FMOC 0307 Student Outline


UNITED STATES MARINE CORPS

Financial Management School

Marine Corps Service Support Schools

Training Command

PSC Box 20041

Camp Lejeune, North Carolina 28542-0041

STUDENT OUTLINE

FMOC 0309
SOURCE DOCUMENTS: TAD TRANSACTIONS
FINANCIAL MANAGEMENT OFFICERS cOURSE
(COURSE ID: MO3FNHO)

REVISED: 04/19/2007
Approved by: _______________________ DATE: _________________
1.  LEARNING OBJECTIVES:  

    A.  TERMINAL LEARNING OBJECTIVE: 

        (1) Given financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Monitor the processing of financial source documents to record accurate and timely financial data into the official accounting system per the references. (3404-FMGT-1014)


   (2) Given source documents, required accounting reports, access to an automated system, access to automated accounting system, and the references.  Monitor the processing of financial transactions to ensure the accurate and timely recording of accounting documents per the references.  (3404-FMGT-1018)

    B.  ENABLING LEARNING OBJECTIVES:

        (1) Without the aid of references and given written questions concerning the terms, concepts and principles relating to source documents, and a list of responses, select the response that answers the question, in accordance with the references.  (3404-FMGT-1014a) 

        (2) With the aid of references and given a written scenario and source documents, correct discrepancies in the financial information on the source document to fulfill the requirement in the scenario, in accordance with the references.  (3404-FMGT-1014b)  

        (3) With the aid of references and given a written scenario, completed source documents, access to an automated system with applicable software, internet connectivity, and access to an automated accounting system, input financial data from the source documents, in accordance with the references.  (3404-FMGT-1014c)

        (4) Without the aid of references and given written questions concerning the terms, concepts and principles relating to processing financial transactions, and a list of responses, select the response that answers the question, in accordance with the references. (3404-FMGT-1018a)

        (5) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references process financial transactions per the references.    

(3404-FMGT-1018b))

1.  UNDERSTANDING TAD/TDY:

a.  DEFINITION OF TAD/TDY.  What is Temporary Additional

Duty/Temporary Duty (TAD/TDY)?  TAD/TDY is when a traveler is ordered to accomplish a mission at a location that is outside their normal place of duty (outside 50 miles).  Upon completion of the mission, the traveler returns to their permanent place of duty.  Government employees, civilian and military, can be directed to perform TAD/TDY throughout their careers. 

    b.  PURPOSE CATEGORY CODES.  TAD/TDY historically has one of the largest budgets, and it also has the largest opportunity for fraud, waste, and abuse.  This is why it is vital to be able to identify the purpose for the travel.  To provide a manner of tracking, SABRS uses Purpose Category Codes.  The purpose category code is a 1-digit alphanumeric field.  It will become the third digit of the Object Class/Subobject Class (OC/SOC) when Travel Orders are prepared using the SABRS Travel Order Processing system (ex. 2110). The purpose category codes are as follows:

            A.  Recruiting

            B.  Congressional Travel

            C.  Audit and inspection

            D.  Troop Movement

            E.  CMC Conference Attendance Less than 25K

            F.  Other Conference Attendance Greater than 25K

            G.  Other Conference Attendance Less than 25K

            1.  Site Visit

            2.  Information Meeting

            3.  Training Attendance

            4.  Speech or Presentation

            5.  Conference Attendance CMC SPONS Greater than 25K

            6.  Relocation

            7.  Entitlement Travel

            8.  Special Mission Travel

            9.  Other Travel

    c.  TYPE OF ORDERS.  SABRS uses a “Type of Orders code” to categorize TAD/TDY charges.  This is a 2-digit alphanumeric code used to identify the type of TAD/TDY.  The type code is constructed as follows:

            Position 1

                 I - Individual Orders – This is used when up to three travelers are going TAD/TDY to the same place.

                 G - Group Orders – This is used when 4 or more travelers are going TAD/TDY to the same site.

            Position 2

                 P - Permissive Travel – This is used when no cost will be incurred by the command.  Traveler(s) funds the cost.

                 V - Invitational Travel – This is used when  another command invites the traveler(s) to its command for TAD/TDY.  This is normally funded by the inviting command, but part of the cost may be funded by the traveler(s) command (multi-sponsor).  For example, a Recruiting Station Commanding Officer invites a motivational speaker to give a speech to the recruiters.  The funding for the trip would come out of the Recruiting Station budget.
                 R - Recurring Travel – This is used when an individual takes numerous TAD/TDY trips.  Rather than issue separate TAD/TDY orders for every trip, one set will be issued allowing the individual to travel when necessary.  The traveler will be required to submit a travel claim on a monthly basis.
                 C - Confirmation Orders – This is used when the TAD/TDY has already been executed without Travel Orders.

