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

5001

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.

DEFINITION OF 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 tofacilitate the accomplishment
of the required administrative actions
both at the old and new duty stations,

’2. Reimbursement for travel is not
authorized whenthe 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

1. Written Orders. Written orders
issued by competent authority are re-
quired for official travel or for reim-
bursement of expenses incident thereto,

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
given in advance of travel and sub-
sequently confirmed in writing, giving
date of verbal order and approved by
competent authority, 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-
guently confirmed by the authority who
issyed such orders by telephone, This
will be done either by issue 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
made 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 '"Original orders re-
ceived," 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,
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5004

5. Confirmation of Messages. Inorder
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 commmands
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 reference 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 authorizedtoinitiate
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 justifiabletowarrant
expenditure oftravel funds, Under these
circumstances any command may write
an "authorization,' permitting theindi-
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

5-4
Ch. 8

MARCORPERSMAN

to no reimbursement for travel and/or
per diemin connectionherewith, Incase
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,"

8. Service Charges by Commissioned
Officers'Messes (OPEN), Guest Houses

and Hostess Houses to Qfficers 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' mess (OPEN), hostess house,
guest house, or similar facility wherea
service charge is made, unless other
government quarters are not available
or are inadequate for the purpose,

b. In the event such assignment 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 without charges will normallybe
BOQ's {(for permanent ortransient per-
gsonnel} but may be barracks or any
other habitable facility.

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

e. This policy does not prevent an
officer from voluntarily occupying
quarters and paying any chargeslevied
(without reimbursement for charges)in
lieu of government quarters assigned,
provided his orders endorsedto reflect
that government quarters were avail-
able without service charge,

5004 CIRCUITOUS TRAVEL

1. Marine Corps personnel serving
overseas may travel via a circuitous

s
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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, willbe determined
by the transportation officer at the
overseas pecint 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 willbe
furnished and sufficient accrued leave
to cover time in excess of proceedtime
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 endorsementthere-
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 tothe com-
mander of the area from which trans-
portation will be furnished to the con-
tinental United States in sufficienttime
for him to be able tonotify the applicant
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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 performedby commercial means
when government transportation is
available for travelbythe 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 may have beenauthorized for travel
in whole or inpart via the normal route,

e, In connection with circuitous
travel, government 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 withinthe continental United States
will be authorized for mode utilized
based onthe diatance 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 willbe
paid by the member on a nonreim-
bursable basis. Space available travel
on government transportation is au-
thorized during the leave period, '

h. Transoceanictransportationwill
be provided for circuitous travel in
accordance with exigting policies inthe
same manner and on the same basis as
for personnel assigned to the area
where the transoceanic transpdrtation
will originate.




5005 MARCORPERSMAN

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 legser,

’ j. If contributed currency is used
to pay cost 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 timein
excess of that required for travel via
the direct route willbe charged as leave
and that travel time will be allowed in
accordance with subparagraph 2i,
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

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

9006 SIGNATURES

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

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

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

5-6
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The original of the letter authorizing
the use of facsimile stamps will be
filed in the headquarters of the issuing
cornmand. Copies will not be sent to
Headquarters, U.5, Marine Corps,

5007 COUNTERSIGNING OF
ORDERS

1. When travel is performed upon
receipt of a movement order a counter-
signed copy ofthe 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 individuales of his command
or in his charge.

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

5008 ORIGINAL ORDERS

1. Original 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, otherwiae on the
back of the order, Such endorsements
shall never be placed on other than the
sheet which bears the signature orini-
tialed facsimile stamp of the issuing
officer.

2, Only one signed copy of orders in-
volving travel will be designated
"Original Orders," for each individual
receiving such orders,

3. Original orders receipfed forbythe
individual become his property. Upon
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reporting and completion of all admin-
istrative action, they shouldbe returned
for hie retention for such use as may
be desired.

4, When orders are received from
Headquarters, U.,5. Marine Corps for
personnel who have been previously
transferred, including transfer or as-
signment to atransplacementbattalion,
the Commandant of the Marine Corps
{(Code DF) will be notified by message
immediately statingthe 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 invesatigate outstanding per diem
obligations to deobligate invalid ob-
ligations,

5009 DATE OF DETACHMENT

1, An application for the revocationor
modification of orders will not justify
any delay in their execution if the per-
sonnel concerned are able to travel,
The terms mentioned below, whenused
in orders, shall be intesrpreted as
indicated.

a. ''Hereby detached"--If possible,
the commander will detach the indi-
vidual within 24 hours after the orders
are received.

b, "Whendirected''--Whendirected
by the cormmander, but within 10 days
after date of receipt of orders 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 specified

in the orders, (Ifoverseas, as indicated
above, or as soon as transportationcan
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 whendirected" --Within
10 days after completion of duty under
instruction.

f. "Upon discharge froth treatment
and when directed'--Within 10 days
after discharge irom treatment,

g. '"On such date as commander
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 indi-
cated in the orders,

h. '"Date designated during a cer-
tain month' --Onany day of the gpecified
month,

i. "Upon reporting of your relief
(1) and within number of days {2} 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,

je "Report by 3 June 1960"--Re-
port not later than 2400 on 3 June 1960,
(Unless a specified time is indicated,
may report prior fo that date,)

’ k., "Report on 3 June 1963'"--{Do
not report before or later than 3 June
1963,) 1f 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 tobe
"necessary temporary duty' within the
meaning of the Joint Travel Regulations,
paragraph 3030-1, and per diem is not
payable for such period.

B i. "Report by 10 June 1963 not be-
fore 6 June 1963"-.Report not later

5-6a
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than 2400, 10 June 1963, nor earlier than
0001, 6 June 1963, If reporting for tem-
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 insubparagraphskand!
are appropriate and authorized whenthe
temporary duty command certifies on
the reporting endorsement that early
reporting was in the best interest of
the Goverament or caused by condi-
tions beyond the contrel ofthe member,

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

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

2. In 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. Cormmanders will obtain and re-
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 suchis 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 andtemporary 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 with the provi-

sions of U.S5, 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 rmodification 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 whichhave
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 anindividual 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 ''the unexecuted portion"
canceled.

a~17
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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 originalissuing
command is junior in the same echelon
of command,

5. When orders are modified verbally,
written confirmation of such 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 ofde-
tachment, number of dayg 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.

Ch. 8

P5013 CANCELLATION, MODIFICA-

TION OR REVOCATION OF
ORDERS

1., For the purpose of determining
entitlemnent to allowances fortravel and
transportation 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 himor
his dependents, or any transportation
of household goods or house trailers
commenced or completed thereunder,
even though leave, delay, proceedtime,
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 willbe 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 containedin
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 abbreviated
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 obtainthe necessary pass-
ports and immunization, as specifiedin
current regulations.
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5016 ADDRESS WHILE EN ROUTE

TO NEW DUTY STATION

1. In executing orders issuedbyHead-
quarters, U.,S5. 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 tothe 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 Francisce Bay area will re-
port in person to the Commanding Of-
ficer, Marine Barracks, Treasure
Island, San Francisce, California, or
his representative at place of entry
into CONUS for endorsement of orders
to establish the eiffective 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 returned from
the Pacific Area for retirement, re-
lease to inactive duty, severance or
reversion, will report to the Com-
manding Officer, Marine Barracks,
Treasure Island, SanFrancisco 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 eatablish the effectivedate of
proceed, delay and travel, address on

leave and a reporting date at the new -
duty station. Copies of such endorse-
ments 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' 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,

¢. 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 inatitution, 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 hospitalto 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. If 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:

5-10
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a. Name, grade, service number,
military cccupational 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 figcal year where entitlement
to dislocation allowance was involved
{except those to, from or between
courses of instruction as stated in
subparagraph 5018.1c).

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 previcus 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 necessarydetachment
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 ofthose
enlisted personnel entitled to movement
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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:

(1) 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 te a second or subsequent
dislocation allowance in any one fis-
cal year unless a prior finding
(SECNAVFIND) 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 wvarious
forms of orders. Figures are indicated
as follows:

Figure 5-1, Letter.

Figure 5-2, Message.

Figure 5-3, Special order.

Figure 5-4, Organization special
order,

Figure 5-5. Speedletter,

Figure 5-6. Group travel,

Figure 5-7. Orders totemporary

additional duty.

