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CHAPTER 5 

TRAVEL OF MARINE CORPS PERSONNEL&. DEPENDENTS 

PART A: REGULATORY TRAVEL INSTRUCTIONS AND GENERAL 
INFORMATION ON TRAVEL ORDERS 

5000 GENERAL 

l. The Marine Corps Manual, para­
graph 1320, contains the basic infor­
mation pertaining to regulatory travel 
instructions and general information 
on travel orders. 

5001 DEFINITION OF ORDERS 

1. Travel orders are orders which 
direct individual or group movement 
between designated points. A com­
petent travel order is a written in­
strument issued or approved by the 
Commandant of the Marine Corps or 
such person or persons to whom au­
thority has been delegated or redele­
gated (see the Marine Corps Manual, 
par, 1320) to issue travel orders. 

5002 NECESSITY FOR ORDERS 

1. No reimbursement for travel is 
authorized unless orders by competent 
authority have been issued therefor. 

a. Commanders. issuing and en­
dorsing orders will ensure that in­
dividuals are furnished sufficient 
copies of both orders and endorsements 
thereto to facilitate the accomplishment 
of the required administrative actions 
both at the old and new duty stations. ,2. Reimbursement for travel is not 
authorized when the travel is performed 
in anticipation of or prior to receipt 
of orders. (See Joint Travel Regula­
tions, par. M7000, item 8, in connection 
with dependents travel,) 

5003 AUTHORIZED FORM OF 
ORDERS FOR TRAVEL AND 
REIMBURSEMENT 

l. Written Orders. Written orders 
issued by competent authority are re­
quired for official travel or for i-eim­
bur s ement of expenses incident ther eta. 

For the purposes of reimbursement, 
orders written in the field which quote 
or reference higher authority which is 
authorized to initiate such orders, are 
competent orders. 

2, Verbal Orders. A verbal order 
giyen in advance of travel and sub­
sequently confirmed in writing, giving 
date of verbal order and approved by 
competent authority J will meet the re­
quirement for written orders. The con­
firmation will contain a statement that 
due to the urgency of the travel in­
volved, it was not practicable to issue 
written orders prior to commencement 
of the travel, 

3. Telephonic Orders. Orders written 
in the field which quote or reference 
orders received by telephone from 
competent authority must be subse­
quently confirmed by the authority who 
issued such orders by telephone. This 
will be done either by is sue of further 
orders reducing the telephonic orders 
to writing or by approval by competent 
authority of orders written in the field 
referencing such telephonic orders. 
Reimbursement for travel expenses 
under telephonic orders may not be 
m.ade until such confirmation is ob­
tained. 

4; Endorsement on Message or Speed­
letter Orders. When message, tele­
graphic or radio orders or speedletter 
orders are preSented, each shall bear 
the endorsement 110riginal orders re­
ceived, 11 signed by the individual to 
whom they are addressed, unless such 
messages or speedletters are de­
livered to· the individual through his 
commander, in which event each such 
order shall bear the endorsement 
"Certified original message or speed­
letter," signed by the commander or by 
such person as may be designated by 
the commander, Such orders will be 
treated as original orders. 

----~--;· 

5-3 
01, 10 



5004 MARCORPERSMAN 

5. Confirmation of Messa(\s. In order 
to reduce the length of m ssages re­
lating to the transfer or assignment 
of Marine Corps personnel, Headquar­
ters, U.S. Marine Corps and commands 
authorized to issue orders will gen­
erally use abbreviated equivalents for 
certain phrases, sentences and groups 
of sentences employed therein. Such 
message orders in abbreviated form 
must be addressed only to military 
commands. The refe renee line in the 
orders will show the date time group, 
month and year of the messages. The 
order will transcribe into unabbrevi­
ated form the entire contents of the 
message before delivery to the indi­
vidUal or individuals concerned. Ab­
breviated equivalents for phrases, 
sentences and groups of sentences 
applying to message orders are listed 
in chapter 17. Abbreviations not con­
tained therein, but which, through long 
usage and custom, are understood by 
all concerned, may be used. 

6. Orders Not Originated by Com­
petent Authority. Travel orders which 
are not originated by competent au­
thority and issued under unusual con­
ditions must be approved by the Com­
mandant of the Marine Corps or such 
authority which is authorized to initiate 
such orders to allow reimbursement 
for travel expenses incurred in com­
pliance therewith. 

7. Authorization to Perform Travel. 
Commanders should not direct person­
nel to perform official travel without 
furnishing transportation or providing 
for reimbursement of transportation 
expenses. On certain occasions; how­
ever, though travel may be desirable 
from the Marine Corps viewpoint, it may 
not be sufficiently justifiable to warrant 
expenditure oft ravel funds. Under these 
circumstances any commandmaywrite 
an ''authorization, 11 permitting the indi­
vidual addressed to travel, but at no 
expense to the Government for travel 
and/ or per diem. (See the Marine Corps 
Manual, par. 1320.) Such authorization 
should always contain the following 
statement: 

"The above is authorized with the 
understanding that you will be entitled 
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to no reimbursement for travel and/or 
per diem in connection herewith. In case 
you do not desire to execute these 
orders at no expense to the Govern­
ment for travel- and/or per diem, you 
will regard this authorization as re­
voked and it will be returned for cancel­
lation.11 

s on 
Temporary and Temporary Additional 
Duty. 

a. Officers on temporary and tem­
porary additional duty will not be as­
signed quarters in a commissioned 
officers 1 mess (OPEN), hostess house, 
guest house, or similar facility where a 
service charge is made, unless other 
government quarters are not available 
or are inadequate for the purpose. 

b. In the event such assignm.ent is 
determined to be necessary, charges 
will not exceed the amount by which 
appropriate regulations provide for 
increase in per diem allowances under 
the circumstances. 

c. Government quarters to be as­
signed withGut charges willnormallybe 
BOQ 1s {for permanent or transient per­
sonnel) but may be barracks or any 
other habitable facility. 

d. Only when all existing govern­
ment facilities have been considered 
impracticable for utilization will a 
commanding officer (or his representa­
tive) sign a certificate to that effect for 
payment of per diem allowances on that 
basis. 

e. This policy does not prevent an 
officer from voluntarily occupying 
quarters and paying any charges levied 
(without reimbursement for charges) in 
lieu of govermnent quarters assigr.led, 
provided his orders endorsed to reflect 
that governm.ent quarters were avail­
able without service charge. 

5004 CIRCUITOUS TRAVEL 

1. Marine Corps personnel serving 
overseas may travel via a circuitous 
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route on permanent change of station 
only when specifically authorized by 
the Commandant of the Marine Corps. 

2. Transportation will be furnished on 
a space requirement basis in connec­
tion with circuitous travel only for the 
transpacific or transatlantic portion 
of that travel, The mode oftransporta­
tion, air or surface, will be determined 
by the transportation officer at the 
overseas point of departure for con­
tinental United States. 

a, Applications for circuitous travel 
will be submitted to the Commandant 
of the Marine Corps (Code DF) in suf­
ficient time to permit approval and 
issuance of appropriate orders. Appli­
cations will be approved only when the 
applicant indicates that he has sufficient 
funds to defray cost of transportation 
between his last duty station and the 
point from which transoceanic trans­
portation at government expense will be 
furnished and sufficient accrued leave 
to cover time in excess of proceed time 
and the constructive travel time by the 
normal route, Circuitous travel will not 
be authorized for personnel returning 
to the continental United States for 
separation or for unaccompanied de­
pendents. 

\ 

b, Commanders will indicate in 
orders issued or by endorsement there­
to the type of carrier on which per­
sonnel normally would have been re­
turned to the continental United States; 
the points between which transoceanic 
transportation at government expense 
will be furnished; constructive travel 
time by the normal transportation that 
would have been utilized; a statement 
indicating that member is in a leave 
status between date (specify) of relief 
from last duty station and his availa­
bility date (specify) for transoceanic 
transportation to continental United 
States, 

c. Individual will be responsible for 
furnishing copies of orders to the com­
mander of the area from whieh trans­
portation "j'Vill be furnished to the con­
tinental United States in sufficient time 
for him to be able to notify the applicant 

of transportation arrangements prior 
to his departure from his last duty 
station, 

d. Transportation in kind, a mone­
tary allowance, or reimbursement is 
not authorized: 

(1) For any portion of circuitous 
travel performed by commercial means 
when governm.ent transportation is 
available for travel by the normal route; 

(2) For travel via foreign flag 
carriers; or 

(3) Over a route or any portion 
thereof which is served by suitable 
government transportation notwith­
standing that commercial transporta­
tion m.ay have been authorized for travel 
in whole or in part via the no~mal route. 

e. In connection with ·circuitous 
travel, governm.ent transportation is 
considered to be available and timely 
to the degree directed in the orders for 
travel via the normal route. 

• f. Constructive travel time will be 
allowed for the transoceanic travel via 
the direct route to continental United 
States by the directed mode. Travel 
time within the continental United States 
will be authorized for mode utilized 
based on the distance from the continen­
tal United States port of entry pre­
scribed for the normal route to new duty 
station or from actual port of entry to 
the new duty station, whichever is the 
lesser. 

g. All travel and related expenses 
incurred while in a leave status will be 
paid by the member on a nonreim­
bursable basis. Space available travel 
on government transportation is au­
thorized during the leave period. 

h. Transoceanic transportation will 
be provided for circuitous travel in 
accordance with existing policies in the 
same manner and on the same basis as 
for personnel assigned to the area 
where the transoceanic transportation 
will originate. 
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i, Authorized land mileage or 
transportation in kind incident to cir­
cuitous travel will be based on the 
cost to travel from the continental 
United States port of entry prescribed 
for the normal route to the new duty 
station or from the actual port of 
entry to the new duty station, which­
ever is the lesser, 

• j. If contributed currency is used 
to pay coat of travel expenses, the 
use of governmenttransportationfacil­
ities to travel by a circuitous route 
is not authorized. In such instances 
orders issued for circuitous travel will 
specify that commercial travel costs 
in excess of those by the direct route 
will be paid by the member on a non­
reimbursable basis; that travel time in 
excess of that required for travel via 
the direct route will be charged as leave 
and that travel time will be allowed in 
accordance with subparagraph 2£, 
above, 

3, The above information will be 
brought to the individual's attention 
prior to issuing orders authorizing 
travel via a circuitous route. 

5005 REFERENCES IN ORDERS 

1. To be competent for reimburse­
ment purposes, orders issued outside 
Headquarters, U.S. Marine Corps must 
always reference the authority under 
which the orders are issued, 

5006 SIGNATURES 

l, Signatures on orders will be in 
accordance with U.S. Navy Regulations, 
article 1608. 

Z, The facsimile signature of a com­
mander authorized to issue travel 
orders may be used for the purpose 
of signing orders, and orders so signed 
shall be considered competent if ini­
tialed by an officer who has been 
authorized in writingbythe commander 
to use the facsimile signature, 

3. Facsimile stamps must be properly 
safeguarded and U8ed only for the spe­
cific purpose or purposes authorized, 

5-6 
Cb, 8 

-~o-4- - ,:.:. ·-
-~-'-- ~ :..·' 

The original of the letter authorizing 
the use of facsimile stamps will be 
filed in the headquarters of the issuing 
command. Copies will not be sent to 
Headquarters, U.S. Marine Corps. 

5007 COUNTERSIGNING OF 
ORDERS 

1, When travel is performed upon 
receipt of a movement order a counter­
signed copyofthe original orders issued 
by, or by direction of competent au­
thority may be used to constitute 
original orders of the individual con­
cerned. 

2. Where procedure of countersigning 
orders, as authorized above, is desired 
or required, the original orders issued 
by competent authority will contain a 
specific statement to the effect that 
copies of the original orders, which 
are countersigned and delivered by the 
officer to whom the original orders 
were issued, will constitute original 
orders to individuals of his command 
or in his char.ge. 

3. Countersignatures will be in ac­
cordance with the instructions con­
tained in U.S. Navy Regulations, article 
1608. 

5008 ORIGINAL ORDERS 

1. Origilial orders will include all 
general requirements specified in this 
chapter relative to travel orders, and 
only one copy will be signed or fac­
simile initialed, Endorsements affect­
ing pay, mileage, transportation and 
travel expenses, shall be placed on the 
face of the original order involving 
travel if practicable, otherwise on the 
back of the order, Such endorsements 
shall never be placed on other than the 
sheet which bears the signature or ini­
tialed facsimile stamp of the issuing 
officer, 

Z, Only one signed copy of orders in­
volving travel will be designated 
"Original Orders," for each individual 
receivinll such orders. 

3. Original orders receipted for by the 
individual ·become his property, Upon 
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reporting and completion of all admin­
istrative action, they should be returned 
for his retention for such use as may 
be desired. 

4. When orders are received from 
Headquarters, U.S. Marine Corps for 
personnel who have been previously 
transferred, including transfer or as­
signment to a trans placement battalion, 
the Commandant of the Marine Corps 
(Code DF) will be notified by message 
immediately stating the circumstances. 

5. Commanders issuing travel orders 
will direct that travelers report to the 
disbursing officer within 3 working 
days after completion of travel to settle 
travel expenses. 

a. Within 30 days after completion 
of travel, allotment accounting officers 
will investigate outstanding per diem 
obligations to deobligate invalid ob­
ligations. 

5009 DATE OF DETACHMENT 

1. An application for the revocation or 
modification of orders will not justify 
any delay in their execution if the per­
sonnel concerned are able to travel. 
The terms mentioned below, when used 
in orders, shall be interpreted as 
indicated. 

a. "Hereby detached"--!£ possible, 
the commander will detach the indi­
vidual within l4 hours after the arden 
are received. 

b. "Whendirected"--Whendirected 
by the commander, but within 10 days 
after date of receipt of ordera or 10 
days before or 10 days after date 
specified in the orders. (If overseas, 
as indicated above, or as soon as 
transportation can be arranged.) On 
"When directed" orders which specify 
a date and authorize delay to count as 
leave and the individual does not desire 
the full amount of leave authorized, 
the commander may delay the detach­
ment date equivalent to the number of 
days not desired. 

c. "On or about"--Within 5 days 
before or 5 days after date apecified 

in the orders. (If overseas, as indicated 
above, or as soon as transportation can 
be arranged.) 

d. "Detach on (date) and when di­
rected on (date)"--On definite date 
shown in ·orders. 

e. "Upon completion of duty under 
instruction and when directed"--Within 
10 days after completion of duty under 
instruction. 

f. "Upon discharge froth treatment 
and when directed"-- Within 10 days 
after discharge from treatment. 

g. "On such date as com.m.ander 
may designate"--On a date that will 
allow 4 days proceed time, if appli­
cable, plus authorized travel time and 
leave in order to meet reporting date. 
The reporting date will always be in<;ii­
cated in the orders. 

h. "Date designated during a cer­
tain month"--Onanydayofthe specified. 
month. 

i. "Upon reporting of your relief 
(1) and within number of days (Z) and 
when directed"--When directed within 
the specified number of days after the 
reporting of the relief. "Upon report­
ing of your relief and when directed" 
means within 10 days after reporting 
of the relief. 

j. "Report by 3 June 1960"--Re­
port not later than l400 on 3 June 1960. 
(Unless a specified time is indicated, 
may report prior to that date.) 

• k. "Report on 3 June 1963"--(Do 
not report before or later than 3 June 
1963.) If reporting for temporary duty, 
individual may report before 3 June 
1963 but the period between the date 
following the date of reporting and 3 June 
1963, inclusive, is not considered to be 
"necessary temporary duty" within the 
meaning ofthe Joint Travel Regulations, 
paragraph 3030-1, and per diem is not 
payable for such period • 

• l. "Report by 10 June 1963 not be­
fore 6 June 1963"--Report not later 
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than 2400, 10 June 1963, nor earlier than 
0001, 6 June 1963. Ifreportingfortem­
porary duty, individual may report 
before 6 June 1963 but the period 
between the date following the date of 
reporting and 6 June 1963, inclusive, 
is not considered to be "necessary 
temporary duty," and per diem is not 
payable for such period. 

(1) Exceptions to the restric­
tions contained in subparagraphs k and l 
are appropriate and authorized when the 
temporary duty command certifies on 
the reporting endorsement that early 
reporting was in the best interest of 
the Government or caused by condi­
tions beyond the control ofthe member. 

f m. "Proceed without delay"--Re­
port for duty within 48 hours, exclusive 
of travel time, following receipt of 
orders. 

' n. ''Proceedimrnediately"--Report 
for duty within 12 hours, exclusive of 
travel time, following receipt of orders. 

2. ln the case of orders affecting offi­
cers who are appointed as accountable 
for public property, commanders are 
authorized a discretionary period of 30 
days after receipt of orders, after 
relief reports, or after the effective date 
prescribed in such orders, as the case 
may be, before effecting transfer. This 
30-day period is not in addition to the 
10-day period mentioned in subpara­
graph 1, above. When transfer of ac­
counts requires all or part of the dis­
cretionary period beyond 10 days, the 
commander will notify the Commandant 
of the Marine Corps (Code DF), by 
message, the estimated date of arrival 
of the officer at the new duty station, 
furnishing the new commander with an 
information copy. 

5010 ENDORSEMENT ON ORDERS 

1. Original orders will be endorsed by 
the individual to whom applicable as to 
the date, hour and place of receipt. 

a. Commanders will obtain andre­
tain on file a receipted copy of-orders 
for a period of one year from date of 
receipt by individual. 

2. The commander is responsible for 
delivering the original orders to the 
individual and will prescribe, by en­
dorsement, the effective date and hour 
of detachment if such is not specifically 
prescribed. The individual's leave ad­
dress will be indicated in the delivery 
endorsement. Pay Entry Base Date will 
be included on all corporal's. 

3. If temporary additional duty travel 
directives do not specify the mode of 
travel to be utilized, the commander 
who delivers the orders will, in his 
endorsement, specify the mode of 
travel. He will be governed by the 
instructions contained in subparagraph 
5055.5. 

5011 MODIFICATION OF ORDERS 

1. Modification to permanent change of 
station orders and temporary additional 
duty orders will become part of the 
original orders, and as such will be 
prepared as original orders. A copy 
will be designated as the original for 
each individual concerned and will be 
signed in accordance ~th the provi­
sions of U.S. Navy Regulations, article 
1608. 

2. When a modification to a permanent 
change of station or temporary addi­
tional duty order is received by the 
individual concerned, an endorsement 
signed by the individual as to time, 
place, and receipt will be entered 
thereon. 

3. Before writing a modification of 
orders, it is necessary to know the 
contents of the original orders. In 
referencing a message, the month and 
the year will be shown in parentheses 
after the date time group. Any out­
standing orders (i.e., orders which have 
not been fully executed) should be fully 
accounted for. If an individual has a 
complete set of orders outstanding 
which are not executed, the orders 
should be canceled. If an individual who 
has complied with part of a set of orders 
is diverted at an intermediate station 
and is not to carry out the remainder 
of the orders, the orders should be 
modified or 11the unexecuted portion" 
-canceled. 
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4. A command will not modify tempo­
rary additional duty orders issued by 
another command unless prior ap­
proval is obtained from the commander 
who issued the original orders, or un­
less approved by the Commandant of 
the Marine Corps or the original issuing 
command is junior in the same echelon 
of command. 

5. When orders are modified verbally, 
written confirmation of suc;:h modifica­
tion will be issued by endorsement as 
soon as practicable (see subpar. 
5003.2). The endorsement will contain 
specific reference to the verbal modi­
fication and will state what portion, if 
any, of the original orders had been 
executed at the time of modification. 

• 6. Pen and ink changes may be made 
to data not affecting reimbursement. 
Changes to reporting dates, date of de­
tachment, number of days leave au­
thorized, etc., must be made by 
endorsement to orders. 

5012 CANCELLATION OR REVO­
CATION OF ORDERS 

1. Cancellation of permanent change 
of station orders and temporary addi­
tional duty orders may only be issued 
by the activity that issued the original 
orders or by higher authority. Cancel­
lation of orders will be written, signed, 
and endorsed in accordance with the 
instructions governing original orders. 

2. When orders which were not re­
ceived by the individual concerned are 
canceled, the canceling directive should 
state that the orders were undelivered. 

3. Canceled orders need not be re­
turned to the order writing activity 
unless specifically directed. 
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.5013 CANCELLATION, MODIFICA­
TION OR REVOCATION OF 
ORDERS 

1. For the purpose of determining 
entitlement to allowances for travel and 
t r ana port at ion under permanent 
change of station orders which are 
modified, canceled, or revoked, the 
orders will be considered as effective 
when received by the member, for any 
travel performed thereunder by him or 
his dependents, or any transportation 
of household goods or house trailers 
commenced or completed thereunder, 
even though leave, delay, proceed time, 
or temporary duty en route are in­
volved. 

a. Reimbursement for travel per­
formed will be in accordance with the 
Joint Travel Regulations • 

b. Proceed time will be authorized, 
where applicable. 

5014 ABBREVIATIONS 
1. Certain standard terms and phrases 
may be abbreviated in the preparation 
of orders in the special order form, 
speedletter and rapid communication 
form. Those abbreviations contained in 
chapter 17 will be utilized. Abbrevia­
tions not contained therein, but which, 
through long usage and custom, are 
understood by all concerned, may be 
used. 

2. Orders containing a b brevi ate d 
terms and phrases should not be used 
for Marine Corps personnel on duty 
with commands outside the military 
service. 

5015 PASSPORTS AND 
IMMUNIZATION 

1. When required, personnel ordered 
abroad shall obtain the necessary pass­
ports and immunization, as specified in 
current regulations. 

·.,>,. 
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5016 ADDRESS WHILE EN ROUTE 
TO NEW DUTY STATION 

I. In executing orders issued byHead­
quarters, U.S. Marine Corps, or other 
competent authority, where leave or 
delay in reporting is involved, or the 
duration of the travel status is ex­
tended, personnel concerned will com­
ply with instructions contained in sub­
paragraph 9151.7. 

5017 INSTRUCTIONS FOR OF­
FICERS RETURNING TO THE 
CONTINENTAL UNITED 
STATES FROM OVERSEAS 
DUTY 

1. Officers returning to the continental 
United States from overseas duty sta­
tions will upon arrival report in the 
following manner: 

a. Officers arriving on the east 
coast will report by message to the 
Commandant of the Marine Corps (Code 
DF). Reports should contain number of 
days leave authorized and address on 
leave. 

