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Introduction

U.S. Government agencies send Temporary Duty (TDY) personnel overseas to perform a variety of duties in the furtherance of their mission.  The International Cooperative Administrative Support Services (ICASS) is one of the mechanisms used to provide the approved TDY visitors with official support.  The costs distributed to agencies via the ICASS mechanism include a portion of the compensation paid to ICASS personnel and ICASS infrastructure costs.  The administrative support services provided by ICASS personnel include, but are not limited to, hotel and travel reservations, motor-pool services, leasing, vouchering, and cashiering services.  Non-ICASS charges are billed directly to an agency.  For example: if the ICASS Travel Assistant makes a hotel reservation for a TDY’er, a portion of the cost associated with the Travel Assistant is billed to the sending agency.  However, the hotel room charge itself is billed directly to the agency requesting the reservation.

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

Basic Criteria

An agency will be billed for ICASS TDY services when:

1.
TDY personnel is present at post 31 cumulative calendar days or more in a fiscal year, and

2.
The total amount of the ICASS TDY invoice is more than $2,500.

Applicable Personnel

TDYers for the purpose of this policy are:

- U.S. Government employees, and

- U.S. Government contractors/grantees.

Non-Applicable Personnel

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.

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).

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 MOU for ICASS support services,

-
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.

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.

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:

-
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

-
Office supplies

-
Airport transportation

-
Cost of goods procured

-
After hours or contract expediter services

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), however the invoice will include both per capita and transaction-based services.

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.


APPENDIX A

 

TEMPORARY DUTY POLICY

AMERICAN EMBASSY DUSHANBE
 

Country Clearance

 

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 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.”
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