TO:  ALL OCCFLD SPONSORS, MONITORS

FROM:  HEAD, FINANCIAL MANAGEMENT BRANCH AT TRAINING AND EDUCATION COMMAND (C464)

SUBJECT:  DESKTOP REFERENCE AND GUIDANCE FOR REQUESTING WORLD WIDE TAD   

          APPROPRIATION DATA FROM CG, TECOM (C464)

PART A.  APPROPRIATION DATA
PART B.  FY-02 APPROPRAIATION DATA PROCEDURES
PART C.  ADDITIONAL FUNDED QUOTA REQUESTS
PART D.  ADDITIONAL FUNDED QUOTA EXCEPTIONS
PART E.  TONS/TIP REQUIREMENTS/FUNDING MONITORED
PART F.  PROCEDURE FOR TONS ISSUED
PART G.  RENTAL CAR REQUESTS

PART H.  MOBILE TRAINING TEAMS (MTT)

PART A.  APPROPRIATION DATA


 1. Appropriation (Appn) data for Marine Corps formal school temporary additional duty (TAD) is provided by the Commanding General, Marine Corps Combat Development Command (CG, MCCDC), Training and Education Command (CG, TECOM) and managed by the Head, Financial Management Branch (C464) at Training and Education Command (TECOM).

       2. All requests for appn data are to be sent to the electronic mail (e-mail) worldwide TAD account at:  tadfund@tecom.usmc.mil or if e-mail is unavailable requests can be faxed to:  DSN:  278-3088, Commercial (703) 784-3088.  The course ID (CID) is required in the subject line.  When requesting appropriation data for multiple CIDs on one e-mail ALL CIDs requested must be annotated in the e-mail subject line.  The Accounting Officer can be reached at DSN:  278-3087/4307, Commercial (703) 784-3087/4307.

      3.  Appn data issued by TADFUND must be transcribed and used EXACTLY as it is issued.  THIS IS EXTREMELY IMPORTANT TO CORRECTLY ACCOUNT FOR THE FUNDING ISSUED AND MUST BE STRESSED TO ALL INVOLVED.


4.  Please refer to the TIP/TQM USER'S GUIDE at the beginning of the FY02 published TIP as a desktop reference for guidance in understanding the TIP process, TQM and funding process.  It is especially important to refer to the Note on Page 7 of this guide which states:  "Accurate training requirement identification does NOT automatically guarantee adequate funding or schoolhouse capacity to match the stated requirement ..."  


5.  All courses listed in the TIP are not funded by CG, TECOM (C464).  TADFUND provides funding for approved formal MOS producing courses primarily based on student type and course lengths of 139 calendar days or less.  The TAD appn data is issued for active duty Marines that are required to attend a formal course.  This does not mean that other student types cannot attend a formal course identified in the TIP, but those student types are not the funding responsibility of CG, TECOM (C464).

6. FORMAL SCHOOLS TRAINING BRANCH at Training Command is the first stop for OccFld sponsor approved tipped requirement changes


7.  The format for requesting appropriation data is as follows. All requests MUST include RANK, NAME AND SSN OF STUDENT. 

FUNDING REQUESTED FOR THE BELOW COURSE(S) INCLUDE LOCATIONS TO/FROM FOR MTT’s

CID:

COURSE TITLE:

CLASS #:

REPORT DATE:

GRAD DATE:

STUDENT TYPE:

MOS:

# QUOTAS:

PCS/TEMINS/TAD:

RENTAL CAR/VAN REQD:

JUSTIFICATION FOR RENTAL CAR/VAN (RANK/NAME AND SSN REQUIRED)

RANK/NAME AND SSN OF ATTENDEE (S)

· NOTE:  Each block MUST be filled out except rental.  Please put “N/A” in the blocks that don’t apply to you.  If rental is requested type “car” or “van” and provide rank/name and SSN for driver.

