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The following ICASS TDY policy can also be accessed on the Embassy’s intranet site.    Follow the Financial Management Office link to ICASS tab at bottom of page.

ICASS TDY POLICY

The Embassy ICASS Council on June 23, 2005, considered and approved the adoption of the ICASS TDY policy developed by the Interagency Working Group and the ICASS Service Center in Washington  (03 State 209562) for worldwide implementation.  The purpose of this policy is to equitably capture and report costs associated with TDYs, and to bill the sponsoring agency in order to fund the cost of ICASS services provided that are in addition to ongoing services provided to full-time permanent staff members.    Information/data on TDY activity will be compiled from the comprehensive country clearance data that is maintained by the RSO office for purposes of documenting post visitors.  

TDY CHARGE PROCEDURES

Expenses generated by TDY visitors to post include:  a) costs direct-charged to the visitor or sponsoring office for services that are provided directly in support of individual visitors;  b) costs for other ICASS services that are based on per capita charges; and c) ICASS costs that are recovered from the sponsoring agency in the subsequent year through transaction-based workload counts.  

Direct Charges

TDY visitors will be charged directly, either through their travel orders or fund cites provided by the sponsoring agency, for travel-related costs incurred in supporting their visits.   Examples of such costs are overtime incurred by ICASS support staff; vehicle, mobile phone or other equipment rentals; airline fees; airport transportation; and similar charges.  Embassy Bogota will utilize direct charging for all costs that can appropriately be captured and charged directly to the visit.  

ICASS Costs Captured on a Per Capita Basis

Services provided under Basic Package, CLO and Health Services cost centers are charged on a per capita basis.  For TDYers these costs will be billed to the sponsoring agency when TDY days cumulatively exceed 30 days, and when the total charges for services exceed $2500.  These TDY Module invoices will be computed and presented on a quarterly basis to the sponsoring agency and forwarded to the ICASS Service Center in Washington, DC.    

Transaction-Based ICASS Costs
A number of ICASS costs are captured through workload counts, such as costs for vouchering, cashiering, pouching, information management, security services.  Transaction-based workload counts for these ICASS services will be maintained for TDY employees and recovered in the following fiscal year as part of the ICASS invoicing process.  Agencies that sponsor significant numbers of TDY workers will see the added workload represented by temporary visitors in their annual workload counts.  

CHARGING AGENCIES NOT REPRESENTED AT POST

TDYers from agencies not permanently represented at post will be direct charged, as above, for all applicable costs of their visit.  For those ICASS shared costs calculated either through capitation or workload counts, an MOU (or similar commitment via cable) will be signed with the sponsoring agency indicating that agency’s responsibility for all ICASS charges.  A TDY module invoice will be prepared, once the 30-day threshold has been met and when the aggregate charges exceed $2500.  This invoice will include both per capita and transaction-based costs.  Reimbursement will be made to post through the ICASS Service Center.   

COUNTRY CLEARANCE CABLE INFORMATION

Bogota’s country clearance cable will be modified to include the following information regarding ICASS charges for TDY visitors.  

“Actions Required:

All visitors who require direct-charge administrative support, regardless of the length of stay, must provide a copy of their travel authorization (or an equivalent fund cite) to the Financial Management Office, to be used to pay for the direct charges related to their visit.  Each agency, organization, or visiting delegation will be charged for the actual costs attributed to their visit and will be advised of this action.  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 MI&E by Embassy employees; vehicle rentals; long distance telephone calls; equipment rentals; office supplies and all other costs that are directly attributable to the visit.”  

“In addition to direct charges (above), agencies at post sponsoring cumulative TDY visits of 30 days or more will be charged for other ICASS support services used, once the cumulative costs exceed $2500.  Basic Package, CLO and Health Services will be charged to sponsoring agencies via an ICASS TDY module invoice covering services rendered on a per capita basis.   Transaction-based workload counts for other cost centers will be captured reflecting TDY usage of those services, including but not limited to vouchering, cashiering, procurement, security services, and information management services.”

“Agencies not permanently represented at post must provide, in advance, a written communication confirming that the agency will pay ICASS charges for TDY visitors, as well as the agency ICASS billing code and an authorization for the visitor to sign the ICASS invoice generated by the TDY module.  Post will not provide any service to a TDYer staying in excess of thirty days without this documentation.”      

ICASS TDY POLICY 

Updated June 1, 2006

The worldwide ICASS TDY policy was established by ICASS Washington and Headquarters agencies to help recoup the costs of providing services to TDY visitors.  The policy includes calculating costs associated with three cost centers  --  Basic Package, Health Services, and CLO Services  --  where workload is evaluated based on per capita counts.  