887098 O - 63 - 4

Figure 5-8, Confirmationoftem-
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, Qrders 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 104-
inch paper. In this connection figure
5-4 is an organizational special order
in a special order formatfor permanent
change of station which may be used
for large drafts such as replacement,
rotation and recruits when conditions
permit, adding such additional instruc-
tional 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 theal-
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
Commercial 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 trawvel time will
be computed on the basis of travel
over any usually traveled route by
through service where available. For
transoceanictravel by vessel, theactual
time required will beused, 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 withintheforty-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 enrouteawaiting 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 traveltime 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 reassignmentbetween
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 Change of StationOrders.
Qfficer or enlisted personnel perform-
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, 3days
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 shallbe 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
necegsary 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 connectionat
points of change, will be required and
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 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 prders 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 StationOrders, When
travel is performed by both privately-
owned vehicle and by commercial
carrier incident to permanent change
of station orders under which travelby
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 this 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 withpara-
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 paragraphl, above,for the
remainder of the official highway dis-
tance fortravel 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 traveltime
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- f. The following are examples of
rected en route, each leg of the ordered computations of travel time involving
travel will be computed separately. mixed modes of travel:

EXAMPLE NO, 1

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

train,
Points of Travel Highway Distance
Washington-Chicago 672 miles
Washington-St. Louis B0l miles

MAXIMUM TRAVEL TIME AUTHORIZED: 2 days.

5-14
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COMMON-CARRIER HIGHWAY POV
MODE OF TRAVEL TRAVEL TRAVEL TIME DISTANCE TRAVEL TIME
POV 672 2 days
Train None None
TOTALS None Neone 672 2 days

As the distance traveled by POV exceeds the official hiphway 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 Highway Distances
Washington-San Francisco 2839 miles
San Antonio-San Francisco " 1766 miles

MAXIMUM TRAVEL TIME AUTHORIZED: 9 days

COMMON-CARRIER HIGHWAY POV
MODE OF TRAVEL TRAVEL TRAVEL TIME DISTANCE TRAVEL TIME
POV 1766 6 days
Aircraft 1073 Z days
TOTALS 1073 2 days 1766 6 days

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

Since the distance traveled by POV isless 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, 1756 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 Highway Distance
San Francisco-Boston . 3140 miles
San Francisco-Salt Lake City 751 miles
Detroit-Boston 795 miles

MAXIMUM TRAVEL TIME AUTHORIZED: 10 days
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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 PQOV; travels from Indianapolis
to Great Lakes by train.

Points of Travel Highway Distance

Boston-Great Lakes 1003 miles
Boston-Indianapolis 922 miles
MAXIMUM TRAVEL TIME AUTHORIZED: 3 days
COMMON-CARRIER HIGHWAY POV

MODE OF TRAVEL TRAVEL TRAVEL TIME DISTANCE TRAVEL TIME
POV 922 3 days
Train 81 None

TOTALS 81 None 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 ordersis
not necessgarily 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

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 onthe 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 of the
slower means of travel authorized in
his orders, the difference between the
tirme actually used and that authorized
is unauthorized absence,

5051 TRAVEL BETWEEN PORTS

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

5053 TRAVELTIME WHEN ORDERS
ARE RECEIVED ON LEAVE

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

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 orimproperorders
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 of travel
in his endorsement in accordance with
subparagraph 5055.5 if none is cona-
tained in the orders. As indicated in
NAVMC 1175, 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 repgulations,
will result in the selection of that 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 bydirecting,
as distinguished from authorizing, the
procurement of such transportation by
government transportation request,
This procedure will be followedineach
and every case inwhichitis practicable
in order to effect the greatest saving
to the Government in temporary addi-
tional duty travel costs.

a. All ordersdirecting commercial
transportation by Government trans-
portation requests must be presented
to the transportation sectionissuing the
transportation requests and arranging
the reservations for travel as soon as
practicable after date of issue,.

’b. 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, M4150-1, itemm 4, and
4203-2,) To minimize administrative
costs involved in issuing and account-
ing for tramnsportation requests when
the cost of transportation is $15 or
less, commanders will encouragetrav-
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

1. 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-
their

sence of persomnnel from

rPermanent 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.) Whenthese
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 of transportation
is submitted. (See the Joint Travel Reg-
ulations, paragraph 4203-3c¢c.) Com-
manders authorized toissue orders are
also authorized to assign Class II, 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 ocrder 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:

{}) The orders are canceled, or

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

¢. 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 forall
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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 thereis
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 transportalion by a particular
mode of commercial carrieris deemed
necessary by the military commander
issuing the orders because of reguire-
ments which can be met only by the
mode designated, the travel order
should indicate a "directed" 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 4203, applies in connection
with prohibited reimbursement ifother
means are used,

3. Travel Time on Temporary Addi-
tional Duty Orders. Travel time inci-
dent to temporary additional duty orders
or repeated travelorders shallbe com-
puted from the time of actualdeparture
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-

" 8idered to be more advantageous to

the Government, then the actual time
necessary to perform the directed
travel will be allowed, When computing
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 M4201,
item 3,

{1} OnDeparture From the Per-
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 of time between date of departure
and date of reporting back to the per-
manent station or to a subsequenttem-
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-

MARCORPERSMAN

maining period, commencing from the
datethat 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 lL.ejeune, N.C., for period
of 10 weeks at whichtimehe will return to Norfolk, Va, Member ordered
to report not later than 2400 on 13 January 1965. He departed Norfolk at
0300 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 thatthe 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 en 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-
mentintemporary additional dutytravel
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 subparagraph5, below.
The term for orders for temporary
additional duty overseas should be:
"Government aircraft is directed when
available, otherwise commexrcial (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, If it is not
available, a mode of commercialtrans-
portation will be provided by Govern-
ment transportation request. The choice
is not up to the traveler and neither can
the traveler obtaintransportationat 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 1ssued 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.

i a, If time permits and no mode is
irected, the commander in the chain
of command may authorize the member
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 wvia (*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 permnitted 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 maust
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. Entitlemenis 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 Govermment trans-
portation is used, or a Government
fransportation 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 must coincide,

for the travel. The latter applies for
travel periormed 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,
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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. Any
authorized delay en route, other than
proceed andtraveltime, 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 activitymay
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 time, leave, and travel
time are charged in that sequence.
However, only that portion ofthe 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 inthe 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 Repgula-
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--Proceedtime

6 to 15 August, inclusive--Period of
leave (10 days)

16 to 18 August, inclusive--Travel
time

18 Auvgust--Person must report for
duty not later than 2400 on this date

(2)  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:¢
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 (10days)

12 August (report before the beginning
of working hours or before 0900 on
board ship)

(2) If Marine reports prior to
maximurri 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 station. Qrders further au-
thorize 4 days proceed time, 10 days
leave and 4 days travel time uponcom-
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 Aupgust--Travel time

31 Awugust--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
Commandant of the Marine Corps mes-
sages in which specific authorization
for delay is not spelled out. Such
ordersusually 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.
Traveler is directed to proceed and
report to the Commandant of the Ma-
rine Corps, Headquarters, U.5, 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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STATUS PERIOD NUMBER OF DAYS
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
(Pve conv) 13-24 June 12

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

5101 PROCEED TIME

1, 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 persomnnel 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
state 'proceed without delay,'" such
officer 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 permanent 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
ternporary additional duty and receives
orders transferring him to a new per-
manent duty stationuponthe completion
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of leave or temporary additional duty,
he is allowed proceed time betweenthe
leave address or temporary additional
duty station and the next permanent or
temporary duty station,

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

"], Reported on (date) for further
asgsignment by (name of commandj,

"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
astatus of awaiting further assignment
in connection with a permanent change
of station, Youhave not previously taken
proceed time under your change of
station orders and are therefore au-
thorized 4 days proceedtime in addition
to any authorized delay and traveltime
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 basgis of a reassign-
ment (permanent change of station

- st

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 onacceptance 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 cf 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. Imnstructions contained in the Ma-
rine Corps Manual, paragraph 1320,
and subparagraph 9151.8 ofthis 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 stationorders
may be prepared in several formats:
letter type, message, special order
type or speedletter. (See figs, 5-1
through 5.5,)

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

a., Address, The commander having
authority toc 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 ara
forwarded for delivery will be indi-
cated by title and in sequence after the
word ""Via"

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 necesgsary.

d, Enclosures, These may be in-
dicated as required. A copy of Nav-
Compt Form 2021 or superseding form
will be attachedto all permanentchange
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 contain wording 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, Whenorders
issued by the Commandant of the Ma-
rine Corps contain 2 statement that a
specified security clearance is re-
quired, the detaching command will
include in the delivery endorsement
or in subseguent special orders a
statement to the effect that the Marine
possesses the required clearance or
that a request for clearance has bzen
initiated, Whenever permanent change
of station orders have been initiated
to fulfill a qguota issued by Headquar-
ters, U.5. 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 tc 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 thoughsuchpersonnel are directed
to move with a Marine Corps unit,

{1}) The Monitored Command
Code of the receiving cormnmand (ulti-
mate duty station) will be included in
all personnel assignment orders, (MCO
P1080.20, Personnel Accounting Codes
Manual, contains current MCC,)
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Example: Report to the Commanding
General, 1st Marine Division (Reinf),
Fleet Marine Force, Camp Pendleton,
California (MCC 121) for duty,

f. Signature. Signatures on orders
will be 1n 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 rmode
for travel overseas is specified, Gov-
ernment aircraft and/or Government
surface vessel is directed for trans-
oceanic travel unless ctherwise speci-
fied, Class Il 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
MCOQO 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 containterms
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 periodofleave
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 personnelbeingtransferred
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 notalready
indicate:

(1) Obtain area clearance from
the appropriate area commander, if
the Marine desires dependents to ac-
cornpany 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 ordersand
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 nec-
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) Adirective toobtainpass-
ports, if required, in accordance with
Marine Corps Order 5512.4 series,
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(f) When required and inlieu
of the requirements of subparagraph a
through e, above, a statement to the
effect that entry of dependents and
concurrent travel has beendisapproved
and that the Marine 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 he
furnished to the data processing in-
stallation,

3. In order to alleviate personalhard-
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.
geas destination, involves considerable
expense to the Marine Corps, It is of
great importance that all practicable
measures be taken to effect economy
in the expenditures generated by such
movements (see fig, 5-6).

