From:
Commanding General, Marine Corps Combat Development Commnad, 3250 Catlin Avenue, Suite 230, VA 22134-5001

Subj:
OBLIGATION OF TRAVEL STANDARD DOCUMENT NUMBERS WHEN USING BLOCK TRAVEL ORDER NUMBERS OR WHEN ISSUED TO ANOTHER ACTIVITY (SABRS LTR-017)

Encl:
(1) Submission of Standard Document Numbers Using Create a Travel Order


(2) Submission of Standard Document Numbers Using Blocked Travel Order Numbers


(3) Obligating Blocked Travel Order Numbers in SABRS

1.
On occasion, it is necessary to issue Travel Order Number/s (TON’s) to other Activities/Commands. Fund Administrators (FA’s) have two options to choose from to accomplish this.

a. The FA can create, approve, and authenticate the travel order in the Travel Subsystem of the Standard Accounting, Budgeting, and Reporting System (SABRS) prior to forwarding the Standard Document Number (SDN) and appropriation data to the performing activity. Enclosure (1) gives step-by-step instructions to ensure that the travel orders are obligated in SABRS.

b. FA’s can use “Blocked TON’s” in the Travel Subsystem. When using “Blocked TON’s,” the SDN must be modified, approved, and authenticated, prior to forwarding the SDN and appropriation data to the performing activity. Enclosure (2) gives step-by-step instructions to ensure that the travel orders are obligated in SABRS

2.
Futher, at times FA’s will use “Blocked TON’s” for travel orders rather than establishing the travel order by using create an individual order. When using “Blocked TON’s,” the responsible FA must ensure that the funds for the travel are obligated in SABRS. The FA must obligate the order in SABRS. Enclosure (3) gives step-by-step instructions to ensure that the travel orders are obligated in SABRS.

3.
Any questions may be directed Mrs. Libby Patton, Resource Evaluation and Analysis Branch, Comptroller Division, ext. 3379.
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SUBMISSION OF STANDARD DOCUMENT NUMBERS (DSN’S)

USING CREATE A TRAVEL

STEP 1 – ACCESS SABRS MAIN MENU

STEP 2 – CHOOSE #6 (TRAVEL)

STEP 3 – CHOOSE #1 (COMMAND TRAVEL ORDER PROCESSING)

STEP 4 – CHOOSE #1 (CREATE A TRAVEL ORDER)

FILL IN APPROPRIATE BLANKS AS YOU NORMALLY WOULD WHEN CREATING A TRAVEL ORDER

(If needed, refer to SABRS Manual)

SABRS will generate a Standard Document Number (SDN)
You must approve and authenticate by using the appropriate User ID. This 

action will OBLIGATE the SDN in the SABRS System.

Send the SDN and appropriation data to the Activity/Command requesting it.

DO NOT PRINT THE TRAVEL ORDER, THE ACTIVITY/COMMAND REQUESTING IT WILL DO THE PRINTING.

NOTE:  THE REQUESTING ACTIVITY/COMMAND WILL USE THE ISSUE ONLY TRAVEL SECTION (PRINT THE ORDER) ONCE THEY RECEIVE THE SDN

SUBMISSION OF STANDARD DOCUMENT NUMBERS (SDN’s)

USING BLOCKED TON’S

STEP 1 – ACCESS SABRS MAIN MENU

STEP 2 – CHOOSE #6 (TRAVEL)

STEP 3 – CHOOSE #2 (MODIFY TRAVEL ORDER)


   Use chosen SDN from blocked TON’s

Modify Travelers Name, SSN, Title, etc., (whatever pertains to Traveler) and affix monetary amounts in appropriate fields. When satisfied with entries, press ENTER, the record is modified if the system takes you back to the COMMAND TRAVEL ORDER PROCESSING MENU.

You must approve and authenticate by using the appropriate User ID. This action will OBLIGATE the SDN in the SABRS system.

Send the SDN and appropriation data to the Activity/Command requesting it.

DO NOT PRINT THE TRAVEL ORDER, THE ACTIVITY/COMMAND REQUESTING IT WILL DO THE PRINTING.

NOTE: THE REQUESTING ACTIVITY/COMMAND WILL USE THE ISSUE ONLY TRAVEL SECTION (PRINT THE ORDER) ONECE THEY RECEIVE THE SDN

OBLIGATING BLOCKED TON’S IN SABRS

STEP 1 – ACCESS SABRS MAIN MENU

STEP 2 – CHOOSE #6 (TRAVEL)

STEP 3 – CHOOSE #2 (MODIFY TRAVEL ORDERS)


   Use chosen SDN from blocked TON’s

Modify Travelers Name, SSN, Title, etc., (whatever pertains to Travler) and affix monetary amounts in appropriate fields. When satisfied with entries, press ENTER, the record is modified if the system takes you back to the COMMAND TRAVEL ORDER PROCESSING MENU.

You must approve and authenticate by using the appropriate User ID. This action will OBLIGATE the SDN in SABRS system.