                 D - Directed – This is used when the command directs traveler(s) TAD/TDY.  Cost will be incurred by the traveler(s) command.
    d.  REFERENCES.  To assist with proper accounting procedures, references are used.  The references ensure traveler receive proper entitlement for going TAD/TDY.  Some of the more frequently used references are listed below:

        (1)  NAVSO P-6034 (Joint Federal Travel Regulations

(JFTR)).  The JFTR is used to identify Per Diem, Travel and Transportation allowances that are entitled to the traveler.  The allowances for Per Diem can be found in Volume 1, Appendix D.  The JFTR is available online at:

https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html

        (2)  MCO P4650.37 (Marine Corps Travel Instructions

Manual (MCTIM)).  The MCTIM furnishes the instructions and technical guidance that is required by Marine Corps Commanders for the administration of travel entitlements prescribed in the JFTR.

        (3)  SABRS Data Dictionary.  This reference is used to

identify the proper Object Class/Subobject Class and Cost Account Code.

        (4)  DOD 7000.14-R (Department of Defense Financial

Management Regulation (DODFMR) Volume 9.  Volume 9 of the DOD FMR provides supplemental instructions on the payment of allowances authorized by the JFTR.

   (5) MCO P7300.21 (Standard Accounting, Budgeting,

and Reporting System (SABRS) Financial Procedure Manual).  This manual provides operating procedures for preparation and maintenance of financial records for activities.

e. UNDERSTANDING THE PROCESS.  The first step in the 

TAD/TDY process is the creation of a TAD/TDY request.  Competent authority will use this request to validate the necessity for the trip.  The next step constitutes costing-out the TAD/TDY orders.  This is normally accomplished by the TAD/TDY order writing section.  Once an estimate cost is applied to the orders, then the TAD/TDY clerk will create the TAD/TDY orders in SABRS.  The TAD/TDY orders have to be approved and authenticated before they can be printed and issued to the traveler.  SABRS has an internal form of checks and balances by dividing the duties that are required to establish TAD/TDY orders.  The duties and the personnel performing the tasks are provided below:


   (1) The Requester.  The Requester is the organization or staff section that the traveler belongs to.  The Requester is responsible for preparation of the TDY request.  This is usually accomplished by the unit’s administrative section (ie. S-1).

(2) The Approver.  The Approver is the fund manager 

responsible for ensuring the availability of funds, assigning coding structures, and costing the TDY request.  The unit’s Fiscal Officer should accomplish this.

(3) The Authenticator.  The Authenticator is the

individual responsible for creating the orders and affixing a signature of approval to the order.  This is usually the duty of the administration officer.

f.  TAD/TDY orders are limited to periods of less than six 

months. This restriction does not apply to the following:

        (1) Unit Deployments

        (2) TAD/TDY extended for unforeseen reasons

        (3) TAD/TDY to more than one location when the total exceeds 6 months.  The Commandant of the Marine Corps (CMC) must provide approval before allowances accruing after the 6-month limitation are paid).

2. ESTIMATING TAD COSTS
    a.  Budgeting for TAD/TDY.  The command that will benefit from the TAD/TDY will fund the TAD/TDY travel.  This will normally be the traveler's command.  Funding for TAD/TDY starts with the preparation of an annual budget.  During the budget call, financial ceilings are published in the budget guidance for the forthcoming budget year.  The budget guidance may or may not contain additional ceilings or limitations on the amount of funds that can be used for TAD.  The preferred method of estimating TAD costs is to have each organizational entity (section) within the command prepare a list of potential trips for the budget year.  This will provide a good estimate on the amount of TAD/TDY funds required for the year.  There are times a TAD/TDY trip may arise that was not budgeted for in the budget plan.  This is termed an unfunded TAD/TDY trip.  Some possible solutions to obtain funds for these trips are:

        (1) Requesting funds from the tasking unit.

        (2) Substitute/cancel one of the budgeted trips.

        (3) Reprogram/realignment of funds.

        (4) Request additional funds from the comptroller.

b.  The accounting classification code assigned to TAD/TDY

orders will depend upon who is paying for the trip.  There are three (3) different ways funding for TAD/TDY orders can be accomplished.  

(1) If a traveler is going TAD/TDY directed by his/her 

parent command, then the parent command’s appropriation will be cited.  This is known as Command Sponsor orders.

(2) If a traveler is going TAD/TDY requested by an 

outside command, then that command’s appropriation will be cited.  This is known as Other Sponsor orders.  

        (3)  If a traveler is going TAD/TDY with the benefit falling on both the traveler’s command and the outside command, then both sets of appropriation will be cited on the orders.  This is known as Multi-Sponsor orders.  For example, a traveler is going to attend a conference with the traveler’s command paying for Per Diem and the other sponsor paying for travel.

    c.  Determine entitlements.  Once a request is submitted, the Budget Execution Activity or other assigned activity must determine a cost for the trip.  When estimating costs for TAD/TDY orders, it is important to estimate the cost of the trip as close to the actual cost as possible.  Over-estimating the cost of TAD/TDY ties up a unit's funds while under-estimating costs could cause a unit to over obligate their funds.  There are certain factors that must be taken into consideration when estimating TAD/TDY costs.

        (1)  Per Diem:  For each day a traveler is TAD/TDY, the  traveler rates per diem, which is money for food, lodging and incidental expenses (i.e. toothbrush, toothpaste, shaving crème etc.).  The amount a traveler rates or receives is based on the per diem rate for the TAD/TDY location.  This is a set amount published in the Joint Federal Travel Regulations (JFTR)  Appendix D, Part I under which all government employees, military or civilian regardless of rank, are subject.  

