
MCI 0138B 
 
 
 
 
 
 

MARINE CORPS INSTITUTE 
 
 

 
 
 
 

ORDER WRITING CLERK 
 
 
 
 
 
 
 
 
 
 
 

 
MARINE BARRACKS 
WASHINGTON, DC 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



UNITED STATES MARINE CORPS 
MARINE CORPS INSTITUTE 

912 CHARLES POOR STREET SE 
WASHINGTON NAVY YARD DC  20391-5680 

  IN REPLY REFER TO: 

              1550 
           Ser 0138B 
           1 Apr 02 
 
From: Director 
To: Marine Corps Institute Student 
 
Subj: ORDER WRITING CLERK (MCI 0138B) 
 
1.  Purpose.  The subject course has been published as part of the Marine Corps continuing 
education program to provide instruction to all Marines having clerical duties within an order 
writing activity. 
 
2.  Scope.  This course is designed to provide instruction that will enable the student to fulfill 
clerical duties within the orders writing activity or at the reporting unit level. 
 
3.  Applicability.  This course is intended for instructional purposes only.  This course is 
designed for Marines in the ranks of private through sergeant in MOS 0121/0151. 
 
4.  Recommendations.  Comments and recommendations on the contents of the course are 
invited and will aid in subsequent course revisions.  Please complete the course evaluation 
questionnaire at the end of the final examination.  Return the questionnaire and the examination 
booklet to your proctor. 
 
 
 
 T.M. FRANUS 
 By Direction   
 



 

i 

Table of Contents 

 
 Page 
 
Contents........................................................................................................................ i 
 
Student Information ...................................................................................................... iii 
 
Study Guide.................................................................................................................. v 
 
Study Unit 1 Special Orders............................................................................ 1-1 
 

Lesson 1 The Uses and Proper Format of Special Orders........................... 1-3 
 Lesson 1 Exercise....................................................................... 1-11 
Lesson 2 Preparing Special Orders ............................................................ 1-17 
 Lesson 2 Exercise....................................................................... 1-22 

 
Study Unit 2 Temporary Additional Duty (TAD) Orders................................. 2-1 
 

Lesson 1 Types of TAD Orders................................................................. 2-3 
 Lesson 1 Exercise....................................................................... 2-17 
Lesson 2 Preparing TAD Orders ............................................................... 2-23 
 Lesson 2 Exercise....................................................................... 2-36 

 
Study Unit 3 Permanent Change of Station (PCS) and Permanent Change of 

Assignment (PCA) Orders.......................................................... 3-1 
 

Lesson 1 Permanent Orders....................................................................... 3-3 
 Lesson 1 Exercise....................................................................... 3-16 
Lesson 2 Area Clearance, No-Fee Passports, and Port Calls ...................... 3-25 
 Lesson 2 Exercise....................................................................... 3-45 
Lesson 3 Preparing PCS Orders ................................................................ 3-51 
 Lesson 3 Exercise....................................................................... 3-61 

 
Review Lesson.............................................................................................................. R-1 

 



 

ii 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This page intentionally left blank.) 



 

iii 

Student Information 

  
Number and 
Title 

MCI 0138B 
ORDER WRITING CLERK 

  
Study Hours 10 

  
Course 
Materials 

Text 

   
Prerequisites MCO P1000.6, Assignment, Classification and Travel Systems Manual 

MCO 4650.30, Port Call Procedures 
MCO 5512.4, No-Fee Passports 

  
Review Agency Headquarters U.S. Marine Corps 

MPI-40 

  
Reserve 
Retirement 
Credits (RRC) 

3 

  
ACE Not applicable to civilian training/education. 

  
Assistance For  assistance, have your training officer or NCO log on to the MCI home 

page at www.mci.usmc.mil.  Marines CONUS may call toll free 1-800-MCI-
USMC.  Marines worldwide may call commercial (202) 685-7596 or DSN 
325-7596. 

   



 

iv 

 

 

 

 

 

 

 

 

 

 

(This page intentionally left blank.) 



 

v 

Study Guide 

  
Congratulations Congratulations on your enrollment in a distance training course from the 

Distance Learning Technology Department (DLTD) of the Marine Corps 
Institute (MCI).  Since 1920, the Marine Corps Institute has been helping tens 
of thousands of hard-charging Marines, like you, improve their technical job 
performance skills through distance training.  By enrolling in this course, you 
have shown a desire to improve the skills you have and master new skills to 
enhance your job performance.  The distance training course you have 
chosen, MCI 0138B, Order Writing Clerk, prepares Marines for the job of 
publications clerk at the unit or commodity level. 

  
Your Personal 
Characteristics 

• YOU ARE PROPERLY MOTIVATED.  You have made a positive 
decision to get training on your own.  Self-motivation is perhaps the most 
important force in learning or achieving anything.  Doing whatever is 
necessary to learn is motivation.  You have it! 

 
• YOU SEEK TO IMPROVE YOURSELF.  You are enrolled to 

improve those skills you already possess, and to learn new skills.  When 
you improve yourself, you improve the Corps! 

 
• YOU HAVE THE INITIATIVE TO ACT.  By acting on your own, 

you have shown you are a self-starter, willing to reach out for 
opportunities to learn and grow. 

 
• YOU ACCEPT CHALLENGES.  You have self-confidence and 

believe in your ability to acquire knowledge and skills.  You have the 
self-confidence to set goals and the ability to achieve them, enabling you 
to meet every challenge. 

 
• YOU ARE ABLE TO SET AND ACCOMPLISH PRACTICAL 

GOALS.  You are willing to commit time, effort, and the resources 
necessary to set and accomplish your goals.  These professional traits will 
help you successfully complete this distance learning course. 

 
Continued on next page 
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Study Guide, Continued 

  
Beginning Your 
Course 

Before you actually begin this course of study, read the student information 
page.  If you find any course materials missing, notify your training officer or 
training NCO.  If you have all the required materials, you are ready to begin. 
 
To begin your course of study, familiarize yourself with the structure of the 
course text.  One way to do this is to read the table of contents.  Notice the 
table of contents covers specific areas of study and the order in which they are 
presented.  You will find the text divided into several study units.  Each study 
unit is comprised of two or more lessons, lesson exercises, and finally, a study 
unit exercise. 

  
Leafing 
Through the 
Text 

Leaf through the text and look at the course.  Read a few lesson exercise 
questions to get an idea of the type of material in the course.  If the course has 
additional study aids, such as a handbook or plotting board, familiarize 
yourself with them. 

  
The First Study 
Unit 

Turn to the first page of study unit 1.  On this page, you will find an 
introduction to the study unit and generally the first study unit lesson.  Study 
unit lessons contain learning objectives, lesson text, and exercises. 

  
Reading the 
Learning 
Objectives 

Learning objectives describe in concise terms what the successful learner, 
you, will be able to do as a result of mastering the content of the lesson text.  
Read the objectives for each lesson and then read the lesson text.  As you read 
the lesson text, make notes on the points you feel are important. 

  
Completing the 
Exercises 

To determine your mastery of the learning objectives and text, complete the 
exercises developed for you.  Exercises are located at the end of each lesson, 
and at the end of each study unit.  Without referring to the text, complete the 
exercise questions and then check your responses against those provided. 

 
Continued on next page 
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Study Guide, Continued 

  
Continuing to 
March 

Continue on to the next lesson, repeating the above process until you have 
completed all lessons in the study unit.  Follow the same procedures for each 
study unit in the course. 

  
Preparing for 
the Final Exam 

To prepare for your final exam, you must review what you learned in the 
course.  The following suggestions will help make the review interesting and 
challenging. 
 
• CHALLENGE YOURSELF.  Try to recall the entire learning sequence 

without referring to the text.  Can you do it?  Now look back at the text to 
see if you have left anything out.  This review should be interesting.  
Undoubtedly, you’ll find you were not able to recall everything.  But 
with a little effort, you’ll be able to recall a great deal of the information. 