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-
stantially 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,

¢. Commanders at all levels are
directed to make constant effort to
utilize grouptravel wherevér and when-
ever practicable,

5152 TEMPORARY ADDITIONAL
DUTY ORDERS

1. Temporary additional duty orders
invoelve 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 te 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 (TEM-
ADD) orders may also be prepared in

the same format as permanent change.

of station orders,
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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 pericd
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
wherever practicable.

¢. Temporary additional duty
orders which do not 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 form., indicate the source of
nonappropriated funds from which re-
imbursement will be made,

d. TEMADD orders which are
permissive type (authorization)
orders,




5152 MARCORPERSMAN

(See Joint Travel Regulations, pars.
6453 and 6454,) These orders author-
ize, as differentiated from direct, the
traveler to proceed ontemporaryaddi-
tional duty and indicate that the travel
may be performed at the option of the
individual. This type of order isissued
to permit the individual, whenthe bene-
fit to the service is not sufficient to
warrant 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 whichgives
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,

e. TEMADD orders involving at-
tendance at meetings of technical,
scientific, professional and other simi-
lar organizations will be jissued in
accordance with SecNavinst 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' position
and makes justification subject to ques-
tion. Each commander who issues
orders must exercise careful super-
vision over expenditures and be pre-
pared to justify fully the cost of orders
issued by him. To this end, each
command issuing orders must:
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a. Determine that the traveland/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 transportationis satisfactorily
capable of meeting military require-
ments, Direct travel outside the United
States, to, from, between and within
areas by Government transportation,
Military Airlift Command/Military Sea
TransportationService, whenavailable.

¢. Prescribe a definite itinerary
whenever practicable, avoiding using
such terms as "authority to visit addi-
tional places'" 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 andthose
which are permissive orders. (See
Joint Travel Regulations, par. 6453,)

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

(1) 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.' 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: (T'itle of the commander through

whom forwarded, ifnecessary)

Subj: Temporary additional

orders to

duty;

Ref: (2) (Identify the reference which
authorized the commander
to issue the orders)

Encl: (1) (These may be indicated as
required)
(A copy of NavCompt Form
2021 or superseding form
will be attached to alltem-
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,
Exampleg: ""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 showninthe order..

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 modificationbefore com-
mencing the travel.

(b) The order must indicate
places to be visited and for commands
to which to report, in desired se-
quence, Example: ".....tc 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.” '..... to
Washington, D. C., reporting to the
Commandant of the Marine Corps,
Headquarters, U, S. Marine Corps,
for temporary additional duty in con-
nection with.,.,.. ." Care must be exer-
cised in determining the exactitinerary
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..... M

(c) Directive to report, It is
not mandatory, except when duty is
under instruction, thattemporaryaddi-
tional duty orders contain a directive
for an officer to report. If 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 requirement for
certificates as indicated in paragraph
4451, Joint Travel Regulations, when
government 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 assigned duties,
the following may be included in the
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order (see Joint Travel Repgulations,
paragraph 4451); "While performing
this duty, utilization of Government
quarters is not required as it is con-
sidered suchutilization wouldadversely
affect the performance of the duty." En-
listed personnel aretobe directedto re-
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.

(e} The order must contain
a statement indicating the reason for
the travel. Example: .., inconnection
with inspection of ordnance material,"
"...to attend a symposium on aviation
safety." ", ,.,to attend a conference
concerning supply matters.'" Personnel
should not be ordered to temporary
additional duty under instructionifthey
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. Exarnple: whereitis
impracticable to state the definite pur-
pose, such as a classified mission,
orders should read "...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
may 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 commencement
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 temporaryaddi-
tional 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

1. No mention, except as
indicated in subparagraphs 2 and 3,
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:

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

b. Personnel who are
ordered to an activity as augmenting
or support troops for the operation
(annual field training, maneuver, exer-
cise, etc.}, such as guards, cooks,
mesasmen, instructors, technicians, and
rifle range coaches,

c. Personnel of a unit
engaged inthe establishment or closing-
out phases of the operation, as

N
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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.

e. 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.

2. When a member is di-
rected to perform temporaryadditional
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 andtransportation.
This information will be included in
the orders, In this instance, no appro-
priation data need be shown in the
orders,

3. If reduced per diem
or no per diem has been directed by
the Commandant 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
diemn 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 temporaryadditional
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 issved in letter type orders,
They may contaihs-sentially 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 staternent
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 additional 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 preo-
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. Inorders 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 notnec-
essarily required to report,

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

{d) There is noappropriation
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 time to {ime 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
issue temporaryadditional dutyorders,
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
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separate round trip jourmeys 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 solelybetween

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 cancellationupon
detachment from permanent duty sta-
tion to which such orders pertain.

5155 MOVEMENT ORDERS (See

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

2. Movement orders must meet the
applicable requiremnents prescribed for
travel and will contain such other
instructions as necessarytoaccomplish
the desired change of location.

3. When the movement of anoxganiza-
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 accomplishedbydirect-
ing or authorizing the officer incharge
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 involvetravel
by Retired and Reserve personnel from
the place at which they are residing
at the time of assignment to active duty
to the specified dulty 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 totemporaryactive duty,
(See figure 5-13.)

¢, 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 thantrain-
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 whichplace
an individual, at his own request, 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

l. 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
paragraph of the basic orders.

g. Signature of commander.

h. Reporting endorsement.

i. 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. Specialorders 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 toshore patrol duties
in a nontravel status away from anaval
vessel,

b. Qutside continental United
States: '""While engaged inthe perform-
ance of these duties you willbe 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 ofthis 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 rnust 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,

2. 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

1, The Use of Special Orders, As a
medium of the implementationof 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 notto
lend themselves to the abbreviations or
the physical limits ofthe specialorder,
or when there is a need for rapidcom-
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 2 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 2 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, stamped
"Original Orders' and one additional
copy of each Marine Corps Special

Order will be forwardedto commanders
of units listed in column 2 for action.
The action required and the manner of
effecting such action is indicated inthe
following portion of this order.

(2) 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,

2. Instructions Relating to the Content
of Special Orders

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

b. Distribution. Subordinate com-
mands will be furnished the original
and such number of copies of the
major command'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 person concerned.
If copies of special orders, not re-
guired 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) Orders containing abbre-
viated terms and phrases should notbe
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.

(2) If a special order withalarge
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 'effected" in special
orders., Those higher echelon com-
mands who may require a subordinate
command to make such change willuse
the term ''directed,"
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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'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 delivery as werethe oripi-
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 ofthe member
concerned, the Commandant of the Ma-
rine Corps (Code DFY}, 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.

(1) 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 {o the effect that he
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understands to whom and whereheisto
report and the exact date andtimeheis
required to report. See the first en-
dorsement contained in figure 5-16,
This is also applicableto all othertypes
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 reports from an over-
seas command will ensure that the re-
ceiving endorsement is accomplished.

{£. The term "do" maybeused when
it is desired 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 inwhich
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,
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.)

P b. Column 1, entitled "Name will
contain the names of personnel listed
alphabetically by grade, last name and
initials, service nurnber, 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

release from active duty and

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 inthis 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).

? ¢, Column 2, entitled "Transferred
rom' will identify the organization
from which the member isbeingtrans-
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 rollsthe Marine isbeing carried,
Organizational designations so entered
will inciude their geographic location,
The Marine Corps Special Qrder will
not use geographic locations in this
column for the following commands:

FMF Lant

FMF Pac

Marine Divisions
AirFMFPac

Marine Aircraft Wings
ForTrps FMFPac
ForTrps FMF Lant
lstMarBrig FMF

All Marine Corps Districts

(1} Conditional rernarks; e.g.,
"Prov ext enl," "Prov reenl pd 6 yrs,"
etc.,, and instructions to the command
pertaining to any certain member
should be entered in this column,

d. Column 3, entitled "DofD"
{meaning Date of Detachment) will con-
tain the date on which orders are
effective, When a member is to be re-

5-35
Ch, 7




5200 -

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 geco-
graphic location of the organization
concerned, Additional information such
as the duties to be performed by the
Marine; e.g., ''DIFOT,!" "DUSOCDA,"

. "DIFOTSODA," duty in a specialist
category, or relief for a designated
person, will be entered in this column,
When an individual is to be t{ransferred
to a cormmand 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. Alsc
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 mirnber.