.b. Officers arriving from overseas 
in the San Francisco Bay area will re­
port in person to the Commanding Of­
ficer, Marine Barracks, Treasure 
Island, San Francisco, California, or 
his representative at place of entry 
into CONUS for endorsement of orders 
to establish the effective date of pro­
ceed, delay, travel and a reporting date 
at the new duty station. Copies of such 
endorsements will be furnished via air 
mail to the Commandant of the Marine 
Corps (Code DF) and the officer's new 
duty station. 

c. All officers being returnedfrom 
the Pacific Area for retirement, re­
lease to inactive duty, severance or 
reversion, will report to the Com­
manding Officer, Marine Barracks, 
Treasure Island, San Francis co located 
on Treasure Island, San Francisco, 
California. 

d. Officers arriving on the west 
coast outside the San Francisco Bay 
Area will report to the nearest Marine 
Corps activity for endorsement of 
orders to establish the effective date of 
proceed, delay and travel, address on 

leave and a reporting date at the new 
duty station. Cop1es of such endorse­
menta will be furnished via airmail to 
the Commandant of the Marine Corps 
(Code DF), Officer in Charge, Marine 
Corps Passenger Office, 100 Harrison 
street, San Francisco, California, and 
the officers new duty station. 

5018 DISLOCATION ALLOWANCE 

1. Whenever a member, who is en­
titled to dependents 1 transportation, 
is ordered to make more than one 
permanent change of station move dur­
ing any fiscal year, a finding must be 
made by the Secretary of the Navy that 
the exigencies of the service require 
such change of station. The finding re­
quired relates to the permanent change 
of station orders transferring the in­
dividual, and where possible must be 
obtained prior to a move which will 
entitle him to a second or subsequent 
dislocation allowance. Authority for 
payment of such dislocation allowance 
results from the finding. For the pur­
pose of determining whether a finding 
is required, the fiscal year current 
on the date of detachment will be used. 

a. A finding is not required on 
second or subsequent permanent 
changes of station in the case of mem­
bers ordered to, from or between 
courses of instruction conducted at an 
installation of the uniformed services 
of the United States, or conducted by, 
and controlled and managed by, one 
or more of the uniformed services of 
the United States at a civilian educa­
tional institution, or elsewhere. 

b. A request for a "finding" must 
be initiated in those cases which will 
result in entitlement to a second or 
subsequent payment for dislocation al­
lowance, whether or not payment has 
been made on the first or preceding 
entitlement. 

c. Permanent changes of station 
to, from or between courses of in­
struction conducted at an installation 
of the uniformed services of the United 
States, or conducted by, and controlled 
and managed by, one or more of the 
uniformed services of the United States 
at a civilian educational institution, or 
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elsewhere, shall be excluded from 
computation when determining whether 
or not a finding is required on second 
or subsequent permanent changes of 
station, 

2. When permanent changes of station 
of units, groups or -categories of per­
sonnel are to be made, and individual 
findings would be impracticable, re­
quests for a Secretary of the Navy 
finding may be initiated for the group 
rather than individuals. Examples of 
such cases are: 

a. Change in location of organiza­
tion, regardless of whether or not in­
dividual orders are issued, or 

b. Disestablishment of organiza­
tion, resulting in relocation of per­
sonnel for ·which orders to officers 
and enlisted are required, 

3. Whenever an individual, who has 
executed a prior change of station 
within a fiscal year and for which 
he was entitled to dislocation allow­
ance, is ordered from a station out­
side the United States to a hospital in 
the United States for further observa­
tion and treatment, a dislocation al­
lowance is payable and a Secretary 
of the Navy finding must be requested. 
A transfer from one hospital to another 
within the United States does not con­
stitute a permanent change of station 
and payment of a dislocation allowance 
is not authorized, 

5019 INSTRUCTIONS FOR RE­
QUESTING FINDINGS FOR 
SECOND PERMANENT 
CHANGE OF STATION IN 
THE SAME FISCAL YEAR 

1. The Commandant of the Marine 
Corps will request the finding from 
the Secretary of the Navy in all in­
stances where individual orders are 
issued by the Marine Corps. 

2. H orders are received and a prior 
finding is not indicated therein, field· 
commands will submit information to 
the Commandant of the Marine Corps 
(Code DF) upon which a request may 
be based, to include the following: 
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a. Name, grade, service number, 
military occupational specialty. 

b. Reference of the Commandant 
of the Marine Corps orders or other 
directive requiring the move. 

c. Date of detachment from each 
previous permanent duty station in 
the same fiscal year where entitlement 
to dislocation allowance was involved 
(except those to, from or between 
courses of instruction as stated in 
subparagraph 5018.lc). 

d. New duty assignment. 

e. Necessity for proposed transfer 
and basic reason why the particular 
individual is selected for transfer (ap­
propriate for commands filling quotas). 

f. Other pertinent information, in­
cluding basis for previous entitlements 
to dislocation allowance, whether 
change of station, move or disbandment 
of organization. 

3. In cases of individuals who are 
hospitalized from an overseas station 
pursuant to subparagraph 5018.3 re­
quests for a finding will be submitted 
to the Commandant ofthe Marine Corps 
(Code DF) by the Commander of the 
first organization in continental United 
States upon whose rolls the individual 
is joined, 

4. When an organization is ordered to 
change its location permanently,· and 
when such a move will result in an 
entitlement to a second or subsequent 
dislocation allowance, the following 
information will be submitted to the 
Commandant of the Marine Corps (Code 
DF) by the Commander at least 45 days 
in advance of the necessary detachment 
date: 

a. Enlisted Personnel: 

( 1) Approximate total of enlisted 
personnel on board on effective de­
tachment date requiring a change of 
station, 

(2) Approximate number of those 
enlisted personnel entitled to movement 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5020 

of dependents incident to the change 
of station. 

(3) Full name, grade and service 
number of all enlisted personnel within 
(2) above for whom a Secretary of the 
Navy finding is required. 

b. Officer Personnel: 

(I) Full name, grade and service 
number of all officers requiring a 
change of station. 

(2) Full name, grade and service 
number of all officers in ( 1), above, 
for whom a Secretary of the Navy find­
ing is required. 

5. Commanders will withhold execu­
tion of any order, regardless of the 
issuing authority, which will entitle an 
iridividual to a second or subsequent 
dislocation allowance in any" one fis­
cal year unless a prior finding 
(SECNA VFIND) is indicated in the 
orders. When such circumstances oc­
cur, the Commander will immediately 
notify the Commandant of the Marine 
Corps (Code DF) of the particulars. 

5020 ILLUSTRATION OF ORDER 
FORMS 

1. Figures at the end of this chapter 
contain illustrations of the various 
forms of orders. Figures are indicated 
as follows: 

Figure 5-1. 
Figure 5-2. 
Figure 5-3. 
Figure 5-4. 

order. 
Figure 5-5. 
Figure· 5-6. 
Figure 5-7. 

additional duty. 

687098 0 - 63 - " 

Letter. 
Message. 
Special order. 
Organization special 

Speedletter. 
Group travel. 
Orders to temporary 

Figure 5-8. Confirmation oft em-
porary additional duty. 

Figure 5-9. Authorization for 
temporary additional duty. (Permis­
sive.) 

Figure 5-10. Repeated travel or­
ders. 

Figure 5-11. Movement orders. 
Figure 5-12. Orders to extended 

active duty. 
Figure 5-13. Orders to temporary 

active duty. 
Figure 5-14. Absentee orders. 
Figure 5-15. Orders (enlisted). 

(Awaiting action of PhyEvalBd.) 
Figure 5-16. Endorsement on 

Marine Corps Special Order. 
Figure 5-17. Extract of Marine 

Corps Special Order. 

• 2. Each figure is prepared to cover a 
specific situation, and should not be 
used as a rigid example. In letter type 
orders, additional paragraphs may be 
required to give adequate instructions 
to the traveler. In special order type 
orders, the format will be constant as 
it is consistently paragraphed and col­
umnized. Content of both types of orders 
will always be prepared on 8 by lOi­
inch paper. In this connection figure 
5-4 is an organizational special order 
in a special order format for permanent 
change of station which may be used 
for large drafts such as replacement, 
rotc~.tion and recruits when conditions 
permit, adding such additional instruc­
tiona! paragraphs as may be required. 
In preparing such an order, the paper 
will always be used lengthwise as shown 
in the figure. 

3. Appropriation data indicated in the 
illustrations is shown as an example 
only and will not be used in any orders 
issued. Current data is published each 
fiscal year in a Marine Corps Order 
in the 7301 series. 
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PART B: TRAVEL TIME AND MODES OF TRAVEL IN EXECUTION 
OF TRAVEL ORDERS 

5050 TRAVEL TIME IN 
EXECUTION OF TRAVEL 
ORDERS 

1. Travel time is in addition to the al­
lowed proceed time and is counted in 
whole days. 

a. Travel time at sea varies, de­
pending on the mode by which ordered 
to proceed. 

.. b. Travel Time for Travel by 
c6mrnercial Carrier on Permanent 
Change of Station. Travel time. for 
travel by means of any commercial 
carrier, on permanent change of station 
orders which do not direct the use of 
aircraft transportation, will be based 
on the rate of 720 miles per day with 
an additional day authorized for any 
fraction thereof. The travel time will 
be computed on the basis of travel 
over any usually traveled route by 
through service where available. For 
transoceanic travel by vessel, the actual 
time required will be used. Travel time 
for land or aircraft travel performed 
outside the contiguous United States 
will be computed in accordance with 
schedules covering the type of trans­
portation used over a usually traveled 
route between the points of travel in­
volved. Where orders specifically 
direct the use of aircraft transpor­
tation, one day's travel time will be 
allowed for travel within the forty- eight 
contiguous states and the District of 
Columbia. For aircraft travel specif­
ically directed overseas, actual sched­
ules over the most direct route will be 
used to determine authorized· travel 
time. 

c. Distances are determined from 
the Official Mileage Tables and Of­
ficial Railway Guide. 

d. Should a traveler state upon re­
porting that the travel directed in the 
orders required time in excess of that 
allowed above, sufficient additional 
travel time will be allowed when the 
statement made is confirmed by an 
examination of the travel schedule in­
volved. Delay en route awaiting pullman 
space does not postpone the date on 
which an individual is due to report. 

e. On permanent change of station 
within the United States, subject to the 
provisions of the Joint Travel Regula­
tions, including the exceptions provided 
therein for group travel and travel di­
rected by a particular mode, the 
traveler may elect to receive reim­
bursement for his travel at the rate of 
6 cents per mile or he may request a 
Government transportation request to 
cover the necessary transportation by 
commercial carrier. However, if trans­
portation request is provided, the mode 
and routing will be at the discretion 
of the transportation officer. 

f. When travel is performed partly 
by one means and partly by another, 
travel time will be computed on a 
combination of the modes involved. (See 
subpar. 4, below.) 

g. The travel time authorized here­
in may not be used as a basis for deter­
mining entitlement to travel per diem 
allowances, as such entitlement must 
be based on the rules set forth in the 
Joint Travel-Regulations. 

h. Travel time will not be allowed 
on the basis of a reassignment between 
activities located at the same station or 
metropolitan area or between ships 
located in the same port. 

2. Travel by Privately-Owned Vehicle 
on Permanent Chan e of Station Orders. 
Officer or enlisted personnel per arm­
ing travel under permanent change of 
station orders, within or outside the 
United States, with or without tempo­
rary duty en route, may, unless the 
travel orders direct otherwise, per­
form the travel involved by privately­
owned vehicle for which they are en­
titled to one whole day travel time for 
each 300 miles of travel involved over 
the shortest usually traveled route or 
fraction thereof of 150 miles or more; 
e.g., for distances of 750 miles, 3 days 
travel time allowed; for distance of 749 
miles, 2 days' travel time is allowed. 
If the distance is less than 450 miles, 
one day travel time will be allowed on 
permanent change of station. The dis­
tance between duty points shall be com­
puted on the basis of highway mileage 
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as shown in the official mileage tables. 
As used in this chapter, the term 
''privately-owned vehicle'' does not in­
clude aircraft. 

.a. Except in cases of group travel 
or where travel by a faster mode is 
necessary because of exigencies of 
the service, personnel may not be 
prohibited from traveling by privately­
owned vehicle on permanent change of 
station orders. 

3. Travel Time on Temporary Addi­
tional Duty Orders. When orders spe­
cifically direct travel by Government 
or commercial aircraft, travel time 
shall be computed as follows: 

a. Travel time shall be counted in 
whole days, period of 24 hours, based 
on time of departure as shown by 
endorsement on orders, fractional 
parts of 24 hours being counted as 
whole days. 

b. Travel by direct through routes, 
with use of first available connection at 
points of change, will be required. ap.d 
expected, depending on the class of pri­
ority, if any, authorized by the orders. 

c. Based on prevailing schedules 
of both Government and commercial 
aircraft, which 1 generally require less 
than 24 hours between all points in the 
United States, only one day travel time 
by air will be allowed, unless it is 
shown by endorsement of the traveler 
on the orders that time in excess of 
24 hours, exclusive of any personal 
preference or convenience, was actu­
ally required, with the reasons for the 
longer time being specifically stated. 

4. Travel Via Mixed Modes on Per­
manent Change of Station Orders. When 
travel is performed by both privately­
owned vehicle and by commercial 
carrier incident to permanent change 
of station orders under which travel by 
privately-owned vehicle is allowed, 
travel time will be computed as follows: 

a. The official highway distance 
from the starting point of travel by 
privately-owned vehicle direct to the 
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point at which the mode of transporta­
tion was changed will be determined, 
regardless of the stage of the travel 
where thi~ mode of transportation was 
used. Intermediate stopovers will not 
be considered. If there is more than 
one leg of travel performed by pri­
vately-owned vehicle, the official high­
way distance for each leg will be deter­
mined separately and added together 
to obtain the total distance traveled 
by privately-owned vehicle. 

b. If the total official highway dis­
tance traveled by privately-owned vehi­
cle equals or exceeds the official 
highway distance between the points of 
duty, travel time will be allowed for the 
official highway distance between the 
points of duty in accordance with para­
graph 2, above. No other travel time 
will be allowed. 

c. If the total official highway dis­
tance traveled by privately-owned 
vehicle is less than the official high­
way distance between the points of duty, 
the official highway distance for the 
travel performed by privately-owned 
vehicle will be deducted from the offi­
cial highway distance between the points 
of duty. The total travel time allowed 
will be the sum of that allowed under 
subparagraph 2, above, for the total 
official highway distance traveled by 
privately-owned vehicle, plus that com­
puted under paragraph!, above,for the 
remainder of the official highway dis­
tance for travel by commercial carrier. 

d. If the official highway distance 
for travel performed by privately­
owned vehicle is 150 miles or more in 
excess of 300 miles or multiples there­
of, an extra day's travel time will be al­
lowed. If the excess is less than 150 
miles, the excess will be disregarded. 
Regardless of the number of modes of 
transportation utilized, only one day's 
travel time will be allowed if the official 
highway distance between points of duty 
is less than 450 miles. 

e. In no case will more travel time 
be allowed than would be authorized if 
all travel between the points of duty 
had been performed by privately-owned 

• 

• 

• 

•• 
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vehicle. When temporary duty is di­
rected en route, each leg of the ordered 
travel will be computed separately. 

f. The following are examples of 
computations of travel time involving 
mixed modes of travel: 

EXAMPLE NO. 1 

Member is transferred from Washington, D.C., to Chicago, Illinois; travels from 
Washington to St. Louis, Missouri, by POV; travels from St. Louis to Chicago by 
train. 

Points of Travel 

Washington- Chicago 
Washington- St. Louis 

MAXIMUM TRAVEL TIME AUTHORIZED: 2 days. 

Highway Distance 

672 miles 
801 miles 

t 5-14a 
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COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

POV 
Train 

TOTALS 

None None 

None None 

HIGHWAY 
DISTANCE 

672 

672 

POV 
TRAVEL TIME 

2 days 

2 days 

As the distance traveled by POV exceeds the offici.'il highway distance of the 
ordered travel, the member is entitled to POV travel time for the official highway 
distance between the old and new duty stations. No common-carrier travel time 
is authorized. 

EXAMPLE NO, 2 

Member is transferred from Washington, D.C., to San Francisco, California; 
travels from Washington to San Antonio, Texas, by commercial aircraft; travels 
from San Antonio to San Francisco by POV. 

Points of Travel 

Washington-San Francisco 
San Antonio-San .Francisco 

MAXIMUM TRAVEL TIME AUTHORIZED: 9 days 

COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

POV 
Aircraft 

TOTALS 

1073 2 days 

1073 2 days 

Highway Distances 

2839 miles 
1766 miles 

HIGHWAY 
DISTANCE 

1766 

1766 

POV 
TRAVEL TIME 

6 days 

6 days 

GRAND TOTALS: 2839 miles and 8 days of authorized travel time, 

Since the distance traveled by POV is less than the official highway distance of the 
ordered travel, the member is entitled to common-carrier travel time for the 
difference between the official highway distance of the ordered travel, 2839 miles, 
and the distance for which entitled to POV travel time, 1766 miles, or to common­
carrier travel time for 1073 miles. 

EXAMPLE NO. 3 

Member is transferred from San Francisco, California, to Boston, Massachusetts; 
travels from San Francisco to Salt Lake City, Utah, by POV; travels from Salt 
Lake City to Detroit, Michigan, by commercial aircraft, travels from Detroit to 
Boston by POV, 

Points of Travel 

San Francisco- Boston 
San Francisco-Salt Lake City 
Detroit- Boston 

MAXIMUM TRAVEL TIME AUTHORIZED: 10 days 

Highway Distance 

3140 miles 
751 miles 
795 miles 
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COMMON-CARRIER HIGHWAY POV 
MODE OF TRAVEL TRAVEL TRAVEL TIME DISTANCE TRAVEL TIME 

POV 1546 5 days 
Aircraft 1594 3 days 

TOTALS 1594 3 days 1546 5 days 

GRAND TOTALS 3140 miles and 8 days of authorized travel time. 

POV travel time is computed by adding the official highway distances of the two 
legs of POV travel. Since the total distance traveled by POV is less than the 
official highway distance between the old and new duty stations, common- carrier 
travel time is computed in the same manner as in example No. 2. 

EXAMPLE NO.4 

Member is transferred from Boston, Massachusetts, to Great Lakes, Illinois; 
travels from Boston to Indianapolis, Indiana, by POV; travels from Indianapolis 
to Great Lakes by train. 

Points of Travel 

Boston-Great Lakes 
Boston-Indianapolis 

Highway Distance 

1003 miles 
922 miles 

MAXIMUM TRAVEL TIME AUTHORIZED: 3 days 

COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

HIGHWAY 
DISTANCE 

POV 
TRAVEL TIME 

POV 
Train 

TOTALS 

81 None 

81 None 

922 3 days 

922 3 days 

POV travel time is computed first. This entitles the member to 3 days of travel 
time. Since the maximum travel time authorized between Boston and Great Lakes 
is 3 days, no additional travel time is allowed for common-carrier travel. 

5. Travel time authorized in orders is 
not necessarily the travel time to 
which the member is entitled. Subject 
to any limitation prescribed in this 
chapter or by other authority, entitle­
ment depends on modes actually util­
ized. It is always necessary for com­
manders to which members report to 
actually compute the travel time to 
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which a member is entitled. When an 
individual is authorized a mode of 
travel but uses a faster means and 
reports at his new duty station at the 
end of the period computed on the basis 
of the travel time authorized in his 
orders, the difference between travel 
time used and travel time authorized 
is to be charged as leave. If he reports 
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to the new duty station after the end of 
the period computed on the basis ofthe 
slower means of travel authorized in 
his orders, the difference between the 
time actually used and that authorized 
is unauthorized absence. 

5051 TRAVEL BETWEEN PORTS 

I. If orders direct a Marine to pro­
ceed from one port to another via 
government transportation and the Ma­
rine is later authorized to proceed, at 
no expense to the Government, by some 
other means of transportation, by some 
other route of his own selection, or by 
both, any saving in travel time effected 
by the selected transportation is not 
charged against the Marine as leave. 
Indicate in orders issued, proposed 
itinerary of government transportation 
that would have been utilized in each 
case. The Marine can use this time as 
he sees fit, but must report at his new 
duty station by or on the date as 
specified in his orders, or if no such 
date is specified, on or before the date 
that would have resulted had his travel 
time been that scheduled for the gov­
ernment transportation which was pro­
vided. Though unforeseen delays may 
occur to place the government trans­
portation behind schedule, the Marine 
traveling by other transportation is not 
permitted to increase his travel time 
by including the delays. 

2. Marines electing to travel by com­
mercial vessel for their own conven­
ience will be allowed constru·ctive travel 
time for the mode contemplated by the 
orders. Time consumed in excess of 
such travel time, less proceed time if 
authorized, will be charged as leave. 

5052 TRAVEL TIME WHEN 
ORDERS ARE CANCELED, 
MODIFIED OR REVOKED 

1. If orders are canceled, modified 
or revoked, travel time will be com­
puted in accordance with paragraph 
5050. 

5053 TRAVEL TIME WHEN ORDERS 
ARE RECEIVED ON LEAVE 

I. A Marine who, while on leave from 
his permanent duty station, receives 

. - ---·- ~-
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orders transferring him to a new 
permanent duty station, is entitled to 
travel time based on the distance from 
the place of receipt of the change of 
station orders to his new duty station, 
not to exceed that from his old duty 
station to his new duty station. How­
ever, if he chooses to return to his old 
duty station in a leave status prior to 
complying with the change of station 
orders and subsequently performs the 
travel directed by the orders, the above 
restriction does not apply and he is 
entitled to travel time based on the 
distance between his old and new duty 
station. 

2. A Marine who, while on leave from 
his permanent duty station, receives 
orders directing the performance of 
temporary additional duty, is entitled 
to travel time from the place of receipt 
of the orders to the temporary addi­
tional duty station and thence to his 
permanent duty station if directed to 
return thereto, or to his leave address 
if the orders authorized him to return 
and resume a leave status on expira­
tion of the temporary additional duty, 
provided he actually returns to his leave 
address. 

5054 TRAVEL ON TEMPORARY 
ADDITIONAL DUTY ORDERS 

1. The content of orders received at 
this Headquarters appended to settle­
ment vouchers for temporary additional 
duty travel and per diem, in general, 
is satisfactory. There are, however, 
instances where action must be taken 
because inadequate or improper orders 
have been issued. Some contain errone­
ous travel instructions and some show 
that the traveler did not comply with 
orders regarding mode of travel or 
was erroneously advised as to the pro­
cedures for obtaining transportation. 