 
• USE UNUSED MINUTES.  Use your spare moments to review.  Read 

your notes or a part of a study unit, rework exercise items, review again; 
you can do many of these things during the unused minutes of every day. 

 
• APPLY WHAT YOU HAVE LEARNED.  It is always best to use the 

skill or knowledge you’ve learned as soon as possible.  If it isn’t possible 
to actually use the skill or knowledge, at least try to imagine a situation in 
which you would apply this learning.  For example make up and solve 
your own problems.  Or, better still, make up and solve problems that use 
most of the elements of a study unit. 

 
• USE THE “SHAKEDOWN CRUISE” TECHNIQUE.  Ask another 

Marine to lend a hand by asking you questions about the course.  Choose 
a particular study unit and let your buddy “fire away.”  This technique 
can be interesting and challenging for both of you! 

 
• MAKE REVIEWS FUN AND BENEFICIAL.  Reviews are good 

habits that enhance learning.  They don’t have to be long and tedious.  In 
fact, some learners find short reviews conducted more often prove more 
beneficial. 

 
Continued on next page 
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Study Guide, Continued 

  
Tackling the 
Final Exam 

When you have completed your study of the course material and are confident 
with the results attained on your study unit exercises, take the sealed envelope 
marked “FINAL EXAM” to your unit training NCO or training officer.  
Your training NCO or officer will administer the final examination and return 
the examination and the answer sheet to MCI for grading.  Before taking your 
final examination, read the directions on the DP-37 answer sheet carefully. 

  
Completing 
Your Course 

The sooner you complete your course, the sooner you can better yourself by 
applying what you’ve learned!  HOWEVER--you do have 2 years from the 
date of enrollment to complete this course.   

  
Graduating! As a graduate of this distance education course and as a dedicated Marine, 

your job performance skills will improve, benefiting you, your unit, and the 
Marine Corps.  

  
Semper Fidelis! 
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STUDY UNIT 1 

SPECIAL ORDERS 

Overview 

  
Scenario You have recently graduated with honors from the Personnel Administration 

School as a personnel clerk.  At the very moment you complete your check-in 
process, the administrative chief hands you the Assignment, Classification, 
and Travel System (ACTS) Manual and a list of handwritten names.  Pointing 
towards your desk, he or she directs you to immediately type a battalion 
special order, directing 10 Marines to transfer from Company A to 
Company B.  These orders must be signed by the personnel officer and issued 
to each Marine within the next 2 hours.  Everyone is quite busy and the 
administrative chief rushes away to speak with a ranting first sergeant.   
 
Like anyone new to the job, you ask yourself  
 
• Where do I begin?  
• What is a battalion special order?   
 
These questions and more will be answered in this course of study. 

  
Scope This study unit is designed to teach you how to prepare and correct special 

orders for Marines assigned to your command.  

 
Required 
Reading 

To enhance your knowledge and augment your understanding of this study 
unit, it is recommended that you read Marine Corps Order (MCO) P1000.6_ 
chapter 4, section 5 of the ACTS Manual found in your student reference 
folder. 

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

The Uses and Proper Format of Special Orders  1-3 
Preparing Special Orders 1-17 

  



 

MCI Course 0138B 1-2    Study Unit 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This page intentionally left blank.) 
 



 

MCI Course 0138B 1-3    Study Unit 1, Lesson 1 

LESSON 1 

THE USES AND PROPER FORMAT OF SPECIAL ORDERS  

Introduction 

   
Scope The control of special orders is the responsibility of the Personnel Office.  

There are precise formatting requirements placed upon special orders.  As the 
orders clerk, you may be required to type and control the unit’s special orders. 

  
Content In this lesson, you will learn about the unique format and various uses of 

special orders.   

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Determine the appropriate special order format. 
 
• Detect and correct errors found within a special order. 

   
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-3 
The Purpose of Special Orders 1-4 
Special Order Format 1-6 
Special Order Content 1-7 
Lesson 1 Exercise 1-11 
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The Purpose of Special Orders 

    
Purpose Special orders serve as a medium to implement: 

 

• Transfer and travel directives 
• Administrative changes 

 
Transfer and 
Travel 
Directives 

The use of a transfer and travel directive deals specifically with temporary 
additional duty (TAD), permanent change of station (PCS), release from 
active duty, and active duty for training for reservist orders.  The transfer and 
travel performed requires reimbursement from the government of various 
forced expenses incurred by the individual.  Such travel includes: 
 

• Accession travel 
• Training travel 
• Travel between CONUS duty stations 
• Travel to, from, or between duty stations 
• Separation travel 

  
Administrative 
Changes  

The use of an administrative change deals with areas not covered within the 
transfer and travel category.  These areas include, but are not limited to 
 

• Designations  
• Assignments 
• Permanent change of assignments (PCA) 
• Request for nominations  
• Reductions  
• Change of MOS  
• Inter-unit or interclass transfer within the Marine Corps Reserve 

 
Directed and 
Effected 

There are two key words used throughout any special order—directed and 
effected.   
 
• Directed is used by higher echelon commands that require a subordinate 

command to make such a change. 
 
• Effected is used by the command ordering the administrative 

accomplishment of a change. 
 

Continued on next page 
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The Purpose of Special Orders, Continued 

  
Example of 
Directed and 
Effected 

Headquarters Marine Corps (HQMC) published a special order, directing 
Marine Barracks Washington to change a Marine’s primary military 
occupational specialty (MOS) from 0311 to 0121.  The HQMC special order 
read, “The following change of MOS is directed” while the barracks’ special 
order should read, “The following change of MOS is effected.” 

  
Challenge 1 You are an administrative clerk in the Adjutant Section, 2d Marine Division, 

G-1 Department.  You just received an automated order writing process 
(AOWP) document, directing the transfer of several Marines from 2nd Tank 
Battalion to 3rd Assault Amphibian Battalion.  You are instructed to type a 
special order informing these Marines of their pending transfer.  After reading 
the ACTS Manual, you decide to type one special order listing the Marines 
and the action taken.  Now that you have finished typing the special order, 
review the following sentence for accuracy: 
 
The following permanent change of stations is effected. 
 
Is this sentence correct? 

  
Answer 1 No.  You work at a higher echelon command (2d Marine Division) directing 

2d Tank Battalion to transfer a group of Marines.  You must replace the word 
effected with directed. 

   
Challenge 2 You are the orders clerk working with the personnel office at Marine 

Barracks Washington.  You have been instructed to type a special order 
transferring a Marine from “A” Company to H&S Company.  What type of 
special order will you prepare to effect this transfer? 

  
Answer 2 You will prepare an administrative change.  This Marine is only being 

reassigned from one company to another and there is no forced expenses the 
individual will incur as a result of this transfer.  
 

The key rule to remember is that there are no forced expenses incurred as a 
result of this transfer.  Do not allow words such as transfer and reassignment 
to distract you from the basic rules.  Preparing orders are very simple.  Stay 
focused and hang in there. 
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Special Order Format 

  
Orders 
Comparison 

In addition to special orders, there are three other formats in which orders can 
be written:  message, standard letter, and speed letter.  However, the latter 
three are limited to addressing one type of order at a time.  This limitation 
would require a command to type different letters or messages to address each 
specific type of order being effected or directed.   
 
Special orders enable a command to place multiple and varying types of 
orders within one document vice multiple documents.  Although special 
orders have a unique advantage above the other methods, its routine use is 
discouraged because of its precise formatting restrictions. 

   
Source 
Materials 

The Naval Correspondence Manual (SECNAVINST 5216.5_) and Marine 
Corps Publications and Printing Regulations Manual (MCO P5600.31_) are 
the primary sources for producing correspondence.  These manuals govern 
the basic structure of a special order (letterhead, borders, etc.).  