"" (1) The 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 Marineisto
report to the activity, If a Marine is to
report to more than one activity, ades-
ignated date may be usedfor eachofthe
activities, provided distinction is made
as to what time he is to report at which
activity, Should it be necessary topre-
scribe the hour of reporting, the hour
and date will be entered inthis column,

(1) The reporting date column
will be left blank when date cannot be
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designated because mode oftransporta-
tion cannot be determined in advance,
the leave records are not available tothe
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 andtraveltime
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 preparedin
essentially the same manner as forthe
first three columns of the permanent
change of station order, whicharecon-
tained in paragraph 1 ofthe order, Col-
umn 4, headed "Remarks' will contain
the place or activityfrom whichthe Ma-
rine was ordered to active duty andthe
home of record. In addition, any infor-
mation pertinent to the Marine may be
entered in this column; e, g., the activity
to which assignedupon release from ac-
tive duty. {See par. 2 of fig. 5-3.)

h, Temporary additional duty will
be published in paragraph 3. There are
four columns in this paragraph. They
are entitled '"Name," '"Permanent Duty
Station,! !'Report To,'" "By,' respec-
tively. Generally, the orders to tem-
porary additional duty of personnel will
be treated as prescribedfor permanent
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 tothe
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, 5-3.)

i. Orders for active dutyfor train-
ing of reservists will be published in
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paragraph 4, The six columns com-
prising this paragraph are entitled
""Name," "Organization," "Report To,"
U"Peried," "PEBD'" and "Remarks,'' 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 dutyfor train-
ing, type; i.e., aviation or ground, and
any supplementary information perti-
nent to the member; e.g., "DIFQOT 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
Ovrder, butthe instructions are indicated
herein for compliance byorganizations
concerned,

4, Clerical Instructions for the Prep-

aration of the Administrative Change
Portion of Special Orders

a, Designation, assignment, reas-
signment, or request for nominations,
Paragraphs requiring 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 inthe
form illustrated inparagraph9of figure

732-936 O-64—4

' 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 of MOS
for members will be in the form illus-
trated in paragraph 10 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 inthe "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

NUMBER OF PERSONNEL TO
BE DETAILEDIN CHARGE OF
INDIVIDUAL'S TRAVELING IN
A GROUP

5250

1. When enlisted personnel aretoper-
form travel ina 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 moverment 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 Persomnel visory Personnel

Under 50  Senior MarineinGroup Permanemnt Changeof
or Designated Graduate Station (PCS)
Recruit
50 - 100 1 Staff NCO or NCO PCS or Temporary
Additional Duty
(TEMADD)
Over 100* 1 Officer and 1 NCO PCS or TEMADD

*Applicable only in unusual circumstances, Setdom 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 containedin
the following:

a. U. 5. Navy Travel Instructions,

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

c. Such current instructions asmay
be isgued 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 prescribedherein
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 anorgani-
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

(1) 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
supergeding 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 all personnel are
instructed in the existing regulations
regarding movement of dependents and
that, where applicable, sufficient copies
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of orders and/or certificates, inlieu of
orders are furnished personnel for the
transportation of dependents and house-
hold effects.

¢. 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 prior todeparture.

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 atthe port of
embarkation.

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

h. Be responsgible 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

1. 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 1175), and
the U. §. Navy Travel Instructions. Re-
sponsible officers will advise the local
Marine Corps supply officer, who han-
dles cormnmercial transportation, asfar
in advance as practicable of the trans-
portation arrangementa 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 aresponsible 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 asmaybe
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 the 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 governmment
vehicles, commanders whodirecttravel
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--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5257

BAGGAGE IDENTIFICATION
MARKINGS INCIDENT TO
MOVEMENT OF TROOPS OR
INDIVIDUALS

1. Commanders, in preparing enligted
persconnel 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 10241-5D, United States
Marine Corps Baggage Identification
Check, will be used for this purpose.
The owner'sname, grade, service num-
ber, organization, present station des-
tination, and home address is
considered as sufficient identification.
The name of the organization, present
station, and destination will be omitted
when required for military security,

5256

2, The internal identification pre-
scribed in paragraph 1, above, is in
addition to required external identifica-
tion marking and is a means of identi-
fying the owner of personal bagpgage
which may have had the external mark-
ings defaced or lost and which may be
found in the possesgsionof a commercial
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 carriersinorder
that Government property contained in
unclaimed or undeliverable personal
baggage 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 persconal baggage
which they mayhave 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

group or individually, commandersare
responsible for instructing such indi-
viduals in the disposition of personal
baggape, effects, or household goods.
Individuals will be advised that the
Marine Corps assumesno 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-4 with
over 4 years service and E-5s through
E-9s8. Personnel will further be ad-
vised that baggage and effectsinexcess
of the checkable free baggage allowance
provided on tickets of the cornmon 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,

.2. Under certain emergency circum-

stances, Joint Travel Regulations, par-
agraph M8012, authorizes the shipment
at Government expense up to 200 pounds
of personal baggage of anindividual 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 200 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 tothe
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 requiredlocally
to effect disposition. Personal baggage
or effects regardless ofthe circumstan-
ces involved, will inno case be retained
in storage beyond the length of time nec-
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

1. Commanders of Marine Corps ac-
tivities shall cause an inspection to be
made of the personal effects 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 bagpgage 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 of personal effects
and baggage of personnelhaving intheir
possession aninspection certificate ac-
complished prior to departure from a
theater of operations or en route tothe
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, andunrestricted
articles of captured enemymaterial 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 locatedinthe 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 RESPONSIBILITIES 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 willbe
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
degignated 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 orally 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
-gupplies, 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-
gsonnel is of great 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, ifdesired,
provided such stops are included inthe
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 railrcads can
include them in the original operating
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 requestthe conductor
to make an exercise stop unless such
stop was requested in advance and
included inthe 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:

(1) 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 opendoors,

h. Personnel are prohibited from:

(1) Damaging or destroying any
carrier property.

(2) Removing any carrier prop-
erty from the place assigned bycarrier
employees,

(3) Throwing anything from a
public convevyance.

_ {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; andthe
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,

1. 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.

z
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON 3@ p.¢. 20380 N REPLY REFER TO
DFAl-e jm-35
10 Jan 1964

Commandant of the Marine Corps

1stLt George R. DOE 072000/7302/2020 USMC (DIFOT)

2d Marine Division, Fleet Marine Force, Camp Le jeune,

North Carolina

Via: (1} Quartermaster General of the Marine Corps

{2) Commanding General, 2d Marine Division, Fleet
Marine Force

Subj: Permanent change of station

1, On such date during February 1964 as the Commanding General
may designate, you will stand detached from your present
station and duties; will proceed to the port of embarkation
designated by, thence as routed overseas durlng March 1964

by the Quartermaster General of the Marine Corps to Kenitra,
Morocco. On arrival report te the Commanding Officer, Marine
Barracks, Naval Activities (MCC 311) thsreat for duty.

2. Besides vour proceed and travel time, you are authorized to
delay 30 days in arriving at the port of 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, paragragh 5150.2%1 for compliance. arine
Corps Orders 1300,8F and P3000,1A apply. In order to assure
transportation arrangements for dependents, submit completed
Forms DD&8, and three copies of orders to the Commandant of
the Marine Corps (C0S7) immediately upon receipt of area
clearance,

L. 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 aireraft osutside the continental United States.

7. You will report to the Disbursing Officer within three work-
ing days after completion of travel to settle travel cxpenses.

’ Figure 5-1
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DFAl-e jm-35
10 Jan 196)

8. TravChar appn 174,1105.2753, MPMC-64, OC 21, EAN 74120 off
tvl, 74150 depns tvl; OC 22, EAN 74152 trans HHG; OC 12, EAN
74157 DLA; BCKN L4690, 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 DCOE -~ 30

SAMPLE LETTER TYPE PERMANENT CHANGE OF STATION ORDERS

‘ Figure 5-1,--Continued,
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HEADQUARTERS U. S. MARINE CORPS WITH TS sopy. | ouIkED

NAVMC MO 217-ADM (REY. -8}

DRAPTED BY RIGINATON § GFFTC GOBE NG, ] EXTENSTON WO, SRECEOBNC
Mr. Roel SMITH DF-mao -2 1106 h2ho8 [J nweoiate
RELEASED oy DATE D PRIGRITY
E. A, DOBped [Signature) 10JANGL B smrine

[Date/Time Group) [GCT}

FROM: CMC

T0: CG MARCRUITDEP SDIEGO

INFO:  CG FMFPAC MARCOBPAXOFF SFRAN
COMFOURTEEN COMSEVENTHFLT
CINCPACFLT CINCPAC

UNCLAS

FOR MAJGEN J E ROE 06222/9903 USHMC. ON 15FEB STAND DET PRESENT
STA DIR PROREP OIC MARCORPAXOFF SFRAN FOR TEM AND FURTRANS TO
OAHU HAWAII. ARREP NTI 1MAR CG FMFPAC (McC 110) FORDU AS DEPUTY
COMDR FMFPAC, AUTH DELREPANY UNTIL NLT 1MAR, IMMUNQUIRED ACD
BUMEDINST 6230,1D BEFORE TR, MARCORPERSMAN PAR 5150.5, 5150,2G,
MCO 1300,8E and PBOOO.IA APPLY. IN ORDER TO ASSURE TRANS ARNG
FOR DEPNS SUB COMPL FORMS DD 884 AND THREE COPIES ORDERS TO 9IC
MARCORPAXOFF SFRAN IMMED UPON RECEIPT THESEQO. 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
COPY TO: CMC (A; AQ; D; AD; DF-2; DFA-4; DFF-2; APB; DFB; DFB3;
DFC)
SAMPLE MESSAGE TYPE ORDER

outcoIng UNCLASSIFIED messace

’ Figure 5-2
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" MARINE CORPS SPECIAL ORDER
00«00
1. The following permanent changes of station are directed.