2. The commander who delivers the 
orders will specify the method oftravel 
in his endorsement in accordance with 
subparagraph 5055.5 if none is con­
tained in the orders. As indicated in 
NA VMC 117 5, Military Traffic Manage­
ment Regulations, paragraph 304002, 
determination of the mode of commer­
cial transport to be used under the 
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policy contained in those regulations, 
will result in the selection ofthat mode 
which provides satisfactory service at 
the least cost to the Government. When 
the commander determines that a cer­
tain mode of transportation should be 
used, he may so designate that mode 
in the orders. He can ensure additional 
savings to the Government by directing, 
as distinguished from authorizing, the 
procurement of such transportation by 
government transportation request. 
This procedure will be followed in each 
and every case in which it is practicable 
in order to effect the greatest saving 
to the Government in temporary addi­
tional duty travel costs. 

a. All orders directing commercial 
transportation by Government trans­
portation requests must be presented 
to the transportation section issuing the 
transportation requests and arranging 
the reservations for travel as soon as 
practicable after date of issue. 

tb. The issuance of Government 
transportation requests is not manda­
tory when the cost of transportation is 
$15 (plus tax) or less (including sleep­
ing accommodations and parlor car 
seats). (See the Joint Travel Regula­
tions, pars. M4150-l, item 4, and 
4203-2.) To minimize administrative 
costs involved in issuing and account­
ing for transportation requests when 
the cost of transportation is $15 or 
less, commanders will encourage trav­
elers to elect to travel at their own 
expense with reimbursement. 

5055 DISCUSSION OF MODES OF 
TRANSPORTATION AND 
TERMS USED IN TEMPO­
RARY ADDITIONAL DUTY 
ORDERS 

I. Use of Government Aircraft. As an 
economy measure, instructions in or­
ders will be written to require the use 
of Government aircraft transportation 
when available, consistent with expe­
diting the transaction of official busi­
ness and to reduce the period of ab­
sence of personnel from their 
permanent duty station. 
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a. Whenever there is a possibility 
that Government aircraft will be avail­
able, and that mode is considered ap­
propriate, travel via Government air­
craft will be directed where available, 
class priority certified. (See Marine 
Corps Order 7000.3 series.) When these 
instructions appear in orders, a certif .. 
icate that Government aircraft for the 
onward portion, and again for the re­
turn portion, if not available, must be 
made on the order by competent au­
thority before travel is performed by 
other means or travel claim for mone­
tary allowance in lieu oftransportation 
is submitted. (See the Joint Travel Reg­
ulations, paragraph 4203-3c.) Com­
manders authorized to issue orders are 
also authorized to assign Class U, III, 
and IV priority and an excess baggage 
allowance within prescribed limits for 
travel via military aircraft. Assign­
ment of Class II priority should be 
limited to travel of an urgent nature. 
A priority no higher than Class III 
shall be assigned in connection with 
authorizations for travel at no expense 
to the Government. 

b. When travel orders specify 
travel by "Government aircraft trans­
portation directed," there is no alter­
native but that the travel must be per­
formed by that mode unless authorized 
in accordance with subparagraph 7, be­
low. A "directed" mode should not nor­
mally be used unless the order issuing 
authority is certain beforehand that the 
member can comply with the order as 
written. If the orders "direct" travel 
by Government aircraft, the orders 
shall also indicate, if such mode is not 
available, that: 

{I) The orders are canceled, or 

(2) The member shall returnthe 
order to the order issuing authority 
for modification or for further in­
structions. 

c. When it is determined that Gov­
ernment aircraft should be used for a 
portion of the trip, orders should 
specify such portion as: "travel by 
Government aircraft is directed for all 
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transcontinental travel." When this 
term is used it is required that only 
the transcontinental portion of the travel 
be by Government aircraft and there is 
no alternate mode that can be used for 
this portion. If its use was directed on 
a "when available" basis, and it was 
not available, other modes could be 
used as selected by the traveler, un­
less an alternate mode was directed 
or Government transportation requests 
are furnished. However, before an 
alternate mode is used, a certificate 
must be affixed to the orders by com­
petent authority indicating that the 
Government aircraft was not available. 

2. Use of Commercial Transportation. 
When transportation by a particular 
mode of commercial carrier is deemed 
necessary by the military commander 
issuing the orders because of require­
ments which can be met only by the 
mode designated, the travel order 
should indicate a 11directed'' or "di ... 
rected where available" mode and that 
such transportation is to be procured by 
Government transportation request. In 
the first instance, only that mode named 
could be used. In the second instance, 
if the mode named is not available to 
permit compliance with orders, the 
transportation officer will select the 
mode which most nearly meets the re­
quirements of the military commander. 
(See Military Traffic Management Reg­
ulations.) Joint Travel Regulations, 
paragraph 4Z03, applies in connection 
with prohibited reimbursement if other 
means are used. 

3. Travel Time on Temporary Addi­
tional Duty Orders. Travel time inci­
dent to temporary additional duty orders 
or repeated travel orders shall be com­
puted from the time of actual departure 
from the place from which ordered to 
temporary additional duty and return 
and will not exceed that basedonactual 
schedules of available air and surface 
common-carrier facilities which most 
nearly coincide with the requirements 
of the order and which would be most 
economical and appropriate. However, 
when travel orders specifically state 
that travel via privately-owned vehicle 
is authorized and that mode is con-

sidered to be more advantageous to 
the Government, then the actual time 
necessary to perform the directed 
travel will be allowed. Whencomputing 
travel time for travel via aircraft, the 
actual or estimated time required to 
travel to and from the air terminal(s), 
not to exceed 2 hours for each trip to 
and from the terminal, should be in­
cluded. 

a. Travel Time For Travel by 
Government Transportation. Where 
travel is performed by Government 
transportation, the actual travel time 
required by the mode used will be 
authorized. 

b. Leave and Travel Time in Con­
junction With Temporary Additional 
Duty. Leave will not be charged for 
any day on which a portion of official 
travel is performed. The rules con­
tained in paragraphs 9053 and 9054 
which state that the day of departure 
on leave is a day of duty and the day of 
return is also a day of duty, if return 
is prior to working hours, are appli­
cable. No leave may be charged for 
any day in which a per diem allow­
ance is payable as outlined in Joint 
Travel Regulations, paragraph M420l, 
item 3. 

(l) OnDepartureFromthePer­
manent Duty Station. Where period of 
time between date of departure and 
date of reporting exceeds authorized 
travel time, the period immediately 
preceding the time and date of report­
ing, equal to the total of the official 
travel time, will be charged as travel 
time in whole days and the remaining 
period commencing from date of de­
parture to time and date of commence­
ment of official travel time will be 
charged as leave. 

(2) On Departure From the Tem­
porary Additional Duty Station. Where 
period oftime between date of departure 
and date of reporting back to the per­
manent station or to a subsequent tem­
porary additional duty station exceeds 
authorized travel time, the period im-
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mediately following the time and date of 
detachment, equal to the total of the 
official authorized travel time, will be 
charged as travel time, and the re-

ma1n1ng period, commencing from the 
date that official travel time terminated, 
to the time and date of reporting, will 
be charged as leave. 

(3) The following example is set forth to aid in computation of travel and 
leave when authorized in conjunction with temporary additional duty: 

Member ordered from Norfolk, Va., to Camp Lejeune, N.C., for period 
of 10 weeks at whichtimehewillreturn to Norfolk, Va. Member ordered 
to report not later than 2400 on 13 January 1965. He departed Norfolk at 
0800 on 10 January 1965. The periods for leave and travel time will be 
accounted for as follows: 

10 January 1965- -date departed (day of duty) 
11 - 12 January 1965- •leave 
13 January 1965- -travel (Constructive schedule shows that the member 

could have departed Norfolk at 1445 on 13 January 
and complied with the order. Per diem is payable 
from 1445 on 13 January.) 

Duty at Camp Lejeune, N.C., is terminated at 2000 on 25 March 1965. 
Member reports at 0700 on 28 March 1965. The period for leave and 
travel time will be accounted for as follows: 

25 - 26 March 1965--days of travel (Constructive schedule shows 
that the member could have arrived back at 
Norfolk at 1100 26 March 1965. Per diem ter­
minated 1100 26 March 1965.) 

27 March 1965- -day of leave 
28 March 1965- -day of duty (Member reported prior to working hours.) 

4. Use of a Combination of Modes. To 
effect the greatest saving to the Govern­
ment in temporary additional duty travel 
costs, a combination of instructions for 
mode can be used. Mode of travel for 
temporary additional duty within the 
continental United States should be in 
accordance with subparagraph 5, below. 
The term for orders for temporary 
additional duty overseas should be: 
"Government aircraft is directed when 
available, otherwise commercial (spec­
ify mode) by Government-procured 
transportation is directed." This term 
requires use of Government aircraft 
for any portion of the overseas trip 
for which it is available. H it is not 
available, a mode of commercial trans­
portation will be provided by Govern­
ment transportation request. The choice 
is not up to the traveler and neither can 
the traveler obtain transportation at his 
own expense and claim reimbursement 
therefor, unless submitted under the 
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exceptions stated in the Joint Travel 
Regulations, paragraph 4203. 

5, Action Required When No Mode of 
Transportation Is Indicated, When 
orders issued by the Commandant of 
the Marine Corps contain no mention 
of transportation mode, the commander 
in the chain of command issuing, for­
warding or delivering the orders will 
direct travel via aircraft and surface 
common-carrier facilities which most 
nearly coincide with the requirements 
of the order and which would be most 
economical and appropriate. 

' a. H time permits and no mode is 
directed, the commander in the chain 
of command may authorizethemember 
to travel via privately-owned vehicle, 
in which case, a statement similar to 
the following will be included in the 
orders: "These orders would have di­
rected travel via (*Insert specific 
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mode; i.e., aircraft, bus, rail), how­
ever, you are authorized to perform 
the travel via privately-owned convey­
ance for your own convenience, subject 
to reimbursement and all travel time 
in excess of that authorized for travel 
by (*Insert Mode) will be charged as 
leave." 

6. Use of Privately-Owned Vehicle as 
More Advantageous to the Government. 
The use of this term in orders will be 
rare as it provides for a premium pay­
ment to the member for use of his 
automobile for his travel on Govern­
ment business. It cannot be used when 
the member is permitted to use his 
own private vehicle in lieu of another 
mode. This procedure is covered in 
the Joint Travel Regulations, paragraph 
4203, which indicates that there must 
be a distinct advantage to the Govern­
ment by the member using his own 
vehicle. It must be acceptable to the 
member also to travel by this mode as 
it cannot be directed that he use his 
property in the interest of the Gov­
ernment. 

7. Entitlements Affected by Travel 
Terms in Orders. For temporary ad­
ditional duty travel, transportation is 
either furnished in kind or by means of 
a monetary allowance in lieu of trans­
portation. When Government trans­
portation is used, or a Government 
transportation request is furnished on 
which commercial transportation is 
procured, the transportation is fur­
nished in kind. When the orders permit 
the individual to travel at his own 
expense and claim reimbursement 
therefor, he receives a money allow­
ance at the rate of 5 cents per mile 

•The modes musr coincide. 

. . 
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for the travel. The latter applies for 
travel performed by privately-owned 
vehicle, or for travel by commercial 
means obtained by him, Careful word­
ing of the orders and compliance there­
with will protect the traveler. When 
orders direct the utilization of a spe­
cific mode of transportation, but the 
traveler is authorized to perform 
travel via another mode, including 
privately-owned conveyance, for his 
own convenience, the following will 
be included in the orders in addition 
to the mode or modes directed: 

"You are authorized to perform the 
travel directed herein via some other 
mode of transportation, including pri­
vately-owned conveyance, for your own 
convenience, with the understanding 
that you will not be entitled to reim­
bursement for cost of transportation, 
nor to the monetary allowance in lieu 
of transportation, as prescribed in 
the Joint Travel Regulations, para­
graph 4203, unless the authority re­
sponsible for furnishing transportation 
requests certifies that transportation 
requests were not available or the 
mode of transportation directed was 
not available at the time and place 
required in time to comply with the 
orders. Travel time in excess of that 
authorized by directed mode chargeable 
as annual leave.'' 

a, When travel is authorized in 
accordance with the above, the esti­
mated time of departure and estimated 
time of arrival between all points of 
ordered travel by the directed mode 
will be included in the orders whether 
or not the directed mode is utilized, 
This is required to compute the con­
structive travel time for authorized 
per diem allowances. 

• 5-lBc 
Ch.ll 



PART C: PROCEED TIME AND DELAY TO COUNT AS LEAVE IN THE 
EXECUTION OF TRAVEL ORDERS 

5100 METHOD OF ACCOUNTING 
FOR PROCEED TIME AND 
DELAY EN ROUTE 

1. Every Marine directed to perform 
official travel under orders is author­
ized sufficient time to perform the 
travel involved. In addition, he is, 
subject to the provisions of paragraph 
5101, entitled to proceed time and may 
be authorized delay en route, .A:ny 
authorized delay· en route, other than 
proceed and travel time, will be charged 
as leave. If the orders from the Com­
mandant of the Marine Corps or other 
competent authority directing the travel 
specify the number of days of delay 
en route, the order-issuing activity may 
not authorize delay en route in excess 
of the number of days so specified, nor 
will such activity authorize any delay 
en route which will result in excess 
leave. 

,2. Proceed tim.e, leave, and travel 
time are charged in that sequence. 
However, only that portion of the period 
between stations which is not author­
ized as proceed and/ or travel time is 
chargeable as leave. If a Marine re­
ports for duty at the new duty station 
before the stipulated reporting date, 
he is not charged with leave equal to 
the full amount authorized in the orders 
but with only so much of it as is 
actually used after proceed and travel 
time have been deducted, (See subpars. 
3a(2) and 3c, below.) The effective dates 
of orders for these purposes are as 
prescribed in Joint Travel Regula­
tions, paragraph 3003, and Navy Travel 
Instructions, paragraph 3100. When 
only proceed _and travel time are in­
volved; i.e., leave is not authorized or 
the member utilizes a period of time 
less than the properly allowable total 
of proceed and travel time, proceed 
time is reduced to the time remaining 
(if any) after the allowable travel time 
has been deducted. 

3, The following examples are set forth 
to aid in determining reporting dates, 

inclusive leave dates, and amount of 
leave used: 

a. Orders authorized 4 days pro­
ceed, 10 days leave, 3 days travel, 
and date of detachment or transfer is 
1 August: 

(1) If Marine utilized maximum 
time allotted the period would be ac­
counted for in the following manner: 

1 August--Date detached (day of duty) 
2 to 5 August, inclusive-- Proceed time 
6 to 15 August, inclusive--Period of 

leave (10 days) 
16 to 18 August, inclusive--Travel 

time 
18 August--Person must report for 

duty not later than 2400 on this date 

( 2) If Marine reported 15 August 
the periods would be accounted for in 
the following manner: 

1 August- -Date detached (day of duty) 
2 to 5 August, inclusive--Proceed time 
6 to 12 August, inclusive--Period of 

leave (7 days) 
13 to 15 August, inclusive--Travel 

time 
15 August--Date reported 

b. Orders authorized no procee:' 
time, 10 days leave, no travel tim.f 
and date of detachment is 1 August: 

( 1) If Marine utilized maximur 
time allotted the period would be ac­
counted for as follows: 

1 August--Date detached (day of duty) 
2 to 11 August--Leave period (10 days) 
12 August (report before the beginning 

of working hours or before 0900 on 
board ship) 

(2) If Marine reports prior to 
maximum. reporting date, the hour of 
reporting determines whether the re­
porting date is either a day of duty or 
a day of leave. If the person reported 
before working hours at a shore station 
or before 0900 aboard ship, it would 
be a day of duty and if he reported 
after that time it would be a day of 
leave. 
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c. Orders authorized 4 days pro­
ceed, 10 days leave and 12 days travel 
time, but the Marine reports on 15 
August, the period would be accounted 
for as follows: 

1 August--Date detached (day of duty) 
2 to 3 August- -Proceed time 
4-15 August- -Travel time (if Marine 

reported on 13 August the period 2-
13 August would be travel time and 
no proceed time would be credited) 

d. Orders direct 10 days tempo­
rary duty en route to new duty station 
and authorize 2 days travel to tempo­
rary duty stationa Orders further au­
thorize 4 days proceed time, 10 days 
leave and 4 days travel time upon com­
pletion of temporary duty. The date of 
detachment is 1 August. 

1 August- -Date detached (day of duty) 
2-3 August- -Travel time 
4-13 August--Temporary duty 
14-17 August--Proceed time 
18-27 August--Leave period (10 days) 
28-31 August--Travel time 
31 August--Person must report for 

duty not later than 2400 on this date. 

4. In many instances change of station 
directives involving personnel appear 
in Marine Corps Special Orders and 
Cornm.andant of the Marine Corps mes­
sages in which specific authorization 
for delay is not spelled out. Such 
orders usually prescribe date of detach­
ment on such date as local commander 
may designate or during a given month 
and specify a reporting date con­
siderably later. In cases of this nature 
any period between detachment and 
reporting date, less proceed and travel, 
may be counted as annual leave. Orders 
written as indicated above are to pro­
vide as much local flexibility as pos­
sible; e.g., orders direct detachment 
on such date as local commander may 
designate during the month of May. 
Travel~r is directed to proceed and 
report to the Commandant of the Ma­
rine Corps, Headquarters, U.S. Marine 
Corps by 24 June and was detached on 
15 May from overseas station, The 
following is the procedure for deter­
mining leave dates and amount of leave 
used. 
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Detached 15 May Day of duty 
En route CONUS 16-23 May 8 
Proceed 24-27 May 4 
Delay (leave) 28 May - 12 June 16 
Travel time 

(Pvt conv) 13-24 June 12 

24 June--Person must report for duty not later than 2400 
on this date. 

5101 PROCEED TIME 
l. Under permanent change of station 
orders which do not express haste and 
which prescribe no limiting reporting 
date, officers with or without depend­
ents, enlisted personnel in grades of 
sergeant through sergeant major/mas­
ter gunnery sergeant with or without 
dependents, and enlisted personnel in 
grades of private through corporal with 
dependents on the date of detachment 
are, subject to the provisions of the 
succeeding subparagraphs, entitled to 
4 days proceed time. Where orders 
sta_te "proceed without delay, 11 such 
off1cer and enlisted personnel are al­
lowed proceed time of 48 hours; where 
orders state "proceed immediately," 
such officer and enlisted personnel are 
allowed proceed time of 12 hours, 

2. Proceed time is not authorized in 
the execution of temporary additional 
duty orders. 

3. When a Marine is transferred from 
one perrnanent duty station to another 
and assigned temporary duty en route, 
proceed time may be taken any time 
between the time of detachment from 
original duty station and the time of 
reporting at the new permanent station. 
It may however, be taken only once 
regardless of whether the individual 
avails himself at that time of all or 
part of the proceed time. If the mem­
ber elects proceed time after comple­
tion of temporary duty, his orders 
must so indicate and he will not be 
permitted proceed time on departure 
from his old duty station. 

4. When a Marine is away from his 
permanent duty station on leave or 
temporary additional duty and receives 
orders transferring him to a new per­
manent duty station upon the completion 
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of leave or temporary additional duty, 
he is allowed proceed time between the 
leave address or temporary additional 
duty station and the next permanent or 
temporary duty station. 

5. Personnel who are transferred from 
an overseas statio11 or from a ship and 
directed to report to a command within 
the continental United States for further 
assignment, are entitled to proceed 
time within the continental United States 
provided they have not availed them­
selves of proceed time before report­
ing to such command. The orders of 
personnel in this category will be en­
dorsed as follows: 

"1. Reported on (date) for further 
assignment by (name of command). 

"2. You will proceed on (date) to 
(name of activity) and report to (title 
of commander) for duty. 

"3. While at this Headquarters (or 
station, as applicable) you were in a 
status of awaiting further assignment 
in connection with a permanent change 
of station. You have not previously taken 
proceed time under your change of 
station orders and are therefore au­
thorized 4 days proceed time in addition 
to any authorized delay and travel time 
en route." 

6. A Marine transferred from one duty 
station to another, with or without 
temporary duty en route, who receives 
a modification or cancellation of his 
orders while en route, is not entitled 
to additional proceed time. 

7. Personnel are not entitled to pro­
ceed time on the basis of a reassign­
ment (permanent change of station 

orders not being involved) between 
activities located at the same or ad­
jacent stations or between ships located 
in the same port unless the ships have 
different home yards or home ports. 

8. Proceed time is not authorized for 
travel performed: 

a. From home or other place to 
first duty station on acceptance of com­
mission. (This restriction does not 
apply to any individual who was on 
active service immediately before the 
date of acceptance of commission.) 

b. On assignment to or release 
from active duty or active duty for 
training. 

c. From recruiting station to first 
duty station following enlistment or 
reenlistment when the recruiting sta­
tion was not the duty station of the 
Marine on the date immediately before 
the date of enlistment or reenlistment. 

• d. From a recruit depot, following 
completion of recruit training, to first 
permanent duty station. 

5102 DELAY EN ROUTE ON PER­
MANENT CHANGE OF 
STATION ORDERS AND 
LEAVE IN CONJUNCTION 
WITH TEMPORARY ADDI­
TIONAL DUTY 

1. Instructions contained in the Ma­
rine Corps Manual, paragraph 1320, 
and subparagraph 9151.8 of this manual 
apply in connection with delay en route 
on permanent change of station, tempo­
rary additional duty and temporary 
additional duty under instruction. 
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PART D: TYPES OF ORDERS 

5150 PERMANENT CHANGE OF 
STATION 

1, Permanent change of station orders 
may be prepared in several formats: 
letter type, message, special order 
type or speedletter, (See figs. 5-l 
through 5-5.) 