  
Typeface The Naval Correspondence Manual authorizes 

 
• 10 to 12 point (pitch) block letter style 
• Script or italic letters for occasional emphasis 
• Typeface to determine the orientation and use of an 8 ½ by 11-inch sheet 

of paper within special orders  
• Courier New as the font type 

• Portrait style:  8 point size equates to 16 characters per inch (cpi) 
• Landscape style:  10 point size equates to 12 cpi. 

 
Note:   Script or italic fonts and varying paper size are not authorized.   
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Special Order Content 

  
Introduction A single special order is authorized to contain information regarding transfer 

and travel directives and administrative changes.  The standard content 
information differs from the required content information. 

  
Social Security 
Number (SSN) 

MCO P5211.2_, the Privacy Act of 1974 requires Marine Corps activities to 
take reasonable care regarding an individual’s personal information.  The 
individual’s social security number must be safe guarded against 
unauthorized disclosure.  For this reason, the ACTS Manual prohibits the 
listing of more than one SSN on a single special order.  When more than one 
individual is listed on a special order, replace the first five digits with zeros.  
Only the last four digits of their SSN will be displayed—000 00 1478.    

   
Reference You are always required to reference other special orders, messages, standard 

letters, or speed letters that are issued from a higher headquarters directing a 
transfer and travel or administrative change. 

  
Reference 
Sample 

The authority is placed in the To, Remarks, or By column of the special order 
as shown below: 
 
1.  The following change of MOS is directed. 
------------------------------------------------------------------------------ 
Name                 Organization        From             To 
------------------------------------------------------------------------------ 
GySgt JOHNSON C S    MEPS Baltimore      Pri MOS 0369     Pri MOS 8412 Career 
123 45 6789/0369                                          Recruiter.  MOSs are 
                                                          now 8412/0369/None 
                                                          Auth: MCSO 55-99 of 
                                                          29Aug99 

 

 
Abbreviations 
and Acronyms 

As a general rule, abbreviations and acronyms will be used when typing 
special orders.  The only exception is when a special order involves personnel 
serving on duty outside of the military service.  Acceptable abbreviations and 
acronyms are found in the MCO P1070.12_ (IRAM).  

 
Continued on next page 
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Special Order Content, Continued 

  
Single Special 
Order Rules 

When more than one type (administrative change or transfer and travel) of 
change is effected on a single special order, apply the following rules:  

 
Rule Action 

1 Group names by grade alphabetically within each activity. 
2 Assign a different paragraph number for each variance of an 

administrative change or transfer and travel directive. 
3 The term, do (ditto) may be used when signifying a repetition of 

all or part of the entry immediately preceding the one in which it 
is used.  This is not mandatory, but the special order should be 
consistent in its use of the term, do. 

  
Administrative 
Change Sample 

A sample of an administrative change type directive is shown below: 
 
1.  The following change of MOS is directed. 
------------------------------------------------------------------------------ 
Name                 Organization        From            To 
------------------------------------------------------------------------------ 
GySgT JOHNSON C S    MEPS Baltimore      Pri MOS 0369    Pri MOS 8412 Career 
000 00 6789/0369                                         Recruiter.  MOSs are 

now 8412/0369/None 
                                                                              
2.  The following reductions are directed. 
------------------------------------------------------------------------------ 
Name                Organization       To      Date of Rank       Remarks 
------------------------------------------------------------------------------ 
SSgt FOSTER A J     MCSFCo Rota        Sgt        7Oct00          Incompetency 
000 00 6543/0369                                                  Auth:__ 
Sgt GILBERT K M          do            Cpl        7Oct00          Admin Red  
000 00 1234/0121                                                  Auth:____ 

 

  
Transfer and 
Travel Sample 

A sample of a transfer and travel type directive is shown below: 
 
3.  The following temporary additional duty under instruction is directed. 
COMPET.  TravChar appn 17l*1106.2780 00000027/9 000027 2D 000000 CC**____ (per 
diem).  Furnish copy of orders issued to CG MCCDC (TE-33). 
------------------------------------------------------------------------------ 
Name               Organization   Report to                     By 
------------------------------------------------------------------------------ 
SSgt ADAMS M       MCB CamPen     CO MCSSS PALS                 6Sep01 by 1500 
000 00 4444/0193                  prd abt 10 wks (ClCvn 8Sep01) 

 
 

Continued on next page 
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Special Order Content, Continued 

  
Transfer and 
Travel Rules 

The required content for transfer and travel type directives are listed in the 
table below: 

 
Rule Action 

1 Type all necessary accounting (funding) data.  This data provides 
financial institutions with required information to pay an 
individual the appropriate entitlements and allowances due. 
Each sub-category of a transfer and travel directive has different 
column heading requirements.  Refer to chapter 4, section 5 of the 
ACTS Manual for detailed information to be placed beneath each 
column.  The table below provides information concerning the 
differences. 
 

If an individual is… Then use… 
Transferred via PCS Column 1:  Name 

Column 2:  Transferred From 
Column 3:  DofD 
Column 4:  Report To 
Column 5:  By 

Sent TAD/TDY Column 1:  Name 
Column 2:  Organization 
Column 3:  Report To 
Column 4:  By 

Discharged or released 
from active duty 

Column 1:  Name 
Column 2:  Organization 
Column 3:  ED 
Column 4:  Remarks 

 

A reservist ordered to 
active duty 

Column 1:  Name 
Column 2:  Organization 
Column 3:  Report To 
Column 4:  Period 
Column 5:  Remarks 

 

2 

 

   
Administrative 
Change Rules 

When typing an administrative change type directive, the rules vary based 
upon the sub-category being addressed—designations, assignments, PCA, 
request for nominations, reductions, change of MOS, etc.  Before typing an 
administrative change, review the figures provided within chapter 4, section 5 
of the ACTS Manual to determine specific requirements.   

 
Continued on next page 
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Special Order Content, Continued 

 
Challenge You are an administrative clerk working in the Adjutant Section, 2d Marine 

Division, G-1 Department.  You receive an AOWP directing the transfer of 
several Marines from 2nd Tank Battalion to 3rd Assault Amphibian Battalion.   
You also receive a message directing a MOS change of several Marines 
within your unit.  You are instructed to type a single special order directing 
the transfers and changes of MOS.  How will you group these names and how 
will their SSNs be listed?    

  
Answer The first major group is by paragraph.  One paragraph will be used to identify 

those Marines in receipt of PCS orders and the other will reflect those 
Marines whose MOS is changed.  Within each paragraph, names will be 
sorted by grade then alphabetically.  Only the first five digits of each SSN 
will be changed to zeros. 

   
Wrap Up If you have a basic understanding of the various uses of special orders, its 

contents, and format, then you are ready to take lesson 1 exercise on the 
following page.  
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Lesson 1 Exercise 

   
Directions Complete exercise items 1 through 6 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 The purpose of special orders is to effect transfer and travel directives and  

 
a. administrative changes. 
b. clerical adjustments. 
c. managerial amendments. 
d. secretarial modifications. 

  
Item 2 Font type _______ and _______ point size will be used in portrait style 

special orders. 
 
a. Arial; 6 
b. Courier New; 8 
c. Helvetica; 10 
d. Times New Roman; 12 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Scenario for 
Item 3 Through 
Item 5 

Use the following scenario to answer item 3 through item 5: 
 
Scenario:  You are a clerk working at Headquarters Marine Corps.  You are 
instructed to type a single special order requiring the following action to be 
taken by various subordinate commands. 
 
• Transfer LtCol Stewart, USMCR, from MCAS, El Toro, CA to MCAS, 

Cherry Point, NC to report no later than 20 Sep 98. 
 
• Issue separation orders to 1stLt Donato, USMC, assigned to 2d MAW 

effective 5 Sep 98. 
 