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINK CORPS
Weshington, D. C. 20380

DF/ ifs/mac/gtw

10 Japuary 1964

TravChar appr 1741105. Subhead,

2750 Grad Recruits; 2751 to & from DUINS excess 20 wks within CONUS; 2752 within CONUS; 2753 to
from or within 08 {(Incl to or from DUINS); as aprop, MPMC-64 OC 21 EAN 74120 off tvl, Til2l

enl tvl; 74150 (0ff), 74160 (Enl Entl) depns tvl; OC 22 EAN 74152 (0ff), 74162 (Enl Entl) trans
HHG; OC 12 EAN 74157 (Off), 74167 (Enl Entl) DLA; BCN 41690 Grad Recruits; #2690 to & from DUINS
excess 20 wks within CONUS; 43690 within CONUS; 44690 to, from or within 0S5 (Inel to or from

DUINS), BCAN 27.
to all male pers tr CS.

CO pers tr HawArea dir comply MarCorPersMan par 5150.k4.
MCO 1300.8F & P3000.1A apply to all pers tr OS.
5150.2i applies to pers entl depns trans & being tr to a NONREST area (S.

MCO 3574.2B applies
MarCorPersMan par
MarCorPersMan par

5150.2g applies for transfers to, from or between overseas stations.

Name Transferred From DofD Report To By
Capt DOE A 3dMarTiv (Rein) FMF Dur Marfl |DIFOTSODA 2dMAW FMFLant {MCC 142}
061111 7333 w/30 days delrep
lstLt ROE A B do do CG 3AMAW AirFMFPac MCAS ElTorc (MCC
Q71111 USMCR 7333 143) w/30 days delrep
Capt MOE S 8 1stMAW AirFMFPac do DIFOTSODA 2dMAW FMFLant (MCC 1h2}
069999 USMCR 730L/7331 w/30 days delrep
lstLt DOE S B 1stMarDiv (Rein) FMF |DATEDSG CO M3 NS SFran w/30 days delrep for |1S5Apréi
072222 3402/0802 (JTR par 7005 TEM & furtrans 3dMarDiv (Rein) FMF
applies) (MCT 125) IMMUNGUIRED
MSgt GLISAN R G lstMarDiv (Rein) FMF do CG MCH 29 Palms Calif (MCT Qi5) do
661477 0369
1 Cpl MOS 1391 Min 9 mos!ForTrps FMFLant (Ser do Comdt MCS Quant {MCC 012} do
AcDu remsin upon rpt #202233)
2 enl {LCpls/below) MOS do except (Ser do do do
1391 Min 9 mos AcDu #220034)
remgin upcn rpt
SSgt GNINWORB J H ForTrps FMFLant WD do
1078636 0141
] -

* Figure 5-3
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2. The following releases from active duty are directed in accordance with MCO 1500.1D. TravChar appn
1741105.2754, MPMC-6L4, OC 21, EAN TU120 off tvl, Th1S50 depns tvl; OC 22, EAN 74152 HHG, BCN 45690,
BCAN 27.

_Name Organization hop) Remarss Ry —

1stLt ROE J E 2dMAW FMFLant On 1Aprél [ORDACTU fr Grosse Point Mich ;

062022 USMCR T7302/733L HOR same

lstlLt WOOD D C 2dMarDiv FMF Before ORDACDU fr Baton Rouge La HOR

o6zzze USMCR 0302 Lapréh same

' after
31MarbHh
1% .

3. The following temporary additional duty under instruction is directed. TravChar appn 1T741106.2710
OSMMC-64, OC 21, EBAN 76767, BCN 2h620, BCAN 27. Furn copy of orders iss to CMC (DFF).

Name ~Permanent Duty Station _ Report To By
Capt SMITH A G MCRDep SDiego CO MB NB Npt NavScol NavJustice prd abt 1006
053000 0130 7 wks Cl cvn SAprés GOVAIRDIRVAIL II COMPRET 2Aproh
GySgt JONES Q R 2dMarDiv FMF CG MCB Cenlej AdvSupAdminCrs Cl #15 C1 cvn |&Febbl
355555 o1h1 10Febfl prd abt 18 wks (NTT none auth)
COMPRET

4, fThe 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 below. Each reservist will be required to
certify in his "Receiving Epdorsement” that he considers himself to be free from any iliness 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-6%, 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,

10€S SINAANIJIAJ ¥ TANNOSHHAJ SAHOD ANIMVIN J0 THAVHL--S HILAVHD



Lqo

Kame Organization Report To _Period E PEBD Remarks
Maj JONES S 9th MarCorDist CG LanForTralPac 6-17Aproh 21Dec50 {Gnd) to atternd
08001 USMCR 0302 Coronado SDiego Bagic PhibsStf
not before 1630 PlanningCrs
SApréh nor later
than 0800 6Aproh
* r
5. The following designation is directed.
Name Organization ED Type 4 Remarks
2ndlt BLACR & C rld pr RCCtOLT MarCorPropAcel Ser #5444
08000 0130 . L
6. The following assignment is directed,
Name Organization 3 ED Type Remarks
GySgt RED B C ﬂﬁRDep PISC 4Aproi DUTINS C1l #30 CruitScol C1 cvn TAprédh
1090001 o1k1 & FTT by HQMC
7. The following reassignments are directed.
Name Oxganization ED Report To Remarks
Sgt BROWN T 2dMAW FMFLant WD CG MCAS CherPt Fordu
145555 0141 (McCc 022)
Sgt DOE R 8 do WD do do
1288888 3531

8. Nominations will be submitted as directed below.

Submitting Organization For Assignment To No. Nom. ualifications Required By
2dMAW FMFLant I-I Stf 3dMT'Bn USMCR 2 Cpls MOS 3516 qual Iaw MCO
1300,20 Pers not in receipht of
orders by 10Merbl not sel
3=

’ Figure 5-3.--Continued,
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9. The following reduction is directed.

Name Organization To Date of Rank | Remarks
S5gt ROE D O MB NB Norva Sgt 1CJanbh i'Ichompetency Auth
372000 0141 |
S 10. The following changes of MOS's are directed.
T j
Name Organization From To
l1stLt DOE E D 2dMarDiv FMF Pri MOS 0301 Pri 3030 Blecsupd
06107k 0301 voided
MSgt SMITH C O HQBn HQMC ArlvVa Add MOS 8111
200999  0141/0369/8111 voided
SSgt BLACKT P do Asg add MOS CLT1 Personnel Data Analyst
W722000 01kl {

11. The following transfer in the Marine Corps Reserve is directed. Any travel involved will be-performed
at no expense tc 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 heindicates by endorsement
hereon that they are voluntarily accepted by him. During the actusl 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 he subject
T 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), (Place). I hereby voluntarily accept these orders.
(signature), (Rank), (Service No), USMCR*. The reservist will be further requested to deliver the copy of
the order, bearing the gbove endorsement signed by him, to his commanding officer, for attechment to his
qualification record book.

Name and Address . Trangferred From ED Transferred To Remarks
Capt MCE A L Cl 11T AvnU 1st 10Febod 4thCommBn PERL 20Ju152 DIFOT
033000 333 MarCorDist ForTrps FMF USMCR
6201 West Ave Bklyn
Mt Vernon NY
i .
o
Fen
-a ’ Figure 5-3,--Continued,
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12. The following transfer in the Marine Corps Reserve is directed.
at no expense tc the Government.

