AMERICAN EMBASSY SARAJEVO

ICASS COUNCIL 

TDY BILLING POLICY

The following policy will be effective October 1, 2003. 

REF: State Foreign Affairs Manual: 6 FAH-5 H-405.3-1: TDY Costs: Financial support for approved TDYers 

1. Introduction 
U.S. Government employees and USG contractors/grantees travel to post to serve temporarily for a variety of purposes, such as coverage of personnel gaps, provision of highly specialized expertise, response to short-term increases in work and support of high-level visitors. Post’s administrative support, which is offered by ICASS service providers, is available to all TDY employees on a reimbursable basis. It is the policy of post to provide these services whenever possible by direct charge to a fund cite 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 for use in the next fiscal year’s ICASS budget distribution.

2. ICASS Services Directly Charged to Sponsoring Agency Fiscal Data
Direct charge costs include, but are not limited to: American and LES staff overtime (for such services as airport expediting, control room staffing, cashier services, driver, translator); travel and per diem costs for American or LES staff who accompany TDY employees on field travel; rental of vehicles and equipment; long distance telephone calls; office supplies; gasoline and other vehicle maintenance costs; departure tax and other airport fees.

3. ICASS Services Billed Thru the ICASS TDY Module

a.
Exemption for Certain Categories of Visitors 
The following categories of visitors are exempt from billing thru the ICASS TDY Module: 



Visitors at post for less than thirty days 
Visitors associated with visits of the President, First Lady, Vice President and spouse, members of Congress, Supreme Court Justices and Cabinet members 
TDYers who are at post to (a) temporarily fill a vacant position or satisfy a staffing gap, (b) provide support for ICASS services, or (c) provide post-to-post assistance 


b.
For all other TDY visits exceeding thirty days, post will bill for ICASS support services. The following services will be billed thru the ICASS TDY Module: 



Basic Package



CLO



Health Services
These three services are billed on a per-capita basis, prorated for the length of stay.  For example, a TDY visit by one USG employee of 6 months’ duration would be counted as 0.5. 


c.
Minimum Billable Charge 
Invoices produced thru the ICASS TDY Module must exceed $2,500 to be submitted to Washington for payment by the sponsoring agency. Invoices less than $2,500 will not be charged.

4. ICASS Services Counted Towards Sponsoring Agency’s Cumulative Workload Count

Costs for transaction-based ICASS cost centers are recovered for all TDY visitors, regardless of length of stay. The service performed has an associated workload count and is counted towards the sponsoring agency’s cumulative workload count. This workload count will be included in the following year’s workload for the sponsoring agency. The following ICASS service cost centers are transaction-based. This is an all-inclusive list. The actual services used by a TDY employee will vary depending on nature of visit and length of stay. Only services actually used will result in a workload count. 

ICASS Service Workload Factor 

Administrative supplies 
Dollar value of supplies issued

Procurement 
Number of executed procurement documents

Reproduction 
Number of copies printed/reproduced

Shipment and Customs 
Number of shipments sent/received

Direct vehicle operations 
Number of miles driven

Pouching 

Weight of pouches sent

Accounts and Records 
Number of obligations

Vouchering 
Number of vouchers processed

Cashiering 
Number of vouchers paid, accommodation exchange





Transactions, collections

Travel 


Number of travelers serviced

5. Communicating ICASS TDY Billing Policy, Costs and Services Available
All visitors must request country clearance before proceeding to post. Post’s country clearance cable will include the following communication 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: 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, departure tax and other airport fees. Post will not provide service if fiscal data is not provided for the direct charges. 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. The charge per month is approximately $150. 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 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 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.”