• Reassign GySgt D.N. Gray, USMC, from I-I, Wilmington, DE during 

December 98 to MarBks, Washington, DC. 
 
• Instruct MarBks, Washington, DC to change Cpl Guzman’s, USMC, 

primary MOS from 0311 to 0121. 

  
Item 3 Which Marines will require accounting data to be placed within the special 

order? 
 
a. LtCol Stewart, GySgt Gray, and Cpl Guzman 
b. LtCol Stewart, 1stLt Donato, and GySgt Gray 
c. LtCol Stewart, 1stLt Donato, and Cpl Guzman 
d. LtCol Stewart and GySgt Gray 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 4 How many major paragraphs are required to be typed? 

 
a. One 
b. Two 
c. Three 
d. Four 

  
Item 5 If the names are placed under one major paragraph, how should they be listed 

on the special order? 
 
a. Alphabetically only 
b. Grade and alphabetically 
c. Grade only 
d. Listing requirements are optional 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Scenario for 
Item 6 

Scenario:  You have just given the administrative chief a draft copy of Marine 
Corps Special Order (MCSO) 25-98.  He glances over it for a moment and 
asks, “Did you use the ACTS Manual in preparing this MCSO?”  With your 
head hung low, you reply, “no.”  Review and make corrections on the sample 
special order below.  There are seven programmed errors.   

 

MARINE CORPS SPECIAL ORDER                           1320/26 
NUMBER . . . . . . . 25-98                2 Jun 98 
 

**1.  The following changes of station are effected. 
    TravChar:   
 

     Accession Travel:  appn 17*1105.2750, BCN 41690, AAA 000027, CC SSN# off/enl tvl adv, 74138 off tvl (TIK), 
        (CODE A)        74129 enl tvl(TIK), 74122 off tvl (MALT), 74123 enl tvl (MALT), 74124 off tvl (per 

diem), 74125 enl tvl (per diem), 74178/74179 depns (OFF)(MALT), 74179/74190 depns 
(enl)(MALT), 74185/4191 depns (off)(per diem), 74186/74195 depns (enl)(per diem), 74150 
depns (off)(TIK), 74160 depns (enl)(TIK), 74152/74154 trans (off) HHG, 74157 DLA (off) 
if entl, 74162/74164 trans (enl) HHG.   

     Training Travel:   appn 17*1105.2751, BCN 42690, AAA 000027, CC SSN# off/enl tvl adv, 74128 off tvl (TIK), 
        (CODE B)        74129 enl tvl(TIK), 74122 off tvl (MALT), 74123 enl tvl (MALT), 74124 off tvl (per 

diem), 74125 enl tvl (per diem), 74178/74179 depns (off) (MALT), 74179/74190 depns 
(enl)(MALT), 74185/74191 depns (off)(per diem), 74186/74195 depns (enl)(per deim), 
74150 depns (off) (TIK), 74160 depns (enl)(TIK), 74154 trans off HHG, 74164 trans enl 
HHG, 74157 off DLA, 74167 enl DLA, 74130 off TLE, 74131 enl TLE.   

     CONUS Travel:      appn 17*1105.2752, BCN 43690, AAA 000027, CC SSN# off/enl tvl adv, 74128 off tvl (TIK), 
        (CODE C)        74129 enl tvl (TIK), 74122 off tvl (MALT), 74123 enl tvl (MALT), 74124 off tvl (per 

diem), 74125 enl tvl (per diem), 74178/74189 depns (off)(MALT), 74179/74190 depns 
(enl)(MALT), 74185/74191 depns (off)(per diem), 74186/74195 depns (enl)(per diem), 
74150 depns (off) (TIK), 74160 depns (enl)(TIK), 74154 trans off HHG, 74164 trans enl 
HHG, 74157 off DLA, 74167 enl DLA, 74130 off TLE, 74131 enl TLE.   

     Overseas Travel:   appn 17*1105.2753, BCN 44690, AAA 000027, CC SSN# off/enl tvl adv, 74128 off tvl (TIK), 
        (CODE D)        74129 enl tvl (TIK), 74122 off tvl (MALT), 74123 enl tvl (MALT), 74124 off tvl (per 

diem), 74125 enl tvl (per diem), 74178/74189 depns (off)(MALT), 74179/74190 depns 
(enl)(MALT), 74185/74191 depns (off)(per diem), 74186/74195 depns (enl)(per diem), 
74150 depns (off) (TIK), 74160 depns (enl)(TIK), 74152/74154 trans off HHG, 74162/74164 
trans enl HHG, 74157 (off) DLA, 74167 (enl) DLA, 74130 off TLE, 74131 enl TLE. 

     Separation Travel: appn 17*1105.2754,BCN 45690, AAA 000027, CC 74128 off tvl(TIK), CC SSN# 74129 enl tvl  
        (CODE E)        (TIK),74122 off tvl (MALT), 74123 enl tvl (MALT). 74124 off tvl (per diem), 74125 enl 

tvl (per diem) 74178/74189 depns (off)(MALT), 74179/74190 depns (enl)(MALT), 74150 
depns (off)(TIK), 74160 depns (enl)(TIK), 74185/74191 depns (off)(per diem), 
74186/74195 depns (enl)(per diem), 74152/74156 trans off HHG, 74162/74166 trans enl 
HHG, 74150 off TLE, 74131 enl TLE. 

 

MCO P1300.8 appl to all pers being asg o/s and appl tour length.  MCO 3574.2_ appl to all male pers tr o/s. 
JTR, par U5222-D appl pers asg o/s restr tour.  Ensure enl have 12 mo OblSvc to compl restr tour.  If enl conc 
will not reenl/entenl do not tr and nty the CMC (MMEA) via msg.  Nec trans for o/s tr will be procured per MCO  
4650.30. 
--------------------------------------------------------------------------------------------------------------- 
Name Transferred From DofD Report To By 
--------------------------------------------------------------------------------------------------------------- 
LtCol STEWART J L USMCR 
000 00 2222/0180  

MCAS El Toro DATEDSG CG MCAS CherPt 
MCC 022 
(CODE C) 

20Sep98 

GySgt GRAY D N USMC 
577 24 1956/0193  

I-I Staff Wilmington DE Dur Dec98 CO MARBKS WASH DC 
MCC 233 
(CODE B) 

 

 

** Extract and include only that information applicable to personnel being transferred. 
 * Insert last digit of current fiscal year. 
 

2.  Transfer the following personnel on such date as to arrive HOR/OAD (MCC W95) on "ED" indicated and RELADU 
per MCO 1900.16_.  Include in orders issued "THESEO NOT CONSIDERED INVOL RELACDU".  Enter in item 25 and 26 (DD 
Form 214) "RELACDU IAW MCO P1900.16_, SDN MKB3." Unit diary entries will be per MCO P1080.40_, MCTFSPRIM, using 
SDN MBK3.  TraChar appn CODE E. 
 

------------------------------------------------------------------------------------------------------------------ 
Name Organization ED Remarks 
------------------------------------------------------------------------------------------------------------------ 
     

1stLt DONATO P  
060 58 1100/0302/0206 

2d MAW 5Sep98 OAD fr Boston MA HOR  
 

 

 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Directions for 
Item 6, Special 
Order Sample, 
continued 

 

 
------------------------------------------------------------------------------------------------------------------- 
MARINE CORPS SPECIAL ORDER 25-98 (CONTINUED) 
------------------------------------------------------------------------------------------------------------------- 
 
3.  The following change of MOS is effected.  
------------------------------------------------------------------------------------------------------------------- 
Name Organization From To 
------------------------------------------------------------------------------------------------------------------- 
     
Cpl Guzman J. D.  
000 00 1639/0311 

MARBKS WASH DC Pri MOS 0311 voided Pri MOS 0121 Personnel 
Clerk.  MOS’s are now 
0121/0311/None  
 

 

 
 
 
 

J. L. JONES 
General, U.S. Marine Corps 

Commandant of the Marine Corps 
------------------------------------------------------------------------------------------------------------------ 
Distribution:  Standard 
 

Continued on next page 
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Lesson 1 Exercise, Continued 

   
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page of this lesson and the 
paragraph number within the ACTS Manual. 

