U.S. MISSION, NIGERIA 

ICASS TEMPORARY DUTY (TDY) Policy

EFFECTIVE DATE: August 31, 2006 

LAST REVISION DATE: July 26, 2007

REFERENCES ON WHICH THE POLICY IS BASED:  6 FAH-5 H-405.3-1; and STATE 209562 - New TDY Policy FY04.

A. Introduction

Mission Nigeria hosts a large number of Temporary Duty (TDY) personnel that come to post to provide special expertise, fill staffing gaps, and support high-level visitors. For the purpose of this policy, in addition to Direct Hire Americans, TDYers include USG contractors and grantees, provided their contracts/grants cover ICASS services and the sponsoring agency agrees in advance via cable or email to pay for the services.  

Official TDYers and visitors must request country clearance. Once the Chief of Mission grants country clearance, ICASS may be one of the mechanisms used to provide support. All official visitors must have a Mission Nigeria control officer designated by name and office in the country clearance cable.

The US Mission Nigeria developed this ICASS Temporary Duty Policy to: 

1. Enable Post to recover some of the indirect costs of administrative support provided to TDYers that cannot be direct charged to sponsoring agencies.  The policy is subject to time and monetary thresholds; the TDY has to be longer than 30 days and the cost should be over $2,500.  

2. Provide guidance to agencies sponsoring TDYers, and explain the mechanisms available for covering the costs of administrative support.

The policy has been approved by the ICASS Council of US Mission Nigeria on June 2, 2006 and it is consistent with 6 FAH-5 H-405.3-1 and New TDY Policy FY 04 (State 209562), issued by the Washington ICASS Working Group. 

This policy is posted on Post website, http://abuja.state.gov/ and ICASS/Washington Website, www.icass.gov.

B. Exemptions from ICASS TDY Charges

The following categories of visitors are not subject to ICASS TDY charges, but they are subject to direct charges for costs attributable to their visits.  

1. The President, First Lady/Gentleman, Vice President and spouse

2. Members of Congress, Supreme Court Justices, and Cabinet members 

3. VIP Visits, so designated by the Management Counselor

4. TDYers temporarily filling staffing gaps 

5. TDYers sent from other overseas posts to Nigeria to provide temporary support at Mission Nigeria’s request.

6. TDY of 30 days or less (for TDYers from non-resident agencies work load count for the first 30 days will be factored in.)

7. TDY incurring ICASS TDY support charges of $2,500 or less. 

The exemptions enumerated above do not apply to direct charges.

C. Direct Charges vs. ICASS TDY Charges

There is a distinction between ICASS TDY charges that this policy addresses and what are referred to as direct charges. Direct charges are costs that can be both directly attributed and charged to agencies’ fiscal data. Post direct charges TDYers and visitors without exception for the following items.

   1.  Direct Charges 

a. Cell phone rental(s) or purchase (s) and costs of prepaid cards

b. Vehicle rental with driver (Driver with valid Nigerian license required) 

c. Administrative supplies procured or drawn from warehouse stock

d. Cost of goods procured

e. Make-ready costs, satellite TV subscription, telephone charge and other costs incidental to TDY housing when such housing is requested, available and provided. Cost of damage to USG property arising from willful action and negligence of the TDYer 

f. Overtime incurred in support of an agency and their TDYers, individual or group 

g. Airline fees such as departure taxes and excess luggage charges

h. Airport transportation and expediting:

Transportation to and from or between airport terminals:  Abuja - $20 flat rate/passenger. Lagos - $25 flat rate/passenger.  

i. Expediter fees - $25/person each way.

j. Other authorized use:  Abuja: Naira (N) 500 per trip/person within the ring road; Lagos Naira 250 per trip/person. 

k. Official travel outside Abuja and Lagos:

· Full day (4 hrs or more): Abuja $125/day; Lagos - $150/day - plus driver overtime and per diem if applicable.

