	1.  Packing, crating, and forwarding of HHE, UAB, and POV shipments
	Action will be initiated within 3 working days after receipt of a written request for shipment/customs service

	2.  Preparing documents necessary for customs clearances
	For all valid clearances, within 2 working days after receipt of (ARO) shipping documentation

	3.  Request of diplomatic/official license plates for GOVs/POVs 
	For valid entitlements, within 5 working days after customs clearance

	4.  Request of official drivers’ licenses
	Within 2 working days of ARO required documents from employee


6 FAH-5 H-411.2  Notional Annual ICASS Budget Cycle

(CT:ICASS-5;   07-21-2006)
(Applies to participating ICASS agencies)

	Date
	Post Actions
	Washington Actions

	January
	Post service providers prepare forward plans (looking ahead two fiscal years) according to their agency’s schedule.  Service providers use the mission program plan (MPP) or some other process to make these projections.
	

	January – March
	Post ICASS councils meet to review and discuss workload count methodology and modifications.  This ensures that all post ICASS council representatives and service providers have a common understanding.
	


	February
	Posts submit mission-program plans (MPPs) to Washington.  ICASS councils clear on these planning and resource documents.
	State bureaus (regional, Diplomatic Security (DS) and Overseas Buildings Operations (OBO)) and alternate-service providers (ASPs) submit final target funding recommendations for the coming fiscal year.  The Washington ICASS budget committee reviews bureau recommendations and approves final target levels.  The ICASS service center (ISC) issues final targets to posts.

	March -
April
	Service provider(s) use the final target to develop final budget.


	

	Date
	Post Actions
	Washington Actions

	April/May
	Post financial management sections provide final invoices to agencies for approval.
	For informational services ICASS issues a set of invoices to headquarters agencies based on initial budgets submitted by posts in December.

	May
	Final budget/invoices are approved/signed by the customers and submitted to Washington by the service provider.
	

	May 1
	Service provider(s) record ICASS workload counts and update cost center time allocations for ICASS employees and other budget items (if known) for the coming fiscal year.
	

	June 1
	The service providers provide to the customer agencies, in writing, the workload counts and time allocation data that will be used to distribute ICASS costs in the coming fiscal year.  Service providers identify to post’s ICASS council general cost increases/needs to be included in the coming fiscal year budget.  Customer memorandums of understanding (MOUs) and subscription to services are updated to reflect changes in ICASS services.
	

	June 1
	Post ICASS councils are strongly encouraged to meet to discuss workload counts provided by service provider(s) and approve any modifications to the counts.
	

	June 15
	
	Headquarters representatives contact their local representatives to affirm that counts were taken by May 1 and reviewed by the post ICASS council during the first week of June.

	July 1
	Customer agencies must provide written approval of workload counts to the service providers.  Once approved, these workload counts are used in the initial and final budget submissions for the coming fiscal year.
	OBO calls for actuals and initial requirements.

	July
	
	State bureaus (regional, DS, OBO) and ASPs develop initial target funding recommendations for the coming fiscal year.

	August
	
	The Washington ICASS budget committee reviews target recommendations and approves initial target levels.  State/ASPs issue final set of invoices to headquarters agencies based on final budgets submitted by post in May.

	August 15
	Final date for posts to submit partial-year and/or temporary-duty (TDY) module invoices for the current fiscal year to the ICASS service center.
	

	Late August
	
	The ISC issues initial targets to posts for the coming fiscal year.  The ISC updates ICASS Web.Pass software for preparation of initial budget.

	September
	
	ICASS agency headquarters brief OMB examiners on results of ICASS forward planning process and request coordinated approach to ICASS funding requests.

	September 15
	Deadline for posts to submit requests for contingency funds.
	

	Date


	Post Actions
	Washington Actions

	October 1
	Deadline for submitting notification of withdrawal/additions to services. This becomes effective April 1 of the current fiscal year. Agency MOUs are then updated to reflect changes in ICASS services
	

	October
	Budget workshops are held to help posts prepare their initial budgets.
	The ISC issues revised initial targets to posts for exchange rate gains/losses based on September 30th local currency exchange rate and liquidation information.

	November
	Service provider(s) complete initial budgets and present budgets to post’s ICASS council for review and approval.  Ten working days review by customers is required.
	Working Capital Fund reimbursement (initial) invoices are billed to agencies at the headquarters level at 70% of the prior year’s final invoice.

	December
	
	Signed initial invoices and initial budgets are due from post in early December.  The date is established by the ICASS service center (ISC).  Late submission of the initial budget can subject the delinquent post to penalties.

	December
	
	Department of State’s Bureau of Resource Management (RM) sends a cable to post with the MPP instructions.

	December – January
	
	Regional bureaus, DS, and OBO, review post’s initial budget submission and develop final target recommendations.
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