 
Item Number Answer Reference 

1 a 1-4 and 4500.1 
2 b 1-6 and 4500.1a 
3 b 1-4, 1-5, 1-9, and 

4500.3a 
4 c 1-8 and 4500.2f 
5 b 1-8, 4500.2e, and 

4500.3b(1) 
• Paragraph 1 first sentence: 

Replace effected with 
directed. 

1-4 and 4500.2g 

• Paragraph 1: Remove 
USMC next to GySgt 
Gray’s name. 

4500.3b(3) 

• Paragraph 1: Replace first 
five digits of GySgt 
Gray’s SSN with zeros. 

1-7 and 4500.2a 

• Paragraph 1: Change code 
B to C listed under the 
Report To column. 

4500.3a 

• Paragraph 2: Replace first 
five digits of 1stLt 
Donato’s SSN with zeros. 

1-7 and 4500.2a 

• Paragraph 3 first sentence: 
Replace effected with 
directed. 

1-4 and 4500.2g 

6 

• Paragraph 3: Remove 
punctuation from initials. 

4500.3b(1) 

  
Lesson 
Summary 

In this lesson, you’ve learned the basic principals of the format and content 
requirements within special orders. 
 
In the next lesson, you will learn about preparing and controlling special 
orders. 
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LESSON 2 

PREPARING SPECIAL ORDERS 

Introduction 

  
Scope Although the format of a special order remains constant, the preparation and 

processing of special orders may vary based upon unit structure and 
requirements.  The Individual Training Standards (ITS) Manual for 
administrators provides a basic process that reflects the minimum 
performance steps required to complete the special order process.  

  
Content In this lesson, you will learn basic procedures governing the processing of 

unit and command special orders.   

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify appropriate individuals authorized to sign special orders. 
 
• Identify sequential control numbers to special orders created within a unit. 
 
• Identify proper markings for the original and official file copy of special 

orders. 
 
• Identify the appropriate distribution of a special order. 

    
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-17 
Special Order Signatures 1-18 
Management of Special Orders 1-19 
Lesson 2 Exercise 1-22 
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Special Order Signatures 

  
Signature 
Authority 

Signature authority within a command or unit rests with the commanding 
general or commanding officer when publishing orders.  Unless authorized in 
a published directive or order, prepare all orders, including special orders for 
the commanding general or commanding officer’s signature.     

  
Signature 
Delegation 

A commanding general or commanding officer will seldom sign all orders 
within their command or unit.  Often this responsibility is delegated to a 
subordinate command or individual specifying the parameters of signature 
authority.  Authority to sign is granted by title or name.  Only those 
individuals designated in writing are authorized to sign orders.  

   
Signing Official 
Identification 

Each typed special order must bear the 
 
• Name 
• Rank and component 
• Title or authority 

 
As a general rule, use the Correspondence Manual and the ACTS Manual to 
determine the appropriate typing format.   

  
Sample This information will be placed four character return spaces beneath the last 

line of text and centered.  A sample of standard formats commonly used are 
shown below: 
 

I. M. TOPDOG 
Colonel, U.S. Marine Corps 

Commanding Officer 

 
I. M. BRIGHT 

Lieutenant Colonel, U.S. Marine Corps 
By direction of the 
Commanding Officer 

   
Signature When more than one individual is listed on a single special order, an original 

signature—not reproduced— must be placed on each person’s order. 
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Management of Special Orders 

  
Control 
Numbers 

Special orders are numbered consecutively in separate series for each 
calendar year.  The first special order created by the command or unit in a 
given calendar year—regardless of month—will begin with the number 1, 
followed by the year (01-99).  To ensure numbers are not duplicated or 
skipped, a control log should be maintained by commands issuing special 
orders. 

   
Markings The different markings of special orders are listed in the table below: 
  

Stamp Marking Function 
Original Orders • Stamp special orders bearing an original 

signature (not reproduced). 
 
• Stamp each individual’s order when more than 

one person is listed on a travel and directive 
special order. 

Official File Copy Stamp one copy of the special order bearing a 
reproduced signature. 

 
Note:   The size of the stamp can vary and can be placed above or just below 

the unit’s letterhead. 

 
Distribution A copy of the special order will be 

 
• Placed in the command’s official files 
 

• Provided to each command when a special order directs a Marine to report 
to an activity for temporary duty travel (TDY) or temporary duty under 
instruction (TEMINS) in conjunction with executing permanent change of 
station (PCS) or permanent change of assignment (PCA) orders 

 
• Distributed to each commander of the units listed in column 2 of the 

special order 
 
Note:   All other copies will be distributed based upon the command’s 

requirements. 
  

Continued on next page 
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Management of Special Orders, Continued 

 
Filing Special orders are maintained in the command’s official files and retained for 

1 year after the completion of a calendar year.  For example, the file series 
containing special orders created in the calendar year 2000 will be closed  
31 December 2000.  However, the file series will be retained throughout the 
calendar year of 2001 and destroyed during January 2002.   
 
The directives listed below provides instructions concerning the filing and 
destroying of official files: 
 
• MCO 5210.11D Records Management Program for the Marine Corps 
• SECNAVINST 5212.5D Navy and Marine Corps Records Disposition 

Manual 

  
Procedure The nine basic steps (not sequential requirements) performed when preparing 

special orders are listed in the table below: 
 

Step Action 
1 Assign the next available consecutive control number. 
2 Determine category of information to be directed or effected.  This 

will include transfer and travel directives and or administrative 
changes. 

3 Determine distribution requirements. 
4 Type the special order in the format prescribed for selected 

categories. 
Submit special order for review and signature: 

If the special order… Then go… 
Is signed To step 6 

5 

 

Requires corrections Back to step 4 

 

  
6 Reproduce distribution copies of the special order. 
7 Mark a signed copy of the special order with the Original Orders 

stamp for each person listed.  
8 Mark a single copy with a reproduced signature of the special order 

with the Official File Copy stamp. 
9 Distribute the special order as indicated in the distribution section 

of the special order. 
 

Continued on next page 
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Management of Special Orders, Continued 

  
Challenge You are tasked with typing a single special order effecting five separate 

reductions and two reassignments from “A” Company to “B” Company.  
How many special orders will require an original signature and how many 
official file copies will be created?   

  
Answer There will be seven sets of original orders bearing an original signature and 

one official file copy created.  The basic rule of thumb to remember is that 
there can be several sets of orders within one special order, but each set of 
orders require an original signature and stamp. 

  
Wrap Up If you have a basic understanding of how special orders are prepared, then 

you are ready to proceed to lesson 2 exercise on the following page. 
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Lesson 2 Exercise 

  
Directions Complete exercise items 1 through 7 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Scenario for 
Item 1 Through 
Item 4 

Use the following scenario to answer item 1 through item 4: 
 
Scenario:  You are the orders clerk at Marine Barracks, Washington DC.  The 
personnel officer, CWO4 I.M. Theman, has by direction the authority to sign 
transfer and travel directives, but not administrative changes.  The executive 
officer, LtCol I.M. Bright, has by direction the authority to sign 
administrative changes only.  So far this year—2001, the barracks has 
generated 20 special orders.  You are instructed to prepare a single special 
order for the following: 
 
• Reassign Cpl J.D. Guzman from “B” Company to H&S Company 

effective 5 February 2001. 
 
• Type an order reducing the following Marines effective 2 February 2001. 
 

