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MISSION GERMANY

ICASS COUNCIL TDY BILLING POLICY
.  
REF: State Foreign Affairs Manual: 6 FAH-5 H-360: TDY Costs: Financial support for approved TDY’ers.

1.   Introduction – Temporary Duty

A. 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.  
B. 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 billed either by 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.   Exemptions

The following categories of visitors are exempt from billing thru the ICASS TDY Module: 

· Visitors at post for equal to or less than thirty (30) days 

· Visitors associated with visits of the President, First Lady, Vice President and spouse, members of Congress, Supreme Court Justices and Cabinet members.
·  TDY’ers who are at post to (a) temporarily fill a vacant position or satisfy a staffing gap already counted in ICASS workload figures, or (b) provide support for ICASS services, or (c) provide post-to-post ICASS assistance 
· Visiting VIPs and entourage (Direct Charging)

3.   Charging for TDY’ers

There are two categories of charges incurred for services provided to TDY visitors: Direct Charges and ICASS TDY Charges.  
A. Direct Charges apply to all types of TDY’ers as defined in paragraph 1.  A above.  Direct charging occurs every day at posts around the world as agencies are charged for services they use or products they receive.  The following is a list of administrative support services that can be direct charged to fiscal data provided by the TDY’er include but are not limited to: 

(1)  CWT Commission for airline tickets; 

(2)  Airline fees; 

(3)  Driving services; 

(4)  Cell phone rentals and costs of actual calls; 

(5)  Vehicle rental; 

(6)  Official in-country travel expenses; 

(7)  Office supplies; 

(8)  Cost of goods procured; 



(9)  Overtime


B. The ICASS TDY Charge method of charging depends on the length of stay, the type of service provided and whether there is a sponsoring agency at post.  It employs a new software module called the “TDY” module.  
I. Charging for ICASS Support through the ICASS TDY Module – Sponsoring Agency is at Post 

There are two types of costs connected with TDY’ers in this category – per capita and transaction-based.  Each is managed differently.  Per capita costs can be recovered in the current fiscal year using the TDY module and are a non-recurring addition to the post ICASS funds.  Transaction-based costs are recovered through the workload counts in the following fiscal year as part of the ICASS invoicing process.  
(A) Per-Capita-Based Services - The per capita services that can be

 charged to TDY’ers are: Basic Package, CLO, and Health Services.  No agency modifications are allowed for the TDY module as it already excludes costs for American salaries, local guard program, and leases.  It is recognized that the per capita services listed do not exactly or only partially match those services that a TDY’er might or might not use.  It is believed, however, that this ambiguity is an acceptable tradeoff for a more complicated tracking system.  The length of stay is the criteria for determining per capita charges for TDY.   Based on this, there are two categories of TDY’ers:

· Short-term TDY’ers, a.k.a, free riders, (0-30 days/1 month) - The post’s built in TDY base is expected to support TDY’ers during this period.  Post will absorb the first 30 days of support for any TDY.  ICASS considers support for short-term TDY'ers as part of the basic overseas administrative platform, which is funded within the traditional bureau ICASS target levels.  In addition, the cost of processing invoices for numerous short-term TDYs will generally exceed the amount of the invoice, making this cost-prohibitive for the ICASS system as a whole.  
· Other TDY’ers (31 days – until end of fiscal year) – Post will prepare a TDY invoice to reflect the per capita workload for these types of TDY’ers.  Post will charge the sponsoring agency’s ICASS billing code for ICASS support services where the ICASS services provided to that agency cannot be direct charged and the cumulative amount billed to the agency billing code exceeds $2,500.   If fiscal years are crossed, the thirty days grace period is not ‘restarted.’  If met once in one fiscal year, it does not have to be met again in the next fiscal year.   Furthermore, each fiscal year is billed separately.   Lastly, once the 31 day threshold is reached, charges are captured back to day one.

