TRAVEL AND TRANSPORTATION STANDARDIZED PROCESS REVIW TEMPLATE

1/10/01

Process/Identification Number: 

Travel and Transportation Module #14

Process Vision Statement/Capability:  

Module will completely automate travel and transportation processes, with front-end edits, beginning when travel is requested for PCS, TAD, AT, ADSW and ending with travel settlement, to include transportation and lodging availability/arrangements.  Identifies to traveler the requirements associated with travel destination, such as need for passports, personal procurement (DITY) moves, Anti-Terrorism/Force Protection briefs, Country Clearance, Immunizations, etc.  Where possible, compare requirements to relevant training data elements (i.e., security clearance) resident in Operational Data Store Enterprise warehouse (ODSE).  Informs traveler of monetary entitlements associated with destination and type of travel, and fund administrator of projected settlement expenses.  Allows traveler to request authorized allowances/entitlements and initiates process for payment execution.  Includes ability to track individual and collective status of Government Travel Credit Cards.  Explore the possibility to expand process to include unit movements and associated processes.

5 Echelons of TFA

a. 1st Echelon Individual Marine Self Service.  Allow member to submit request,

modify or cancel arrangements for directed travel and movement of HouseHold Goods.  Allow member to request enrollment in the GCCTP.  Allows member to complete settlement of travel. 

b. 2nd Echelon Small Unit Leader Access/Input.  Capability to assign travel

requirements.  View, modify, cancel, certify and extract information entered by 1st echelon.  Enter information regarding status of 1st echelon’s GTCCP. 

c. 3rd Echelon Unit Commander Bn/Sqdn or Higher.  Capability to receive from 

higher echelons, and to assign travel requirements to/for 1st and 2nd echelons.  View, modify, cancel, certify and extract information entered by 1st and 2nd echelons.  Enter information regarding status of 1st and 2nd echelons’ GTCCP.

d. 4th Echelon Total Force Administration Center.  View and extract information

entered by 1st, 2nd and 3rd echelons.  Enter information regarding status of 1st, 2nd and 3rd echelons’ GTCCP.

e. 5th Echelon HQMC-Level Transaction Reporting.  View and extract information 

entered by 1st, 2nd, 3rd  and 4th echelons.  Enter information regarding status of 1st, 2nd and 3rd echelons’ GTCCP.

Supporting Agencies:

DTIC/PerDiem

TMO

Disbursing


DTOD


Comptroller/Fiscal

Concerns:  

a.  Relationships to fiscal processes are extremely important to provide budgetary COP to the various unit levels, and eliminate redundancy.

b. Concern regarding the development and implementation timeline of DTS/DITRS and, indeed its existing viability. 

c.  Should Transportation of Things be listed in the Matrix. 

Governing Directives/Regulations: 
DODFMR VOL 7 and 9

JFTR

MCO P1001R.1j

MCO 1001.39K

MCO 1001R.54E

MCO 1001.55A

SECNAVINST 1001.36

MCO 5320.13

MCO 1001.55A

MCO P1080R.38C

MCO P1610.7C

MCO 1510.39

MCO P1050.3H

MCO 1050.16A

MCO P4650.37

MCO P1080.40_

MCO P1100.72B

MCO P1100.73B

MCO P1100.75B

MCO 1130.58D

MCO 1130.61A

MCO 1000.6F

MCO P1080.40

MCO P1400.32A

MCO P1070.12H

MCO P1900.16E

MCO P1100.72B

MCO 1150.1A

10 U.S.C. 516 (NOTAL)

JTR (NOTAL)

MCO 7220R.38B

DoDInst 1338.19 Relocation Assistance Program

MCO P1700.24A

MCO 1754.3 

MCO 1326.6D

MCO P1020.34F

MCO P10120.28F

MCO P1040.31G

MCO 7220.12M

MCO 1300.8R

MCO 5512.4N

Manual of the Medical Department

NAVMEDCOMINST 1300.1C

MCO 5000.12D

OPNAVINST 5510.1H

MCO P3000.1E (NOTAL)

BUMEDINST 6230.1H

MCO 5521.3G

SECNAVINST 5510.35

DOD Inst. 1200.16

MCO P1200.7N

MCO P1510.34A

MCO P4200.15G

FAR, Sec 22-102

MCO 1510.39A

MCO 5311.1C

MCO 1326.6C

MCO 1650.34B

MCO 1650.35B

MCO 1650R.36A

MCO 1650.37

MCO 1650.39

MCO 1752.1C

AR 600-240

BUPERSINST 1752.1 CH-1

AFR 211-18

MCO 1752.1C

Army Regulation No. 600-240 

BUPERSINST 1756.1 CH-1

Air Force Regulation No. 211-18

SECNAVINST 1754.5 

MCO 1740.13A

MCO P1754.5

MCO 1760.11

MCO P3000.15A

MCO P3040.4D

MCO P5211.2A

DoDInst 1300.18

FMFM 4-8

MCO 6320.2C

NAVMEDCOMINST 6320.3B

MCO P1080.20L

NAVMC 2691

MCO P1741.8C 

NAVPERS 15955-F

NAVMEDCOMINST 5360.1

MCO P4050.38B

MCO 3500.24A

MCO 3590.14F

MCO 3591.2J

MCO 4600.19C

AR 55-36

OPNAVINST 4600.18B

AFR 75-39

DLAR 3005.4

ARMY REGULATION No. 55-36

OPNAV INSTRUCTION No. 4600.18B 

AIR FORCE REGULATION No. 75-39

DEFENSE LOGISTICS AGENCY REGULATION No. 3005.4

MCO 4600.35C WITH ERRATUM

MCO P4600.39

MCO 4600.40

DoD Directive 5500.7, Standards of Conduct

CMC Washington DC//RF msg 120042Z Feb 96 

ALMAR 057/96 

MCO 5200.24B, Marine Corps Internal Management Control Program

MCO 4630.16C

MCO 4650.30K

MCO P5000.14C

MCO 5050.13

MCO 5300.3G

MCO 5360.10A

MCO 5802.2B

MCO 6320.2D

MCO 7220.21E

MCO 7220.39C

MCO P7301.104

Forms required during process:  