• Sgt I.M. Direlict, “A” Company to Cpl 
• LCpl I.M. Difiant, MCI Company to Pfc 
• PFC Y.O. Me, MCI Company to Pvt 

  
Item 1 Who will be the signature authority for this special order? 

 
a. Barracks commander 
b. Executive officer  
c. Personnel officer 
d. Orders clerk 

  
Item 2 How many original orders will you prepare? 

 
a. One 
b. Two 
c. Three 
d. Four 

  
Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 3 What control number will you assign to this special order? 

 
a. 19-01 
b. 20-01 
c. 21-01 
d. 22-01 

 
Item 4 How many companies within the barracks will receive a copy of this special 

order? 
 
a. One 
b. Two 
c. Three 
d. Four 

  
Item 5 How many years are special orders required to be retained by a command? 

 
a. 1 
b. 2 
c. 3 
d. 4 

  
Item 6 What information is required to be placed on a special order to properly 

identify the signing official? 
 
a. Name, rank, title, or authority 
b. Name, rank, component, and title 
c. Name, rank, component, and authority 
d. Name, rank, component, title, or authority 

   
Item 7 What two directives provide instructions governing the filing and destroying 

of special orders? 
 
a. MCO 5215.1G and SECNAVINST 5210.11D 
b. MCO 5210.11D and SECNAVINST 5210.11D 
c. MCO 5210.11D and SECNAVINST 5212.5D 
d. MCO 5215.1G and SECNAVINST 5212.5D 

   
Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page of this lesson and 
paragraph number within the ACTS Manual. 

 
Item Number Answer Reference 

1 b 1-18 and 4500.2.k. 
2 d 1-19 
3 c 1-19 and 4500.1.a 
4 d 1-19, 4500.1.b.(1), and 

4500.2.e. 
5 a 1-20 and 4500.1.a. 
6 d 1-18 and 4500.2.k. 
7 c 1-20 

   
Lesson 
Summary 

In this lesson, you’ve learned how to prepare special orders.  Now that you 
understand the basic principals and know how to correct special orders, you 
are ready to move on to study unit 2. 
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STUDY UNIT 2 

TEMPORARY ADDITIONAL DUTY (TAD) ORDERS  

Overview 

  
Scope This study unit is designed to teach you how to process temporary additional 

duty (TAD) orders for personnel assigned to Marine Corps activities.  You 
will learn how to identify and prepare the different types of TAD orders and 
its content. 

  
Required 
Reading  

To enhance your knowledge and augment your understanding of this study 
unit, it is recommended that you read MCO P1000.6_ chapter 4, section 4, 
paragraphs 4401 through 4406 in the ACTS Manual.  Also, there will be 
references to the Joint Federal Travel Regulations (JFTR), Volume 1—
though this is not a prerequisite reading assignment—throughout this study 
unit. 

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

Types of TAD Orders 2-3 
Preparing TAD Orders 2-23 
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LESSON 1 

TYPES OF TAD ORDERS 

Introduction 

  
Scope Temporary duty (TDY)/temporary additional duty (TAD) orders involve one 

journey away from the Marine’s duty station in the performance of prescribed 
duties at one or more places and a direct return to the starting point upon 
completion of such duties.   

  
Content In this lesson, you will learn how to identify the appropriate type of 

TDY/TAD orders and the funding required to process TDY/TAD orders.  

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the purpose of TDY/TAD orders. 
 
• Identify the two types of TDY/TAD orders. 
 
• Select the three modes of transportation authorized for TDY/TAD travel. 
 
• Identify the conditions to determine the proper mode of transportation 

authorized for TDY/TAD travel. 
 
• Given a scenario and references, determine the appropriate allowance 

authorized for an individual under TDY/TAD orders. 

  
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-3 
Categories of TDY/TAD Orders 2-4 
Transportation General 2-8 
TDY/TAD Order Allowances 2-11 
Lesson 1 Exercise 2-17 
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Categories of TDY/TAD Orders 

  
Definitions The terms used in TDY/TAD orders are defined in the table below: 
 

Term Definition 
TDY/TAD The performance of duty at one or more locations 

away from the Marines’ permanent duty station (PDS) 
under orders providing for further assignment or 
pending further assignment to return to the old PDS or 
to proceed to a new PDS.  It also includes a period of 
time spent at a location for separation from the 
service, release from active duty, placement on the 
temporary duty retired list (TDRL), or retirement 
when the last PDS is different from the location where 
processing is accomplished. 

TDY/TAD Station A place away from the PDS to which the travel is 
authorized to travel. 

TDY/TAD Travel Travel to one or more places away from a PDS to 
perform duties for a period of time and upon 
completion of assignment, return or proceed to a PDS. 

   
Note:   There is no difference between the definitions of TDY and TAD.  

TDY is a term commonly used throughout the Department of Defense, 
and TAD is a term used only in the Marine Corps. 

  
TDY/TAD 
Categories 

There are two basic categories of TDY/TAD orders issued to military 
personnel and DOD employees. 
 
• Permissive TDY/TAD (PTAD) 
• Directed TDY/TAD 

  
Continued on next page 
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Categories of TDY/TAD Orders, Continued 

 
Permissive 
TDY/TAD 
(PTAD) 

Permissive TDY/TAD (PTAD) orders authorize, rather than direct the 
traveler to proceed on TDY/TAD.  The source of travel is the preference of 
the individual.  PTAD orders will never be issued where the performance of 
official government travel is required and directed and, thereby reimbursable 
from appropriated or non-appropriated funds.  

   
PTAD 
Occasions 

PTAD occasions authorized by units within the Marine Corps are listed 
below: 
 
• Attendance at civilian meetings or meetings of nationally charted 

organizations (Boy Scouts of America, Girl Scouts of America, etc.) 
 
• Participation in athletic events 
 
• House hunting trips where government quarters will not be available due 

to permanent change of station (PCS) and permanent change of 
assignment (PCA) movements, release from active duty, separations 
under honorable conditions, and retirements 

 
• House hunting and job search that pertains to Marines placed on the 

temporary disability retired list (TDRL), the permanent disability retired 
list (PDRL), retirement, or those who are transferring to the Fleet Marine 
Corps Reserve (FMCR) 

 
• Participation in other official or semi-official programs of the Marine 

Corps that will enhance the member’s value to the Marine Corps, the 
member’s understanding of the Marine Corps, and the member’s 
relationship to it 

 
• Taking the bar or other forms of examinations 
 
• Supporting the Recruiters Assistance Program 

  
Continued on next page 
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Categories of TDY/TAD Orders, Continued 

 
PTAD 
Restrictions 

Restrictions pertaining to PTAD orders are listed below: 
 
• House hunting may not be used in conjunction with PCS, PCA, or funded 

TAD. 
• PTAD is not to be intermingled with directed funded travel. 
• Marines and one accompanying dependent can perform PTAD either prior 

to detachment or after reporting to their new duty station.   
• PTAD is not to be included in a Marines’ PCS or PCA orders. 
• Marines reporting to their first duty station are not eligible for PTAD. 

  
PTAD 
Mandatory 
Statement 

The following statement is mandatory on all PTAD orders: 
 
These orders are issued with the understanding that no expense to the government for travel 
and/or per diem allowance is authorized in their execution.  If you do not desire to execute 
these orders without expense to the government for travel and/or per diem, this authorization 
is revoked. 

   
Directed 
TDY/TAD 

Directed TDY/TAD orders direct the traveler to proceed on TDY/TAD.  The 
member is required to travel and perform temporary duties, to include certain 
forced expenses as lodging, meals, and etc.  Based upon the TDY/TAD 
location distance from PDS, an individual may be subject to per diem 
allowance and entitled to government transportation or reimbursement of 
travel cost to and from TDY/TAD location.   

 
Continued on next page 
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Categories of TDY/TAD Orders, Continued 

    
Challenge You are directed to type a set of TAD orders authorizing a group of Marines 

to travel from Camp Lejeune to Cherry Point, North Carolina to participate in 
a base basketball tournament for a period of 4 days.   
 