(a) If government quarters or messing are not 

available at the TAD/TDY site or the traveler is not required to use government quarters or messing, the estimate should be based on the full per diem rate.  The traveler must provide a statement of non-availability if quarters aren’t available in order to receive the full rate.  
             

             (b) If government quarters and messing are directed but the traveler will miss one or two government meals due to the TAD/TDY schedule, proportional meal rates will be used.

             (c) If government quarters and messing are available and required, the estimate should be adjusted accordingly to reflect the actual government rates.  The billeting office at the TAD/TDY site should be contacted to get current and actual lodging rates for on-base lodging.

        (2)  Travel Costs:  Travel costs are estimated based on how the traveler is going to reach the TAD/TDY location.  If the traveler is flying via commercial or government plane, the airline or Air Mobility Command (AMC) can be contacted for price quotes.  If the individual is going by Privately Owned Vehicle (POV), the traveler will rate a set amount per mile.  To find the estimated number of miles, you can refer to NAVSO P-2471 Official Travel of Distances (OTD) or log on to  https://secureapp2.hqda.pentagon.mil/perdiem/faqpovpast.html , which will provide actual distance mileage throughout the world.  The rule of thumb is that the DTOD web site is to be used before other sources such as the Rand McNally maps or the NAVSO P-2471.  The current mileage rate is $.405 per mile.

            (3) Miscellaneous Costs:  Will include, but is not limited to, rental car, tolls, registration fees, book fees etc.

c. SABRS uses “remarks codes” to identify different 

entitlements and to provide the traveler with appropriate directions upon completion of the travel.  The requester must determine which remarks codes are appropriate, and ensure they are used properly during the creation of the TAD/TDY orders.  When the TAD/TDY order has been printed, the appropriate statements will appear on the orders.  The remarks codes can be found in SABRS on the 098 Table (examples are provided in the SABRS Travel (O&M) Users Manual and in the Student Handout).  

3.  CREATING TAD/TDY ORDERS USING THE SABRS TRAVEL SUBSYSTEM:

    a.  TRAVEL ORDER IDENTIFICATION:

        (1)  SABRS is used to induct information to produce TAD/TDY orders.  Each set of TAD/TDY orders is assigned a Travel Order Number (TON).  This four-digit number is the unique identifier for each set of travel orders.  During the course of a fiscal year, a TON may not be duplicated.  In SABRS, a sequential block of TON’s is assigned to each Major Subordinate Command (Work Center Identifier) at the beginning of the fiscal year.  As orders are prepared SABRS will automatically assign the next TON in sequence to each travel order.

        (2)  TAD/TDY orders are recorded in SABRS using a Standard Document Number (SDN). As orders are prepared, SABRS will automatically assign the standard document number by inserting the TON into the serial number position.  All commitments, obligations, expenses, liquidations, and travel advances for a single set of orders will be recorded in the accounting system using the SABRS assigned standard document number assigned to the orders.  The standard document number is constructed as follows:


Position 1-6
Activity Address Code (AAC) of the Major 
                    Activity or Work Center Identifier


Position 7-8
Current Fiscal Year (i.e. 03, 04, 05)


Position 9-10
Type Code ("TO" indicating travel orders)


Position 11
Military/Civilian(O = Officer, E = Enlisted, 
                    C = Civilian)


Position 12-15
Travel Order Number

                     Example: M9925505TOER001
b. INPUTTING TRAVEL ORDERS:  There are two options for inputting travel orders in SABRS, Command and Issue Only.  Both types can be issued individually or for a group.  They can be issued for travel that will extend from one fiscal year to the next (multi-year), and for travel being paid by more than one sponsor (multi-sponsor).

        (1)  The Command Travel Orders option is used when travel is being paid by the traveler's command. The orders establish a commitment on the command's books when they are created, and produce an obligation for the command when they are approved, authenticated and printed.  As the traveler proceeds, the orders are expensed, beginning with the Proceed-On-or-About (POA) date of the travel orders.  If the TAD/TDY period is less than or equal to thirty (30) days, the order is expensed in its entirety on the POA date.  If the TAD/TDY period is more than thirty (30) days, the order is expensed equally on incremental thirty-day periods.

        (2)  The Issue Only Travel Orders option is used when the travel is being funded by a command other than the traveler's command.  For example, Headquarters Marine Corps (HQMC) requests someone to come to HQMC from Camp Lejeune.  HQMC creates, approves, and authenticates the orders using the Command Travel Order process.  This establishes an obligation against HQMC's funds.  Camp Lejeune, using the Issue Only Travel Order process, will actually type and print the orders using the appropriation information from HQMC.  Issue Only Travel Orders do not create commitments or obligations in SABRS.

        (3) Instructions for creating travel orders are provided below:

              (a) The modifications to travel orders to include price adjustments may only be processed in the Spending Process using Option #3 (SABRS Spending System) on the Main Menu.  TAD/TDY costs associated with all appropriations will be recorded using Option #9 (O&M TRVL/ALLOCATIONS) on the Main Menu.  

