Embassy of the United State of America

Doha, Qatar

MEMORANDUM

To: 

ICASS Council Members

From:

Keith Sanders, Management Officer

Date:

September 21, 2003

Subject:
ICASS SERVICE STANDARD OPERATING PROCEDURE: TDY SUPPORT COSTS

Reference:
State 209562 dated July 18, 2003

This memorandum establishes new guidelines for recovering the cost of ICASS support provided to personnel on temporary assignments to AmEmbassy Doha, will take effect as of October 1, 2004 and will be posted on the Embassy Internet website.

The policy is applicable to all US Government employees and USG contractors/grantees who receive ICASS services.  The policy is applied to all TDYers to ensure equity of cost distribution and transparency of transactions.

The costs involved should exceed $2,500 worth of services before post could attempt to collect compensation from agencies. The country clearance cables will include a paragraph which will communicate likely administrative support expenses and request agency agreement to compensate post for the cost. 

CHARGING FOR SERVICE (S):

TDYers will only be assessed for services actually provided, i.e. there must be a post expense or provision of service that incurs costs. Procedures used to charge for services provided by post are described below:

1) Direct Charge:
Direct charging of costs will apply to all TDYers defined above and does not differ if sponsoring agency is at post or not at post.  Each visitor, regardless of length of stay, must bring/forward fiscal data to pay for direct costs of his/her visit.  Each agency, organization, or visiting delegation will be charged for the actual costs attributed to their visit.  Direct charge for administrative support services include but are not limited to:

· American and LES staff overtime incurred in support of an agency, individual TDYer or TDY group.

· Field travel – lodging and M&IE by Embassy Employees.

· Vehicle rentals and Fuel.

· Driving services – mileage.

· Long distance telephone calls.

· Cell phone rentals and costs of actual calls.

· Equipment rentals.

· Airline fees.

· Office supplies.

· Airport Transportation.

· Cost of goods procured.

· After hours or contract expediter services.

Also, for TDYers at post over thirty (30) days, there is a charge for ICASS support services.  If the sponsoring agency is not signed up for ICASS service at post,  the TDYer must be prepared to sign a Memorandum of Understanding (MOU) for ICASS support services upon arrival.  The TDYer’s sponsoring agency should provide post with a written communication, generated by the traveler’s headquarters that confirms the agency will pay ICASS charges for the TDYer, provides an ICASS billing code for billing purposes and authorizes the traveler to sign the ICASS invoice on behalf of the sponsoring agency.  Where travel is urgent, the TDYers should bring this documentation with them.

It will be the responsibility of the TDYer to inform his/her headquarters of the financial obligations incurred.  Invoices signed by TDYers will constitute a commitment of the sponsoring agency to pay and represents a valid document for billing purposes.  Post will not provide support services to TDY personnel staying beyond thirty days without provision of this documentation before day 31 of the TDY.

2) Charging for ICASS Support Through TDY Module (Sponsoring Agency At Post):

There are two types for costs connected with TDYers in this category:

a) Per Capita costs are recovered in the current fiscal year by using the TDY billing process.  The length of stay is the criteria for determining  charges for TDY.  ICASS service costs  applied to each TDYer are  Basic Package, CLO and Health Services.  No agency modifications are allowed.  These costs will be assessed as follows:

1. Short-Term TDYers (0 to 3 months)

Costs will be absorbed by post.

2. Medium-Term TDYers (3-6 months)

For the above cost centers that are based on per capita, count will be as 0.5 of the capitation count.

3. Long-Term TDYers (more than 6 months)

For cost centers based on per capita, count will be 1.00 of capitation count.

b) Transaction-Based Costs are recovered for all TDYers, regardless of length of stay, as part of the ICASS invoicing process.  Vouchering, cashiering and direct motor pool are examples of cost centers where workload counts are based on actual transactions.  These costs will be collected as normal ICASS costs, and thus will be due during the following fiscal year.

3) Charging TDYers for ICASS Support Through the TDY Module (Sponsoring Agency is Not at Post):

Through the country clearance cable, post will communicate to the sponsoring agencies at the headquarters level that all agencies requesting ICASS support services must agree to pay or sign up for ICASS services (e.g. sign an MOU) and must provide post with the appropriate agency ICASS billing code.

The TDYer must be prepared to sign a Memorandum of Understanding (MOU) for ICASS support services upon arrival.  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 TDYer, provides the agency ICASS billing code the TDY support charge should be applied to and authorizes the traveler to sign the ICASS invoice.

Post will use the TDY module to prepare TDY invoices to bill agencies not sponsored at post in the same manner as prescribed under item number 2 (charging TDYers for ICASS support through the TDY module – Sponsoring agency at post). 

4) Charging TDYers for Posts in Need of Extraordinary Support Requirements:

In case post experiences extraordinary and unanticipated circumstances, which can result in a rapid influx of TDY personnel, post will contact NEA/SA/EX Regional Bureau to facilitate invoicing those agencies at the Washington level using the post ICASS software. 

Processing A TDY Invoice (Post and Washington Process):

Once an agency’s TDYer has met the minimum time (30 days plus 1) and the cumulative dollar total for all TDYers from that agency ($2,500), the Embassy will begin submitting TDY invoices to the ICASS Service Center for processing but no later than August 15.

Clear:


Scott McGehee, DCM

Attachment:

State 209562

Cc:


Ohaila Ataya, Financial Specialist