• What type of TAD orders will you prepare? 
• Can these Marines be reimbursed for travel and lodging expenses? 

      
Answer You will prepare PTAD orders.  The key word in the above scenario is 

authorizing.  These Marines are not directed to travel or perform TAD.  
Reimbursement of travel and lodging expense is only authorized in directed 
travel and TAD.  See paragraph 4404.1b of the ACTS Manual.  

   
Note:   At first glance, paragraphs 4402.4d(2) and 4404.1b of the ACTS 

Manual may seem to conflict with each other.  Paragraph 4402.4d(2) 
is the exception to the rule pertaining to Marines participating in an 
international competition-sporting event and/or CMC funded approved 
sporting event, such as the All-Marine team competing against other 
services or agencies. 
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Transportation General 

  
Modes of 
Transportation 

The three modes of transportation authorized for travel are listed in the table 
below: 

 
Transportation Description 

Government 
Conveyance (GC) 

• Government owned or chartered aircraft: 
Air (GP) 

 

• Government owned or chartered land vehicles:  
• Bus (GB) 
• Train (GR) 

Common Carrier (CC) or 
Commercial Carriers  

Aircraft or land vehicle 
 

• Bus (CB) 
• Train (CR) 
• Air (CP) 

Privately Owned 
Conveyance (POC) 

• Privately owned automobile (POA) 
• Privately owned motored vehicle (POV) 

  
Definitions The terms used in transportation are defined in the table below: 
 

Term Definition 
Government 
Conveyance 

Equipment owned, leased, or chartered for 
transportation on land, water, or in the air for 
government use.  This includes aircraft on loan to 
or owned by an Aero Club and AMC categories 
B and M air travel. 

Common Carrier A private-sector supplier of air, rail, bus, or ship 
transportation—TWA, METRO train or bus, taxi, 
etc.  When a common carrier is leased or charted 
by the government, it is then classified as 
government conveyance. 

Privately Owned 
Conveyance  

Any transportation mode actually used for the 
movement of persons from place to place.  A 
conveyance owned, loaned for a charge to, or 
rented at personal expense by a member for 
transportation when such rental conveyance has 
not been authorized or approved. 

 
Continued on next page 
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Transportation General, Continued 

  
Definitions, 
continued 

 

 
Term Definition 

POA/POV Any motor vehicle owned by or on a long-term 
lease (12 or more months) to a member or a 
dependent of the member for the primary 
purpose of providing personal transportation:  
 
• Self-propelled 
 
• Licensed to travel on the public highways 
 
• Designed to carry passengers or household 

goods (HHG) 
 
• Consist of four or more wheels or either a 

motorcycle or moped—if the member does 
not ship a vehicle with four or more wheels 
on the same orders 

 
Note:   A rental vehicle is not considered POC when it is advantageous to the 

government—cost effective.  A traveler’s personal preference or 
minor inconvenience is not be the basis for authorizing/approving its 
use. 

  
Continued on next page 
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Transportation General, Continued 

  
Transportation 
Conditions 

The authorized mode of transportation is determined by the following 
conditions: 
 
• Time allowed traveling from PDS to TDY/TAD station 
• Distance to the temporary station 
• Surface to be traveled (land or water) 
• Availability of transportation 
• Cost of the transportation to the government 

    
Challenge Corporal D.S. Anderson assigned to HMH-466, MAG-16, MCAS Tustin, 

California is directed to travel TDY/TAD to HMH-462, MAG-26, MCAS 
New River, North Carolina for a period of 10 days.   
 
What mode of transportation would be best suited for his transportation? 

  
Answer Government conveyance air travel is the preferred mode of travel in the above 

situation.  If GC is not practical or available, then a commercial carrier via air 
would be best suited vice privately owned conveyance.  Your goal is to 
reduce the overall travel cost and travel time.  Traveling via POC is not 
advantageous to the government.     
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TDY/TAD Order Allowances 

   
Responsibilities Order-issuing authorities retain certain administrative responsibilities and 

must exercise careful supervision over expenditures.  Specific administrative 
responsibilities are listed in the table below: 

   
Responsibility Action 

1 Determine the travel and/or TDY/TAD is necessary. 
2 Include the traveler’s authorized baggage allowance when 

traveling aboard commercial or government carriers. 
3 Make sure the customer identification code (CIC) is 

included in the orders when AMC transportation is 
directed or utilized. 

4 Assign a standard document number (SDN) and a related 
accounting classification number (ARCN) to each set of 
orders. 

5 Limit the payment of a TDY/TAD-travel advance to only 
those amounts that will substantially defray necessary and 
reasonable expenses incurred in the performance of official 
travel. 

6 State whether or not government quarters and/or 
government messing facilities are available when 
TDY/TAD is performed at a military installation. 

7 Include large miscellaneous expense cost estimates in 
orders.  

8 Indicate the amount of advance authorized. 
9 Indicate whether or not the traveler is a frequent traveler. 

10 Grant a waiver to allow payment of the travel advance 
when the 
 
• Costs are estimated to be less than 50 dollars. 
• Traveler has failed to submit a travel voucher for 

settlement of a travel advance on previous TDY/TAD 
orders. 

11 Advise travelers in writing to submit travel claims to the 
financial officer within 5 working days after completion of 
travel. 

12 Make sure the traveler understands that travel advances 
will not be paid earlier than 3 working days before 
execution of orders. 

 
Continued on next page 
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TDY/TAD Order Allowances, Continued 

   
Monetary 
Allowance in 
Lieu of 
Transportation 

Monetary allowance in lieu of transportation (MALT) is an allowance given 
to an individual who is traveling under directed TDY/TAD orders and is 
authorized the use of a POC during official travel. 

  
The Joint Federal Travel Regulations (JFTR) Volume 1, chapter 3 provides 
the current allowable reimbursable rate for an individual authorized to operate 
a POC while performing official travel under directed TDY/TAD orders.  For 
instructional purposes throughout this course, the following rates for POC 
will be utilized: 
 

POC Per Mile 
Automobile $0.325 
Motorcycle $0.26 
Airplane $0.88 

MALT Rates 

 

 

 

   
Note:   When converting kilometer to miles, one kilometer equals 62 miles. 

To convert 84 kilometers to miles:  kilometers multiplied by 0.62 
equal miles (84 x 0.62 = 52 miles). 

 
Per Diem 
Allowance 

Per diem allowance is designed to offset the daily cost of lodging, meals, and 
incidental expenses (M&IE) incurred by a member while performing directed 
travel and/or TDY/TAD away from the members’ PDS.  It is payable for 
whole days, except the days of departure and return to the PDS.   
 

Note:   Per diem rates change frequently based upon various factors within 
the economy.  Current rates are made available via the internet at web 
site http://www.dtic.mil/perdiem/.   

   
Lodging and 
M&IE Rate  

When determining the appropriate allowable lodging and M&IE rate, an 
individual will fall within two basic categories: 
 

• Continental United States (CONUS) 
• Outside the Continental United States (OCONUS) 
 
The total allowable amount for lodging in a location added to the total 
allowable amount for M&IE identifies the total maximum per diem allowed 
while at a TDY/TAD location (Lodging + M&IE = Maximum Per Diem). 

 
Continued on next page 
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TDY/TAD Order Allowances, Continued 

  
Per Diem Chart The per diem chart found within the web site, http://www.dtic.mil/perdiem/ 

has eight basic sections that aid in determining the appropriate amount of per 
diem allowed while at a TDY/TAD location.  The columns within both per 
diem charts—CONUS and OCONUS—are similar.  There are a few slight 
variances.  A brief explanation of each column is listed in the table below: 

  
Column Title Information Explanation 
Location City and State (CONUS) and City and Country 

(OCONUS) for which a per diem rate has been 
determined (see notes). 