NAVMC 11350 (Request For Reserve Active Duty Orders)

NAVMC 941 (Transmittal of SR/PAY Documents)

NAVMC 11116

NAVMC Form 11118 (Reporting/Detaching, Quarters, and Mess Endorsement)

NAVMC 11060

NAVMC 10274

Standard Form 1164 

DD FORM 1351-2

NAVMC 10468, Request for Orders form

NAVMC 11115 

DD Form 884 (Application for Transportation for Dependents)

DD Form 788 (Private Vehicle Shipping Document)

DD Form 1482-4

DD Form 1610

DD FORM 368

DD FORM 369

DD FORM 2529

NAVMC 10476

NAVMC 10274

DD 139

NAVMC 11200

Sponsorship Request Form 

Family Registration Form

Youth Sponsor Request Form

Sponsorship Assignment Letter

Command "Welcome Aboard" Letter

Sponsor "Welcome Aboard" Letter (CONUS)

Sponsor "Welcome Aboard" Letter (OCONUS)

Sponsorship Questionnaire

Sponsorship Checklist
Recap Narrative of Current “As Is” Process/Sub-processes: 

The travel process begins when Permanent Change of Station Orders are received at the member’s unit. Upon notification of the receipt of orders a member must go to the Admin Office to get their copy and begin the processing of their orders.  A unit specific checklist is given to the member to manually route their request through their chain of command.  Their request includes the number of days leave, mode of travel and leave address.  If a port call is required to travel overseas, the member will complete paperwork required within the Admin Office.   Documents for passports are also filled out in the Admin Office.  Upon transfer, a UD entry will be made to include the estimated date of arrival.  For members departing TAD from a unit the procedures are almost the same as listed above.  A member is contacted when their orders are ready for TAD.  They will be asked about their mode of travel and lodging arrangements.  When travel is completed members must fill out a travel claim to be delivered to their local disbursing office.  A settlement is deposited into the member’s account within 5 to 10 working days.  All arrangements for travel and transportation are made via the member’s Admin Office to include filing of the travel claim.  

“To Be” Process/Sub-processes and Modules affected: See Total Force Administrative Processes Matrix.

Flow Chart of the Revised “To Be” Process/Sub-processes:
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Flow Chart Explanation:

Shape 1.  Start - This activity begins the process.

Shape 2.  Member logs into system - This is the activity where the user will enter their User ID/CAC and log into the system.

Shape 3.  Member selects Travel & Trans Process - This is the activity where the user will select from a list of sub-processes the Travel and Transportation Process.

Shape 4.  Member inputs Request - This is the activity where the Member inputs their request. 

Shape 5. Member Tabs through a series of predetermined Screens- This is the activity where the Member Tabs through a series of predetermined screens to ensure eligibility.

Shape 6.  Information Correct - This is where the Member will determine if all information in the request is correct.

Shape 7.  Member Enters Correct Information - This is the activity where the member will input corrected information.

Shape 8.  Higher Authority Required - This is the activity where the decision will be made as to whether the corrected information must be approved by higher authority.

Shape 9.  Member Receives Travel & Trans Requirements - This is the activity that gives the Member their Travel and Transportation Requirements.

Shape 10. Support Agencies - This is the activity that notifies the support agencies of the Members Travel and Transportation requirements.

Shape 11.  Process ends - This is the activity that ends the process.

Shape 12.  Travel and Transportation Request Received - This is the activity that notifies higher authority of the Members Travel and Transportation Requirements.

Shape 13.  Modify Process - This is the activity where Higher Authority can modify the member’s Travel and Transportation request. 

Shape 14.  Approval Authority - This is the activity that forwards the request to a Higher Authority as applicable.

Shape 15.  Approved - This is the activity that approves or disapproves the request.

Shape 16.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

Shape 17.  Travel and Transportation Request Received - This is the activity that notifies higher authority of the Members Travel and Transportation Requirements.

Shape 18.  Modify Process - This is the activity where Higher Authority can modify the member’s Travel and Transportation request. 

Shape 19.  Approval Authority - This is the activity that forwards the request to a Higher Authority as applicable.

Shape 20.  Approved - This is the activity that approves or disapproves the request.

Shape 21.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

Shape 22.  Travel and Trans Request Received - This is the process that notifies the TFAC of the members travel and transportation requirements for personnel reporting as applicable.

Shape 23.  Travel and Transportation Request Received - This is the activity that notifies higher authority of the Members Travel and Transportation Requirements.

Shape 24.  Approved - This is the activity that approves or disapproves the request.

Shape 25.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

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

Revised Business Rules: 

Policy Changes Required/Policy Owner: 

MCTFS Changes Required:   

Required Changes to Training Standards: 

Potential Automation/Technologies to Support Process Revision: 

Concept for Test Bed Evaluation/Validation: 

Results of Test Bed Evaluation/Validation: 

Final Action: 

Bulletin Board for Comments and Recommendations: 
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