U.S. EMBASSY HARARE
TEMPORARY DUTY (TDY) BILLING POLICY

Effective Date: April 10, 2007
I.  Summary

Embassy Harare’s ICASS administrative services are available to support U.S. Government “temporary duty” (TDY) visitors to Zimbabwe.  If administrative support costs for a TDY visitor exceed US$2,500, or if a cost is incurred solely and discretely for the support of a TDY visitor, Embassy Harare will recoup these costs from the visitor’s parent agency or office through direct-billing and/or the ICASS budget software’s TDY Module.  

II.  Country Clearance and Fiscal Data for Extended Visits

TDY visits in excess of 30 days are most likely to trigger the US$2,500 support cost threshold.  Therefore, for any proposed visit exceeding 30 days, Embassy Harare country clearance may only be granted once the visitor’s sponsoring agency or office provides fiscal data to cover at least US$2,500 in potential administrative support costs.  This fiscal data will only be charged if actual support costs reach this threshold.  
III.  Assessing TDY Costs

Every TDY visit exceeding 30 days will be monitored by the Financial Management Office to determine whether the US$2,500 cost threshold has been exceeded.  For TDY visits of less than 30 days, support costs will be evaluated if they appear to be approaching this threshold.  
Visitors whose support costs do not reach the US$2,500 threshold will generally receive appropriate ICASS support without additional cost to the sponsoring agency or office.  However, if a discrete cost is incurred solely in support of a TDY visitor’s specific requirements, post will recoup this amount by requesting fiscal data from the sponsoring agency or office.  An example of this might be support costs for in-country travel performed by the visitor.  Also, if the TDY visitor receives cashiering and/or vouchering services from the Financial Management Office, the costs of providing these services will be added to the sponsoring agency’s ICASS bill in the following fiscal year.  
Two mechanisms exist for recouping support costs -- direct-charge to the sponsoring agency and use of the ICASS budget software’s TDY Module.  

IV.  Direct-Charging

When a service is provided solely or discretely for a TDY visitor, its cost is usually equally discrete and identifiable.  As noted above, an example of this could be costs associated with the visitor’s in-country travel.  Such costs will be directly charged to the sponsoring agency or office by the Financial Management Office.  Direct-charging will be done wherever practical and cost-effective, even for costs that fall below the US$2,500 threshold or for visits of less than 30 days.
V.  The ICASS TDY Module
For other support not attributable solely to the TDY visitor, the ICASS budget software’s TDY Module is programmed to capture reimbursable costs incurred by TDY visitors in two ways:  per capita costs and transaction-based basis.  
The three ICASS services that are billed on a per capita basis are Basic Package, CLO, and Health Services.  When these costs exceed US$2,500, the Financial Management Office will generate an ICASS TDY Invoice for the sponsoring agency.  When per capita support costs fall below US$2,500, no charges arising from the ICASS TDY Module will be assessed.  

Transaction-based costs are determined by the number of instances that a particular service is provided to the TDY visitor.  The only transaction-based costs captured by Embassy Harare’s TDY Module are two Financial Management services:  cashiering services and voucher processing.  For both of these services, costs are determined by the number of strip codes processed in providing the services.    These counts will be included in the sponsoring agency’s workload count for the following fiscal year and, as a result, the cost of these services will be reflected in the sponsoring agency’s ICASS Invoice in the following fiscal year.  Transaction-based costs will be recovered for all TDY visitors regardless of their length of stay or the total cost of the services.  
Any costs direct-billed to a TDY visitor will not be double-billed by the ICASS TDY Module.  Similarly, within the TDY Module, transaction-based costs are not counted when determining whether per-capita costs have reached the $2,500 threshold.
If the visitor’s sponsoring agency is not present at post and therefore not enrolled in post’s ICASS services, use of the ICASS TDY Module is not used.  In this instance, post will separately capture the relevant support costs and direct-charge the sponsoring agency if the US$2,500 threshold is reached.   
V. Exceptions to TDY Billing Policy

ICASS support costs will not be charged for VIP visitors (Assistant Secretary-equivalent or higher), or for visitors filling vacant positions already captured by ICASS workload counts.  Any administrative support provided by a TDY visitor’s sponsoring agency, rather than by ICASS service providers, will not be billed under this policy.  