  07:39:43                           SABRS                              DFMS0000

  22 Mar 2006                      MAIN MENU                            DFPS0000

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

 SELECT AN OPTION: 9                                                            

                   1. AUTHORIZATION PROCESSING                                  

                   2. BUDGET EXECUTION ACTIVITY AUTHORIZATION PROCESSING        

                   3. INITIATIONS/COMMITMENTS/OBLIGATIONS/EXPENSES              

                   4. CORRECTION PROCESSING                                     

                   5. REPORTS INQUIRY                                           

                   6. TABLE MANAGEMENT                                          

                   7. ONLINE ALLOCATIONS                                        

                   8. REIMBURSABLES                                             

                   9. O&M TRVL/ALLOCATIONS                                      

 FASTPATH==> ________________________________________________________________   

 PF1=HELP,PF6=EXIT                                                              

            (b) From the O&M TRVL/ALLOCATIONS menu, option #2 will be used to access TAD/TDY processing.  In this option, the administration or travel order writing section can enter travel data and produce printed travel orders.
  07:42:07                             SABRS                            GFSMS03 

  22 Mar 0                      O&M TRVL/ALLO MENU                     GFSPS003 

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

                              SELECT OPTION:  2_                                

                          1.  ALLOCATIONS                                       

                          2.  TRAVEL                                            

                          3.  TRAVEL INQUIRIES                                  

                          4.  TABLE MANAGEMENT                                  

                      PRESS ENTER TO SELECT OR PF4 OR PF6                       

            (c)  Once in the Travel subsystem, the order writer may begin the process of creating TAD/TDY orders by choosing command travel order or issue only travel order processing.  

(1) To create orders for Command Travel Order 

Processing, first choose option #1 from the Travel Order Processing Menu, then choose option #1 from the Command Travel Order Processing Menu, this will display the input screen. 

15:13:44



SABRS





  GFSMT00

05 Jan 05

   TRAVEL ORDER PROCESSING MENU



  GFSPT000

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

                        SELECT OPTION: 1
                    1. COMMAND TRAVEL ORDER PROCESSING

                    2. ISSUE ONLY TRAVEL ORDER PROCESSING

                    3. APPROVE TRAVEL ORDER

                    4. AUTHENTICATE TRAVEL ORDER

                    5. PRINT SPECIFIC TRAVEL ORDER: SDN ___________

                    6. SEARCH FOR ACTIVE ORDERS   : SSN ___________

09:22:00                           SABRS                                   GFSMTYY

05 JAN 05               COMMAND TRAVEL ORDER PROCESSING                    GFSPTYYY

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑--‑‑‑‑‑‑

        SELECT OPTION: 1_   STANDARD DOCUMENT NUMBER: __________

                       1. CREATE TRAVEL ORDER 

                       2. MODIFY TRAVEL ORDER 

                       3. OBLIGATE ONLY TRAVEL ORDER

                       4. RESERVE/VIEW BLOCK OF TRAVEL ORDER NUMBERS

                       5. CANCEL BLOCK OF TRAVEL ORDER NUMBERS

09:22:10

      
 
SABRS
     




  GFSMT10

05 Jan 05


CREATE TRAVEL ORDERS




  GFSPT010

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑--------‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑-

                 NAME              SSN            POSITION TITLE AND RATING

 DANIELS, KELLY_________________ 456 85 2741     TRAVEL SUBSYSTEM MANAGER/GS-11

 OFFICIAL STN: DEFENSE FINANCE ACCOUNTING SERVICE-KANSAS CITY CENTER___________

 ORG‑ELEM: ACCOUNTING SYSTEMS DIRECTORATE  816 926 5256 SCLR: __ FY: XX M/C:C
 PURP CD: 1           STD DOC NO:                           TYPE OF ORDERS: ID
 APPROX DAYS TAD/TDY: 35_    POA: 15 SEP XX    DOC TC: TO    ITIN VAR AUTH: _

 DEPART FROM: DFAS/KC____________        TERMINATE AT: DFAS/KC____________

 STOPPING AT: DFAS/YUMA__________ 35_

 ___________________ 0__   ___________________ 0__   ___________________ 0__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

    COMMERCIAL        GOVERNMENT       POV AUTH           OVERSEAS      OTHER

 RAIL AIR BUS OTHR   AIR VEH SHIP  CONST  MORE ADVANTAG  BY TRAN OFF   PER DIEM

  _    X   _   _      _   _   _      _          _              _        0____

 PER‑D: 52500___   GOV‑TR: 25000___   O‑TR: 30000___   MISC: 0______

 ADVAN: 0_______   REMARKS: __ __ __ __ __ __ __ __    ADD'L REMARKS: _

 ____________________________________________________________ 

                             AAC  FA WC FC OCSOC  CAC BRC LOCAL USE RON RBC

 CIC #: _______________    M20146 11 TD BF 21X0   G178 __    ____   ___  _ 

 MY:    MS: _  R‑OFF: 11  A‑OFF: 11    OTHER SPONSOR DOC NO: _____________

1
NOTE:  THE INFORMATION IN BOLD PRINT IS MANDATORY.

09:22:10

      
 