· Half day (4 hours or less): Abuja - $65/day; Lagos - $80/day, plus driver overtime.

l. Hotel/TDY accommodation to and from work – cost of one shuttle/boat coupon for Lagos $ 0.75, Abuja Naira 200. 

m. Travel services:  change of tickets/itinerary $25.00, obtaining of visa $25.00 per visa.

2. ICASS TDY CHARGES

For the purposes of ICASS TDY charges, we distinguish two kinds of service – per capita services and transaction based services - which are managed differently depending on whether sponsoring agencies are resident at post or not.  

a. Charging for ICASS Support through TDY Module -

Sponsoring Agency at Post:  

The per capita services, which are based on head count that are: Basic Package, CLO, and Health Services.  The counts are not modifiable. Per capita costs will be recovered in the current fiscal year using the ICASS TDY module and are a non-recurring addition to post ICASS funds.  

For transaction-based cost centers, such as vouchering, cashiering and motor pool, actual workload counts associated with TDYers are added to the cumulative workload count for their sponsoring agencies. Based on 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. 

b. Charging TDYers for ICASS Support through the TDY

   Module - Sponsoring Agency Not at Post 

Sponsoring agencies at the headquarters level must agree to pay or sign up for ICASS services (e.g., sign an MOU) before ICASS support service is provided.  Post shall communicate this requirement in country clearance cables. Post will direct charge whenever possible; however, direct charging does not recover the underlying infrastructure costs of providing ICASS services.

In order to facilitate the TDY invoicing process, sponsoring agencies must provide Post appropriate agency codes early in the process.  If agencies have difficulty in identifying their agency codes, they need to contact the ICASS Service Center for assistance. 

The ICASS TDY Module generates invoices for TDY ICASS services.  For agencies not resident at post, invoices are prepared for any per capita and transaction-based services utilized. 

No Agency workload count Modifications are allowed for the TDY module as it already excludes costs for American salaries, local guard program, and leases.

D. Making TDYs Successful – Sponsoring Agency

   Responsibilities

1. Communicate to post, well in advance, planned TDYs, indicating type of service(s) required and the duration of TDYs.  This will enable post to provide agencies with cost estimates.  

2. If not resident at post, agencies should provide their ICASS agency codes and communicate their willingness to pay for the ICASS service(s) TDYers require well before the arrival of TDYers at Post.  .  

3. Provide fiscal data for direct charge items listed under D (1).   

4. Agencies sponsoring TDYs, whether they are resident at post or not, should seek estimates of TDY ICASS charges and agree to pay.  Such agreement should be reached well in advance of the arrival of TDY personnel.  

5. Staggering TDYs to avoid charges is not acceptable.  For example, if an agency schedules two 30 day TDYs for the same purpose, Post will consider this one long term TDY of 60 days.

6. Any housing provided for TDY purpose that requires US Mission Nigeria to lease and maintain a residence will be charged as a full count under the normal ICASS invoice for that agency.

7. TDY of 180 days or more will be subject to full annual count under the sponsoring agency’s normal ICASS bill. Such TDYs will not be charged using the ICASS TDY Module.  The normal ICASS bill includes Washington based costs while the ICASS TDY billing system does not. 

E.  Making TDYs Successful - Post Responsibilities

1. Without exception, Every TDY visitor must have a control officer at post designated by name and office on the country clearance cable. This control officer will be personally responsible for ensuring that; the TDY visit complies with this policy; for making all arrangements for housing, transportation, and other services; and for getting the visit on both Abuja’s and Lagos’ official visitors lists maintained by the Management Officer at each post. Country clearance will not be granted to official visitors without a named control officer.

2. All offices drafting country clearance cables must use the standard country clearance cable template approved by the Management Counselor.  Additional language may be added, but any deletions must be individually approved by the Management Counselor.

3. Post will ensure that this TDY policy is applied on the basis of equity and transparency, the linchpin principles of ICASS.  

4. Post shall not charge twice for the same services, i.e. using TDY invoice and under normal ICASS invoice.  

5. Post will honor the time and monetary thresholds set in this policy.   

6. Post will work with and assist TDY sponsoring agencies to comply with this policy.