2, Permanent change of station orders 
should contain essentially the following 
information: 

a, Address, The commander having 
authority to issue the order will be 
identified in the "From" line by his 
military title. The member or mem­
bers to whom the orders are addressed 
will be named in the ''To" line. For 
chief warrant officers, the grade of 
warrant will also be shown and in the 
case of naval aviators and naval avia­
tion pilots who are currently assigned 
duty in a flying status, the abbreviation 
(DIFOT), after the name may be shown 
to designate that duty, or the phrase, 
"duty in a flying status involving opera­
tional or training flights" may be in­
serted in the body of the orders. Com­
manders through whom the orders are 
forwarded for delivery will be indi­
cated by title and in sequence after the 
word ''Vi.a. '' 

b, Subject, The words "Permanent 
change of station" will appear on this 
line, 

c. Reference. In each order, a 
reference will be used to identify the 
authority under which the commander 
issues the orders. Headquarters, U,S, 
Marine Corps authority will always be 
shown in orders issued by field com­
mands, There will not necessarily be 
an authority shown in orders issued by 
the Commandant of the Marine Corps, 
for authority is vested in him to issue 
orders, Additional references may be 
used if necessary, 

d, Enclosures, These may be in­
dicated as required. A copy of Nav­
Compt Form 2021 or superseding form 
will be attached to all permanent change 
of station orders which direct tempo­
rary duty en route, for the convenience 
of the individual in recording his 
itinerary, 

e, Paragraphing, The first para­
graph will containwording to indicate 
that the member is detached from his 
present station and duties and is "di­
rected" to proceed, giving dates, to 
a named place or command, including 
the title of the person to whom he is 
to report for duty, Succeeding para­
graphs will contain any required in­
structions, Permanent change of station 
orders will contain a statement indi­
cating the degree of securityclearance 
of the individual when the duty to be 
performed involves access to classified 
information and :material, When orders 
issued by the Commandant of the Ma­
rine Corps contain a statement that a 
specified security clearance is re­
quired, the detaching command will 
include in the delivery endorsement 
or in subsequent special orders a 
statement to the effect that the Marine 
possesses the required clearance or 
that a request for clearance has been 
initiated. Whenever permanent change 
of station orders have been initiated 
to fulfill a quota issued by Headquar­
ters, U.S. Marine Corps, a paragraph 
must be included which states the 
"Quota Serial Number" which gen­
erated the orders. Where any order 
contains the names of individuals ful­
filling more than one quota, then the 
quota serial number may be shown 
with the name information in the "To" 
line, The last paragraph will always 
contain the appropriation accounting 
data to which expenses generated by 
the orders will be charged, In connec­
tion with accounting data, attention is 
invited to the fact that the appropria­
tion "Military Personnel, Marine 
Corps" is chargeable for permanent 
change of station moves of Marine 
Corps personnel only, Permanent 
change of station movements of Navy 
personnel are chargeable to the appro­
priation "Military Personnel, Navy" 
even though such personnel are directed 
to move with a Marine Corps unit, 

(1) The Monitored Command 
Code of the receiving command (ulti­
mate duty station) will be included in 
all personnel assignment orders, (MCO 
Pl080,20, Personnel Accounting Codes 
Manual, contains current MCC,) 
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Example: Report to the Commanding 
General, lst Marine Division (Rein£), 
Fleet Marine Force, Camp Pendleton, 
California {MCC 121) for duty. 

f. Si~nature. Signatures on orders 
will be m accordance with u.s. Navy 
Regulations, article 1608. 

g. In permanent change of station 
orders, the mode of transportation is 
not generally directed for travel within 
the continental United States. The mode 
for travel overseas is specified. Gov­
ernment aircraft andjor Government 
surface vessel is directed f= trans­
oceanic travel unless otherwise speci­
fied. Class II priority certified for 
travel via Government aircraft, If re­
quired, the detaching command will 
establish the amount of excess baggage 
in accordance with MCO P4600. 7, Ma­
rine Corps Transportation Manual, for 
travel via Government aircraft. (See 
MCO P4600.7 in connection with cus­
tomer identification codes to be in­
cluded in permanent change of station 
orders.) 

h. Delay en route to count as leave 
for officers . will be granted by the 
Commandant of the Marine Corps only. 
When orders issued by the Comman­
dant of the Marine Corps contain terms 
similar to "with 30 days delay to count 
as leave authorized," it is not intended 
that this be construed as directing that 
orders authorize 30 days leave when 
detached. This term is included in the 
orders so that commands may grant 
such leave as may be appropriate up 
to the maximum number of days as 
indicated. Commanders should con­
sider the need for the officer's serv­
ices, availability of relief, etc., re­
ducing as necessary the period of leave 
to that which is dictated by the cir­
cumstances. It is desired that every 
effort be made to grant maximum 
amount of leave authorized. 
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i. Upon receipt of orders for Ma• 
rine Corps personnel being transferred 
to duty stations outside the continental 
United States, other than restricted 
areas and Hawaii, who are entitled to 
dependents transportation, command­
ers will, if basic orders do not already 
indicate: 

(1) Obtain area clearance from 
the appropriate area commander, if 
the Marine desires dependents to ac­
company him. 

(2) If area clearance received, 
issue enlisted personnel certificate of 
obligated service for submission with 
application for transportation of de­
pendents. This certificate will be in 
reference to the instructions contained 
in Marine Corps Order 1300.8 series. 

(3) Include in the delivery en­
dorsement: 

(a) The reference authorizing 
entry of dependents. 

(b) A statement that concur• 
rent travel of dependents is author­
ized. 

• (c) A statement to the effect 
that four certified copies of orders and 
completed DD Form 884, Application 
for Transportation of Dependents, 
clearly indicating dependents location 
and mailing address must be submitted 
in accordance with Marine Corps Order 
4650.30 series. 

(d) A directive to effect nee-· 
essary immunization requirements for 
members and dependents prior to 
arriving at port of embarkation and to 
ensure that individuals have completed 
DD Form 737 in their possession. 

(e) Adirectivetoobtainpass­
ports, if required, in accordance with 
Marine Corps Order 5512.4 series. 
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(f) When required and in lieu 
of the requirements of subparagraph a 
through e, above, a statement to the 
effect that entry of dependents and 
concurrent travel has been disapproved 
and that the ~arine has been so in­
formed. The reference disapproving 
entry will be shown. 

j. One copy of each permanent 
change of station order will be fur­
nished to the data processing in­
stallation which services the originat­
ing activity. In addition, one copy of 
any modification, cancellation or en­
dorsement issued must likewise be 
furnished to the data proc-essing in­
stallation. 

3. In order to alleviate personal hard­
ship, commanders are directed to 
caution Marines not to have their de­
pendents accompany them to port of 
embarkation prior to receipt of the 
approval of their entry into the over­
seas area and completion of overseas 
transportation arrangements for de­
pendents. 

·• 4. Area clearance is not required 
for Hawaii but commanding officers will 
comply with subparagraphs 2i(2) and 2i 
(3)(c), above. 

5151 GROUP TRAVEL 

1. The movement of individual mem­
bers from one station to another, 
particularly when the movement in­
volves transfer to or from an over­
seas destination, involves considerable 
expense to the ~arine Corps. It is of 
great importance that all practicable 
measures be taken to effect economy 
in the expenditures generated by such 
movements (see fig. S-6). 

a. A field of economy which can be 
exploited at many installations is the 
simultaneous movement of groups of 
individuals. to a common destination 
by a common means of transportation. 
(See Joint Travel Regulations, par. 
4100.) Group travel rates are sub­
stantiilly lower than individual rates. 

b. Group travel is not always prac­
ticable, especially where dependents 
and leave or delay are involved; there­
fore, it is not feasible to establish an 
overall policy requiring the use of 
group travel in all instances. Local 
conditions will necessarily govern the 
extent to which this concept can be 
applied. Orders for personnel who are 
members of a draft, departing from or 
returning to the United States will 
designate the portions of the order 
which constitute group travel orders. 

c. Commanders at all levels are 
directed to make constant effort to 
utilize group travel wherever and when­
ever practicable. 

5152 TEMPORARY ADDITIONAL 
DUTY ORDERS 

l. Temporary additional duty orders 
involve one journey away from the 
individual's duty station, in the per­
formance of prescribed duties at one 
or more places, and direct return to 
the starting point upon completion of 
such duties. Personnel on temporary 
additional duty remain assigned or 
attached to the station from which they 
initially proceeded on temporary addi­
tional duty, as well as being subject 
to the command of their temporary 
additional duty commanding officer. 

2. Temporary additional duty (TE~­
ADD) orders may also be prepared in 
the same format as permanent change. 
of station orders. 

5-24a 
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a. It is the normal practice of the 
Commandant of the Marine Corps to 
issue change of station orders when it 
is expected that an individual will 
perform duty at one place for a period 
in excess of 20 weeks. Approval must 
be obtained from the Commandant of 
the Marine Corps in accordance with 
Joint Travel Regulations, paragraph 
3003-2d, prior to issuing temporary 
additional duty orders, including modi­
fications thereto for periods of more 
than 6 months. 

b. Constant efforts will be made 
to utilize group travel whenever and 
wheiever practicable. 

c. Temporary additional duty 
orders which do tiot require the per­
formance of official travel and for 
which expenditures are not reimburs­
able from appropriated funds are: 

(1) TEMADD orders issued 
where travel and duty are performed 
on business of exchanges, special serv­
ices, officers messes, enlisted clubs, 
etc. These will always be prepared in 
letter forn., indicate the source of 
nonappropriated funds from which re­
imbursement will be made. 

d. TEMADD order s which are 
permissive type (authorization) 
orders. 

5-25 
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(See Joint Travel Regulations, pars. 
6453 and 6454.) These orders author­
ize, as differentiated from direct, the 
traveler to proceed on temporary addi­
tional duty and indicate that the travel 
may be performed at the option of the 
individual. This type of order is issued 
to permit the individual, when the bene­
fit to the service is not sufficient to 
warrtint expenditure of Government 
funds, to be officially absent from duty 
and to travel at his own expense as 
necessary for purpose indicated. 
Examples of such purposes are: 

(1) Attendance at civilian meet-
ings. 

(2) Participation in nonservice 
sponsored athletics or other contests. 

(3) Taking of bar or other forms 
of examinations. Such orders must 
always include a paragraph which gives 
the member the alternative of deciding 
whether or not he wishes to undertake 
the expense, and if not, to provide- for 
cancellation of the orders. This type 
of order will never be issued where the 
performance of official Government 
business is required and directed and 
thereby reimbursable from appro­
priated travel funds. 

a.e. TEMADD orders involving at­
te~dance at meetings of technical, 
scientific, professional and other simi· 
lar organizations will be is sued in 
accordance with SecNavlnst 4651.8 
series. 

3. The funds expended for travel come 
under close scrutiny by Congress. 
The need for funds must be fully 
justified before Congressional Com­
mittees. Any instance of improper use 
of such funds or of poor planning 
negating maximum economies jeop­
ardizes the Marine Corps 1 position 
and makes justification subject toques­
tion. Each commander who issues 
orders must exercise careful super­
vision over expenditures and be pre­
pared to justify fully the cost of orders 
is sued by him. To this end, each 
com.mand issuing orders must: 
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a. Determine that the travel and/or 
temporary additional duty is not only 
desirable, but necessary. 

.b. Direct travel within the con­
tinental United States by Government 
transportation when it is available and 
when it has been determined that this 
mode of transportation is satisfactorily 
capable of meeting military require­
menta. Direct travel outside the United 
States, to, from, between and within 
areas by Government transportation, 
Military Airlift Command/Military Sea 
Transportation Service, when available. 

c. Prescribe a definite itinerary 
whenever practicable, avoiding using 
such terms as "authority to visit addi­
tional places 11 and "authority to re­
visit.•• 

d. Limit the duration of temporary 
additional duty in each case to the 
minimum time required for the ac­
complishment of the mission. If indi­
viduals are required to overstay the 
period of temporary additional duty 
indicated in their orders, a written 
modification of orders or confirmation 
of verbal instructions must be issued. 

4. TEMADD orders are of two types, 
those which direct the performance of 
official Government business and those 
which are permissive orders. (See 
Joint Travel Regulations, par. 6453.) 

a. Directed: (See figures 5-7 and 
5-8.) 

(l) Date. Travel orders must 
be dated on or prior to the date on 
which the travel begins. Orders which 
are issued subsequent to the commence­
ment of travel shall: 

(a) Confirm or approve the 
verbal or telephonic instructions which 
directed the performance of the travel. 
When such is the case, the last para­
graph of the confirmation orders should 
read: "Due to the urgency of the travel 
involved, it was not practicable to 
issue written orders prior to com­
mencement of the travel. 11 While orders 
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may be confirmed after the travel has 
been performed, it is not possible to 
modify orders so as to retroactively 
authorize and/or change, reduce or 
increase monetary entitlement. 

(2) Headings shall include the 
following: 

From: (Title of officer authorized to 
issue orders) 

To: (Grade, name, service num­
ber, MOS and component) 

Via: (Title of the commander through 
whom forwarded, if necessary) 

Subj: Temporary additional duty; 
orders to 

Ref: (a) (Identify the reference which 
authorized the commander 
to issue the orders) 

Encl: (I) (These may be indicated as 
required) 

(A copy of NavCompt Form 
2021 or superseding form 
will be attached to all tern­
porary additional duty 
orders for the convenience 
of the individual in record­
ing his itinerary) 

(3) Body of the order: 

(a) The order must indicate 
that it is a directive to proceed. 
Examples: ''Proceed on or about ..... '' 
"Proceed in time to report to ..... on 
(Date)." In the case of naval aviators 
and naval aviation pilots who are cur­
rently assigned duty in a flying status, 
temporary additional duty in a flying 
status involving operational or train­
ing flights should be shownintheorder .. 
This may be done by adding the abbre­
viation (DIFOT) after the name, The 
order is directive in nature, therefore, 
the traveler must carry out the order 
as written or if unable to do so he 
must obtain a modification before com­
mencing the travel. 

(b) The order must indicate 
places to be visited and /or commands 
to which to report, in desired se­
quence. Example: " ..... to the place 

(or places given in the order named) 
for temporary additional duty, (The 
period of temporary additional duty or 
termination date must be indicated in 
the orders.) Upon completion you will 
return to your present station and 
resume your regular duties.fl 11 ••••• to 
Washington, D. C., reporting to the 
Commandant of the Marine Corps, 
Headquarters, U. S. Marine Corps, 
for temporary additional duty m con-
nection with ...... 11 Care must be exer-
cised in determining the exact itinerary 
and the specific order in which the 
places are to be visited. Commands 
may include the following statement 
in orders: "You are authorized to 
omit any of the above mentioned 
places." The following statement should 
be used only when the nature of the 
TEMADD clearly indicates a more 
flexible itinerary is necessary: "You 
are authorized to omit or revisit any 
of the above mentioned places, or vary 
the itinerary as you may deem neces­
sary" and "You will proceed to the 
following places and to such additional 
places as may be necessary in con-
nection with ..... . " 

(c) Directive to report. It is 
not mandatory, except when duty is 
under instruction, that temporary addi­
tional duty orders contain a directive 
for an officer to report. U an officer 
is not ordered to report, no reporting 
endorsement is necessary, and the 
officer's own certificate of itinerary, 
dates, and modes of travel are acCept­
able for reimbursement purposes. The 
foregoing is an administrative pro­
cedure and does not obviate the absolute 
requirement of reporting in person to 
the Commander in accordance with 
article 1231, U.S. Navy Regulations. 
Nor does it obviate the requirementfor 
certificates as indicated in paragraph 
4451, Joint Travel Regulations, when 
goverrunent quarters or mess are not 
available. 

(d) If the utilization of any 
available government quarters is 
deemed to be impracticable and such 
utilization would adversely affect the 
performance of the as signed duties, 
the following may be included in the 
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order (see Joint Travel Regulations, 
paragraph 445 I); "While performing 
this duty, utilization of Goverrunent 
quarters is not required as it is con­
sidered such utilization would adversely 
affect the performance of the duty." En­
listed personnel are to be directed tore­
port in every case where practicable. 
Where reporting is impracticable, a 
certification as to the nonavailability of 
Government quarters and messing fa­
cilities must be obtained from the in­
stallation commander if a claim for 
full per diem is submitted. 

t(e) The order must contain 
a statement indicating the reason for 
the traveL Example: 11 

••• in connection 
with inspection of ordnance material." 
" ... to attend a symposium on aviation 
safety." 11 •• • to attend a conference 
concerning supply matters.•• Personnel 
should not be ordered to temporary 
additional duty under instruction ifthey 
are not to attend a regularly established 
course. Rifle marksmanship requalifi­
cation is considered field duty and 
should be indicated as such in orders. 
(See SECNAVINST 7220,24 series.) 
When personnel are so ordered, they 
should report for temporary additional 
duty in connection with matters pertain­
ing to the subject. Example: where it is 
impracticable to state the definite pur­
pose, such as a classified mission, 
orders should read 11 

•• • for temporary 
additional duty in connection with Ma­
rine Corps matters." Care must be 
taken when issuing orders for per­
sonnel to attend different types of 
meetings. Some may merit expendi­
tures of Government funds while others 
rnay not. Where expenditures of appro­
priated funds are involved for the 
performance of official business, 
orders directing the attendance at con­
ventions or meetings of a scientific, 
technical or professional nature must 
be approved by the Commandant of the 
Marine Corps prior to cornm.encement 
of the travel. See SECNAVINST 4651,8 
series for procedure and approval 
requirements. When attendance is not 
directed in an official capacity and 
there is no expense to the Government 
involved, permissive type orders may 
be issued. 
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(f) Orders must also contain 
a directive that personnel return to 
their permanent duty station and resume 
their regular duties upon the comple­
tion of the temporary additional duty. 
If a member is ordered to further 
temporary additional duty from a tem­
porary additional duty station, he should 
be directed, upon the completion of the 
further temporary additional duty, to 
return to his previous temporary addi­
tiona! duty station and resume his 
previous temporary additional duty, or 
to his permanent duty station and 
resume his regular duties, whichever 
is appropriate. 

(g) Authorization of per diem 

!. No mention, except as 
indicated in subparagraphs ..f. and .J., 
below, should be made in the order to 
indicate entitlement to reimbursement 
for per diem for the travel or tempo­
rary duty performed. Instructions of 
this type serve no useful purpose, 
inasmuch as the member's entitlement 
to reimbursement for travel is pre­
scribed in the Joint Travel Regulations 
and settlement will be made on this 
basis. When orders involve field duty 
as defined in Joint Travel Regulations, 
paragraphs 4201.6 and 4250.3,orders 
shall so indicate in accordance with 
SECNAVINST 7220.24 series. In addi­
tion to the duties outlined in Joint 
Travel Regulations, paragraph 4201.6, 
the following duties are considered to 
be field duty and orders should state 
this fact: 

!!.·Personnel of Inspec­
tor-Instructor staffs of Reserve units 
while on annual field training with such 
units. 

Q. Personnel who are 
ordered to an activity as augmenting 
or support troops for the operation 
(annual field training, m.·aneuver, exer­
cise, etc.), such as guards, cooks, 
messrnen, instructors, technicians, and 
rifle range coaches. 

c. Personnel of a unit 
engaged in the establishment or closing­
out phases of the ope ration, as 
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distinguished from personnel engaged 
in the actual advance planning or 
critique phases. 

d. Personnel of a unit 
engaged in cargo loading and unloading, 
transporting ammunition, and laying 
communication wire incident to the 
operation. 

~·With the exception of 
the advance planning and critique 
phases, personnel are considered on 
field duty during the entire period of 
the operation, training, maneuver, 
exercise, etc., which includes the 
period from the date such operation, 
etc., was activated to include the date 
it was deactivated and not merely the 
dates of the exercise period. 

~.When a member is di­
rected to perform temporary additional 
duty at the place from which he com­
mutes daily (place of abode) to his 
assigned duty station, he is not travel­
ing "away from his designated post 
of duty," and he is not entitled to a 
per diem allowance and transportation. 
This information will be included in 
the orders. In this instance, no appro­
priation data need be shown in the 
orders. 

1. If reduced per diem 
or no per diem has been directed by 
the Com.m.andant of the Marine Corps, 
specific reference to the directive 
must be included and information as 
to the amounts authorized must be 
entered for use by the disbursing 
officer. As indicated in footnote y to 
paragraph 4205-5, Joint Travel Regu­
lations, reduced per diem or no per 
diem must be specifically directed. 

(h) Inoculations and immuni­
zation. When it is necessary that the 
traveler have inoculations and immuni­
zation prior to departure from the 
United States, the temporary additional 
duty orders should direct that they be 
obtained and that the individual should 
be directed to have completed Form 
DD 737 or superseding form in his 
possession. 

(i) It must be indicated in 
the orders, that an order permitting 
a member to travel, as distinguished 
from directing a member to travel, 
does not entitle him to expenses of 
travel. (See par. 6453, Joint Travel 
Regulations.) 

(j) Orders will contain a 
paragraph indicating the degree of 
security clearance of the individual 
when the duty to be performed involves 
access to classified information and 
material. 

(k) The proper appropriation 
and accounting data must be shown in 
each order, except those written as 
permissive orders. This is required 
to enable the fiscal officer to make 
an obligation to cover the expenditures 
generated as well as to provide the 
disbursing officer making settlement 
on the orders with the information as 
to the appropriation to be indicated on 
the settlement voucher. 

(4) Temporary additional duty 
orders issued in connection with the 
performance of travel on temporary 
additional duty for Marine Corps Ex­
changes or for Special Services will 
always be iss••-.d in letter type orders. 
They may contaiii'<!,..entially the same 
information in each paragraph as dis­
cussed in above subparagraphs. The 
last paragraph, however, will not con­
tain appropriation accounting data for 
appropriated travel funds. (Certain 
orders such as those prepared in 
connection with olympic games may be 
chargeable to appropriated funds if 
specifically directed by the Comman­
dant of the Marine Corps.) A statement 
must be included to indicate which 
fund will furnish reimbursement for 
the expense incurred. A statement as 
in the following example will suffice: 
"Reimbursement for the expenses in­
curred in the execution of these orders 
will be borne by the •.•.. fund." 

b. Permissive: (See figure 5-9.) 

(1) Temporary P.dditional duty 
orders which are issued to authorize 
or permit a member to travel, as 
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distinguished from directing the travel 
(see paragraph 1320, Marine Corps 
Manual), have no specific requirements 
as to the performance of duty and pro­
vide for no reimbursement. It will 
be noted that the member is "author­
ized" to proceed and that a provision 
is included which gives the member 
the choice to refuse the orders if he 
decides that he does not want to go 
or to bear the expense. In orders which 
"direct" as distinguished from "author­
ize,'' the member has no choice but 
to comply. The specific differences 
of this type order with that discussed 
in subparagraph 2d, above, are: 

(a) The individual is author­
ized to proceed, 

(b) The individual is not nec­
essarily required to report, 

(c) The individual does not 
have any special instructions, 

(d) There is no appropriation 
or fund indicated from which reim­
bursement in any form will be made. 

5153 PERMISSIVE (EMERGENCY 
LEAVE FROM OVERSEAS TO 
THE CONTINENTAL UNITED 
STATES ONLY) 

1. Instructions for emergency leave 
from overseas to the continental United 
States are contained in subparagraph 
9151.3. 

5154 REPEATED TRAVEL ORDERS 
(See figure 5-10. ) 

1. Repeated travel orders are orders 
which authorize a Marine to perform 
travel from tim.e to time as necessary 
for the purpose stated in his orders. 