SABRS
     




    GFSMT10

05 Jan 05


CREATE TRAVEL ORDERS




    GFSPT010

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑--------‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑---------

                 NAME              SSN            POSITION TITLE AND RATING

 _______________________________  ___ __ ____     _____________________________
 OFFICIAL STN: ________________________________________________________________

 ORG‑ELEM: ______________________________  ___ ___ ____ SCLR: __ FY: 00 M/C:__

 PURP CD: __          STD DOC NO:                           TYPE OF ORDERS: ___

 APPROX DAYS TAD/TDY: ___    POA: __________ DOC TC: TO    ITIN VAR AUTH: _

 DEPART FROM: ___________________        TERMINATE AT: ___________________

 STOPPING AT: ___________________ 0__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

    COMMERCIAL        GOVERNMENT       POV AUTH           OVERSEAS      OTHER

 RAIL AIR BUS OTHR   AIR VEH SHIP  CONST  MORE ADVANTAG  BY TRAN OFF   PER DIEM

  _    _   _   _      _   _   _      _          _              _        0____

 PER‑D: ________   GOV‑TR: ________   O‑TR: ________   MISC: _______

 ADVAN: 0_______   REMARKS: __ __ __ __ __ __ __ __    ADD'L REMARKS: _

 ____________________________________________________________ 

                             AAC  FA WC FC OCSOC  CAC BRC LOCAL USE RON RBC

 CIC #: _______________    M99255 94 __ __ 21X0   ____ __    ____   ___  _ 

 MY:    MS: _  R‑OFF: __  A‑OFF: __    OTHER SPONSOR DOC NO: _____________

                 (2)  To create orders for Issue Only Travel Order Processing choose option #2 from the Travel Order Processing Menu, then option #1 from the Issue Only Travel Order Processing Menu.  This will display the Issue Only Travel Order screen.

15:13:44



SABRS





  GFSMT00

05 Jan 05

   TRAVEL ORDER PROCESSING MENU



  GFSPT000

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

                        SELECT OPTION: 1
                    1. COMMAND TRAVEL ORDER PROCESSING

                    2. ISSUE ONLY TRAVEL ORDER PROCESSING

                    3. APPROVE TRAVEL ORDER

                    4. AUTHENTICATE TRAVEL ORDER

                    5. PRINT SPECIFIC TRAVEL ORDER: SDN ___________

                    6. SEARCH FOR ACTIVE ORDERS   : SSN ___________

08:38:07



SABRS





   GFSMTZZ

05 Jan 05
      ISSUE ONLY TRAVEL ORDER PROCESSING



  GFSPTZZZ

-----‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

         SELECT OPTION: 1     STANDARD DOCUMENT NUMBER: _______________

                        1. CREATE TRAVEL ORDER

                        2. MODIFY TRAVEL ORDER

09:22:10                          SABRS                               GFSMT30

05 Jan 05                 ISSUE ONLY TRAVEL ORDER                     GFSPT030

-------‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑​‑‑‑‑​‑‑‑‑‑‑‑‑‑‑‑‑‑‑               NAME                            SSN             POSITION TITLE AND RATING

 HARBISON, MARC T.______________ 741 25 8987     ACCOUNTING SYSTEM ANALYST/SSGT

 OFFICIAL STN: MARINE CORP BASE CAMP LEJEUNE, NC______________________________

 ORG‑ELEM: DEFENSE FINANCE ACCOUNTING OFF  919 484 1981 SCLR: __ FY: XX

 PURP CD: 4             STD DOC NO: M67001XXTOEQ001     TYPE OF ORDERS: IV
 APPROX DAYS TAD/TDY: 7__      POA: 02 MAY XX            ITIN VAR AUTH: _

 DEPART FROM: MCB CAMP LEJEUNE___        TERMINATE AT: MCB CAMP LEJEUNE___

 STOPPING AT: MCB CAMP PENDLETON_ 7__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

    COMMERCIAL        GOVERNMENT       POV AUTH           OVERSEAS      OTHER

 RAIL AIR BUS OTHR   AIR VEH SHIP  CONST  MORE ADVANTAG  BY TRAN OFF   PER DIEM

  _    X   _   _      _   _   _      _          _              _        0____

 REMARKS: X1 X2 __ __ __ __ __ __            ADD'L REMARKS: _

 ____________________________________________________________

 CIC #: _______________     AAC: M20146     FA: 11
    MY: _              R‑OFF: 11      A‑OFF: 11

                  (3)  To approve orders the Approving Official will choose option # 3 from the Travel Order Processing Menu. The approving official may choose to approve a single TAD/TDY order, or may elect to approve all orders for a particular Fund Administrator/Budget Execution Activity.

