Appendix 7

Permissive Temporary Additional Duty (PTAD) Process

1.
Concept Statement.  The purpose of this process is to allow a user to electronically request PTAD on their own behalf, as well as permitting an Echelon 2 or higher user to initiate a request on behalf of an Echelon 1 user.  Electronic routing for recommendations and approval will substantially reduce the amount of time required to process the request.  

2.
Business Process Rules – Core Functions.


a.  Creating and Routing a PTAD Request.

(1) Any Echelon 1 user may create/initiated A PTAD request.



(2)
Echelon 2 or higher users with appropriate permissions (Approver or Active Reviewer) may create/initiate a PTAD request on behalf of another Echelon 1 user.  




(a)
These users my only create a request on the behalf of Marines within their unit scope.  




(b)
Users will be presented with a pre-populated alphabetical by LastName list of Marines within their unit scope.  The list will display full name and rank.  




(c)
Once the user selects a name, the request is pre-populated with that Marine’s pertinent data.  See below.



(3)
Routing functionality will be as described in Appendix 2 – Workflow.

b. Request Work Area.  



(1)
When the originator selects the PTAD task, the request work area/form is pre-populated with the subject Marine’s data from the MOL data source.  These fields will not be editable in the request work area by any user. 

· Full Name (Last Name, First Name, MI)

· SSN

· Rank (CWO5, Sgt, etc)

· MOS (PMOS)

· Organization Name (RUC, Company, Platoon, and Work Section) in plain English

· Organization Address (Street, City, State, Zip)



(2)
The originator may enter/edit data in the following fields.




(a)
Requested Departure Date.  A required field and cannot be null.  Provide a calendar like mechanism where a user may select a date that populates the date field.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation.  The date value may be a date that has already occurred, the current date, or a date in the future.




(b)
Requested Departure Time.  A required field and cannot be null.  Default value is 1630 for weekdays and 0800 for weekends and is based on requested departure date selected.  Originators may edit the default time value.  Validate values for proper time formatting.  Display and input format will of the 24-hour military clock (0000-2359). 




(c)
Requested Return Date.  A required field and cannot be null.  Provide a calendar like mechanism where a user may select a date that populates the date field.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  User may not edit the text of a selected date – dates may only be inputted via the calendar mechanism that controls proper formatting and date validation.  Requested Departure Date must precede the Requested Return Date and at least one whole calendar day should exist between the requested departure date and requested return date.  The date value may be a date that has already occurred, the current date, or a date in the future.




(d)
Requested Return Time.  A required field and cannot be null.  Default value is 0730.  Originators may edit the default time value.   Display and input format will of the 24-hour military clock (0000-2359).    




(e)
Number of Days.  Automatically calculated and is equal to the number of whole calendar days between the Requested Departure Date and Requested Return Date.  Not editable.

(f) Address (Street, City, State, & Zip).  Required fields and cannot be null.  Free form text fields.  User inputs an address describing where the subject Marine will be located while executing the PTAD request.




(g)
Phone Number.  A required field cannot be null and must be a valid 10-digit number (3-digit area code and 7-digit phone number).  



(h)
Purpose of Trip.  A required field and cannot be null.  A dropdown list with valid PTAD purposes (House hunting, etc.).  Consult MISSA for a list of valid purposes.




(i)
Date of Request.  A required field and cannot be null.  Will be the client machine’s date.  Will be auto-generated when the originator submits the request to another user for action.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  This date will not be editable any user.



(j)
Date Approved.  A required field and cannot be null.  Will be the client machine’s date.  Will be auto-generated when the request is approved.  Date will be displayed in as DD MMM YYYY format (e.g. 15 Jan 2003).  Any user with Approval permissions may edit this date.



(k)
Approving Official.  The rank and full name of the approving official.


c.
Other PTAD Task Features.



(1)
Once a PTAD request is approved the subject Marine and all Echelon 2 or higher users within the unit scope of the subject Marine will be able to print a hard copy of the approved request – PTAD Orders.  The orders will contain all of the fields described above for the request.  There should be no Web Application architecture (navigation menu items, banners, etc. along the edge of report…just the data in the target frame).  See Annex A for a sample of PTAD orders.  The developer will consult with the MISSA to determine the exact data content and formatting of approved PTAD orders.   


(2)
There will be a capability to save the approved PTAD request as Microsoft Word document.  This will allow the user to download the document and save it to their computer.  This function may be combined with the print function.



(3)
Update Duty Status for PTAD Request.  There will be an automatic update the duty status data field of the subject Marine for a PTAD event.  This automatic update will occur at 2359 of the “Departure Date” of the PTAD Request.  There will be no automatic update for the return from PTAD event.  



(4) Implement applicable features of workflow  - See Appendix 2. 



(5)
Time-To-Live.




(a)
The data record for a PTAD request for an individual Marine will be automatically deleted from the data source 90 days after the return date. 

(b) There will be functionality to extend the time-to-live.

3.
Default Permissions for PTAD Process.  As discussed in Appendix 2 – Workflow, there are a number of default permissions templates for the tasks contained in this SCR.  The following is the default permissions template for the roles listed in Appendix 2. 

	Role
	Unit Scope
	Grant
	Approve
	Active Reviewer
	Passive Reviewer
	View

	RUC Unit Commander
	RUC
	X
	X
	
	
	X

	RUC Unit Executive Office (XO)
	RUC
	X
	X
	
	
	X

	RUC Unit Sgt Maj
	RUC
	X
	
	
	
	X

	Company Level Commander 
	Co
	X
	X
	
	
	X

	Platoon Level Commander
	Plt
	X
	
	X
	
	X

	Work Section Level Leader
	Work Section
	
	
	X
	
	X

	Officer of the Day
	RUC
	
	X
	
	
	X


4.
Policy Changes.  None

5.
References.

MCO P1050.3H 


REGULATIONS FOR LEAVE, LIBERTY AND








ADMINISTRATIVE ABSENCE

MCO P1080.40C 


MARINE CORPS TOTAL FORCE SYSTEM PERSONNEL








REPORTING INSTRUCTION MANUAL (MCTFSPRIM)

6.
MCTFS Transactions Data.  None.

7.
Concerns.  None.

8.
Justification.  None.

9.
Authors.

Major Steven A Simmons

CWO4 Rick Swensen

MGySgt Willie Porter

MSgt Terry Slater

UNITED STATES MARINE CORPS

<RUC Level Unit Name>

<RUC Level Unit Street Address>

<RUC Level Unit City, State, Zip)










IN REPLY REFER TO:










1010










<Date>

From:
Commanding Officer, <RUC Level Unit Title>, <RUC Level Unit Address>

To:

<Subject Marine Rank, Full Name, SSN, Service>

Subj:
PERMISSIVE TEMPORARY ADDITIONAL DUTY ORDERS

1.
Effective <Depart Time>, <Depart Date> you are authorized to proceed to <PTAD Location Address> for permissive temporary additional duty in conjunction with <PTAD Purpose> for a period of <calculated number of days> days.  Inclusive dates:  <Depart Date – Return Date>.

2.
Upon completion of the above permissive temporary additional duty, you will return to your parent organization by 2359, <Date of Return>, and resume your regular duties.

3.
These orders are issued with the understanding that no expense to the Government for travel and/or per diem is authorized in the execution thereof.  If you do not desire to execute these orders under the above conditions, this authorization is revoked.











<FI, MI, Last Name Approving Official>  











By Direction

______________________________________________________________________________

RECEIVING ENDORSEMENT

1.
I received these orders at ___________ on ________________ at <RUC Level Unit Name>, <RUC Level Address>.











______________________________











(Signature)
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