(B) Transaction-Based Services – Costs for transaction based cost centers are recovered for all TDY’ers, regardless of length of stay.  The service performed has an associated count for the TDY’er and is counted towards the sponsoring agency’s cumulative workload count.  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.  Financial services, cashiering, and direct motor pool are examples of cost centers where workload counts are based on actual transactions.  
II. Charging TDY’ers for ICASS Support through the TDY Module – Sponsoring Agency is not at Post 

When there is no sponsoring agency at post, communication is the key when it comes to charging for ICASS services.  It is in the best interests of the Service Provider and Customer Agencies at post to ensure that the TDY’er from an agency not at post pays for ICASS services to allow for equity and transparency of billing for ICASS costs.  Posts should direct charge as much as possible.   However, direct charging does not recover the underlying infrastructure costs of providing ICASS services.  Therefore:

A.  Post will communicate to the sponsoring agency at the headquarters level that all agencies requesting ICASS support must agree to pay or sign up for ICASS services (e.g., sign an MOU).   The communication will start with the country clearance cable.  
B.  In order to facilitate the TDY invoicing process described below, post shall obtain the appropriate ICASS billing code for the TDY group or parent agency early in the process.  
C.  Post shall use the TDY module to prepare TDY invoices to bill agencies not sponsored at post in the same manner as prescribed in the previous section.  This includes the 30-day threshold.  Only after this threshold has been met can posts begin charging for ICASS support.  A new additional step for this category is that the invoice is prepared for both per capita (recovered in current fiscal year) and transaction based services (any service utilized and recovered in next fiscal year).   The cumulative TDY invoice for the sponsoring agency code (as identified by the billing code) has to exceed $2,500 worth of services in order to be submitted to Washington.  
4.   Charging TDY’ers in Need of Extraordinary Support Requirements Post may experience extraordinary and unanticipated circumstances that can result in a rapid influx of TDY personnel.  Extraordinary events are normally considered “catastrophic in nature”.  Examples would be civil war, major humanitarian crises, terrorist incidents, and natural disasters.  If Post is in extraordinary circumstances and cannot invoice sponsoring TDY agencies, it should contact the relevant Department of State Regional Bureau.  A process for invoicing agencies at these posts will be facilitated at the Washington level using the post ICASS software.  
5.   Using the TDY Module
A.  The steps to using the TDY module are similar to those in the ICASS Partial Year invoice module, including projecting costs through the end of the fiscal year for the last invoice submitted August 15.   The major difference is that the title will indicate it is a TDY invoice.

B.  For a TDY’er(s) with sponsoring agency at post, the user 1) activates the agency, 2) enters the number of months the TDY'er/TDY'ers are at post for the agency and 3) enters the number of TDY persons (e.g., per capita workload) in the three cost centers allowed.  
C.  For the TDY’er with no sponsoring agency at post, the user additionally 1) must activate the agency code and 2) enter the estimated annual transaction-based workload counts in the appropriate cost center (e.g., number of transactions for TDY’ers).  
D.  The software application will calculate the monthly workload count based on 

the number of months entered.  This prorated count is multiplied with a modified unit cost in order to derive the TDY cost.  That modified unit cost is the same unit cost employed in the Partial Year invoice.  
6.  Processing a TDY Invoice (Post and Washington Process) 

        A.  Once an agency’s TDY’er has met the minimum time (30 days plus 1) and the cumulative dollar total for all TDY’ers from that agency exceeds $2,500, the service provider may begin submitting TDY invoices to the ISC for processing.  This is in contrast to the Partial Year invoice submission process that occurs only after submission of the final post budget to the ISC.  
       B.  Post may fax signed TDY invoice(s) to the ISC Reimbursements Team at any
time during the fiscal year but no later than August 15.  The invoice must reflect TDY costs that are incurred during the current fiscal year and may not represent any prior year activity.  After verifying that the invoice has been signed and authorized for payment, the ISC will recommend an increase to the post ICASS allowance in the next set of allotment recommendations.  
C.  Funds issued in support of TDY invoices have no impact on the approved post
 target and are separate and distinct from all authorized funding levels.  The ISC will bill all agency headquarters for TDY support costs prior to the close of the fiscal year.  Post Service Providers should remind all TDY invoice authorizers that it is their responsibility to inform their headquarters of the financial obligation pertaining to the signed invoice.  Additionally, the signed TDY invoice reflects the commitment for the agency to pay and represents a valid document for billing purposes.  
7.   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 TDY’ers:
“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 (e.g., expediter, cashier accommodation exchange, control room staffing, representational event support), field 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, airport fees, and all other costs that are directly attributable to the visit.   Post will not provide service if fiscal data is not provided for the direct charges.  Also, for TDY’ers remaining at post over 30 days, there is a charge for ICASS support services.  If your sponsoring agency is not signed up for ICASS services at post, please be prepared to sign an MOU for ICASS support services upon arrival.   Agencies will not be billed until the accumulated invoice cost for TDY support exceeds $2,500 for the fiscal year.  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 TDY'er, 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 TDY’er 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 TDY’er staying in excess of thirty days without provision of this documentation before day 31 of the TDY.”
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