15:13:44



SABRS





  GFSMT00

05 Jan 05

   TRAVEL ORDER PROCESSING MENU



  GFSPT000

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

                        SELECT OPTION: 3

                    1. COMMAND TRAVEL ORDER PROCESSING

                    2. ISSUE ONLY TRAVEL ORDER PROCESSING

                    3. APPROVE TRAVEL ORDER

                    4. AUTHENTICATE TRAVEL ORDER

                    5. PRINT SPECIFIC TRAVEL ORDER: SDN ___________

                    6. SEARCH FOR ACTIVE ORDERS   : SSN ___________

16:38:03                           SABRS                              GFSMT40

05 Jan 05                       APPROVE MENU                          GFSPT040

-----‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

         SELECT OPTION: 0       STANDARD DOCUMENT NUMBER: _______________

         1. APPROVE TRAVEL ORDER

         2. APPROVE ALL TRAVEL ORDERS   FUND ADMINISTRATOR: __

         3. DISPLAY OUTSTANDING TRAVEL ORDERS FOR TRAVELER

                 (4)  To authenticate TAD/TDY orders, the authenticating official will choose option #4 from the Travel Order Processing Menu.   The Authenticating Official may choose to authenticate a single TAD/TDY order or all TAD/TDY orders for a Fund Administrator (Budget Execution Activity).

15:13:44



SABRS





  GFSMT00

05 Jan 05

   TRAVEL ORDER PROCESSING MENU



  GFSPT000

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

                        SELECT OPTION: 3

                    1. COMMAND TRAVEL ORDER PROCESSING

                    2. ISSUE ONLY TRAVEL ORDER PROCESSING

                    3. APPROVE TRAVEL ORDER

                    4. AUTHENTICATE TRAVEL ORDER

                    5. PRINT SPECIFIC TRAVEL ORDER: SDN ___________

                    6. SEARCH FOR ACTIVE ORDERS   : SSN ___________

15:13:44
     
          SABRS





  GFSMT50 

05 Jan 05

     AUTHENTICATE MENU




  GFSPT050

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

SELECT OPTION: 1   STANDARD DOCUMENT NUMBER: M6700105TOC0013    FA:  __

                   1. AUTHENTICATE SINGLE TRAVEL ORDER

                   2. AUTHENTICATE ALL APPROVED ORDERS

                   3. APPROVE/AUTHENTICATE SINGLE TRAVEL ORDERS

15:13:44



SABRS





  GFSMT51

05 Jan 05

DISPLAY TRAVEL ORDERS FOR AUTHENTICATOR


  GFSPT076

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

     MAHONEY, LEROY               234 77 6878     SYSTEMS ANALYST  GS‑14

     OFFICIAL STN: MCCDC, QUANTICO, VA

     ORG‑ELEM: SABRS                 703 640 3334 SCLR:    FY: XX M/C: C

     PURP CD: SITE VISIT                      STD DOC NO: M67001XXTOC0013

     TYPE OF ORDERS: GV SITE VISIT  APPROX DAYS TAD/TDY: 14 POA: 01 JAN XX

     DOC TC: TO   ITINERARY VARIATION AUTH:     DEPART FROM: QUANTICO, VA

     TERMINATE AT: QUANTICO, VA       STOPPING AT: CAMP LEJEUNE, NC    12

                         0                   0                         0

                         0                   0                         0 

     COMMERCIAL       GOVERNMENT      POV AUTH         OVERSEAS    OTHER

   RAIL AIR BUS SHIP AIR VEH SHIP CONST MORE ADVANTAG BY TRAN OFF PER DIEM

         X                                                         30.00

     {PER DIEM MESSAGES PER DIEM AUTH IN ACCORDANCE W/JTR                }

     {POV MESSAGES                .0                                     }

     PER‑D: 4000.00    GOV‑TR: 0.00       O‑TR: 360.00     MISC: 0.00 

     ADVAN: 3600.00    REMARKS: 5_ 6_ 7_ 8_ __ __ __ __  ADD'L REMARKS: _ 

     R‑OFF: JM REQ OFFICER          A‑OFF: JM APPROVING OFFICER MCB,CLNC 

     AUTH STATUS/APR: X DISPR: _  GROUP DISP: _ LOA DISP: _ CIC:__________

c.  MULTI-SPONSOR/MULTI-YEAR TRAVEL ORDERS:

       (1) Multi-year travel orders:  Command Individual Multi-year Travel Orders authorizes an individual to travel to another duty station temporarily when the travel begins one fiscal year and continues into the next fiscal year.  To create the orders, select Option #1 from the Command Travel Order Processing menu.  Follow the guidelines given to Create Command Individual Travel Orders, with the addition of the Multiple Year indicator.  MY (Multiple Year Indicator)*. Entering the “X” will display the Multi-Year Travel screen.