PART B.  FY-02 APPROPRAIATION DATA PROCEDURES

         1.  BLOCK TONS WILL NOT BE ISSUED DURING FY02.

         2.  The reason:  Financial Management and accountability is the responsibility of CG, TECOM (C464).

         3.  REQUEST TONS 45 DAYS IN ADVANCE WITH AN EXPECTED TURN AROUND TIME OF 3 TO 5 WORKING DAYS.

         4.  IDENTIFY "HOT" REQUESTS IN E-MAIL SUBJECT LINE ONLY IF THE TRAINING REQUIREMENT BEGINS WITHIN 3 DAYS OF THE E-MAILED REQUEST TO TADFUND.

         5.  "HOT" requests will require justification why HOT?
         6.  "HOT" requests are the EXCEPTION not the rule.

         7.  The Order writers are responsible for "authorizing" POVs. 

TADFUND does not determine this requirement.

         8.  DO NOT SUBMIT DUPLICATE REQUESTS TO TADFUND.  If you are required to

verify receipt by TADFUND then send the email with confirmation of receipt.  Duplicate requests create additional work for all involved.  If you have not received the original requested appn data in 4 full working days from date TADFUND received and want to check on the status of the request – ONLY then should you resubmit the original request and change the subject line to: “Follow up (date of original e-mail)”

         9.  YOUR TURNOVER FILES ARE NOT MAINTAINED OR UPDATED:  The Accounting and Budget Offices are overwhelmed with calls from requestors asking:  "How to?/what for?/procedure?/course IDs?/who to send to?" and using excuses such as "turnover file not provided/person who did job is gone/ this is not my only job………." 

We are here to assist but, training every Marine that takes over the assignment of requestor reduces the time available to provide timely responses to your requests for appropriation data.  Please ensure that appropriate personnel turnover files include guidance on the responsibilities/requirements for requesting appropriation data.   

        10.  Requests that are returned to the requestor by TADFUND for TQM CHANGES corrections/additional information/clarifications MUST be resubmitted to TADFUND once appropriate action has been completed AND SUBJECT LINE CHANGED TO:  “CHANGE COMPLETED”.  RESUBMIT FOR FUNDING CONSIDERATION.

11. REMINDER:  Appropriation data will only be issued to the requestor that is authorized by the OccFld sponsor.  The following information is required to be submitted and updated when appropriate to TADFUND@tecom.usmc.mil NLT 31 AUGUST 2001 (these will be the only requestors that will receive funding):

             (a) RANK/NAME AUTHORIZED REQUESTOR

    (b) PHONE/EMAIL ADDRESS

    (c) FY02 COURSE ID's AUTHORIZED TO REQUEST APPN DATA FOR

        12.  UNUSED TONS MUST BE RETURNED TO TADFUND@tecom.usmc.mil VIA EMAIL AT THE TIME TON KNOWN NOT TO BE USED OR ON A MONTHLY BASIS AS RECONCILED.

        13.  QUESTION FOR ALL:  TELL ME HOW YOU RECONCILE TONS.  HOW DO YOU KNOW IF A TON THAT YOU HAVE ASSIGNED TO A PARTICULAR STUDENT HAS NOT BEEN USED?  You are required to track and reconcile TONs requested to TONs issued and actually used so that if unused they can be returned immediately to TADFUND.

  REMEMBER: TONS = $ 

PART C.  ADDITIONAL FUNDED QUOTA REQUESTS
         1.  The OccFld sponsor identifies requirements for the tipped courses. ANY additional quotas required that are over and above the total tipped MC requirement MUST be authorized and justified by the OccFld sponsor BEFORE funding is requested from TADFUND.

         2.  All TADFUND requests that are not in compliance with this procedure will be returned and must be resubmitted to TADFUND once requirement is authorized and justified by the OccFld sponsor.

         3.  The Financial Management Branch is held accountable and must provide specific detailed justification to HQMC when additional TADFUNDING over and above what was planned is required.  We cannot do this without your assistance.

PART D.  ADDITIONAL FUNDED QUOTA EXCEPTIONS

         1.  Exceptions must provide detailed justifications and will be reviewed on a case by case basis.

         2.  JUSTIFICATIONS should include the answers to these questions:

(a) What action has required the total MC requirement to be changed?

