From:
Commanding General, Marine Corps Combat Development Command

Subj:
PROCEDURES FOR ISSUE OF TEMPORARY ADDITIONAL DUTY (TAD) ORDERS UNDER THE STANDARD ACCOUNTING, BUDGETING, AND REPORTING SYSTEM (SABRS LTR-019)

Ref:
(a) MCCDC 1320.2B

1.
On 1 October 1991 the Standard Accounting, Budgeting, and Reporting System (SABRS) became operational at MCCDC providing this Command with an automated system for producing Temporary Additional Duty (TAD) orders. The reference updated command procedures regarding the preparation, authorization, and authentication of TAD orders. The Commanding General, Marine Corps Base (CG, MCB) has been designated as the TAD order authorizing official for units under the command of the Commanding General, Marine Corps Combat Development Command (CG, MCCDC), with the exception of Weapons Training Battalion (WTBn). The Commanding Officer, WTBn is authorized to issue TAD orders under the title of the CG, MCCDC for personnel assigned to WTBn.

2.
Effective 1 June 1994 procedures outlined under the reference will become fully applicable for the production of TAD orders at this Command. The following procedures are provided for amplification of the instructions contained in the reference:


a.
ORIGINATOR. The originator of TAD order/s will use enclosure (1) of the reference to request preparation of travel orders. The originator is responsible for the completeness and accuracy of all information provided.


b.
CREATOR. The person authorized to enters data into the SABRS Travel Subsystem is designated as the creator for travel orders. The creator will use the information provided by the originator to input the data into SABRS. Funding data should be provided to other creator by the Fund Administrator (FA)/record keeper. Once the travel information and funding data are keyed into the Travel Subsystem, SABRS automatically generates a travel order number (TON) and standard document number (SDN).


c.
APPROVER. After the TAD orders are keyed into SABRS, the approving official will access the SABRS Travel Subsystem to review and electronically approve the TAD roders. The Military Personnel Office will then be notified to authenticate the order/s. TAD orders entered in SABRS citing MCCDC funding, but issued by another activity, also require authentication by the Military Personnel Office. The approver should check the system daily to determine if there are orders which require approval.


d. 
AUTHENTICATION. TAD orders will be electronically authenticate and printed at the Military Personnel Office with CG, MCCDC signature affixed. The Commanding Officer, WTBn will authenticate and affix the CG, MCCDC signature to the orders for personnel under the command of the Commanding Officer, WTBn only. SABRS will not obligate funds until the Travel Subsystem is electronically instructed to do so through the authentication process.

3.
MANUAL DD FORM 1610. There will be occasions where the SABRS Travel Subsystem is not available. These situations will require manual production of the DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel or letter-type orders to be issued to avoid delay in travel. FA’s are required to block TON’s and SDN’s at the start of each fiscal year to be used manually prepared DD Form 1610. Instructions for manually prepared DD Forms 1610 and letter-type orders are contained in enclosure (2) and (3) of the reference. Manually prepared DD Forms 1610 and letter-typed orders will be keyed into SABRS as soon as possible by the responsible FA.







J. UNTERZUBER
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