2. Repeated travel orders are issued 
by the Commandant of the Marine 
Corps, or by commands authorized to 
is sue temporary additional duty orders, 
to personnel who regularly and fre­
quently make trips away from their 
permanent duty station in performance 
of assigned duties,. Repeated travel 
orders allow any necessary number of 

5-30 

- - --T --. 

separate round trip journeys from the 
permanent duty station. Each separate 
journey may necessitate stopover for 
duty at one or more places before 
returning to the permanent duty sta­
tion. Travel must not be solely between 
place of duty and place of lodging. 

3. Repeated travel orders do not ex­
pire upon the individual's return to 
his permanent duty station, but con­
tinue in effect until expiration of time 
limit or by automatic cancellation upon 
detachment from permanent duty sta­
tion to which such orders pertain. 

5155 MOVEMENT ORDERS (See 
figure 5-11.) 

L Movement orders are those orders 
which direct a change of location, in­
volving travel, of an organization. 

2. Movement orders must meet the 
applicable requirements prescribed for 
travel and will contain such other 
instructions as necessary to accomplish 
the desired change of location. 

3. When the movement of an organiza­
tion will result in authorizing or re­
quiring transportation of dependents 
and/or household effects, original 
change of station orders and/or a 
certificate in lieu of orders will be 
furnished to all officers and noncom­
missioned officers concerned. Orders 
which constitute change of station 
orders may be accomplished by direct­
ing or authorizing the officer in charge 
or the commander to countersign copies 
of the unclassified movement orders 
in accordance with article 1608, U. S. 
Navy Regulations. When groups are 
deployed as a unit under conditions 
where per diem is authorized, indi­
viduals will be entitled to per diem 
at a reduced rate as indicated in the 

·Joint Travel Regulations. 

5156 ORDERS TO ACTIVE DUTY 

1. Orders to active duty invollve travel 
by Retired and Reserve personnel from 
the place at which they are residing 
at the time of assignment to active duty 
to the specified duty station. These 
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orders should stipulate whether or not 
the duty is expected to be for 6 months 
or more. Depending upon the purpose 
for which ordered to active duty, the 
orders will be designated as one of 
the following types: 

a. Orders to extended active duty. 
(See figure 5-12.) 

b. Orders totemporaryactiveduty. 
(See figure 5-13.) 

c. Orders to active duty in the 
Reserve Program. (See figure 5-12.) 

d. Orders to active duty for train­
ing. (See par. 4, figure 5-3.} 

2. Orders to extended active duty are 
orders to active duty for a definite or 
indefinite period of time, but for not 
less than 90 days. These orders should 
stipulate whether or not the duty is 
expected to be for 6 months or more. 

3. Orders to temporary active duty 
are orders to active duty for a limited 
and specified period, and which direct, 
upon completion, release to inactive 
duty. They may only be issued at the 
request of the individual concerned. 
These orders should stipulate whether 
duty is for training or other than train­
ing and whether duty is contemplated 
for 1 year or more if for training and 
for 6 months or more if for other 
than training. 

4. Orders to active duty in the Re­
serve Program are orders which place 
an individual, at his own reqU:est, on 
active duty in connection with the 
planning and administration of the Re­
serve Program. Release from active 
duty in the Reserve Program may be 
effected in accordance with such 
policies as established by the Com­
mandant of the Marine Corps. These 
orders should stipulate whether or not 
the duty is expected to be for 6 months 
or more. 

5. Orders to active duty for training 
are orders to active duty, for alimited 
period, for the purpose of training. 
These orders should stipulate whether 

or not the duty is expected to be for 
1 year or more. 

6. Orders to active duty and relief 
therefrom will be issued by the Com­
mandant of the Marine Corps or as 
directed. 

5157 ORDERS FOR SHORE 
PATROL 

1. Upon assignment of a member to 
shore patrol duty, orders must be 
isSued in writing. 

2. General shore patrol orders will 
contain the following: 

a. Names of members on shore 
patrol. 

b. Hours, dates and place of duty. 

c. Officer to whom to report for 
duty. 

d. What subsistence and/or 
quarters allowances, if any, are 
allowed, and the disbursing officer who 
will pay these allowances. 

e. Uniform to be worn. 

f. Appropriate accounting data. 
This data should be shown in the last 
pltragraph of the basic orders. 

g. Signature of commander. 

h. Reporting endorsement. 

L Completion of duty endorsement. 

3. In addition to the requirements of 
subparagraph 2, above, special shore 
patrol orders will contain the following: 

a. Statement of authority of shore 
patrolmen. 

b, Conduct 
patrolmen. 

expected of shore 

c. Special orders applicable to local 
conditions. 

d. Reference to applicable local 
orders, directives and policies. 
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4. Orders issued to an enlisted mem­
ber who is required to procure 
quarters while away from his per­
manent duty station or naval vessel 
will also contain the following: 

a. Within continental United States: 
"While engaged in the performance of 
these duties you will be entitled to 
reimbursement not to exceed (insert 
rate) per day for the procurement of 
quarters. Receipts must be procured 
for payments made therefor. The place 
to which you are ordered pursuant to 
these orders is located outside the 
metropolitan area in which your per­
manent duty station is located and your 
daily return to your permanent duty 
station is considered to be impracti­
cable." The last sentence of this quota­
tion is not required in the case of a 
member assigned to shore patrol duties 
in a nontravel status away from a naval 
vesseL 

b. Outside continental United 
States: "While engaged in the perform­
ance of these duties you will be entitled 
to reimbursement not to exceed (insert 
rate) per day for the procurement of 
quarters. Receipts will be procured 
for payments made therefor. The place 
to which you are ordered pursuant to 
these orders is located outside the 
metropolitan area in which your per­
manent duty station is located and your 
daily return to your permanent duty 
station is considered to be impracti­
cable." The last sentence of this quota­
tion is not required in the case of a 
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member assigned to shore patrol 
duties in a nontravel status away from 
a naval vessel. 

5158 ABSENTEE ORDERS 

1, Figure 5-14 setting forth some 
of the more usual circumstances, will 
be used as a guide in the issuance of 
orders to absentees and deserters. 
Care must be exercised to ensure that 
the individual executes a receipt for 
his original orders. A duplicate original 
of the orders will be retained in the 
files of the issuing organization. As 
indicated in paragraph 143, Manual for 
Courts-Martial, United States, 1951, 
the duplicate original must contain all 
relevant signatures. The orders must 
also be specific as to the exact date 
and hour the individual is to report. 

5159 ORDERS TO PROCEED HOME 
AWAITING RESULTS PHYSI­
CAL EVALUATION BOARD 

1, Instructions for ordering per­
sonnel to proceed home to await re­
sults of a physical evaluation board 
are contained in paragraph 13452. 

z. Orders for officers will be re­
quested from the Commandant of the 
Marine Corps. 

3. Figure 5-15 is a sample of 
orders to be issued to enlisted per­
sonnel. 

_,.:;;- --



. ,...,.,..... 
'; 

PART E: SPECIAL ORDERS 

5200 USE OF SPECIAL ORDERS 

l. The Use of Special Orders. As a 
medium of the implementation of trans­
fer and travel directives and for ad­
ministrative changes, special orders 
provide a means of effecting an economy 
in personnel and time in order prepa­
ration when compared with the medium 
of separate letters. This is accom­
plished by listing the changes author­
ized or directed and indicating the in­
structions to subordinate commands or 
personnel concerned in abbreviated 
form. Exceptions occur when the com­
plexity of the instructions are as not to 
lend themselves to the abbreviations or 
the physical limits ofthe special order, 
or when there is a need for rapid com­
munication. The exceptions will con­
tinue to be promulgated in the regular 
correspondence forms, i.e., by mes­
sage, letter or speedletter. 

a. Special orders will be promul­
gated as needed by Headquarters, U.s. 
Marine Corps, major commands, posts, 
stations, Marine detachments ashore, 
Organized Marine Corps Reserve Units, 
separate administrative organizations, 
brigades, regiments, battalions or 
comparable units. Issuing agencies will 
number their special orders consecu­
tively in separate series for each cal­
endar year and will retire them 1 year 
after promulgation. 

• b.· Special orders published by the 
Commandant of the Marine Corps are 
directives to commanders of units listed 
in column Z therein to effect the action 
shown for personnel of that command, 
and are not to be considered as meeting 
the requisites of a competent travel 
order as defined in the Joint Travel 
Regulations, paragraph 3001. 

c. All commanders of units named 
in column Z of the Marine Corps Special 
Order are authorized to republish, in 
organizational special orders, the di­
rectives contained therein for personnel 
attached to organizations under their 
command. 

( 1) One signed copy, s t a m p e d 
"Original Orders" and one additional 
copy of each Marine Corps Special 

Order will be forwarded to commanders 
of units listed in column Z for action. 
The action required and the manner of 
effecting such action is indicated in the 
following portion of this order. 

(Z) For permanent change of sta­
tion, one copy will also be forwarded 
to the commanders of units listed in 
column 4 for information. If a Marine 
Corps Special Order directs a member 
to report to one activity for temporary 
duty or temporary duty under instruc­
tion and upon completion, to further 
report to another activity for duty, an 
information copy will be furnished both 
commands. 

Z. Instructions Relating to the Content 
of Special Orders 

a. References. Special orders is­
sued by subordinate commands will 
reference the Marine Corps Special 
Order or other directive as well as 
the special order or the directive which 
may have been issued by a higher 
echelon of command, as authority for 
effecting each action. 

b. Distribution. Subordinate com­
mands will be furnished the original 
and such number of copies of the 
major comrnand 1 s special order as may 
be required to effect the action for 
members attached to those commands. 
Copies of organizational special orders 
will not be forwarded to the Com­
mandant of the Marine Corps, except 
when the approval of the Commandant 
of the Marine Corps as provided for 
in paragraph 1052, Navy Travel In­
structions, is required. In the case of 
reduction of personnel, copies are re­
quired by the Commandant of the Ma­
rine Corps (Code DHB). One copy should 
be furnished for each per son concerned. 
H copies of special orders, not re­
quired by current regulations to be 
forwarded to the Commandant of the 
Marine Corps., are determined to be of 
interest to the Commandant of the 
Marine Corps, they may be forwarded, 
marked for the cognizant staff section, 
or accompanied by a letter indicating 
the nature of their importance. 
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c. Abbreviations. Certain standard 
terms and phrases may be abbreviated 
in the preparation of orders in the 
special order form, speedletter and 
rapid communication form. Those ab­
breviations contained in chapter 17, 
will be utilized. Abbreviations not con­
tained therein, but which, through long 
usage and custom, are understood by 
all concerned, may be used. 

( 1) 0 r de r s containing abbre­
viated terms and phrases should not be 
used for Marine Corps personnel on 
duty outside the military service. 

d. Publishing by type. Orders may 
be published by type of changes to be 
effected on any one date, i.e., one 
special order effecting change of sta­
tion and another effecting assignments. 

( 1) Names may be grouped alpha­
betically by grade within each activity 
to which the personnel are being dir­
ected to report. 

(Z) If a special order with a large 
number of changes of station is being 
promulgated, each member whose name 
appears thereon may be given the first 
sheet bearing the heading, the appro­
priation data and the paragraph number, 
the last sheet with the signature, and 
if his name is on neither of these, an 
intervening sheet bearing the special 
order number, paragraph number and 
the Marine's name with all the re­
marks pertaining to him. These sheets 
will compose the order and will meet 
the requirements for competent travel 
orders as stated in paragraph 3001, 
Joint Travel Regulations. 

e. Paragraphing. The normal se­
quence of paragraphing will be as indi­
cated in figure 5-3. When a paragraph 
is not used, those which are required· 
will be numbered consecutively. 

f. Directing and effecting changes. 
The command ordering the adminis­
trative accomplishment of a change will 
use the term "effected11 in special 
orders. Those higher echelon com­
mands who may require a subordinate 
command to make such change will use 
the term 11directed. '' 
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g. Action required on directives 
received subsequent to Marine's de­
parture. If a member affected by an 
administrative change, a modification 
or a cancellation thereof, which does 
not mean change of station, temporary 
duty or temporary additional duty, has 
been transferred prior to the receipt 
of a special order directing the ad­
ministrative change, the commander of 
the organization from which the mem­
ber was transferred will forward a 
signed copy or an applicable portion of 
the special order directing the change 
to the member 1 s new duty station for 
action. For changes of station, tem­
porary duty or temporary additional 
duty, notify the issuing activity im­
mediately by message. 

h. Modifications. Special order 
modifications must be prepared in the 
original for de Every as were the origi­
nal orders and they become a part of 
the original order. 

i. Cancellations. When a cancel­
lation of change of station or temporary 
additional duty-orders is received sub­
sequent to the movement of the member 
concerned, the Commandant of the Ma­
rine Corps (Code DF), will be notified 
of the circumstances by message. 

j. Signatures. Special orders will 
be signed in accordance with article 
1608, U. S. Navy Regulations. 

k. Endorsements on special or­
ders directing travel or the perform­
ance of temporary additional duty. The 
commander of the activity issuing the 
order will prescribe, by endorsement, 
on special orders directing travel, the 
effective and the reporting date, if such 
is not already specifically prescribed, 
adding any supplementary instructions 
he may deem necessary. This is also 
applicable to all other types of order 
directing travel. 

(I) Special orders designated 
"Original Orders" which direct travel 
will be endorsed by the member to whom 
applicable, as to the date, hour, and 
place of receipt, with a statement for 
enlisted personnel to the effect that he 
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understands to whom and where he is to 
report and the exact date and time he is 
required to report. See the first en­
dorsement contained in figure 5-16. 
This is also applicable to all other types 
of orders directing travel. 

(2) Overseas commands are 
exempt from complying with subpara­
graph (1), above, where reporting in 
continental United States is required. 
The Marine Corps activity within the 
continental United States to which the 
member first report's from an over­
seas command will ensure that the re­
ceiving endorsement is accomplished. 

,£. The term ''do'' maybeusedwhen 
it is de sired to signify a repetition of 
all or part of an entry. It will be used 
only when it is desired to signify a 
repetition of all or a part of an entry 
immediately preceding the one in which 
they are used. 

3. Clerical Instructions for the Prep­
aration of Special Orders 

a. The following are instructions 
for preparing special orders effecting 
change of station, temporary additional 
duty, release from active duty and· 
active duty for training of reservists. 
Instructions must be included in the 
paragraph heading or after each item 
where applicable in these types of or­
ders for appropriation accounting data 
to which expenses are chargeable. 
Permanent change of station orders, 
including those requiring temporary 
duty en route, will be published in the 
first paragraph and will direct changes 
of station for both officer and enlisted 
personnel. (See par. 1 of fig. 5-3.) 

• b. Column 1, entitled "Name'' will 
contain the names of personnel listed 
alphabetically by grade, last name and 
initials, service number, designation 
USMCR in the case of reservists and 
all military occupational specialty 
numbers assigned the particular Ma­
rine. The grade of warrant for chief 
warrant officers and pay entry base 
dates for the grade of corporal will be 
entered by the organization in orders 
prepared by them or included in the 

endorsement, if orders are prepared 
by an echelon above that having the 
Marine's records. When the transfer 
of Marines is directed by number, 
grade, MOS and specific prerequisites, 
such will appear in this column also. 
Whenever orders have been initiated 
to fulfill a quota issued by Headquarters, 
U.S. Marine Corps, the quota serial 
number must be included in this column. 
(The quota serial number will be pub­
lished in column 2 of the Marine Corps 
Special Order.) Furnish name, grade 
and service number of personnel 
ordered, and the quota serial number, 
no later than 10 days prior to detach­
ment to the Commandant of the Marine 
Corps (Code DF). 

a c. Column 2, entitled "Transferred 
From" will identify the organization 
from which the member is being trans­
ferred. With the exception of members 
returning to the continental United 
States as members of a rotation draft 
from organizations in the Far East, 
subordinate echelons issuing special 
orders, or endorsing extracts of or­
ders (see fig. 5-17) prepared by sen­
ior commands, will include therein 
the title of the diary reporting unit on 
whose rolls the Marine is being carried. 
Organizational designations so entered 
will include their geographic location. 
The Marine Corps Special Order will 
not use geographic locations in this 
column for the following commands: 

FMFLant 
FMFPac 
Marine Divisions 
AirFMFPac 
Marine Aircraft Wings 
ForTrps FMFPac 
ForTrps FMFLant 
1 stMarBrig FMF 
All Marine Corps Districts 

(I) Conditional remarks; e.g., 
11Prov ext enl, 11 "Prov reenl pd 6 yr s, 11 

etc., and instructions to the command 
pertaining ·to any certain member 
should be entered in this column. 

d. Column 3, en tit 1 e d "Do£D" 
(meaning Date of Detachment) will con­
tain the date on which orders are 
effective. When a member is to be re-
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lieved by another, the term "RELBY" 
will be substituted for a specific date. 

e. Column 4, entitled "Report To" 
will identify the organization to which 
the Marine is being transferred and to 
whom he will report for duty. In each 
case, the commander of the unit, the 
organization and the location of the 
organization will be indicated. Since 
Navy numbers and Army Post Office 
numbers are intended for mailing ad­
dress purposes, the body of the special 
order should indicate the actual geo­
graphic location of the organization 
concerned. Additional information such 
as the duties to be performed by the 
Marine; e.g., "DIFOT," HDUSODA, 11 

"DIFOTSODA," duty in a specialist 
category, or relief for a designated 
person, will be entered in this column. 
When an individual is to be transferred 
to a command for DUSODA or DIFOT­
SODA the commander of the organiza­
tion to which the individual is to be 
transferred will inform the detaching 
command of the individual's duty as­
signment as soon as possible. Also 
instructions to the command to which 
the Marine is being transferred will 
appear in this column; e.g., the chang­
ing of a military occupational specialty 
upon completion of a course of instruc­
tion. In organizational special orders, 
this column will also contain authority 
for the issuance of the order for the 
member concerned, identifying the Ma­
rine Corps Special Order or the senior. 
echelon order by number. 

- .. (1) T he Monitored Command 
Code will be shown in accordance with 
instructions contained in paragraph 
5150.2e(l). 

f. Column 5, entitled "By," willin­
dicate the date or time the Marine is to 
report to the activity. If a Marine is to 
report to more than one activity, a des­
ignated date may be used for each of the 
activities, provided distinction is made 
as to what time he is to report at which 
activity. Should it be necessary to pre­
scribe the hour of reporting, the hour 
and date will be entered in this column. 

( 1) The reporting date column 
will be left blank when date cannot be 
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designated because mode of transporta­
tion cannot be determined in advance, 
the leave records are not available to the 
command writing the orders, or there is 
no requirement for a specific reporting 
date. When the "By" column does not in­
clude a reporting date and when the 
amount of proceed, delay and travel time 
to be authorized has not been deter­
mined, the commander preparing the 
delivery endorsement will designate the 
reporting date. 

g. Release from active dutyorders 
will be published in paragraph 2. The 
first, second, and third columns, en­
titled "Name,'' "Organization,'' and 
"ED," respectively, will be prepared in 
essentially the same manner as for the· 
first three columns of the permanent 
change of station order, which are con­
tained in paragraph 1 of the order. Col­
umn 4, headed "Remarks" will contain 
the place or activity from which the Ma­
rine was ordered to active duty and the 
horne of record. In addition, any infor­
mation pertinent to the Marine may be 
entered in this column; e.g., the activity 
to which assigned upon release from ac­
tive duty. (See par. 2 of fig. S-3.) 

h. Temporary additional duty will 
be published in paragraph 3. There are 
foul" columns in this pal"agraph. They 
are entitled ''Name,'' ''Permanent Duty 
Station, 11 "Report To," "By, 11 respec­
tively. Generally, the orders to tem­
porary additional duty of personnel will 
be treated as prescribed for perrnanent 
change of station. In addition to the 
general requirements for the "Report 
To" column discussed in subparagraph 
e, above, column 3 of temporary ad­
ditional duty orders will include the 
purpose of the temporary additional 
duty and the approximate duration 
thereof; this is required to enter an 
obligation of funds. Supplementary in­
structions, such as mode of transpor­
tation to be utilized, instructions to the 
activity to which the Marine reports; 
e.g., requirement for endorsement cer­
tifying period member performs haz­
ardous duty, etc., will be entered in 
this column also. (See par. 3offig. S-3.) 

i. Orders for active duty for tl"ain­
ing of reservists will be published in 
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paragraph 4, The six columns com­
prising this paragraph are entitled 
11Name, ~~- norganizatiOn, II "Report To, II 

''Period,'' 11 PEBD11 and "Remarks, 11 re­
spectively. Entries in column 1 will be 
the same as entries discussed in sub­
paragraph h, above. Entries in column 
3 will be made in the same manner as 
required by subparagraph e, above, and 
will contain an indication of the time 
and date the member is to report. Col­
umn 4 will specify the period or the 
duration of the active duty for training. 
Column 5 requires the entry of the pay 
entry base date. Column 6 will state 
the purpose of the active duty for train­
ing, type; i.e., aviation or ground, and 
any supplementary information perti­
nent to the member; e;g., "DIFOT auth" 
and security clearance requirement. 
(See par. 4 of fig, 5-3.) Active duty for 
training orders will no longer be pro­
mulgated by the Marine Corps Special 
Order, but the instructions are indicated 
herein for compliance by organizations 
concerned. 

4. Clerical Instructions for the Prep­
aration of the Administrative Change 
Portion of Special Orders 

a. Designation, assignm.ent, reas­
signment, or re~uest for nominations. 
Paragraphs requ1ring these actions will 
be prepared in the form illustrated in 
paragraphs 5, 6, 7, and 8 of figure 5-3. 

(1) A reassignment may be di­
rected from one activity to another 
located at the same station. Such re­
assignment may be directed only when 
there is no expense to the Government 
involved in connection with the change 
of status of the member concerned. 

b, Reduction. The reduction of en­
listed members will be published in the 
form illustrated in paragraph 9 of figure 
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5-3, The "Date of Rank" column will 
indicate the date of rank to which re­
duced. The "Remarks" column will 
show the reason for reduction, A copy 
of the reduction order for each person 
concerned will be furnished the Com­
mandant of the Marine Corps (Code 
DHB). 

c. Change of MOS. Changes ofMOS 
for members will be in the form illus­
trated in paragraph 1 0 of figure 5-3. 

d. Interclass transfers within the 
Marine Corps Reserve. Interclass 
transfers of members within the Ma­
rine Corps Reserve will be published 
in the form illustrated in paragraphs 
11 and 12 of figure 5-3. Paragraph 11 
is an example for transfer of officers 
from Class III (Volunteer USMCR) to 
Class II (Organized USMCR). Para­
graph 12 is an example for transfer 
of officers from Class II to Class III, 
or from one Organized Reserve unit 
to another. The above administrative 
change is no longer being promulgated 
by the Marine Corps Special Order, but 
is indicated herein for compliance by 
organizations concerned. 