10:33:57                           SABRS                           GFSMT11

05 JAN 05                     MULTI YEAR TRAVEL                   GFSPT012

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

TOTAL TRAVEL ORDER AMOUNTS ARE FOR

                    NAME                     SOCIAL SECURITY NUMBER

    DANIELS, KELLY                                 456 85 2741

    PER-D: 525.00        GOV-TR: 250.00      O-TR: 300.00     MISC: 0.00

    ENTER AMOUNTS FOR FY 20XX           STD DOC NO M2014605TOC1347

    PER-D: 30000___    GOV-TR: 25000___      O-TR: 15000___   MISC: 0______   

    ENTER AMOUNTS FOR FY 20XX           STD DOC NO M2014605TOC0001   

    PER-D: 22500___    GOV-TR: 0_______      O-TR: 15000___   MISC: 0______   

FIP FOR FY 2005    

    AAC     FA    WC   FC     OCSOC    CAC   BRC      LOCAL USE   RON   RBC   

  M20146    11    TD   BF     2110     G178  __          FYX1     ___    _

**NOTE: This field is required when creating Multiple Year orders. Enter an “X” on the field MY to identify travel records that pertain to more than one year. If the orders are created without an “X” in the MY field, the orders are created as Single-year Travel Orders and must be canceled and re-entered as Multi-Year. This field is required when creating Multiple Year orders. Enter an “X” on the field MY to identify travel records that pertain to more than one year

Enter current Fiscal Year amounts and enter amounts for Current Year plus 1 by subtracting Current Year Amounts from Total Amount.  Verify the FIP for the next fiscal year. And process the record.

        (2) Multi-sponsor travel orders: Command Individual Multi-Sponsor Travel Orders authorize an individual to travel to another duty station temporarily when more than one command funds the travel. To create the orders, select Option #1 from the Command Travel Order Processing menu.  Follow the guidelines given to create Command Individual Travel Order, with the addition of two fields,  MS (Multiple Sponsor Indicator)*and  OTHER SPONSOR DOC NO (Other Sponsor Document Number)*. Enter the other sponsor's Standard Document Number (SDN). These fields are required when creating Multiple Sponsor orders. Enter an “X” on the field MS to indicate that there is more than one source of funding for a Travel Order.  The SDN should be provided by the other sponsoring command.  Entering the “X” in the MS field and the other commands SDN in the OTHER SPONSOR DOC NO field will display the Other Sponsor Travel screen.

14:08:31                               SABRS                                   GFSMT12

05 Jan 05                      OTHER SPONSOR TRAVEL                           GFSPT013

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

NAME: DANIELS, KELLY                       SSN: 789 45 6123

CURRENT FY: XX      STANDARD DOC #: M6700105TOC2525

  BASIC LOA      APPN/SH     OC/SOC  BCN S/A   AAA   TT    PAAN      COST CODE

              1751106 27A0   21 10  67001 0  067001  2D   0C2525    M670015C2525

  PER-D: 87500___     GOV-TR: 0_______   O-TR: 24000___     MISC: 0_______

  ADVANCE LOA   APPN/SH      OC/SOC  BCN S/A   AAA   TT     PAAN     COST CODE

              1751106 27A0   21 10  67001 0  067001  1K   0C2525    M670015C2525

FY + 1: 0           STANDARD DOC #: _______________

  BASIC LOA     APPN/SH      OC/SOC  BCN S/A   AAA   TT     PAAN     COST CODE

              ___________    __ __   _____ _ ______  __    ______   ____________

  PER-D: 0_______     GOV-TR: 0_______   O-TR: 0_______     MISC: 0_______

  ADVANCE LOA   APPN/SH      OC/SOC  BCN S/A   AAA   TT     PAAN     COST CODE

             _______ ____     __ __ _____ _   ______ __    ______   ____________

**NOTE: If the orders are created without an “X” in the MS field, the orders are created as Single-Sponsor Travel Orders

and must be canceled and re-entered as Multi-Sponsor.

    d.  MODIFICATION/CANCELLATION/SETTLEMENT OF ORDERS:

        (1) Modification:  Maintain Travel Order process is used when information entered from the Create Travel Order Process was entered incorrectly or information was changed since the creation process occurred. Whenever the scope of travel changes, a modification is required.  Some common changes are:  misspelled name, incorrect social security number, changes to itineraries, authorization to use a rental car, and changes in the mode of transportation. If the modification is necessary before the authentication process has occurred, select option #2 from the Command Travel Order Processing menu and enter the Standard Document Number of the Travel Order requiring modification this will display the Maintain Travel Orders screen. The record will update the Travel File with the new information. If the amount fields were modified a Travel Financial Transaction Data record will be stored to the Travel Financial Transaction Data File with new amounts.  If the modification involves a change to the estimated costs after the authentication process has occurred, the obligation should be adjusted accordingly using Option #3 (Initiations/Commitments/ Obligations/Expenses) from the SABRS main menu will be used.  The proper DIC to make the adjustment will be “COB”.  Change the required dollar amounts and press enter.  Your record will be modified. 