(b) What is the reason you are requesting funding for quotas that are

over and above the total Marine Corps tipped requirement?

         3.  INADEQUATE JUSTIFICATIONS FOR ADDITIONAL FUNDING:

       - Marines need to be trained. 

       - CO wants/needs to get Marine trained.

 - Marine will already be at a school in close proximity of another 

course location and we can get an additional seat.

       - Need to fill school seats that other services cannot fill.

         4.  THIS DOES NOT MEAN THAT THE MARINE CANNOT BE TRAINED OR THAT THE JUSTIFICATION DOES NOT HAVE MERIT. 

         5.  WHAT THIS DOES MEAN IS THAT TECOM IS NOT REQUIRED TO FUND THE REQUEST.

PART E.  TONS/TIP REQUIREMENTS/FUNDING MONITORED 

       1.  The Financial Management Branch of TECOM will be closely monitoring TONS issued in FY02 to ensure requests are in line with the FY02 total tipped requirements per course for the appropriate student types.

       2.  AVAILABLE TAD FUNDING HAS BEEN REDUCED FOR FY02 AND OUTYEARS BASED ON POOR PRIOR BUSINESS PRACTICES AND EXPECTED SAVINGS FROM DISTANCE LEARNING IMPLEMENTATION.  FOR THESE REASONS WE MUST IMPLEMENT WAYS OF CONDUCTING THE FINANCIAL MANAGEMENT BUSINESS MORE EFFICIENTLY AND EFFECTIVELY TO ENSURE ACCOUNTABILITY.

       3.  We understand that the TIP is a plan and that the requirements change.  Financial Management Branch must initially hold you to this plan by providing TONS up to the TOTAL FY02 tipped requirements for the appropriate student types.

       4.  Student type changes must be coordinated through the Formal Schools Training Branch at Training Command and must be kept within the total tipped requirement for the appropriate student types for the course when requesting funding from TADFUND.  Keep in mind that TADFUND will only fund up to the TOTAL  FY-02 tipped requirement for the appropriate student types as stated above. 

PART F.  PROCEDURE FOR TONS ISSUED

      1.  Enlisted, Officer and Warrant Officer TONS are not interchangeable even if they are for the same course.  You must return the TON issued and get a new TON issued when changing student types (a listing of student types is in the TIP).  This procedure is in place to ensure the funded quotas are properly executed and that the proper student type is reported in By Name Assignment (BNA).

2.  TONS issued cannot be switched between courses for the same reason as above and that failure to return TONS may result in loss of funded quotas.  TONS must be returned so that a new TON can be issued to the appropriate course.

PART G.  RENTAL CAR REQUESTS

1.  ALL rental car requests are required to include:

    
- MISSION ESSENTIAL JUSTIFICATION

- RANK, NAME AND SSN OF DRIVER

- Non-availablity of Quarters on a military installation requires that confirmation number and phone number at that BEQ/BOQ.

2.  Only one rental car will be authorized to transport up to four individuals at one location.  This includes travelers from different points of origin.

3.  Rental car justifications will be monitored, reviewed and liquidations reconciled by TADFUND.

4.  Rental cars NOT funded by CG, TECOM (C464) does not mean the student 

cannot obtain a rental car.  Rental car requirements may be approved and funded by parent units or commands by adding their local appropriation data on the orders specifying “RENTAL CAR ONLY”.

PART H.  MOBILE TRAINING TEAMS (MTT)

         1.  All MTT requirements NOT listed in the FY02 TIP must first be validated as a MC MTT requirement by CG, TECOM (C472) Ground Training Branch at Training Command and assigned a CID by Formal Schools Training Branch at Training Command BEFORE TECOM TADFUND can authorize and issue funding.

2. Reminder:  TECOM TADFUND provides funding for MTT Instructors ONLY.

3.  MTT requests must include location MTT coming from and location MTT going to. REQUESTS THAT DO NOT REFLECT THIS INFORMATION WILL BE RETURNED AS “NO FUND” UNTIL THE INFORMTION IS PROVIDED.