( 1) In the case of naval aviators 
transferred to Class II, the abbrevia­
tion "DIFOT" will be shown in the "Re­
marks" column. 

(2) Pay Entry Base Date (PEBD) 
will be shown under the "Remarks" 
column upon transfer of Reserve of­
ficers from. Class III to Class II. 

e. Modifications and cancellations. 
These actions will be prepared in the 
form shown in paragraphs 13 and 14 of 
figure 5-3. An original must be pre­
pared, signed and delivered to each 
individual concerned, 
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PART F: TRAVEL OF TROOPS 

5250 NUMBER OF PERSONNEL TO 
BE DETAILEDINCHARGE OF 
INDIVIDUAL'S TRAVELING IN 
A GROUP 

1. When enlisted personnel are toper­
form travel in a group consisting of less 
than ten persons, the senior shall be 
detailed to take charge. For the travel 
involved by larger groups, a sufficient 
number of noncommissioned officers 
shall be detailed to take charge. When 
the size of the group consists of over 
a hundred persons, a sufficient number 
of unrestricted officers will be detailed 
to take charge. 

2. The following deviation from the 
above is authorized for movement of 
graduate recruits from Marine Corps 
Recruit Depots when mode of transpor­
tation utilized is chartered air or bus: 

Travel Status Super­
Group Size Supervisory Personnel visory Personnel 

Under 50 Senior Marine in Group Permanent Change of 
or Designated Graduate Station (PCS) 
Recruit 

50 - 100 1 Staff NCO or NCO PCS or Temporary 
Additional Duty 

(TEMADD) 

Over too• 1 Officer and 1 NCO PCS or TEMADD 

• Applicable only in unusual circumstances. Seldom will 
the Marine Corps utilize an aircraft capable of carrying 
over one hundred personnel. 

5251 TRAVEL OF TROOPS BY 
VESSEL 

1. Marine Corps personnel and other 
individuals attached to a Marine Corps 
organization, which performs travel 
aboard a vessel, shall be subject to 
the applicable instructions contained in 
the following: 

a. U. S. Navy Travel Instructions, 

b, Navy Department Instructions 
for Vessels of the Military Sea Trans­
portation Service. 

c. Such current instructions as may 
be issued by the Commandant of the 
Marine Corps. 

2. General instructions as to the use 
and procurement of vessel transpor­
tation may be found in chapter 2, U. S. 
Navy Travel Instructions. 

3. Ordinarily all subsistence is fur­
nished and no travel expenses are in­
volved in travel of enlisted personnel 
on a government vessel. 

5252 PREPARATION FOR MOVE­
MENT OVERSEAS BY VESSEL 

l. In addition to the instructions con­
tained herein for travel of troops, the 
preparation for movement overseas by 
vessel requires the accomplishment of 
certain prescribed processes. These 
additional requirements for travel of 
troops by vessel are prescribed herein 
as the responsibilities of the individual 
in charge of an organization which has 
been activated for the purpose of vessel 
travel, or the commander of an organi­
zation destined for movement overseas. 
These responsibilities are: 

a. When necessary, he will be re­
sponsible for the proper organization, 
equipping, supplying, security and 
training of the unit prior to embarka­
tion for movement overseas. 

b. Preparation of personnel 

( l) Ensure that all personnel 
have been examined for physical fitness 
for duty at the overseas destination to 
which they are going. 

(2) Ensure that all inoculations 
required by the Medical Department, 
U.S. Navy, are completed. 

( 3) Ensure that all Record of 
Emergency Data Forms DD 93-1, or 
superseding forms, are up to date. 

(4) Ensure that the subjects of 
allotments, insurance and wills have 
been explained to all personnel. 

( 5) Ensure that all personnel 
are given sufficient "change of address" 
(NavPers 693) cards and proper in­
structions for filling them out. 

(6) Ensure that allpersonnelare 
instructed in the existing regulations 
regarding movement of dependents and 
that, where applicable, sufficient copies 
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of orders and/or certificates, in lieu of 
orders are furnished personnel for the 
transportation of dependents and house­
hold effects. 

c. Ensure that all personnel have 
not less than the minimum articles of 
clothing specified in pertinent allowance 
publications, and that deficiencies are 
filled and replacement of unserviceable 
clothing is made priortodeparture. 

d. When required, ensure that all 
equipment and supplies specified for the 
movement are assembled. 

e. When it is desired or required, 
request authority from the appropriate 
commander to send advance details to 
staging areas, to ports of embarkation 
or to destination to arrange for billet­
ing, messing and handling of supplies 
and equipment. 

f. Render such reports, informa­
tion and assistance as may be required 
by the controlling officers at the port of 
embarkation. 

g. Be responsible for the prepara­
tion and proper disposition of required 
embarkation rosters and debarkation 
rosters. 

h. Be responsible for reports of 
casualties during travel. 

i. Submit such reports as may be 
required. 

5253 TRAVEL OF TROOPS BY 
COMMERCIAL RAIL, AIR, 
BUS AND STEAMSHIP CAR­
RIERS 

I. The general instructions for pro­
curement of commercial rail, air, bus 
and steamship transportation are con­
tained in the Military Traffic Manage­
ment Regulations (NAVMC ll75), and 
the U.S. Navy Travellnstructions.Re­
sponsible officers will advise the local 
Marine Corps supply officer, who han­
dles commercial transportation, as far 
in advance as practicable of the trans­
portation arrangements required. 

2. Adequate numbers of personnel will 
be detailed in charge of units or those 
groups organized for travel by commer­
cial rail, air, bus or steamship trans-
portation (see par. 5250). ·· 
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3, The individual in charge of the 
organization performing travel will be 
responsible for the following: 

a. Conduct and strict accountability 
of all personnel under his charge. 

b. Assignment of medical person­
nel when travel is performed by troop 
carrier. 

c. Proper handling and safeguard­
ing of flammables and ammunition. 

d. Inspection of carrier equipment 
in the presence of a responsible repre­
sentative of the carrier, both before 
and after travel, for cleanliness, ade­
quacy, state of repair, and for the 
purpose of ascertaining damage for 
which the Marine Corps may be held 
responsible. 

e. Submission of reports as maybe 
required by additional instructions. 

4. Instructions for the use of Marine 
Corps meal ticket, procurement of 
additional meals and action in case of 
loss of meal tickets are contained in 
chapter 2, U. S. Navy Travel Instruc­
tions. 

5254 TRAVEL OF TROOPS BY 
GOVERNMENT AIR 

1. Travel of troops by government air 
transportation will be in accordance 
with Department of the Navy Regula­
tions covering aircraft of tjle Military 
Air Transport Service and aircraft of 
the Department of Defense other than 
scheduled aircraft. 

2. Within the limits of their authority, 
commanders authorized to direct air 
travel of troops will prescribe the re­
sponsibilities and such other instruc­
tions pertinent to local conditions. 

5255 TRAVEL OF TROOPS BY 
GOVERNMENT VEHICLE 

1. Within the prescribed limits of 
authority for the use of government 
vehicles, commanders who direct travel 
for an organized group or organization 
by government vehicles, also will pre­
scribe the responsibilities of the indi­
vidual in charge and such other in­
formation and instructions necessary 
to accomplish such travel. 



CHAPTER 5--TRA VEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5257 

5256 BAGGAGE IDENTIFICATION group or individually, commanders are 
MARKINGS INCIDENT TO responsible for instructing such indi-
MOVEMENT OF TROOPS OR viduals in the disposition of personal 
INDIVIDUALS baggage, effects, or household goods. 

I. Commanders, in preparing enlisted 
personnel for travel incident to trans­
fer either as a group or individually, 
shall require such personnel to main­
tain sufficient identification with each 
separate piece of personal baggage. 
Form NAVMC 10Z41-SD, United States 
Marine Corps Baggage Identification 
Check, will be used for this purpose. 
The owner• s name, grade, service num­
ber, organization, present station des­
tination, and home add r e s s is 
considered as sufficient identification. 
The name of the organization, present 
station, and destination will be omitted 
when required for military security. 

2. The internal identification pre­
scribed in, paragraph l, above,. is in 
addition to required external identifica­
tion marking and is a means of identi­
fying the owner of personal baggage 
which may have had the external mark­
ings defaced or lost and which may be 
found in thepossessionofacom.mercial 
carrier after having been carried by 
hand, checked, or shipped. 

3. Commanders, through their per­
sonal affairs officer and in coordina­
tion with their supply officer, shall 
maintain a close contact with local 
agents of commercial carriers in order 
that Government property contained in 
unclaimed or undeliverable personal 
bagg-age of Marine Corps personnel 
may be recovered from the carrier 
and, where possible, that such baggage 
may be delivered to the owner thereof. 

4. Commanders of all Marine Corps 
activities will ensure that personnel 
under their jurisdiction are informed 
of the importance of promptly claiming 
and repossessing all personal baggage 
which they may have shipped or checked 
with a commercial carrier. 

5257 DISPOSITION OF EFFECTS 
PREPARATORY TO MOVE­
MENT OF TROOPS OR INDI­
VIDUALS .1. In preparing enlisted personnel for 

travel incident to transfer either as a 

Individuals will be advised that the 
Marine Corps assumes no obligation for 
storage and safekeeping of baggage and 
effects, except household goods in 
amounts authorized by Joint Travel 
Regulations, paragraph M8003, for en­
listed personnel of pay grades E-4with 
over 4 years service and E-Ss through 
E-9s. Personnel will further be ad­
vised that baggage and effects in excess 
of the checkable free baggage allowance 
provided on tickets of the common car­
riers, in cases of individual or small 
group transfers, and baggage and ef­
fects in excess of established allow­
ances, in cases of troop movements, 
must be disposed of by and at the 
expense of the individual. 

tz. Under certain emergency circum­
stances, Joint Travel Regulations, par­
agraph M801Z, authorizes the shipment 
at Government expense up to ZOO pounds 
of personal baggage of an individual not 
otherwise entitled to a weight allow­
ance. Emergency circumstances war­
ranting shipment of baggage at Govern­
ment expense include separation from 
baggage by official order or limitations 
imposed on baggage weight by the car­
rier providing air transportation. In 
such cases, the difference between 
allowable weight and ZOO pounds may 
be shipped at Government expense. 

3. In any instance where an individual 
is separated from the rolls of an or­
ganization because of transfer, dis­
charge, etc., and his personal baggage 
or effects do not accompany him, the 
commander of that organization shall 
initiate immediate steps to effect de­
livery of such baggage or effects to the 
owner. Shipment of such effects maybe 
made at Government expense providing 
the owner of the effects is eligible 
therefor; otherwise the cost of ship­
ment must be borne by the individual 
concerned. (See Joint Travel Regula­
tions, chapter 8.) If the new duty station 
or place of residence is not known, 
such information shall be requested of 
the Commandant of the Marine Corps 
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(Code DN), along with any other infor­
mation or instructions required locally 
to effect disposition. Personal baggage 
or effects regardless ofthe circumstan­
ces involved, will in no case be retained 
in storage beyond the length oftime nee­
essary to effect disposal unless it is 
definitely known that the individual con­
cerned is to return to the organization. 

5258 RECEIPT OF PERSONAL 
EFFECTS OR BAGGAGE 
RETURNED TO THE UNITED 
STATES FROM A THEATER 
OF OPERATIONS 

I. Commanders of Marine Corps ac­
tivities shall cause an inspection to be 
made of the personal effect s and 
baggage of all personnel joining the 
command directly from a theater of 
operations. This inspection shall be 
made by an officer who shall recover 
from such baggage all items of re­
stricted articles of captured enemy 
material such as explosives, automatic 
weapons, radios, radar equipment, 
flammables, etc. Unrestricted articles 
of captured enemy equipment, unless 
covered by proper clearance certifi­
cate, shall also be recovered. No in­
spection is required ofpersonaleffects 
and baggage ofpersonnelhaving in their 
possession an inspection certificate ac­
complished prior to departure from a 
theater of operations or en route to the 
United States. 
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2 .. Unaccompanied personal effects and 
baggage received by a Marine Corps 
activity from a theater of operations 
and which are not readily deliverable 
to the owner, will be forwarded to the 
nearest Marine Corps Personal Effects 
and Baggage Center without delay. When 
such effects can be delivered to the 
owner, it is a further responsibility 
of the appropriate commander to ensure 
that restricted articles of captured 
enemy material of the type mentioned 
in paragraph 1, above, and unrestricted 
articles of captured enemy material not 
covered by proper clearance certifi­
cate, are removed from such effects 
prior to delivery of the effects to the 
rightful owner. Confiscated items of 
this nature, other than explosives or 
flammables, will be forwarded to the 
appropriate Personal Effects and Bag­
gage Center for final disposition. Con­
fiscated explosive or flammable _items 
will be destroyed in accordance with 
local instructions. 

3. Commanders of Marine Corps ac­
tivities which are located in the vicinity 
of ports of entry or air terminals will 
maintain liaison with authorities of the 
latter activities to ensure prompt and 
safeguarded delivery of effects of Ma­
rine Corps personnel to the owners 
thereof or shipment to the appropriate 
Marine Corps Personal Effects and 
Baggage Center. 



PART G: CONDUCT OF MARINE CORPS PERSONNEL TRAVELING 
BY COMMERCIAL CARRIER 

5300 RESPONSffiiLITIES OF OFFI­
CERS ISSUING ORDERS IN­
VOLVING TRAVEL 

1. All officers who issue orders in­
volving travel will take necessary ac­
tion to ensure the proper conduct of 
Marine Corps personnel while traveling 
on public conveyance. 

2. Prior to transfer or leave, per­
sonnel will be informed that those 
guilty of misconduct while in a travel 
status are subject to disciplinary ac­
tion. Each superior in the chain of 
command will be responsible for en­
suring that all persons under his com­
mand are fully indoctrinated regarding 
their responsibility to conduct them­
selves in a military and decorous 
manner which will reflect credit on 
themselves as well as the naval service. 

3. Personnel performing travel will be 
informed that the military police, air 
police, shore patrol, and Armed Forces 
police are placed on public carriers to 
preserve order, prevent misbehavior, 
give advice and assistance to military 
personnel and that they have authority 
over all service personnel. 

4. When travel of a group has been 
directed, a responsible individual will 
be placed in charge. The individual as 
designated will be responsible for the 
conduct of the members of the group. 

5. In the case of a single traveler, 
instructions as to his proper conduct 
may be issued ori<llY at the discretion 
of the commander who issues the 
orders. 

6. No small arms ammunition will be 
issued to or carried by individuals 
traveling by public carrier except the 
minimum amount necessary for the 
security details as may be specifically 
prescribed. All small arms ammuni­
tion, whether for security purposes or 
carried in bulk with organizational 
supplies, will be strictly accounted for 
by the individual in charge. 

5301 SPECIFIC INSTRUCTIONS 
GOVERNING CONDUCT TO 
PERSONNEL TRAVELING 
BY PUBLIC CONVEYANCE 

1. Applicable instructions pertaining 
to the following regulations will be 
brought to the attention of each indi­
vidual performing travel by public 
conveyance. 

a. Full cooperation between the 
individual traveling and carrier per­
sonnel is of gre~t importance and all 
persons will govern themselves ac­
cordingly. 

b. For the settlement of any dis­
agreement between the troops under 
his charge and carrier personnel, the 
individual in charge will be the only 
person authorized to present the matter 
to carrier personnel. 

c. When the individual in charge 
has occasion to seek the correction of 
any deficiency by carrier personnel, 
he will deal only with the appropriate 
carrier representative. 

d. No action will be taken that is 
intended to affect or may in any way 
affect the schedule or the operation of 
any public conveyance. 

e. Stops to exercise troops may be 
arranged for special trains, if desired, 
provided such stops are included in the 
request for rail routing (see par. 
306002a, Military Traffic Management 
Regulations (NAVMC 1175)). When ex­
ercise stops are desired, the request 
for routing should state approximate 
times in order that the railroads can 
include them in the original opera~ing 
schedule of the special train. Stops to 
exercise troops will only be considered 
for special trains operating for troop 
movements. In no case will the officer 
or man in charge request the conductor 
to m.ake an exercise stop unless such 
stop was requested in advance and 
included in the original operating sched­
ule of the train. 
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f. Personnel will not detrain with­
out specific authority from the indi­
vidual in charge or such persons as 
he may have designated. 

g. When trains are in motion, per~ 
sonnel: 

(l) Are forbidden to remain on 
platforms, steps or tops of cars. 

(2) Shall not pass between cars 
not equipped with fully closed platforms 
without authority from the individual 
in charge or such person as he may 
have designated. 

(3) Will not be permitted to re­
main dangerously near any open doors. 

h. Personnel are prohibited from: 

(l) Damaging or destroying any 
carrier property. 

(2) Removing any carrier prop­
erty from the place assigned by carrier 
employees. 

(3) Throwing anything from a 
public conveyance. 

5-44 

(4) Throwing or putting down 
lighted smoking articles, except in 
receptacles provided for that purpose. 

(5) Smoking in berths when 
berths are made up for sleeping. 

i. Lavatories, and drinking facili­
ties will be used only for the purpose 
intended. 

j. Rifles will not be hung on hooks 
near windows, but will be placed in 
baggage racks or such other places 
provided; weapons will not be dis­
charged without specific order; and the 
use of firearms or other weapons, 
except to protect life and property, . 
will not be authorized. 

k. Personnel will neither regulate, 
nor attempt to regulate, the heating or 
air conditioning· equipment. 

l. Dependents are prohibited from 
riding on troop trains or busses and 
aircraft chartered for troop move­
ments. 

m. The individual in charge will 
designate responsible individuals of 
appropriate grade to command the 
troops in each separate car, bus or 
aircraft. 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON ~:lie 0. C. 203 SO IN REP\. Y R£FER TO 

DFAl-ejm-Js 
10 Jan 19b4 

F'rom: 
rro: 

Via: 

Subj: 

Commandant of the Marine Corps 
lstLt George R, DOE 072000/7302/2020 USMC (DIFOT) 
2d Marine Division, Fleet Marine Force, Camp Lejeune, 
North Carolina 
(1) Quartermaster General of the Marine Corps 
(2) Commanding General, 2d Marine Divis:l,on, Fleet 

Marine Force 

Permanent change of station 

1. On such date during February 1964 as the Commanding General 
may designate, you will stand detached from your present 
stat ion and duties; will proceed to the port of embarkation 
designated by, thence as routed overseas during March 1964 
by the Quartermaster General of the l~rine Corps to Kenitra, 
Morocco. On arrival report to the Commanding Officer, Marine 
Barracks, Naval Activities (MCC 311) thereat for duty, 

2. Besides your proceed and travel time, you are authorized to 
delay 30 days in arriving at the port o.f embarkation, such delay 
charged as leave. If you arrive at port of embarkation before 
the required reporting date for transportation, the period 
between time of arrival and required reporting date will be 
charged as leave. 

3. The attention of the Commanding General, 2d Marine 
Division, Fleet Marine Force is invited to Marine Corps 
Personnel Manual, paragraph 5150.2i for compliance, Marine 
Corps Orders 1300.8F and PJOOO,lA apply. In order to assure 
transportation arrangements for dependents, submit completed 
F'orms DD884 and three copies of orders to the Commandant of 
the Marine Corps (COS?) immediately upon receipt of area 
clearance. 

J,, Your attention is invited to Marine Corps Order 5512.4C 
concerning passports which will be required for your dependents 
at such time as their entry may be approved. 

5, Immunization is required in accordance with BUMEDINST 
6230.1D before detachment, 

6. A total baggage allowance of 120 pounds is authorized for 
all travel via air-craft 0utside the continental United States. 

7. You will report to the Di.sbursing Officer within three work­
ing days after completion of travel to settle travel expenses. 

~Figure 5-1 
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5301 MARCORPERSMAN 

DFAl-ejm-35 
10 Jan 1964 

8. TravChar appn 1741105.2753, MPMC-64, OC 21, EAN 74120 off 
tvl, 74150 depns tvl; OC 22, EAN 74152 trans HHG; OC 12, EAN 
74157 DLA; BCN 44690, BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
CG FMFLant; CO MB NavActs Morocco; Comdr NavActs Morocco 
CMC (DFA-2; DFAl-2; DFF-2; DFE-2; AAZ-2! 
lstLt DOE - 30 

SAHPLE LETTER TYPE PERMANENT CHANGE OF STATION ORDERS 

5-46 
Ch. 7 

t Figure 5-1.--Continued. 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

HEADQUARTERS U. S. MARINE CORPS 
IAVNt IIQ 317-ADM (lEV .... u) l NO_ CARBO_lf PAPII RIQUllt.BD I 

JfiTR TRI S TORI. 

Dlt...,tiD rr ~O~Ic;INAW!It'l DFF!Ct COb[ \!lOOM NO. £XTIN510H MO. PRECl:I)ERCE 

Mr. Roel SMITH DF -mao -2 1106 424G8 0 "'''""' -::,.;:-;""'"~"!;!:",....J"""-"-"""""'"'------'-"''-""~::.;,_-----L"'""'""-..-f~,.,S', ""------j 0 PIIOIITY 

E. A. 008•••! 1 C\.HNh4 I[]"""" 

(bat•/fi.•• Growp) (Get) 

FROM: CMC 

TO: CG MARCRUITDEP SDIEGO 

INFO: CG FMFPAC 
COMFOURTI;;EN 
CINCPACFLT 

UNCLAS 

MARCORPAXOFF SFRAN 
COMSEVENTHFLT 
CINCPAC 

FOR MAJGEN J E ROE 06222/990.3 US!1C. ON 15FEB STAND DET PRESENT 

STA DIR PROREP OIC l1ARCORPAXOFF SFRAN FOR TEM AND FURTRANS TO 

OAHU HAWAII. ARREP NTL 1MAR CG FMFPAC (MCC 110) FORDU AS DEPUTY 

COMDR FMFPAC, AUTH UELREPANY UNTIL NLT 1MAR. IMMUNQUIRED ACD 

BUI1EDINST 62)0,1D BEFORE TR, MARCORPERSMAN PAR 5150,5, 5150,2G, 

MCO 1.300, BE and PJOOO ,1A APPLY. IN OBDEB. T.O ASSURE TRANS ARNG 

FOR DEPNS SUB COMPL FORMS DD 884 AND THREE COPIES ORDERS TO OIC 

MARCORPAXOFF SFRAN IM!1ED UPON RECEIPT THESEO, TRAVCHAR APPN 

1741105,275.3 MPMC-64 OC 21 EAN 74120 OFF TVL 74150 DEPNS TVL OC 

22 EAN 74152 TRANS HHG OC 12 EAN 74157 DLA BCN 44690 BCAN 27 

COPY TO: CMC (A; AC); D; AD; DF-2; DFA-4; DFF-2; APB; DFB; DFBJ; 
DFC 

SAMPLE MESSAGE TYPE ORDER 

OUTGOING UNCLASSIFIED 

j Figure 5-2 

'l_ 

MESSAGE 

""""""'"'""' '~kO-
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DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

Washington, D. C. 20380 

DF/jfs/mao/gtw 
MARINE CORPS SPECIAL ORDER 10 January 1964 
~. . . . . . . os .. oo 
1. The following permanent changes of station are directed. TravChar appn 1741105. Subhead, 
2750 Grad Recruits; 2751 to & from DUINS excess 20 wks within CONUS; 2752 Within CONUS; 2753 to 
from or within OS (Inc1 to or from DUINS); as aprop, MPMC-64 OC 2l EAN 74120 off tv1, 74121 
en1 tv1; 74150 (Off), 74160 (En1 Entl) depns tv1; OC 22 EAN 74152 (Off), 74162 (Enl Ent1) trans 
HHG; OC 12 EAN 74157 (Off), 74167 (En1 Entl) DLA; BCN 41690 Grad Recruits; '+2690 to & from DUINS 
excess 20 wks within CONUS; 43690 Within CONUS; 44690 to, from or within OS (Inc1 to or from 
DUINS), BCAN 27. CO pers tr HawArea dir comply MarCorPersMan par 5150.4. MCO 3574.2B applies 
to all male pers tr OS. MCO l300.8F & P3000.lA apply to all pers tr 00. MarCorPersMan par 
5150 .2i applies to p.;,rs entl depns trans & being tr to a NONREST area OS. MarCorPersMan par 
5150.2g applies for transfers to, from or between overseas stations. 