Any travel involved will be performed

Name and Address

Pransferred From

ED Transferred To Remarks

Maj CORN R B
020000 3030
20213 Green Street

Cl IT 1stBn Z25thMar
LthMerDiv FMF USMCR
Bsn

IoFebbl ClL IIT G&U Lst
MarCorbist Garden
City Long Island

Winthrop Mass NY
13. The modification of the following order 1s directed.
Name Organization Reference — Modification
Sgt ROET M MCRDep FISC Par 1 SONo 00-00 "Transferred From® colm to read: MCRDep
1200000 01l PISC (JTR par 7005 applies) Ref

14, The cancellation of the following order is directed.

dir rpt CC MB N5 SFran furtrans
3dMarDiv {Rein) FMF (MCC 125)

1100000 30k1

Distribution: Standard

B Name Qrganization Reference Reference Directed
SSgt BLACK O C MB NB Losi LBeach Par 1 SONo 0C-00 Rpt CG MCSC Barstow Calif

WALLACE M. GREENE, JR.

General, U, S. Marine Corps
Commandant of the Marine Corps

A8 4 kY 0] o S 7 T e A ] o S o g B B e T e PR e Sy oy R oy oy L o e S 7 e e e B M R N T CEE e S e G TR D S e B LN e Sy
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301

HEADQUARTERS
FORCE TROOPS, FMF, ATLANTILC
CAMP LEJEUNE, NORTH CAROLINA
10 Jan 1964

FORTRPS SPECTIAL ORDER)
HUMBER. o . vy .0 .00-00)

Ref: (a) MGSO 00-00
1. In accordance with reference (a), effective at 0800 20 January 1964 the

below named men are trensferred to Marine Corps Schools, Quantico, Virginia (MCC 012)
for duty:

Name ] Lv Address Nr days lv remaining
CpL ROE L L Box 12 RDl Seth 10
1878787 (1Jan59) 1391 | NC
(8er #0222233)
PFC JOHNS K D 1220 S 6th ST 5
1989876 1391 | Kates NC
(Ser #o2023h) €
PFC KING R U 1601 Lth Ave ‘ 2
1998654 1391 | New Bert NC
(ser #o2223k)
PFC HERBERT P U Rb4 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, such delay, less procced
{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, Maripe
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 1741105.2752, MPMC-6L, OC 21 EAN 74121 enl tvl, TH160
depns tvl {enl entl); OC 22, EAN 74162 trans HHG (enl entl); OC 12, BAN Th167
DLA (enl entl), BCN L3690, BCAN 27.

M. M. SEE
By direction
SAMPLE ORGANIZATIONAL SPECTAL ORDER

’ Figure 5-4
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5301 - MARCORPERSMAN

Dl 0] s wa | i _ DFA2-e im=26
BATE
|10 Jan 1964
yo. Commanding General 1 NAVAL SPEEDLETTER—
2d Marine Alrcraft Wing Permits dispatch or informal languags.
Fleet Marine Force, Atlantic May be sent (1) with enclosures, (2) in
ngarine Corps Air Station 2 9 windaw earelopo (s 84" x IX°).
herry Point, North Carolina ot ot higbat. (3 1o Dot ol and
nonnaval activiiies,
Is pa 300 shoats of white or of
one + yellow, pink, or green.

UPON COMPL DIFOTINS AND WD ON OR ABT 1FEB64 TR FIRSTLT J WHITE JR
072000/730i, USMCR DIR PRO WITH THIRTY DAYS DELREP CO MARBKS NAVSTA
SFRAN FOR TEMDIFOT AND FURTRANS JAPAN, ARRE!:"REP CG ¥MFPAC WESTPAC
FOR FURTRANS TO FIRST MAW (MCC 146) FOR DIFO'}‘a. IMMUNQUIRED TAW
RUMEDINST 6230.1D BEFORE TR, JTR PAR 7005, MCO 1300,8F, P3000.1A

AND MARCORPERSMAN PAR 5150.2G APPL, TRAVCHAR APPN 1741105.2753 MPMC-6/
OC 21 EAN 74,120 QFF TVL 74150 DEPNS TVL OC 22 EAN 74152 TRANS HHG

OC 12 BAN 74157 DLA BCN 44690 BCAN 27,

WALLACE M, GREENE, JR.

**WHEN AN INDIVIDUAL IS TO BE TRANSFERRED TO A COMMAND FOR DUSCDA OR
DIFOTS80DA THE COMMANDER OF THE ORGANIZATION TO WHICH THE INDIVIDUAL IS
TO BE TRANSFERRED WILL INFORM THE DETACHING COMMAND OF THE INDIVIDUAL'S
DUTY ASSIGNMENT AS SOON AS POSSIBLE,

SAMPLE NAVAL SPEEDIETTER TYPE ORDER

*" 0G FIRST MAW; CG ATRFMFPAC; CG FNFPAC; CG FMFLANT; CO VMR-353;

CO MARBKS NAVSTA SFRAN; REP CG FMFPAC WESTPAC
CMC (DFA-2; DFA2-2; AA%Z-2; DFF-2)

~——SENDER'S MAILING ADDRESS

dermrgl‘;mlhawnqtbkornply

e oF THE MARTRE A return in window envelope

foine BH* x AU, f not clasmifled as
FRAUGUARTERS U, S. MARTRR CORPS ,
oo WASHINGTONW, D. C, 20380 confidential or higher.
_J popr—
‘ . Figure 5-5 B




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

DEPARTMENT OF THE NAVY
HEADOUARTERS UNITED STATES MARINE CORPS
WASHINGTON X% D. €. 20380 IN REPLY REFER TO
DFC-e jm-37
10 Jan 1964

From: Commandant of the Marine Corﬁg

To: MSgt John DOE 560000/5563 US
Marine Corps Base, Camp le jeune, North Carolina
Via: Commanding General, Marine Corps Base

Subj: Temporary additional duty; group travel orders

1. When directed 15 March 1964 by the Commanding General, you
will take charge of the following named enlisted men, will
proceed and report by 20 March 1964 to the Commanding Genersal,
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
Cpl 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 duties,

3. These orders constitute group travel orders as defined in
Joins 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 anroute.

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

6. TravChar appn 1741106.2710, OXMMC-64, OC 21, EAN 76767, BCN
24,620, BCAN 27,

C. C. SMITH
By direction

Copy to:

CG MCitbep SDiego

CMC (DFB-2; DFB3-3; DS; DFF-2)
MSgt DOE - 10

SAMPLE LETTER TYPE TEMPORARY ADDITIONAL‘DUTY; GROUP TRAVEL ORDERS
’,inresﬁ

5-65
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MARCORPERSMAN

DEPARTMENT OF THE NAVY
HEADQUARTERS UMITED STATES MARINE CORPS
WASHINGTON 2% b.c. 20380 IN REPLY REFER TG
DFC-¢ jm-38
10 Jan 1964

From: Commandant of the Marine Corps

To: 1stLt John DOE Q70000/03C1 USMCR
2d Marine Division, Fleet Marinhe Force,
Camp Le jeune, North Carolina

Via: Commanding General, 2d Marine Division, Fleet Marine
Force '

Subj: Temporary additional duty; corders to

1. ©n such date as the Commanding General may designate, you
will proceed and report not later than 29 March 1964 to the
Coach, U, 8. Olympic Basketball Team, U. S. Military Academy,
West ﬁoint,'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 Reme, Italy.

2. 1If you fall 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
8articipate in any training and/or competitions arranged by the

nited 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 yeur
assigned duty station and resume regular dutiles,

4L, 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 Urited States and while overseas in the performance
of this temporary additional duty,

8. The United States Olympic Committee is requested to ansure

your identification as a U. S. Marine when you ars
participating in any of the competitions.

» Figure 5-7




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

DFC-e jm-~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 Unmited
States Code for any period during which hils expenses for
travel or transportation, subsistence and quarters, are being
pald by the agency sponsoring his participation in the games
and competitions, in accordance with Public lLaw 11, 84th
Congress.

10, For travel within the continental United States, government
aircraft is directed where avallable, otherwise travel via
commercial airecraft, rail and/or bus by Government trans-
portation request 1s 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, OXMMC-6L, OC 21 (TVL AND TRANS
OF PERS) and/or OC 26 (SUPP AND MAT), EAN 99934, BCN 58602,
BCAN 27,

WALLACE M. GREENE, JR.

Co tos

Mr?YA. C. Lonborg, Chairman, U, S. Olympic Basketball Team,
Univ of Kansas Lawrence Kans: Coach «» 3. Olympic Basketball
Team, U. S. Military Academy, West Point NY

CMC (DFA-2; DFA2-2; DFA1-2; DSN-2)

lstLt DCE - 20

SAMPLE TEMPORARY ADDITIONAL DUTY ORDERS

’ Figure 5-7.--Continued,
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5301 MARCORPERSMAN

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON 2% 0. C. 20380 IN REPLY REFER TO
NDFAZ~e jm-~-39
11 Jan 1964

From: Commandant of the Marine Corps

To:s  Major John J. ROE O24444L/7331/5610 USMC (DIFOT)
Office of the Chief of Naval Overatioans (0P-51)
Navy Department, Washington, D. C.

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

3

Subj: Temporary additional duty orders; confirmation of

1. The verbal instruction of the Chief of Naval Operations of
5 January 1964 which directed you to prpceed 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 dutles,

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.

