From:
Commanding General, Marine Corps Combat Development Command

Subj:
ACCOUNTING FOR TEMPORARY ADDITIONAL DUTY (TAD) WITHIN THE STANDARD ACCOUNTING, BUDGETING, AND REPORTING SYSTEM (SABRS LTR-005)

Ref:
(a) MCCDCO 1320.2A

Encl:
(1) Block Travel Order Numbers (TON)

1. Implementation of the Standard Accounting, Budgeting, and Reporting System (SABRS) on 1 October 1991 will provide the Command with an automatic Temporary Additional Duty (TAD) order writing capability through the SABRS Travel Subsystem. However, this procedure cannot be fully implemented within the existing approval and authorization controls contained in the reference without an intensive training period, additional ADP equipment, and the establishment of appropriate SABRS security codes to prevent unauthorized order writing.

2. In view of the fact that the Fund Administrators (FA’s) will be required to make the transition of SABRS accounting ‘overnight,’ procedures are being implemented to retain current TAD order writing procedures, with only a slight modification, until such time as all training has been completed and equipment shortages have been filled. The modification to TAD is designed to keep the disruption of the Command’s daily business to a minimum.

3. The following procedures will be effective on 1 October 1991:

a. Current TAD forms (DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel) will continue to be used and procedures presently used by the originator will be followed. However, the originator will not assign the Travel Order Number (TON) or a Standard Document Number (SDN).

b. Susequent to signature by the Approving Official (block 18 of DD Form 1610), the orders will be forwarded to the FA for the assignment of the accounting data and funding. The FA will enter the appropriate information into the SABRS Travel Subsystem at which time the system will automatically generate the TON and SDN to be cited on the DD Form 1610. The FA will annotate the SDN (upper right hand corner above block 1) and cite the last 12 digits of the SDN in the Cost Code of the DD for m 1610. Further, the TAD orders will be approved in SABRS by the FA using a special User’s Identification Number (ID) specifically designated for that purpose.

c. The orders will then be forwarded to the Authenticiateing Official (block 20 of DD Form 1610) for signature as set forth in paragraph 4 of the reference. SABRS will not create an obligation of funds until the Travel Subsystem is electronically instructed to do so through an Authenticating Official security code. As Authenticating Officials will not be able to perform electronic authentication, the Accounting Branch, Comptroller Divison will electronically authenticate the SABRS Travel Subsystem order, thus creating the obligation of funds.

d. The procedures outlined in paragraphs 3a through 3c will not apply to HMX-1.

e. The enclosure contains the procedures for blocking of TON’s within each Major Command.

K. R. BURNS
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BLOCK TRAVEL ORDER NUMBERS (TON)
1. GENERAL. A block of travel order numbers (TON) needs to be established within each major command. The block of TON’s is required to issue travel orders after working hours, when SABRS is down due to computer problems, during an emergency, or at year end when new fiscal year data must be cited.

2. SDN STRUCTURE and TON Code. The following applies only to travel Standard Document Number (SDN) and the TON. SDN’s for other than travel remain the same. The number below each item represents the size of the item:
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a. Requisitioner – Will show the Major Commands assigned in SABRS:


MAJOR COMMAND
TITLE

M67856

WORLD-WIDE TRAVEL


M00264

COMMANDING GENERAL


M00001

DEPUTY COMMANDER FOR TRAINING AND EDUCATION


M00002

DEUPTY COMMANDER FOR WARFIGHTING


M00003

DIRECTOR CENTRAL DESIGN/PROGRAMMING ACTIVITY


M00004

DIRECTOR FACILITIES DIVISION


M00005

OTHER COMMAND SUPPORT


M00006

COMMANDING OFFICER, HMX-1


M00008

FAMILY HOUSING


M00009

DEPENDENTS SCHOOLS


b. Fiscal Year – The appropriate 2 digit fiscal year.


c. Document Type Code – Will only be To for travel.


d. Travel Order Number – The TON is composed of the three following elements:

(1) Type of Person – The type of person on travel orders:

O – Designates officers.

E – Designates enlisted.

C – Designates civilians.



(2) TON Block Code – A code to block TON by Fund Administrator within Major Command (see attached list).



(3) Three (two digits for certain Fund Administrators assigned a two digit TON Block Code) sequential numbers assigned by the Fund Administrator. 

3. Manual construction Of SDN and TON Code. The following is an example of how to construct a DSN with the TON code. The travel orders are issued to a Marine Officer and the Fund Administrator is the Comptroller (FA 18):
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M00005

92

TO

O

C

0001


Second set of travel orders for a civilian:

M00005

92

TO

C

C

002


Third set of travel orders for an enlisted Marine:

M00005

92

TO

E

C

003

4. DD-1610 Cost Code. The last 12 digits of the SDN will be inserted in the cost code field of the DD-1610. For example, in the set of travel orders issued to the Marine Officer in paragraph 3 above, the cost code would show 0059TOOC001. Basically, it is the SDN with the first three digit removed.

5. SABRS Input. The manually constructed travel order will be input into the SABRS Travel Subsystem through the Obligate Only option.

BLOCK TON CODES

MAJOR COMMAND

  FA CODES  

COMMANDING GENERAL

 M00264



TON


   FA

CODE

   25

A


DEPUTY COMMANDER FOR TRAINING AND EDUCATION

 M00001



TON

TON

TON

TON



FA
CODE
FA
CODE
FA
CODE
FA
CODE

05
A
11
E
41
J
A6
N


08
B
23
F
47
K
B6
P


09
C
33
G
74
L
B7
Q


10
D
37
H
A2
M
F5
R

DEPUTY COMMANDER FOR WARFIGHTING

 M00002



TON


FA
CODE

04 A

22
B


A4
C


J3
D

DIRECTOR CENTRAL DESIGN/PROGRAMMING ACTIVITY

 M00003



TON


FA
CODE


52
A


B4
B

DIRECTOR FACILITIES DIVISION 

 M00004
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FA
CODE

35
A
51
E
B2
J


36
B
A5
F
F4
K


42
C
A7
G
H2
L


50
D
A8
H
M1
M

OTHER COMMAND SUPPORT

 M00005
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FA
CODE
FA
CODE 
FA
CODE


07
A
28
G
54
M
60
U


14
B
32
H
55
N
61
T


13
D
46
I
57
O
63
U


18
C
48
J
58
P
64
V


20
E
53
K
59
R
79
X
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F
A3
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A9
S
B1
Y


A1
Z
B5
1
B8
2
B9
3


B3
4
F2
W
F7
5
J1
Q


F1
6
J5
7
J6
8
J7
9


J2
AA
J8
BB

COMMANDING OFFICER, HMX-1

 M00006
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26 A

27 B

J4
C

FAMILY HOUSING

 M00008
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DEPENDENTS SCHOOLS
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