Name 
Capt DOE A E 

061111 
lstLt ROE A B 

7333 

071111 USMCR 7333 
Capt MOE S S 

069999 USMCR 7304/7331 
lstLt DOE S B 
072222 3402/0802 

MSgt GLISAN R G 
661477 0369 

--
Transferred From 

3dMarDiv (Rein) FMF 

do 

lstMAW AirFMFPac 

lstMarDiv (Rein) 
( JTR par 7005 
applies) 

lstMarDiv (Rein) 

FMF 

FMF 

l Cpl MOS 1391 Min 9 mos!ForTrps FMFLant (Ser 
AcDu remain upon rpt l #222233) 

2 enl (LCp1s/below) MOS do except (Ser 
1391 Min 9 mas AcDu i #222234) 
remain upon rpt ! 

SSgt GNINWORB J H iForTrps FMFLant 
1078636 0141 \ 

DofD t Report To 

Dur Mar64 !DIFOTSODA 2dMAW FMFLant (MCC l 42) 
w/30 days delrep 

do ICG 3dMAW AirFMFPac MCAS ElToro (MCC 
143) w/30 days de1rep 

do IDIFOTSODA 2dMAW FMFLant (MCC 142) 
w/30 days delrep 

DATEDSG ICO MB NS SFran w/30 days delrep for 
TEM & furtrans 3dMarDiv (Rein) FMF 
(MCC 125) IMMUNQUIRED 

do (CG MCo 29 Palms Calif (MCC 015) 

do (Corndt MCS Quant (MCC 012) 

do i do 

WD I do 

-1-

, Figure 5-3 
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By 

15Apr64 

do 

do 

do 
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2. The following releases from active duty are directed in accordance with MCO 1900.1D. TravChar appn 
1741105.2754, MPMC-64, OC 21, EAN 74120 off tvl, 74150 depns tvl; OC 22, EAN 74152 HHG, BCN 45690, 
BCAN 27. 

Name Or~~:anization mr Remarks Rv 
lstLt ROE J E 2dMAW FMFLant On lApr64 ORDACDU fr Grosse Point Mich 

062022 USMCR 7302/7331 HOR same 
lstLt WOOD D C 2dMarDi v FMF Before ORDACDU fr Baton Rouge La HOR 
062222 USMCR 0302 4Apr64 same 

after 
i 31Mar64 

• 3. The following temporary additional duty under instruction is directed. TravChar appn 1741106.2710 
O&MMC-64, OC 21, EAN 76767, 1lCN 24620, BCAN 27. Furn copy of orders iss to CMC (DFF). 

-

Name 
Capt SMITH A G 

053000 

Permanent Duty Station 
MCRDep SDiego co ME NB Npt Na~~~~~~s~~=~ ::-a:--=ffio~y ·-

7 wks Cl cvn 5Apr64 GOVAIRDIRVAIL II COMPRET 2Apr64 
CG MCB CamLej AdvSupAdminCrs Cl #15 Cl cvn 18Feb64 

10Feb64 prd abt 18 wks (NTI none auth) 
GySgt JONES Q R 

355555 

0130 

0141 
2dMarDi v FMF 

COMPRET 
4. The following reservist is assigned to active duty for training on such date as will enable him to 
proceed and report for active duty for training as directed belm;. Each reservist will be required to 
certify in his "Receiving Endorsement•• that he considers himself to be free from any illness or injury which 
would cause him to be found physically unfit for assignment to active duty for training. Failure to accom­
plish this certificate prior to departure from place of receipt of orders automatically cancels the orders, 
and they will be returned to the issuing command with a statement to that effect. At a time during the 
performance of this training duty which will not interfere with prescribed training, each reservist will be 
given a physical examination in accordance with Article 1577 of Manual of the Medical Department. TravChar 
appn 1741108.2731, RPMC-64, OC 21, EAN 74530, BCN 41631, BCAN 27. Pay and allowances chargeable to appn 
1741108.2731, RPMC-64, OC 11, EAN 71530, BCN 11631, BCAN 27. MCO Pl571R.43 Chap 3, Part A appl. 

-2-

' Figure 5-3.--Continued. 
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Name Orgamzation Report To Period t PEED Remarks 
Maj JONES S 9th MarCorDist CG LanForTraUPac 16-17Apr64 121Dec50 . ( Gnd) to attend 

08o0l USMCR 0302 Coronado SDiego Basic Phi bStf 
not before '1.630 I PlanningCrs I 
5Apr64 nor later i 
than o8oo 6Apr64 ' I . • 

5. The following designation is directed. 

Name 
~ --. Ser #544 

0130 

6. The following assignment is directed. 

Name Organization ED Type Remarks 
GySgt RED B C MCRDep FISC 4Apr64 DUINS Cl ~0 CruitScol CJ cvn 7Apr64 

1090001 0141 & FFr by HQMC · . 
7. The following reassignments are directed. 

Name ot .. anization ED Renort To Remarks 
Sgt BROWN T 2dMAW FMFLant WD CG MCAS CherPt Fordu 

145555 0141 (MCC 022) 
Sgt DOE R S do WD do do 

1288888 3531 • 
l 

8. Nominations will be submitted as directed below. 

Submitting Organization For Assignment To No. Nom. Qualifications Reauired By 
2dMAW FMFLant I -I Stf 3dM.I'Bn USMCR 2 Cpls MOS 3516 qual IAW MCO 

1300.20 Pers not in receipt of 
orders by 10Mar64 not sel 
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9. The following reduction is directed. 

Name Organization To Date OfR.ank- l Remarks 
SSgt ROE D 0 1MB NB NorVa Sgt iWJanb'> c:ncompetency Auth 

372ooo ol41 1 

10. The following changes of M)S' s are directed. 

Name Organization 
lstLt DOE E D 2dMarDiv-FMF 

061074 0301 
MSgt SMITH C 0 HQBn HQMC ArlVa 

200999 0141/0369/8111 
SSgt BLACK T P do 
W722000 0141 

From 
Pri. J«)S 03C)I 

voided 
Add MJS 8111 

voided 

' ' 

Pri 3030 Elecsupo 
To 

Asg add MOS 0171 Personnel Data Analyst 

11. The following transfer in the Marine Corps Reserve is directed. Any travel involved will be·performed 
at no expense to the Government. Subject to each reservist voluntarily accepting these orders, he is trans­
ferred to the Class of Reserve indicated. These orders are null and void until l:e indicates by endorsement 
hereon that they are voluntarily accepted by him. During the actual performance of regular drills and 
periods of equivalent instruction or duty pursuant to this order, each reservist is subject to the Uniform 
Code of Military Justice. Upon acceptance by the reservist of these orders, the reservist will be subject 
to the Code during any subsequent periods of inactive training performed which are the same or an interrup­
ted continuation of the training contemplated by these orders. Each reservist will endorse on the original 
and one copy of his orders the following "(Date), (P1ace}, I hereby voluntarily accept these orders. 
(Signature), (Rank), (Service No), USMCRM, The reservist will be further requested to deliver the copy of 
the order, bearing the above endorsement signed by him, to his commanding officer, for attachment to his 
qualification record book. 

Name and Address Transferred From ED Transferred To Remarks 
Capt MOE A L Cl III AvnU 1st· lUFebb'> 4thCommBn PEED <'0Jul5<' DIFOT 

033000 7333 MarCorDist ForTrps FMF USMCR 
6201 West Ave Bklyn 
Mt Vernon NY . 
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12. The following transfer in the Marine Corps Reserve is directed. Any travel involved will be performed 
at no experise to the Government. 

Name and Address Transferred From ED Transferred To Remarks 
Maj CORN R B Cl II lstBn _2_:JthMar lc>eoo<; Cl III GSU lst 

020000 3030 4thMarDiv FMF USMCR MarCorDist Garden 
20213 Green Street Bsn City Long Island 
Winthrop Mass NY 

. ' 13. The modification of the following order is directed. 

Name ~ Organization Reference 
Sgt ROE T M jMCRDep FISC 

1200000 0141 I Par 1 SONo 00-00 
Modification 

Tr8nsf'erred- FrOID" cOlm to read: MCRDep 
FISC (JTR Qar 7005 applies) Ref 
dir rpt CO MB NS SFran furtrans 
3dMarDiv (Rein) FMF (MCC 125) 

14. The cancellation of the following order is directed. 

Name 
SSgt BLACK 0 C 
1100000 3041 

Organization 
MB NB LosA LBeach 

Reference Reference Directed 
Par l SONo 00-00 Rpt CG MCSC Barstow Calif 

WALLACE M. GREENE, JR. 
General, U. S. Marine Corps 

Commandant of the Marine t;orps 

-----------------------------------~--------~-----~---------------------------------~--------------~----~-~---
Distribution: Standard 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEJ .. & DEPENDENTS 5301 

HEADQUAR'l'ERS 
FORCE TROOPS, FMF, ATLANTIC 

CAMP LEJEUNE, NOR'rH CAROLINA 
10 Jan 1964 

FOR'TRPS SPECIAL ORDER) 
NUMBER .••. , • , ••• 00-00) 

Ref: (a) MCSO 00-00 

l. In accordance with reference (a), effective at 08oO 20 January 1964 the 
below named men are transferred to Marine Corps Schools, Quantico, Virginia (MCC 012) 
for duty: 

Name Lv Address Nr days lv remaining 
CplJlOE L L Box 12 RDl Seth 10 

1878787 (lJan59) 1391 NC 
(Ser #222233) 

PFC JOHNS K D 1220 S 6th ST 5 
1'}89876 1391 Katec NC 
(Ser #222234) 

!1601 PFC IGNG R U 4th Ave 2 
1998654 1391 New Bert NC 
(Ser #222234) 

PFC HERBERT P U RD4 Herbert 0 
1913154 1391 Wisconsin 

2. The above named men are authorized to delay until not later than 5 
February 1964 in reporting to the Commandant, thereat, s-uch delay, less proceed 
(if entitled) and travel time, to be chargeable as annual leave. Any request 
for extension of leave will be made by telegram direct to the Commandant, Marine 
Corps Schools, Quantico, Virginia stating the reason for the request and number 
of days leave remaining to their credit as indicated opposite their names. 

3. TravChar appn 174ll05.2752, MPMC-64, OC 21 EAN 74121 en1 tvl, 74l6o 
depns tvl (enl entl); OC 22, EAN 74162 trans HHG (enl entl); OC 12, EAN 74167 
DLA {enl entl), BCN 43690, BCAN 27. 

SAMPLE ORGANIZNriONAL SPECIAL ORDER 

M. M SEE 
By direction 

' Figure 5-4 
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5301 MARCORPERSMAN 

--­_ .... 

.,.. rc ommand ing Oe ne ral 
· 2d Marine Aircraft Wing 

Fleet Marine Force, Atlantic 
LMarine Corps Air Station 
Cherry Point, North Carolina 

..J 

NAV AI. SPI!IIDI.I!lTI!-

- .._tel> "" lnlormal Ia-. 
Mar be oent (I) 'lrilh encloounoo. (2) tn 
"-""..Jopo ( .... BW' • 3)0') • if OCID.._. are not aa..d»d a. oonfl-
donttalorhlQbar, (3)1oboth.,.....Uand 
:nonnamJ act!Ytilea. 

b po.ckaaed 500 aheetiJ of white or of """col(., yellow, pink. or..-. 

UPON COMPL DIFOTINS AND WD ON OR ABT 1FEB64 TR FIRSTLT J WHITE JR 

072000/7304 USMCR DIR PRO WITH THIRTY DAYS DRLREP CO MARBKS NAVSTA 

SFRAN FOR TEMDIFOT AND FURTRANS JAPAN. ARREP HEP CG FMFPAC 111,STPAC 

FOR FURTRANS TO FIRST MAW (MCC 146) FOR DIFOT, IMMUNQUIRED IAW 

BUMRDINST 6230.1D BEFORE TR. JTR PAR 7005, MCO 1300,$F, PJOOO.lA 

AND MARCORPERSMAN PAR 5150.2G APPL. THAVCHAR APPN 171.1105.2753 MPY.\C-61, 

0C 21 EAN 74120 OFF TVL 74150 DEPNS TVL 0C 22 EAN 74152 TRANS HHG 

0C 12 14N 74157 DLA BCN 44690 BCAN 27. 

WALLACE M. GREENE, JR. 

-**WHEN AN INDIVIDUAL IS TO BE TRANSFERRED TO A CCMMAND FOR DUSODA OR -
DIFOTSODA THE COMMANDER OF THE ORG4NIZATION TO WHICH THE INDIVIDUAL IS 
TO BE TRANSFERRED WILL INFORM THE DETACHING COMMAND OF THE INDIVIDUAL'S 
DUTY ASSIGNMENT AS SOON AS POSSIBLE. 

S.AMPIZ NAVAL SPEEDLETTER TYPE ORDER 
-~ CG J'1RST MAW; CG AIRFMFPAC; CG FMFPAC; CG FMFLANT; CO VMR-353; 

CO MARBKS NAVSTA SFRANl REP CG FMFPAC WESTPAC 
CMC (DFA-2; DFA2-2; AA~-2; DFF-2) 

5-54 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

Via: 

DEPARTMt:NT OF THE NAVY 
HEADGUAI!TERS UNITED STATU MAI!INE COIIPS 

WASHINGTON- D. C. 203$0 

Commandant of the Marine Corps 
MSgt John DOE 560000/5563 USMC 
Marine Corps Base, Camp Lejeune, North Carolina 
Commanding General, Marine Corps Base 

Subj: Temporary additional duty; group travel orders 

IN REfit. l ... FER TO 

DFC-ejm-37 
10 Jan 1964 

1. When directed 15 March 1964 by the Commanding Generali you 
will take charge of the following named enlisted men, wil 
proceed and report by 20 March 1964 to the Commanding General, 
Marine Corps Recruit Depot, San Diego, California for temporary 
additional duty under instruction in the Ground Radar Repair 
Course: 

Sgt Robert BLACK 1522222/5541 USMC 
Cp1 Rone WHITE 1560000/0141 USMC 
PFC William ROE 1690000/0141 USMC 
PFC Edward BROWN 1642222/0141 USMC 

2. Upon completion of the above temporary additional duty, on 
or about 9 April 1964, you will return with the men in your 
charge to your present station and resume your regular duti.es, 

3. These orders constitute group travel orders as defined in 
Join\ Travel Regulations, paragraph 4100. 

4. Immediately upon receipt of these orders you will report to 
the Unit Transportation Officer for necessary transportation 
and meal tickets for necessary subsistence enroute. 

5. You will report to the Disbursing Officer within three work­
ing days after completion of travel to settle travel expenses. 

6. TravChar appn 17Ul06.2710, O&MM.C-64, OC 21, EAN 76767, BCN 
24620, BCAN 27. 

Copy to: 
CG MCHDe p SDiego 
CMC ( DFB-2; DI<'BJ-3; DS; DFF -2) 
MSgt DOE - 10 

C. C. SMn'H 
By direction 

SAMPLE LETTER TYPE TEMPORARY ADDITIONAL DUTY• GROUP TRAVEL ORDERS • 
• Figure 5-6 
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From: 
To: 

Via: 

MARCORPERSMAN 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON a:5C D. C. 203 /'lQ 

Commandant of the Marine Corps 
lstLt John DOE 070000/0301 USMCR 
2d Marine Division, Fleet Marine Force, 
Camp Lejeune, North Carolina 

IN REPlV REFER TO 

DF(:-e jm-3/'l 
10' Jan 1964 

Commanding General, 2d Marine Division, Fleet Marine 
Force 

Subj: Temporary additional duty; orders to 

1. On such dat.e. as the Commanding General may designate, you 
will proceed and report not later than 29 March 1964 to the 
Coach U. S. Olympic Basketball Team, U, s. Military Academy, 
West Point, New York for temporary additional duty for a period 
of about three months in connection with participation in 
training and final tryouts for the United States Olympic Team, 
including Olympic Games in Rome, Italy. 

2. If you fail to qualify for the United States Olympic Team, 
you will return to your assigned duty station and resume regular 
duties. If you are selected as a member of the Team, you are 
authorized to proceed to such places as may be necessary to 
participate in any training and/or competitions arranged by the 
United States Olympic Committee, including Olympic Games in 
Rome, Italy, commencing 26 April 1964. 

3. Upon completion of the above temporary additional duty and 
when directed by competent authority, you will return to your 
assigned duty station and resume regul.Jr duties. 

4. Immunization is required in accordance with BUMEDINST 
6230.1D before departure from the United States. 

5. Your attention is invited to Marine Corps Order 5512.4C 
concerning passports. 

6, You will have in your possession your pay and health records. 

7. Civilian clothing will be worn upon departure from the 
continental Ul"ited States and while overseas in the performance 
of this tempordry additional duty, 

$. The United Stater: Olympic Committee is requested to ensure 
your identification as a U, S, Marine tlhen you are 
participating in any of the competit1ons. 

t Figure 5-7 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

DFC-ejm-38 
10 Jan 1964 

9. No member of the Armed Forces shall be entitled to travel 
or transportation allowances or to receive basic allowances 
for subsistence and quarters authorized by Title 37 Un1ted 
States Code for any period during which his expenses for 
travel or transportation, subsistence and quarters, are being 
paid by the agency sponsoring his participation in the games 
and competitions, in accordance with .Public Law 11, 84th 
Congress. 

10. For travel within the continental United States, government 
aircraft is directed where available, otherwise travel via 
commercial aircraft, rail and/or bus by Government trans­
portation request is directed. 

11. You will report to the Disbursing Officer within three 
working days after completion of travel to settle travel 
expenses, 

12. TravChar appn 1741106.2710, O&MMC-64, OC 21 (TVL AND TRANS 
OF PERS) and/or OC 26 (SUPP AND MAT), EAN 99934, BCN 58602, 
BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
Mr. A. c. Lonborg, Chairman, u. s. Olympic Basketball Team, 
Univ of Kansas Lawrence Kans; CoachL U. S. Olympic Basketball 
Team! u. s. Military Academy, West Yoint NY 
CMC DFA-2; ~FA2-2; DFAl-2; DSN-2) 
lstLt DOE - 20 

SAMPLE TEMPORARY ADDITIONAL DUTY ORDERS 

t Figure 5-7.--Continued. 
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MARCORPERSMAN 

DEI'AifTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON DC D. C. 203fl0 IN REPLY REFER TO 

m'A2-e jm-39 
11 Jan 1964 

From: Commandant of the Marine Corps 
To: Major John J, ROE 024444/7331/5610 US14C ( DIFOT) 

Office of the Chief of Naval Operations !OP-51), 
Navy Department, Washington, D. C. 

Via: Chief of Naval Operations (OP-09B21) 

Subj: Temporary additional duty orders; confir·mation of 

1. The verbal instruction of the Chief of Naval Operations of 
5 January 1964 which directed you to proceed on that date to 
Norfolk, Virginia for temporary additional duty in connection 
with training matters, upon completion of which return to 
your regular duty station and resume your regular duties, 
are confirmed and approved, 

2. Travel via privately owned vehicle was authorized. 

3. You departed 1130 on 5 January 1964 and returned and resumed 
regular duties at 2000 on 10 January 1964. 

*· You will report to the Disbursing Officer within three work­
ing days after completion of travel to settle travel expenses. 

5. TravChar appn 1741106.2710, O&MMC-64, OC 21, EAN 76767, 
BCN 24620, BCAN 27. 

6. Due to the urgency of the travel involved, it was not 
prac Licab.l.e to issue written orders before commencement ol' 
t.ra ve 1. 

WALLACE M, GREENE, JR. 

Copy to: 
CNO (OP-51; OP-09M) 
CMC (DFA-2; DFA2-2; DFF-2; AAZ-2; ABH-2; HQBN-3) 
Maj ROE - 10 

SAMPLE CONFIRMATION OF T~MPORARY ADDITIONAL DUTY ORDERS 

t Figure 5-8 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

DEPARTMENT OF THE NAVY 
HEADCIUAIIT£115 UNITED STATES MARINE CORPS 

WASHIIKTON -D. C. 20380 IN REf'LY REFEJ TO 

DFC.ejm-40 
10 Jan 1964 

From: Commandant ot the Marine CorP.s 
To: Major Harold H. BLACK 04000070130 USMC 
Via: Director, Administrative Division (ABH) 

Subjl Temporary additional duty; authorillat.ion for 

1. On or about 6 April 1964, you are authorized to proceed 
to Naval Air Station, K6y West, Florida and Naval Air Station, 
Penaacola, Florida for temporary additional duty for a period 
of about 10 days in connection with training matters. 

2. Upon completion of the ab~ve temporary additional duty, 
you will return to your present station and resume your 
regular duties. 