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

5. TravChar appn 174,1106.2710, OMMC-64, OC 21, EAN 76767,
BCN 24,620, BCAN 27.

6. Due to the urgency of the travel involved, 1t was not
pracuicable to issue written orders before commencement or
travel.

WALLACE M. GREENE, JR,

Copy to?
CNC {0OP-51; OP-O9M)

CMC (DFA-2; DFA2-2; DFF-2; AAZ-2; ABH-2; HQBN-3)
Maj ROE - 10

SAMPLE CONFIRMATION OF TEMPORARY ADDITIONAL DUTY ORDERS

. Figure 5-8
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON XK D.C. 20380 IN REPLY REFER TO
DFCse jm=-40
10 Jan 196

From: Commandant of the Marine Corps
Tos Major Harold H. BLACK 04,0000/0130 USMC
Via: Director, Administrative Division (ABH)

Subjt Temporary additional duty; authorizatien for

1. On or ahout 6 April 1964, you are authoriged to proceed
to Naval Air Station, Key West, Florida and Naval Air Station,
Pensacola, Florida for temporary additional duty for a peried
of about 10 days in connection with training matters.

2, Exon completion of the abeve temzorary additional duty,
you will return to your present station and resume your
regular duties.

3, These orders are issued with the understanding that no
expense to the govermment for travel and/or per diem is auth-
o?f:ea in the execution of these orders. If you do not desire
to execute these orders without expense to the govermment for
travel and/or per diem, this authorisation is revoked,

WALLACE M, QREERE, JR,

Copy to:

CO NAS Key West Flaj; CO NAS Pncla
CMC (DFA-2; DFAl-2; ABK; HQBR-3
Maj BLACK - 10

SAMPLE AUTHORIZATION FOR TEMPORAHY ADDITIONAL DUTY (PERMISSIVE)}

’ Figure 5-9
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MARCORPERSMAN

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON 25.D.C. 20380 N REPLY REFER TO
DFAl -mao-1
10 Jan 1964

From: Commandant of the Marine Corps

To: CWO3 William E. ROE 039999/2710/3030 USMC
Marine Corps Liaison Officer, Western Electric Facilitiles, Bell
Telephone Laboratories, Burlington, North Carolina

Sub3: Repeat travel orders

Ref: (a) JIR, par 3003-3a
(v) NTI, par 4253

1. Effective upon receipt and when directed by the Marine Corps Liaison
Officer, Western Electric Facilities, Bell Telephone Laboratories, you are
authorized to perform such travel between the following named places or
between any of the same as may be necessary 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 TPest Unit, Naval Ordnance Test Station,
China Lake, California

Marine Corps Suppl™ Activity, Philadelphia, Pennsylvania

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

3. You are authcrized to perform such travel in and around your temporary
additional duty station via train, busg, streetcar, taxicab, ferry and/or
private vehicle as may be required in the performance of the directed
duty. BSuch travel is considered advantageous to the government and
reimbursement therefcor is asuthorized 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 auwthorized 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 egovernment tramsportation 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




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

Headquarters
3d Marinz Division (Rein)
Fleet Marine Force
c/o Fleet Post Office
San Francisco, California 10 Jan 1964

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

Subj: Movemsnt orders

Ref: {a) 3dMarDiv Operations Plan 7-49, dated 12Apr49 and
modifications thereto

1. Commencing on or about 17 April 1964, and in accordance
with reference (a) and the embarkation schedule issued by
separate instructions, the followin%Eunits 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
Off., Enl. off. Enl.
“hird Motor Transport Battalion & 173 1 5
Third Engineer Battalion 58 1 6
Headquarters Battalion g% %%% % %%

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, 3d Engineer Battalion, and the Commanding Officer,
Headquarters Battalion, for personnel of those units, will
constitute permanent change of station orders for all officers
non-commissioned officers, and petty officers entitled to
transportation for dependents.

3. TravChar appn 1741105,2753, MPMC-64, OC 21, EAN 74,120 off tvl,
74121 enl tvl, 74150 (off), 74160 (enl entl} depns tvl; OC 22,

EAN 74152 {off), 74162 {enl entl) trans HHG; OC 12, EAN 74157
(off), 74,167 (enl cntl) DLA: BCN 44690, BCAl 27,

Q

5. 5. DCE

SAMPLE MOVEMENT ORDERS WITH ENDORSEMENTS

’ 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. MOE 030303/0302 USMC

H. I. BLACK
LtCol., USMC
Commanding

DISTRIBUTION: Original & (8), each person concerned

m e em aw

e am o ew @ W Ga ST A 3 dw B O Gm e me W ew e e m ER o W mw e a%

10 Jan 1962+
{%GOND ENDORSEMENT on HQ 3dMarDiv (Rein) FMF ltr of 10 Jan 1964

L. BReceived thess ordars at

TFlace ]

(Time ) {Date])

A, B, MCE
1stlt., USMC

’ Figure 5-11,--Continued,
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301

DEPARTMENT OF THE NAVY
MEADQUARTERS UNITED STATES MARINE CORFS
WASHINGTON 28 . D.C. 20380 IN REPLY REFER IO
DFAL-mao-Zh
10 Jan 196k

From: Commandant of the Marine Corps

To: Captain Edward B. ROE 065656/08@2/0302'USMCR
2222 19th Court, Houston, Texas
Via: Director, 8th Marine Corps District, New Orlesns, Louvisisna

Subj: Assigoment to Aetive Duty eand Active Duty Agrsement
Ref: () Section 679 end 680, Title 10 United Stales fode

Enel: (1) Active Duty Agreement
(2) Officer Data Sheet
{3) Acceptance of orders to extendsd active duty

(4) DD Form 98

1., On 25 March 196k you are assigned to temporary active duty snd will
report on that date to the Officer in Charge, Msrine Corps Recruiting Station,
Marine Corps Reserve Training Center, 1902 0ld Spenish 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
196k 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 quelified or if
conditional waiver 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, 24 Marine Divigion,
Fleet Marine Force, Camp Lejeune, North Carclina (MCC 122),

3. If found not physically qualified and conditional waiver is not granted
the medical officer conducting the examination is requested to inform the
Commeandent of the Marine Corps {Code DFA), by message and the unexecutad
portion of these orders is revoked. .

L. By copy hereof, the Officer in Charge, Marine Corps Recruiting Station,
Houston, Texas is directed to witness the execution of enclosure (1) in
duplicate, deliver the original to you srd mail the duplicate to the
Commandant of the Marine Corps (Code DFA),

5. The Commanding Officer of your initial duty station will cause your new
expiration of active service date to be reported in the unit- diary and re-
corded in your Qualification Reecord in accordsnce with the instruections in
the Marine Corps Personnel Manual.

’ Figure 5.12
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6. If you cannct execute these orders you will inform the

Commendsnt 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

gerving 2 minimum of three years on this assignment. No assurance can be
given that s further SWAG or EAD will be granted upon expiration of this
SWAG. Attention invited to MCO 1001.2LB,

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 5521.6A, paragraph IV,B,

8. Records of this Headguarters indicate your PEBD is 15 October 1955 and
that a satisfactory Nationazl Agency Check was completed in your case on
12 QOctober 1956.

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

10. Ycur home of record ls recorded as addressed sbove, 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 messasge. 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 1T41105.2750, MPMC-6L, OC 21, EAN 74120 off tvl, ThL50
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 MCRTIC Houston, Texas

cMC (DFA-5; DGL; AFS; AF; DFF-2; DFA1)
Capt ROE - 20

SAMPLE ASSIGNMENT TO ACTIVE DUTY AND ACTIVE IUTY AGREEMENT

’ Figure 5-12,--Continued,




DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON XX D. €. 20380 IN REPLY REFER 1O
AFC ~mao-14
10 Jan 1964

Commandant of the Marine Corps
Major Donald P. MOE OLT000/4302 USMCR
2222 8. Hill Avenue, Lutherville, Maryland

Bubj: Temporary active duty; orders to

1, You are assigned to temporary active duty on 4 March 1964 and will
report by 0800 on that date to the Officer in Charge, Naval Dispensary,
Navy Annex, Arlington, Virginia for a physical examination tc determine
your fitness for assignment to temporary active duty and if qualified,
repori immediately to the Commandant of the Marine Corps, Headquarters,
U. 8. Marine Corps, Washington, D. C., for tewporary active duty with the
Historical Section, G-3, for the period L March 1964 to 31 March 196h.

2. If found not physically gqualified for assignment to this duty, you will
return to the place to which these orders are addressed and upon arrival
stand release fyom 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 time, stand released from
temporary active duty.

Lk, Your Pay Entry Base Date is 21 March 1942. You are directed to forward

to the Unit on whose rolls you are carried, within 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 wost
nearly coinnide with the requirements of these orders.