14:29:42


           SABRS




GFSMT20

05 Jan 05                    MAINTAIN TRAVEL ORDERS


  
GFSPT020

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑-----‑‑‑‑‑

                 NAME              SSN            POSITION TITLE AND RATING

 RICHARDSON, T. C.______________ 305 54 7364     MAJ___________________________

 OFFICIAL STN: I MARINE EXPEDITIONARY FORCE, CAMP PENDLETON, CA. 92055-5300____

 ORG‑ELEM: 11TH MEU______________________  619 725 9161 SCLR: _  FY: 95 M/C:O

 PURP CD: 9            STD DOC NO: M2014605TOO1032          TYPE OF ORDERS: IR

 APPROX DAYS TAD/TDY: 3__     POA: 31 MAR 05    DOC TC: TO   ITIN VAR AUTH: _

 DEPART FROM: MCB CPEN___________        TERMINATE AT: MCB CPEN___________

 STOPPING AT: SAN FRANCISCO, CA__ 3__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

 ___________________ 0__   ___________________ 0__   ___________________ 0__

    COMMERCIAL        GOVERNMENT       POV AUTH           OVERSEAS      OTHER 

 RAIL AIR BUS OTHR   AIR VEH SHIP  CONST  MORE ADVANTAG  BY TRAN OFF   PER DIEM

  _    X   _   _      _   X   _      _          _              _        0____

 PER‑D: 94000___   GOV‑TR: 19800___   O‑TR: 15000___   MISC: 0_______ 

 ADVAN: 0_______   REMARKS: __ __ __ __ __ __ __ __    ADD'L REMARKS: _

 ____________________________________________________________

                             AAC  FA WC FC OCSOC  CAC BRC LOCAL USE RON RBC

 CIC #: _______________    M20146 11 TD BF 2190   G178

 R‑OFF: 11         A‑OFF: M1        OTHER SPONSOR DOC NO: _______________

** NOTE:  Travel Orders can not be modified in the travel sub-system after the Authentication process.

        (2) Cancellation:  SABRS has the ability to cancel travel orders that were created in SABRS. Once canceled, the obligation amount will be credited back to the fund administrator (BEA/BESA).  If the traveler took a travel advance, SABRS will not allow the TAD/TDY order to be cancelled until the traveler settles (returns) the travel advance.  To cancel obligation amounts, use Option #3 (Initiations/ Commitments/Obligations/Expenses) from the SABRS Main Menu.  The proper DIC for the adjustment will be “COB”.  Change the appropriate dollar amounts to zero and press enter.  Your record will be cancelled. 

4.  SABRS produces a variety of reports that aid Financial 

Managers in analyzing TAD/TDY expenditures within their command.  These reports help with preparing estimates for future budgets, and planning for upcoming exercises.  The major reports are provided below.

    a.  TRAVEL ORDER NUMBER (TON) REPORT.  This report lists all TON's that are assigned to a TAD/TDY Budget Execution Activity (BEA).  The TON's will be listed in sequence.  This report reflects the status of every TON, such as completed, canceled, pending, or not yet used.  This report can also be used to check memorandum records maintained by the TAD/TDY BEA.

    b. DAILY TRANSACTION JOURNAL (R017).  This report will provide the budget execution activity with each individual transaction that was processed through batch input or through a system interface.  This report will reflect new or changed commitment, obligation, expense, and liquidation information affecting a specific source transaction by document number.

5.  Settlements:

    a.  The traveler completes the TAD/TDY trip upon returning to his/her parent command, then the traveler must complete and submit a travel settlement claim within three (3) working days to the administrative section.  If the administrative section has not received the claim within five (5) calendar days of return, action must be taken to recover the amount of all advances either by cash remittance, pay checkage, or filing of the claim.  In order to accomplish this responsibility, a written notification (delinquency letter) must be sent to the traveler within five (5) days following the expiration of the 

deadline for filing the claim.  This notification will include a copy of the applicable travel order, call the traveler's attention to the requirement for timely filing of a claim, note that the requirement has not been met, and advise that the traveler is liable for the amount of all advances.  The notification will also state that the traveler has five (5) days from the date of delivery of the notice to either file a travel settlement or reimburse the government for any travel advances taken.

    b.  If the traveler’s travel order remains delinquent, action will be taken to settle/recoup the advance from the traveler's pay (this is known as “checking the Marine’s pay”).   The checkage should only be processed if the traveler has not questioned the debt, offered extenuating circumstances, filed the travel claim, or made remittance.  A request will be made to the Disbursing Officer to initiate the pay checkage process. 

    c.  There are two (2) main forms that are used with TAD/TDY.

        (1) DD FORM 1351 TRAVEL VOUCHER is used to make advance payments in conjunction with TAD/TDY.  

        (2) DD FORM 1351-2 TRAVEL VOUCHER OR SUBVOUCHER is used to make settlement payments for travel claims.  The DD Form 1351-2 shows what the travel actually cost and how much, if any, advance money was taken.  

    d.  SABRS produces reports that will identify delinquent TAD/TDY orders to assist financial managers ensure all service members/travelers settle their TAD/TDY in a timely manner.  The reports are provided below.

        (1) Outstanding Travel Order by Age Category Report (R005).  This is a daily batch report that provides the User with a listing of all Active File records with an Object Class equal to ‘021’ which have not been settled.  This report is displayed by Fiscal Year Full, Basic Symbol, Work Center Identifier, Budget Execution Activity, Budget Execution Subactivity, and Standard Document Number.

        (2) Outstanding Travel Advance by Age Category Report (R005).  This is a daily batch report that provides the User with a listing of all travel advance records which have not been settled. This report is displayed by Fiscal Year Full,

Basic Symbol, Work Center Identifier, Budget Execution Activity, Budget Execution Sub-activity, and Standard Document Number.
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