Bogota receives a very large number of TDY visitors.  Some come to perform work in the Embassy; others perform special assignments elsewhere in Colombia and may not visit the Embassy at all.  Some TDYers are in country a few days only; others come for extended periods.  To determine establish a fair measure of the embassy’s resource consumption by TDYers, the Bogota ICASS Working Group has identified four distinct service levels (0.0; 0.3; 0.6; and 1.0).  Bogota will begin accumulating charges for TDYers as of the 31st day of cumulative TDY, by agency, and when the cumulative dollar total for all TDYers from that agency is at least $2,500.    

In order to implement this TDY policy, it is anticipated that IT will modify the RSO electronic country clearance application to allow agencies to input two additional data fields. The first data field would have a drop down menu for the person to be identified as category A, B, C or D per the below.  The second data field will be agency specific funding code with a drop down menu to cover all current agencies and ICASS codes used at post.  Embassy B&F would under this plan submit quarterly reports for verification to each agency of TDY lists. 

The following matrix is to be used to document the workload factors assigned to each TDY visit.  This matrix offers a means of calculating TDY invoices that is both transparent and directly related to actual workload generated.  It includes evaluation factors and examples of various agencies’ TDY visitors. These examples are not exhaustive, but will serve to further illustrate the ICASS service categories on which agency charges are to be based, and to assist each agency to properly assign their TDY employees to the appropriate category.  Factors that are included in the determination of workload weight include length of TDY, location of individual, and specific ICASS workload involved.  Under most circumstances the primary workload factor is whether or not the TDYer requires basic package-related services to regularize his/her visa status.  

ICASS EVALUATION FACTORS FOR TDY VISITS

	CATEGORY
	SERVICE LEVEL 

SUBSCRIPTION
	ICASS

SERVICES PROVIDED

	A
	0.0

examples:

 
	-  TDYer in country for defined period within the validity of entry visa (90 days from date of issuance); and

-  TDY location is inside or outside Bogota; TDYer does not receive individual Embassy badge; and
-  TDYer does not request/require any additional visa or other services;   OR

-  TDYer is backfilling a permanent position already counted in ICASS workload stats.

Examples:

a)  USAID TDY who comes for one week, sits at a desk at USAID to complete a project or analsyis.

b) Contractors who, due to CAPP count, are required to have a country clearance cable generated but who receive no services and generate no workload outside the agency preparing the cable.

c) Milgroup tdy military personnel who come to support a ship visit, have no contact or generate any workload for the embassy.

d) A tdy HRO to fill a permanent position which is vacant for 3 months until the permanently assigned person arrives in-country.

e) CODEL, STAFFDEL, Other VIPs covered by a cable with fiscal data.

	B
	0.3
	-  TDYer in country longer than entry visa validity, but departs within two months (60 days) after entry visa expires, for which  Embassy HR provides only a letter request to immigration authorities to waive overstay fine;

-  TDYer may get an Embassy ID badge, but does not have medical problems necessitating health unit intervention;

-  TDYer does not request any additional visa services from Embassy;

-  TDYer usually located outside Bogota  

Examples:

a)  Milgroup person in Melgar who overstays over his/her 90 day visa but not by more than an additional 60 days and requires only a letter to immigration.

b)  LEGAT person who is in Bogota or outside Bogota to do training which requires short overstay of visa.  

	C
	0.6
	-  TDYer requires additional services (over and above categories A or B) for official or tourist visits to neighboring countries, or for  visa questions/assistance, for example regarding fiancé visas; 

-  TDYer may get an Embassy ID badge 

-  TDYer does not have medical problems requiring health unit intervention, other than routine sick call.

Examples:

a)  Milgroup person who may spend several days per month in the embassy working, for a period longer than four months.

b)  NAS contractor who is in Bogota to do a special project lasting more than three months, during which s/he also travels to neighboring country(ies) to complete the project.  Contractor is in the Embassy for several days (or more) per week during the time in country.  


	D
	1.0
	-  TDYer remains in country more than 2 months (60 days) after entry visa expires, requiring HR to process full accreditation and new visa requests through Foreign Ministry;

-  TDYer receives ID badge from RSO to facilitate entrance into Embassy;

-  Length of stay increases access opportunities to health unit and CLO 

Examples:  

a)  Milgroup TDYer performing an assignment for 6 months (in the Embassy or at a remote location).  

b)  USAID PSC Contract employee working in the Embassy and in remote locations on a 6 month special project.  

c)  Law enforcement agency TDYer who requires a multiple entry visa to travel to and from Colombia several times over a period of 9-12 months.  

d)  TDY visitor expected to remain in country for 90 – 120 days who falls ill and requires medical unit intervention such as hospital stays and/or medical evacuation.