7. TravChar appn 1741105.2750, MPMC-6L4, OC 21, EAN 74120, BCN 41690, BCAN
27 for assignment to temporary active duty and to appn 1Th1105.275hk, MPMC-64,
BCN 45690 with remainder of data as indicated above for release from
temporary active duty.

WALLACE M. GREENE, JR.

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

SAMPLE ORDERS TC TEMPORARY ACTIVE DUTY
S 5-65
’ Figure 5-13 Ch. 7




5301 MARCORPERSMAN

HEADING FIIE NUMEER
DETE

From: (Title of officer issuing orders)
Tos (Grade, name, servise number, and service component of absentee
or Geserter

Subj: (rders

Ref: ?a; Paragrgph 7051, Marins Corps Fersonnsl Marmal
b) MarCorps message # (use this as a reference only
vhen specifie instructions are recelved to lssue orders)

1. Having surrendered to this (asctivity) (comand) at (uour) on (date),
you will procesd; as routed below, to (gape and ation of pogt AT
and upon ar'r:lval will reporl: imodiately to the Gcmmnder.

Depart: (Locatdon)  (Hour and date) (Mame of transvortation Co)
Arpive:
Dapart:
Arrive:s

"l. Having been delivered to this (activity) (commend) st (oux) on (date)
by (delivering authority), you will proceed as routed below, etc." (Thil

form %o be used where individusl is taken into custody by elvil authorities
and subsequently delivered to activity or command which issues the orders).

or
"1, Having (been apprehended by) (surrendered to) thor:

) at (houg)on ) and subsequently delivered to this
sotivity) (camsand) at on (dgte), you will proceed, as routed below,

ete,” (This form to be used where individusl is taken into custody by
military authorities and subsequently delivered to different activity or
cosmand which issued the orders).

2. You are advised that deviation from this schedule constitutes disobedi-
ence of orders, a serious military offense. Should you not maintain the
schedule because of siclmess, wreck, or disaster, you will advise your
commander by telegram and request instructions. If you are unable to
commiecate with your commander, you will report immediately to the nearest
Marine Corps, Navy, Army or Air Force post or recruiting station and present
these orders.

SAMPIE ABSERTEE ARD DESERTER (RDERS WITH ENDCRSEMENTS

Figure 5-14

5-66




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

3. By authenticated copy of these orders, your commander is requested to
declare you a deserter in event you fail to report imediately upon com-
pletion of the travel directed herein,

4. TravChar appn 1711105.2716, MPMC-61, OC 018, EAN 71130, BCN 12690,
BCAN 27,

S ture of offic )

FI1E NUMBER
DATE

FIRST END(RSEMENT omn

From: (Title and station of officer issuing transportation and subsistence)
Tot (Grade, name, service mmber and service component of absentee or
deserter)

1. The following transportation end subsistence was issued on these orders:

- AR Er S B MR BN W SR SR SR SR A M e me FR WA e wd A mr we s A Ee EE e e W ST e A UE e e me we me

1. Received the original of these orders at (Houwr) (Date)

2. I hereby certify that these orders have bheen read and explained to me and
that I understend same.

- am em e SR e Em T ER G SR T EE M N M EE AR mn B SR WR M MR EE AR SR e W G EE W ST MY A e me Ee AR

DISTRIBUTION: Signed original to absentee or deserter;
. Authenticated copy to CMC (Code DK);
Authentlcated copy to commander named in paragraph 1 of the
orders;
Duplicate original to file; (i.e. signed copy)
ADD OTHER DISTRIBUTION AS NECESSARY
AUTHENTICATIQN: A trus copy of original orders issued on te), to (Grade,
LA SEeYvVice mmbe anc gervice componern a d\@licate
original of which is on file in the office of (Desigpation

of organization or office}

ture, Grade and Title of
lear)

Figure 5-14,--Continued,
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Heading
Date
From: C Officer
Tos  S8gt (E-5) James D(E 913131/6461 USMC
Subj: OGrders

Ref: (a) Paragraph 13452, Marine Corps Personmel Manual,

Encls (1g Form for reporting itinerary of travel
(2) Form 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 aweit orders pending action
on the physical evaluation board proceedings in your case, Your home of
record is shown as Boston, Massachusetts.¥* You will contimue to be carried
on the rolls of this oarganization., You will at all times keep your commander
informd of your carrect address. (Any travel performed by you in excess

of that from yowr last duly station to your home of record will be at your
own expense. '

¥lhen the Individusl 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, Masasachusetis, and you have
slected 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 liast, or to include the date of your discharge. Time spent
awalting orders will be debited in arriving at such leave balanece. You
will be entitled to a cash settlement of eny balance of wmsed leavs
remaining to your credit after deduction for the periocd of time spent
awalting orders,

3. Your pay record will be retained by the Disbursing Officer (Malling
address of dlsbursing officer carrying pay record), during the priod
while you are at home awalting final action on your case, In order that
the disbursing officer may properly 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 officer mintain-
ing your pay record., During the period while awaiting finsl action on
your case, all correspondence on matters relating to your pay and allow-
ances will be addressed to the disbursing officer malntaining your pay
record,

Figure 5-15
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4. In the event you are notified by your commander that you have been
found fit for duty or, if your commander notifies you to return to your
station of duty for further hearing or tests, these orders will remain
in effect for the return travel involved. Upon completion of retwrn
travel you will complete enclosure (2) submitting it together with the
original and two c(lgg certified copies of these orders to the disbursing
of ficer maintaining your pay record.

5. TravChar appn 1711105,2718, MFMC-61, OC 029, EAN 74121 enl tvl,

74160 depns tvl (enl emtl); OC 031, EAN 74162 trans HEE (enl entl);
OC 019 EAN 74167 DIA (enl entl); BCN 41690, BCAN 27

Figure 5-15,--Continued ,
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ENCLOSURE (1) TO CRDERS F SSGT (E-5) James DCE 913131/asl

Dated
Departed at »
(duty station) (hour } (Gate )}
196_, by.
(mode of transportation; private auto, rail, commereial air, etc)
' y arrived
(home of record or other)
at ’ 196
place selected) (hour ) (date)

(Signature of Member)

NOTE: A form similar to that above, marked enclosure (2), will
be prepared for use by the Marine in the event he 1s
notified to return to his duty station.

SAMPIE (RDERS TO PROCEED HOME AWAITING RESULTS (F PHYSICAL EVALUATION
BOARD !

Figure 5-15,--Continued,
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FIRST ENDORSEMENT

1. Received these orders at (Place of receipt) at (time) on (Date). I understand that I am

authorized to delay not later than (time) on (Date) in reporting to (Comsand which ordered to

report to). Such delay, less proceed (if authorized) and travel time, to be chargeable as
anomal leave,

A. B, SMITH
GySgt USMC

SAMPLE ENDORSEMENT RECEIPT OF ORDERS

Figure 5-16
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DEPARTMENT OF THE NAVY
HEADQUARTEKS UNITED STATES MARINE CCRPS
WASHINGTON 28, D. €. 2C380

MARINE CORPS SPECIAL ORDER DF/ ifs/gtw/mac
NUMBER. .o.cvvmnuns £U-LC E-X-T-R-A-C-T 10 January 196k

1. The following permanent changes of station are directed. TravChar sppn 1T41105.2753 MPMC-6L4 oC
21 EAN 74120 off +vl, T4l2l enl tvl; 74150 (Off), T4160 (Enl entl} depns tvl; OC 22 EAN 7kis2
{off), 74162 {Enl entl) trans EHG OC 12 EAN T4157 (off}, 74167 {¥nl entl) DLA; BCN %4690 BCAN 27.
CO pers tr HawArea dir complyMarCorPersMan par 5L50.4%. MCO 3574.2B applies to all male pers tr
0S. MCO 1300.8F & P3000.14 =apply to all pers tr OS. MarCorPersMan par 5150.2i epplies to pers
entl depns trans & being tr to = NONREST area 0S. MarCorPersMan par 5150.2g applies for transfers
to, from or between overseas stations.

Name Transferred From DofD Report To By
LiCol MOE N H 2dMarDiv FMF (JTR par |[Dur Mar6l [CO MB N3 SFran w/30 days DELREP for
016161 0302/5710 | 7005 applies) TEM & furtrans 3dMarDiv {Rein) FMF
- (MCC 125) ITMMUNQUIRED
Maj DOE R B do DATEDSG CO MB N5 SFran w/30 days DELREP for 204prEh
019191 0130 " i TEM & furtrans Jspan ARREP Rep CG

FMFPac WestPac furtrans lstMAW
AirFMFPac (MCC 142} IMMUNGUIRED

GySgt MOE N W do do CO MB NS SFran furtrans 3dMariiv do
929292 01h1 {Rein) FMF (MCC 125) fordu as a
Mayth repl

WALLACE M. GREENE, JR.
Genersl, U. S. Marine Corps
Commandant of +the Marine Corps

SAMPFLE MARINE CORPS SPECIAL ORDER EXTRACT

’ Figure 5-17
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