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1. Summary: We encourage posts to use direct charge

whenever possible to support TDY visitors.  Provided posts

follow proper procedures, they can use collections from

direct charging agencies sending the TDYers to offset

official support expenses.  The balance of this cable talks

about what expenses posts can direct charge to the agency,

provided the agency agrees, and the correct procedures for

doing so.  The cable also provides some real-life examples.

The guidance provided should be used for all costs that can

be direct charged to agencies that are already part of the

ICASS system at post, as well as individual TDYers and/or

large groups of TDYers for agencies that do not subscribe

to ICASS services at your post.  The guidance in this cable

will be incorporated in the new Handbook chapter on Cost

Distribution at post now under discussion in the Handbook

Committee.  End Summary

2. On May 14, the ICASS Service Center e-mailed a survey

asking posts about how you manage TDYers.  Approximately

25% of posts responded.  The survey results indicated that

many posts are not making full use of the direct charge

method for capturing costs of TDYers.  Reftel provided

guidance on when to direct charge, what not to direct

charge, and updated the ICASS Handbook Policy (6 FAH-5 H-

902) related to direct charging.

3. What types of ICASS Services Should Be Direct Charged?

----------------------------------------------

a. Overtime incurred in support of an agency,

individual TDYer or TDY group

b. Driving services - mileage

c. Vehicle rental

d. Cell phone rentals and costs of actual calls

e. Official in-country travel expenses

f. Airline fees

g. Offices supplies

h. Fuel coupons

i. Airport transportation

j. Procurement/Small Purchasing

k. After hours or contract expediter services

4. What Can Post Do To Facilitate Direct Charging?

  ------------------------------------------------

The Country Clearance Cable -- Posts should ensure

that the country clearance cable is clear on what

services the post can provide and how much each will

cost.  This would include ensuring that the agency

provides fiscal data before arrival at post.

Here is an example of language post can use in their

country clearance cables.  Action Request: Each

visitor must provide fiscal data to cover costs of the

visit.  Each agency, organization, or visiting

delegation will be charged for the actual costs

attributed to their visit.  These costs include, but

are not limited to: American and LES staff overtime,

field travel by Embassy employees, vehicle rentals,

long distance telephone calls, equipment rentals,

office supplies, expediter services, representational

events and all other costs that are directly

attributable to the visit.

Posts should ensure that direct charging is applied

equally to all TDYers to make the process equitable.

5. Does the Money Collected From a Direct Charge Have to

Go Back to Treasury?

-----------------------------------------------------

No.  Many posts responded to the survey that they did

not direct charge because the funding collected needed

to go back to the Treasury.  Posts should use the

fiscal data provided by the agency, not/not ICASS

fiscal data to charge direct support costs.

For example: An agency requires cell phones or rental

cars.  The post should contract with the cell phone

company or car rental agency to provide this service

and prepare the purchase order using the customer

agency fiscal data (e.g., the charge would never

appear in ICASS).  Overtime can also be charged to an

agency or TDYer's fiscal data.  Posts could easily

identify the overtime hours worked by the American or

LES staff and journal voucher these costs to the

agency fiscal data (e.g., the cost is then removed

from ICASS).

6. Does Direct Charging Augment My Appropriation?

-----------------------------------------------

No.  Direct charging an agency for expenses incurred

specifically on behalf of that agency and using the

customer agency's fiscal data to pay for them does not

involve ICASS.  Several posts with heavy visitor

volume already have simple cuff record systems to

remove from ICASS overtime and motorpool mileage that

is charged to customer agencies for TDY support.

Because the expenses are not charged under ICASS, it

has no impact on the ICASS Working Capital Fund.

7. How to Make Direct Charge Work at your Post.

--------------------------------------------

a. Establish a direct charge policy that is approved

by the customer agencies at your post.

b. Include a paragraph in the country clearance

cable that describes the policy and requests

fiscal data for support of the TDYer.  Make sure

the cable lists the specific services for direct

charge so the agency knows what it is approving.

c. Prepare purchase orders using agency fiscal data.

d. For large groups and/or conferences - schedule

after hours accommodation exchange and charge the

overtime for the cashier to the agency fiscal

data.

e. Minimize the amount of work a post has to perform

supporting the visitor by establishing and

publicizing Do-It-Yourself guides.  If feasible

in your country, these guides can include lists

of recommended hotels to aid travelers in making

their own hotel reservations or provide contact

numbers for the local airline offices to help the

traveler with adjusting their travel ticket, etc.

8. What is the Bottom Line?

------------------------

To ensure that the costs of supporting agencies and

TDYers are fully captured, make the maximum use of

direct charge whenever possible.  Direct charge

anything that can be:  clearly identifiable as a

distinct activity, easy to price accurately without

extensive accounting analysis, and is mutually agreed

to by both the customer and service provider.

9. MINIMIZE CONSIDERED

POWELL