), These orders are issued with the understanding that no 
expense to the government for travel and/or per diem is auth­
orl .. d in the execution of these orders. If you do not desire 
to execute these orders without expense to the government for 
travel and/or per diem, this authorisation is revoked, 

WALLACE M, GREENE, JR, 

Copy to: 
CO NAS Key West Fla; CO NAS Pnc~a 
CMC (DFA-2; DFA1-2; ABK; HQBN-3) 
Maj BLACK - 10 

SAMPLE AUTHORIZATION FOR TEMPORARY ADDITIONAL DUTY (PERMISSIVE) 

t Figure 5-9 
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From: 
To: 

MARCORPERSMAN 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON 25. D. C. 20380 

Commandant of the Marine Corps 
CW03 William E. ROE 039999/2710/3030 USMC 

JN REPLY REFER rO 

DFAl-mao-1 
10 Jan 1')64 

Marine Corps Liaison Officer, Western Electric Facilities, Bell 
Telephone Laboratories, Burlington, North Carolina 

Subj: Repeat travel orders 

Ref: (a) JTR, par 3003-3a 
(b) NTI, par 4253 

1. Effective upon receipt and when directed by the Marine Corps Liaison 
Officer, Western Electric Facilities, Bell Telephone Laboratories, ycu are 
authorized to perform such travel between the following named places or 
between any of the same as may be ~ecessary in connection with your 
official duties: 

Western Electric Plant, Burlington, North Carolina 
Bell Telephone Laboratory, Whippany, New Jersey 
Federal Telephone Laboratory, Nutly, New Jersey 
Marine Corps Guided Missile rest Unit, Naval Ordnance Test Station, 

China Lake, California 
Marine Corps Suppl'" Activity, Philadelphia, Pennsylvania 

2u These orders constitute repeat travel orders in accordance with the 
provisions of reference (a). 

3. You are authorized to perform such travel in ~~d around your temporary 
additional duty station via train, bus, streetcar, taxicab, ferry and/or 
private vehicle as may be required in the performance of the directed 
duty" Such travel is considered advantageous to the government and 
reimbursement therefor is authorized in accordance with reference (b). 

4. These orders are automatically revoked upon completion of the last 
trip directed hereunder. 

5. Travel via privately owned vehicle is authorized when the distance 
to be travelled is 374 miles or less. For all other travel, government 
aircraft is directed where available, otherwise commercial transportation 
by government transportation request is directed. 

6. TravChar appn 1741106.2710, O&MMC-64, OC 21, EAN 76767, BCN 24620, 
BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: CMC (DFAl-2; DFF-2; DFA-2; AS) 
CWO ROE - 30 

SAMPLE REPEAT TRAVEL ORDERS 

' Figure 5-10 
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Headquarters 
Jd Marin~ Division (Rein) 

Fleet Marine Force 
c/o Fleet Post Office 

San Francisco, California 

From: Commanding General 
To: LtCol William P. ROE 04202/0130 USMC 

Subj: Movement orders 

10 Jan 1961, 

Ref: (a) JdMarDiv Operations Plan 7-49, dated 12Apr49 and 
modifications thereto 

1. Commencing on or about 17 April 1964, and in accordance 
wHh reference (a) and the embarkation schedule issued by 
separate instructions, the following units under your command 
will embark on board the USS RENVILLE (APA-227) for surface 
transportation to San Francisco, California for debarkation 
and movement to Camp Pendleton, California, for duty: 

USMC USN 

orr. Enl. orr. Enl. 

c.'hird Motor Transport Battalion g 173 1 5 
Third Engineer Battalion 6 5S 1 6 
Headquarters Battalion ~ ill 6 ll 

8 25 

2. These orders constitute permanent change of station orders 
for yourself and the organizations listed in paragraph 1, above. 
Copies of these orders countersigned by you, the Commanding 
Officer, Jd Engineer Battalion, and the Commanding Officer, 
Headquarters Battalion, for personnel of those uni.ts, will 
constitute permanent change of station orders for all officers 
non-commissioned officers, and petty officers entitled to 
transportation for dependents. 

3. 'I'ravChar appn 1741105.2753, MPMC-64, OC 21, EAN 74120 off tvl, 
74121 enl tvl, 74150 (off), 74160 (enl entl) depns tvl; OC 22, 
EAN 74152 (off), 74162 (enl entl) trans HHGi. OC 12, EAN 74157 
(off), 71,167 (cnl cntl) DLA; BCN 44690, BCAN 27. 

S. S., DOE 

SAMPLE MOVEMENT ORDERS WITH ENDORSEMENTS 

t Figure 5-11 
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5301 MARCORPERSMAN 

FIRST ENDORSEMENT on HQ 3dMarDiv (Rein) FMF ltr of 10 Jan 1964 

1. These orders constitute original orders of: 

First Lieutenant A. B. MOl 030303/0302 USMC 

H. I. BLACK 
LtCol., USMC 
Commanding 

DIS'rRIBUTION: Original & (8), each person concerned 
- ~ ~ - - - - - - - - = - - - - - - - - - - - - - - - - - - - -

' 10 Jan 1964 

;•;r:oND ENDORSEMENT on I:!Q 3dMarDi v (Rein) FMF ltr of 10 Jan 1964 

1. Received these orders at·------,. .... --.-------­
( Place) 

( T!iile) 

5-62 
Ch, 7 

(Date) 

A, B. MOE 
latLt., USMC 

t Figure 5-11.--Continued.. 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON Jtll. D. C. 2038o 

Commandant of the Marine Corps 
Captain Edward B. ROE 065656/08o2/0302 OSMCR 
2222 19th Court, Houston, Texas 

IN REPLY REFER ro 

DFA1=IL8.o ... 24 
10 Jan 1964 

Via: Director, 8th Marine Corps District, New Orlee . .nsJ J .... c_,u_isiEll'li:l 

Subj: Assignment to Active Duty and Active Duty Agreement. 

Ref: (a) Section 679 and 68o, Title 10 United St!'l:ces f'o<1.e 

Encl: (1) Active Duty Agreement 
(2) Officer Data Sheet 
(3) Acceptance of ordern to extended active duty 
( 4) DD Form 98 

1. On 25 March 1964 you are assigned to temporary active duty and will 
report on that date to the Officer in Charge, Marine Corps Recruiting Station, 
Marine Corps Reserve Training Center, 1902 Old Spanish Trail, Houston, Texas 
for a physical examination to determine your physical fitness for assignment 
to extended active duty for a period of active duty commencing on 26 March 
1y6l1 and terminating on 31 March 1967, both dates inclusive as set forth in 
enclosure (1). 

2. On 26 March 1964, provided you have been physically qualified or if 
conditional vmiver has been granted, you are assigned to extended active duty 
pursuant to reference (a) for the term set forth in paragraph 1 and enclosure 
(1) and you are directed to report with ten days delay (charged as leave), 
plus travel time for duty to the Commanding General, 2d Marine Division, 
Fleet Murine Force, Crunp Lejeune, North Carolina (MCC 122), 

3. If found not physically qualified and conditional waiver is not granted 
the rncdica:t Officer conducting the examination is requested to inform the 
Commandan·L of the Marine Corps (Code DFA), by message and the unexecuted 
portion of thccc orders is revoked., 

4. By copy hereof, the Officer in Charge, Marine Corps Recruiting Station, 
Houston, Texas is directed to witness the execution of enclosure (l) in 
duplicate, deliver thP original to you and mail the duplicate to the 
Commandant of the Marine Corps (Code DFA). 

5. The Commanding Officer of yo·J.r initial duty station will cause your new 
expiration of active [;ervice date to be reported in the unit- diary and re­
corded in your Quali_fj cation Record in accordance with the instructions in 
the Marine Corps Pcrnnnnel Manual_ 

~ Figure 5~ 12 
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5301 MARCORPERSMAN 

6. If you cannot execute these orders you will inform the 
Commandant of the Marine Corps (Code DFA) by message and return these orders 
via your District Director for cancellation. In accepting these orders it is 
understood that you will not request release from active duty before 
serving a minimum of three years on this assignment. No assurance can be 
given that a further SWAG or EAD will be granted upon expiration of this 
SWAG. Attention invited to MCO l00l.24B. 

7. Complete enclosures (2) and (3) and forward to the Commandant of the 
Marine Corps (Code DFA) immediately. Upon reporting at your initial duty 
station, you are directed to accomplish enclosure (4) without delay, even 
though this form may have been previously executed. Your Commanding Officer 
will endorse your orders as required by SECNAVINST 552l.6A, paragraph IV.B. 

8. Records of this Headquarters indicate your ~EBD is 15 October 1955 and 
that a satisfactory National Agency Check was completed in your case on 
12 October 1956. 

9. You are assigned the MOS's indicated opposite your name. 

10. Your home of record is recorded as addressed above. If you receive 
these orders at a place other than that or if the address is not your home 
of record, you will inform the Commandant of the Marine Corps (Code DFA), 
by message. Your orders will not be changed to list a new address as your 
home of record after you start travel under these orders. 

11. Travel via privately owned vehicle is authorized and travel time via 
this mode will be based on 300 miles per day. Proceed time is not authorized. 

12, You will report to the Disbursing Officer within three working days 
after completion of travel to settle travel expenses" 

13. TravChar appn 1741105.2750, MPMC-64, OC 21, EAN 74120 off tvl, 74150 
depns tvl; OC 22, EAN 74152 trans HHG; BCN 41690, BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
BuMed (Code 33); CG 2dMarDiv; CG FMFLant; OIC MCRS MCRTC Houston, Texas 
CMC (DFA-5; DGL; AFS; AF; DFF-2; DFAl) 
Capt ROE - 20 

SAMPLE ASSIGNMENT TO ACTIVE DUTY AND ACTIVE DUTY AGREEMENT 

5-64 
Ch, 7 

t Figure 5-12.--Continued. 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

Subj: 

DEPARTMENT DF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON ](X D. C. 2QJ8Q 

Commandant of the Marine Corps 
Major Donald P. MOE 017000/4302 USMCR 
2222 s. Hill Avenue, Lutherville, Maryland 

Temporary active duty; orders to 

IN REPLY REFER ro 

AFC-mao-14 
10 Jan 1964 

1. You are assigned to temporary active duty on 4 March 1964 and will 
report by o8oo on that date to the Officer in Charge, Naval Dispensary, 
Navy Annex, Arlington, Virginia for a physical examination to determine 
your fitness for assignment to temporary active duty and if qualified, 
report immediately to the Commandant of the Marine Corps, Headquarters, 
u. S. Marine Corps, Washington, D. c., for temporary active duty with the 
Historical Section, G-3, for the period 4 March 1964 to 31 March 1964. 

2. If found not physically qualified for assignment to this duty, you will 
return to the place to which these orders are addressed and upon arrival 
stand release from temporary active duty and the unexecuted portion of these 
orders is revoked and the medical officer conducting the physical examination 
is requested to notify the Commandant of the Marine Corps (Code AFC). 

3, Upon completion and when directed, report to a medical officer for a 
physical examination to determine your physical fitness for release from duty 
and if found physically qualified, return to the place to which orders are 
addressed and upon termination of authorized travel tim~, stand released from 
temporary active duty. 

4. Your Pay Entry Base Date is 21 March 1942. You are directed to forward 
to the Unit on whose rolls you are carried) wi~hin seven days after completion, 
one certified copy of orders and endorsements including the Disbursing 
Officers' final endorsement showing the period- for which active duty pay and 
allowances were paid~ 

5- Submit your orders to the Disbursing Officer as soon as-possible after 
completion of travel to settle travel expenses. 

6. Travel is authorized at your own expense subject to reimbursement. If 
travel is' performed by privately owned vehicle or common carrier) travel 
time for which active duty pay will be credited will be computed on the basis 
of actual schedules of public transportation (including air) which would most 
nearly ~otn,....idc ~,.n. th the requirements of thesP orders. 

7. TravChar appn 1741105.2750, MPMC-64, OC 21, EAN 74120, BCN 41690, BCAN 
27 for assignment to temporary active duty and to appn 1741105.2754, MPMC-64, 
BCN 45690 with remainder of data as indicated above for release from 
temporary active duty. 

WALLACE M. GREENE, JR. 

Copy to: Dir 4th MarCorDist; OIC NavDisp Nav Annex ArlVa 
CMC (DFA-2; DFF-2; AFC-2; HQBN-3; ABH-2; ABK; DH; DP) Maj MOE - 10 

SAMPLE ORDERS TO TEMPORARY ACTIVE DUTY 

j Figure 5-13 
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From: 
To: 

Subj: 

Ref' I 

MARCORPERSMAN 

(Title of officer issuing arders) 

FilE NUMBER 
D&'l.'E 

(Grade, li&ID8( service number, and service component of absentee 
or Clesartsr J 

(a) Ru-agr~~Jl'h 7051, Marine Corps Personnel Manual 
(b) Mareorpa 111esaage II (use this as a reference only 

when spacif'ic instructions are received to issue orders) 

1. Having SU!Tendered to this (activity) (cOIIIIIalld) at UIK) en ~), 
you will prcceed1 as routed below, to <nnm em loAAtion or oost. M'PP· or 
~tfen) and upon arrival will report immediately to the Comma"d:r· 

smtism qf SP'CifiC· cqpmepd to wh;igh tha 1nd1vid11ftl ist0Lport) 1 

I'l'IIIERARY CF TRA.VEL 

Depart: (Loca~igp) 
Arrive: 
Depart: 
Arrive: 

~:,la:jopa· tr•n•ttra ,, nnzres of t:rnpepgrt.o.Ugn 
fag111titt 

Qiggr epd date ) {Beg of tnpsportatiop Co) 

or 

"1. Having been delivered to this (activity) (oCIPJIIAnd) at ~) en ~) 
by (delivering authority), you 'Will proceed as routed below, etc.• (This 
form to be used where individual is taken into custody b,y civil authorities 
and subsequently delivered to activity or cOIIIIIIIUld. which issues the orders). 

or 

"1. Having (been &JlPrehended b,y) (surl'endered to) {military authority first 
r!sipg ~t,~v) at ~)en ~) and subsequently delivered to this 
activio/ ;;n.....m) at ~TOil <a!it>. you 'Will proceed, as routed below, 

etc .• (This form to be uiied where iMividual is taken into custody b,y 
military authorities and subsequently delivered to different activity or 
()QI!!!D9»d which issued the orders) • 

2. You are advised that deviation f'ram this schedule constitutes disobedi­
ence of' orders, a serious military offense. Should you not maintain the 
schedule because ot aiclmess, wreck, or disaster, you 'Will advise your 
oQmMnder b,y telegram and request instructions. It you are unabls to 
oiJ!!!IJ!mi oats 'With ya111r cC'!!!I!N!nder, you 'Will report immediately to the nearest 
Marine Corps, Navy, A:rmy or Air Force post or reat"Uiting station and present 
these orders. 

SAMPLE ABSENTEE AND DESERTER <RDERS WITH ENDCIISE)ENTS 

Figure 5-14 
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J. Ely authenticated copy of these orders, your COI!lllliUlder is requested to 
declare yau a deserter in event yau fail to report immediately upon com­
pletion of the travel directed herein. 

4. TravChar appn 17lll05.2716, M.IMC-61, CXJ 018, EAN 71130, BCN 12690, 
BCAN 27. 

(Signature of officer ism,ipg grders) 

--------------------------------------
FilE NUMBER 
DATE 

FlRST ENDCRSEMENT on---------------------

From: (Title and station of officer issuing transportation and subsistence) 
To: (Grade, name, service number and service component of absentee or 

deserter) 

1. The follmdng transportation and subsistence was issued on these orders: 

(Signature) 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

(PJ.ace) 4>a.te l 

1. Received the original of these orders at J{JlH.I!our!o!of..)l....l(.!!Dal!t!<lel..lL-______ _ 

2. I hereby certify that these orders have been read and explained to me and 
thet I understand same. 

(Sj gmtprn) (Sign a]J copies) 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
DISTRIBUTIC!I: Signed original to absentee or deserter; 

Authenticated copy to CM:: (Code DK); 
Authenticated copy to commander named in paragraph 1 of the 
orders; . 
Duplicate original to file; (i.e. signed copy) 
ADD GrEER DlSTRIBUTION AS NECESSARY 

---------------------------------------AUTBENTICATIC!I: A true copy of original orders issued on CD;te), to (Grade, 
peg. service IJlll!iber. apd serrlce canponent , a duplicate 
original of llh:l.ch is on file in the office of (Designation 
of organization or office) 

'' ~ C; 

~ture, Grade and Title of 
icer) 
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5301 MARCORPERSMAN 

Heading 

Date 

From: 
TO; 

Commandi~ Officer 
SSgt (E-5 James D<E 913131/6461 USM:l 

Subj : Or-ders 

Ref: 

Enol: 

(a) Paragraph 13452, Marine Corps Personnel Manual, 

(1) P'orm for reporting itinerary of: travel 
(2) P'orm for reporting itinerary of: travel 

1, Upon discharge from treatment at the U. S. Naval Hospital, you will 
stand detached from your present station and duties; will proceed to your 
home or such other place as you may select and await orders pending action 
on the physical evaluation board proceedings in your case, Your home of 
record is shown as Boston, Massachusetts,* You will continue to be carried 
on the rolls of this organization, You will at all times keep your commander 
inforned of: your correct address, (Any travel performed b,y you in excess 
of: thet from your last duty station to your home of record will be at your 
own expense. 

"When the individual elects to proceed to a place other than home of 
record, the second sentence of: paragraph 1 will be modified to read: 
"Your home of record is shown as Boston, Massachusetts, and you have 
elected to proceed to Washington, D. C .• 

2, When placed on the retired list or when discharged, your leave record 
will be balanced as of the day prior to the date you are placed on the 
retired list, or to include the date of your discharge, Time spent 
awaiting orders will be debited in arriving at such leave balance, You 
will be entitled to a cash settlement of a~ balance of unused leave 
remaining to your credit after deduction for the period of time spent 
&'Waiting orders , 

3, Your pay record 1olill be retained b,y the Disbursing Officer (Man ing 
address of: disbursing officer carrying pay record), during the p!riod 
while you are at home awaiting finaJ. action on your case, In order that 
the disbursing officer may proper~ adjust your pay record and make re­
imbursement for travel performed, you will, upon arrival at destination, 
complete enclosure (1) and return it to the disbursing of:ficer DBintain­
ing your pay record, During the period while &"Waiting finaJ. action on 
your case, all correspondence on matters relating to your pay and allow­
ances 1olill be addressed to the disbursing officer maintaining your pay 
record, 

Figure 5-15 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL &: DEPENDENTS 5301 

4, In the event yoa are notified by yoar cODI!Dander that yoa have been 
found fit for duty or, if yoar cODI!Dander notifies yoa to return to yoar 
station of duty for further hearing or tests, these orders vill remain 
in effect for the return travel involved, Upon completion of return 
travel yoa vi1l C<?JDtllete enclosure (2) submitting it together with the 
original and two (2) certified copies of these orders to the disbursing 
officer maintaining your pay record, 

5, TravChar appn 1711105,271S, MPHC-61, OC 029, EAN 74121 enl tvl, 
74160 depns tvl (enl entl); OC 0:31, EAN 74162 trans BilE (enl entll; 
0C 019 EAN 74167 DLA. (enl entl); BCN 41690, BCAN 27 

Figure 5-15.--Continued. 
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5301 MARCORPERSMAN 

ENCLC:SURE (1) TO CRDERS CF SSGT CE-5) James DCE 913131/6461 

Dated---------

Departed'----r,:--;---;--:-;"--,.------•at. __ ..-___ , -'1':-:-r-
(duty station) (hour) (date) 

1%~ ~~~~~--~~~~~~--~~~------~~--~T­GDOde of transportation; private auto, rail, commercial air, etc) 

------------------------' arrived'-r.---~---------.-(home of record cr other) 

-:-----=--:-.,------------------'at , ----,.,,....,..-.--~1%_ 
place selected) (hour) (date) 

(Signature of Member) 

NOl'E: A form similar to that above, marked enclosure (2), v.Ul 
be prepared fer use by" the Marine in the event he is 
notified to return to his duty station. 

SAMPlE CRDERS TO ffiOOEED Hl].lE AWArriNG RESULTS CF PHYSICAL EVALUATION 
BarnD ' 

Figure 5-15.--Continued. 
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FIRST EIIDORSEMENT 

1. Received theee orders at (Place of receipt) at (time) on (Date). I understancl that I am 
authorized to delay not later than (time) on ~) in reporting to (CCIIIIIliUld which ordered to 
report to). Such delay, less proceed (it authorized) and travel time, to be chargeable as 
annual leave. 

SAMPLE ENDORSEIIENT llECEIPT OF ORDERS 

Figure 5-16 

A. B. SMITH 
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MARINE CORPS SPECIAL ORDER 
NUMBER............ c;;.;;c 

DEPARTMENT OF THE NAVY 
HEADQUAATI:RS UNITED STATES MARINE CORPS 

WASHINGTON :U, D. C. 2038o 

E-X-T-R-A-C-T 
DF/jfs/gtw/mao 
10 January 1964 

l. The following permanent changes of station are directed. TravChar appn 1741105.2753 MPMC-64 OC 
21 EAN 71+120 off tvl, 74121 enl tvl;_ 74150 (Off), 74160 (Enl entl) depns tvl; OC 22 EAN 74152 
(Off), 74162 (Enl entl) trans HHG DC 12 EAN 74157 (Off), 74167 (Enl entl) DLA; BCN 44690 BCAN 27. 
CO pers tr HawArea dir complyMarCorPersMan par 5150.4. MCO 3574.2B applies to all male pers tr 
OS. MCO 1300.8F & P3000.1A apply to all pers tr OS. MarCorPersMan par 5150.2i applies to pers 
entl depns trans & being tr to a NONREST area OS.. MarCorPersMan par 5150. 2g applies for transfers 
to, from or between overseas stations .. 

Name Transferred From 
Ltcol M:JE N H 

016161 0302/5710 

DofD 
Dur Mar64 

Report To 
coMB NS SFran w/30-days DELREP for 

TEM & furtrans 3dMarDi v (Rein) FMF 
(MCC 125) TMWJNQUIRED 

B 

Maj DOER B do DATEDSG CO MB NS SFran wj30 days DELREP for 
TEM & furtrans Japan ARREP Rep CG 
FMFPac WestPac furt~ans lstMAW 
AirFMFPac (MCC 142) IMMUNQUIRED 

20Apr64 
019191 0130 

GySgt MOEN W do 
929292 0141 

do CO MB NS SFran furtrans 3d!V!ariJi v 
(Rein) FMF (MCC 125) fordu as a 
May64 repl 

WALLACE M. GREENE, JR _ 
General, U. S. Marine Corps 

Commandant of the Marine Corps 
SAMPLE MARINE CORPS SPECIAL ORDER EXTRACT 

t Figure 5-17 
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