Maximum (Max.) Lodging Maximum lodging amount allowable for this 
location. 

Meals No Government 
(Govt.) 

Government meals/messing is not available at 
location. 

Proportional Meals Rate 
(Prop. Rate) 

Government meals/messing is available at 
location. 

Incidentals OCONUS Off 
Base 

The local incidentals rate for OCONUS 
location.  The CONUS chart shows the county 
of the state. 

Footnote Number & Rate The footnote number and rate for this location.  
The CONUS chart leaves this column blank. 

Maximum per diem Maximum per diem allowance for this 
location. 

Effective Date The first day rate was changed to the amounts 
listed. 

 
Notes:   If a TDY/TAD location is not listed, the individual must use the basic 

rate identified as All Places Not Listed on the CONUS chart and 
Other on the OCONUS chart. 

 
The Location column contains a listing of seasonal dates.  These 
dates show the change in rates throughout the year.  It is displayed in 
mm/dd format.  The first date shows the beginning of the season 
amount and the second date shows the ending date of the season 
amount. 

 
Continued on next page 
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TDY/TAD Order Allowances, Continued 

 
Sample Sample portions of a CONUS and OCONUS per diem chart are identified 

below: 
 

Location Max. 
Lodging  

Meals Incid. OCONUS  
Off Base 

Foot Note  
No.                  Rate 

Max. 
Per 

Diem 

Effective 
Date 

  No 
Govt. 

Prop. 
Rate 

    

CONUS        
     All Places Not 
Listed   

55 28 18   85 01/01/2000 

ARIZONA        
     CASA GRANDE    Pinal    
     05/01 – 12/31 60 32 20   94 10/01/2000 
     01/01 – 04/30 80 32 20   114 01/01/1999 
     DAVIS-
MONTHAN   
     AFB  

   PIMA    

     01/01 – 04/15 85 36 22   123 10/01/2000 
     04/16 – 12/31 58 36 22   96 01/01/2000 
     TUCSON NAVAL 
&     
     RES.CENTER 

   PIMA    

     01/01 – 04/15 85 36 22   123 10/01/2000 
     04/16 – 12/31 58 36 22   96 01/01/2000 
     YUMA    Yuma    
 58 32 20   92 01/01/2000 
     YUMA  MCAS    Yuma    
 58 32 20   92  
        
        
        
        

       
 

 
      

Location Max. 
Lodging  

Meals Incid. OCONUS  
Off Base 

Foot Note  
No.                  Rate 

Max. 
Per 

Diem 

Effective 
Date 

  No 
Govt. 

Prop. 
Rate 

    

AFGANISTAN        
     KABUL 102 80 44 20  202 12/01/1990 
     OTHER 54 40 24 10  101 12/01/1990 
        
        

 
 

Continued on next page 
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TDY/TAD Order Allowances, Continued 

  
Challenge Master Sergeant Perez stationed at I-I Staff Wilmington, Delaware departed 

TDY/TAD on 8 February 2000 to 6th Engineer Support Battalion, Portland, 
Oregon in support of a Bulk Fuel Conference.  It is 33 miles from the PDS 
location and the airport.  The duty driver picked him up from his work 
location and dropped him off at the airport.  On 12 February 2000, Master 
Sergeant Perez reported back to his PDS.  He stated that his wife picked him 
up from the airport.  Would Master Sergeant Perez be entitled to a MALT 
reimbursement?  If so, how much would he rate?   

  
Answer Yes, but only for the return trip from the airport.  To determine the amount of 

MALT, you must multiply 33 miles by $0.325 for a total MALT 
reimbursement of $10.73. 

  
Challenge Use the sample chart on page 2-14 to answer this question. 

 
You are directed to prepare TDY/TAD orders authorizing two Marines to 
travel from the Marine Corps Institute, Washington, DC to MCAS, Yuma, 
Arizona in support the Recruiters Assistance Program for a period of 25 days.  
Government messing is available at this site.  Do they rate per diem?  If so, 
how much would each rate? 

  
Answer No.  These Marines are not performing directed TDY/TAD travel.  You will 

type PTAD orders authorizing the travel at no cost to the government.  The 
key words in this scenario are authorizing and Recruiters Assistance 
Program.  Refer to Categories of TDY/TAD Orders and the TDY/TAD Order 
Allowances sections of this lesson if you have forgotten the basic rules. 

  
Continued on next page 
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TDY/TAD Order Allowances, Continued 

 
Challenge Use the sample chart on page 2-14 to answer this question. 

 
You are instructed to prepare TDY/TAD orders directing four active duty 
Marines to travel from the Marine Barracks, 8th & I Streets, Washington, DC 
to Tucson Naval & Reserve Center, Yuma, Arizona to support a mobilization 
training exercise for a period of about 25 days (1 Feb 01 to 25 Feb 01).  
Government messing and quarters is not available.  Do they rate per diem?  If 
so, what would be the total estimated amount of per diem authorized? 

  
Answer Yes.  A maximum of $3,075.00 per Marine will be authorized.   

  
Wrap Up If you have a basic understanding of the types of TDY/TAD orders within 

this lesson, then you are ready to proceed to the lesson 1 exercise.  
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Lesson 1 Exercise 

   
Directions Complete exercise items 1 through 10 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

   
Item 1 Through 
Item 3 

For items 1 through 3, select the appropriate type of TDY/TAD orders 
authorized to be issued for each situation. 

  
Item 1 Lance Corporal J.K. Smith is being authorized to participate in the Recruiters 

Assistance Program in Baltimore, Maryland for a period of 25 days. 
 
a. Command 
b. Directed 
c. Passive 
d. Permissive 

  
Item 2 Captain J.R. Ewing has been approved to travel from Marine Corps Base, 

Camp Lejeune, North Carolina to Nintendo Law Bar Association, New York 
to take his final bar exam for a period of 7 days.  
 
a. Command 
b. Directed 
c. Passive 
d. Permissive 

  
Item 3 Sergeant T.D. Jakes is assigned to HQBN, 2d Marine Division and will be 

attending the Sergeants Course at Camp Lejeune, North Carolina for a period 
of 60 days.  
 
a. Command 
b. Directed 
c. Passive 
d. Permissive 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 4 Through 
Item 6 

For items 4 through 6, select the appropriate mode of transportation for each 
description/situation.  

  
Item 4 A conveyance loaned for a charge or rented at personal expense by a member 

for transportation when such rental conveyance has not been 
authorized/approved.  
 
a. Common carrier or commercial carrier (CC) 
b. Government conveyance (GC) 
c. Privately owned conveyance (POC) 
d. Public transportation 

  
Item 5 A chartered Greyhound bus used to transport reservists from Wilmington, 

Delaware to Camp Lejeune, North Carolina.  
 
a. Common carrier or commercial carrier (CC) 
b. Government conveyance (GC) 
c. Privately owned conveyance (POC) 
d. Public transportation 

  
Item 6 A private-sector supplier of air, rail, bus, or ship transportation. 

 
a. Common carrier or commercial carrier (CC) 
b. Government conveyance (GC) 
c. Privately owned conveyance (POC) 
d. Public transportation 

  
Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 7 The conditions for determining the mode of transportation to be authorized 

are 
 
a. cost of the transportation to the government, frequency of travel, distance 

to the temporary station, surface to be traveled, and availability of 
transportation. 

b. time allowed traveling from PDS to TDY/TAD station, distance to the 
temporary station, surface to be traveled (land or water), and availability 
of transportation. 

c. cost of the transportation to the government, frequency of travel, time 
allowed traveling from PDS to TDY/TAD station, distance to the 
temporary station, and availability of transportation. 

d. cost of the transportation to the government, time allowed traveling from 
PDS to TDY/TAD station, distance to the temporary station, availability 
of transportation, and per diem/MALT rates. 

   
Item 8 TDY/TAD order writing activities are administratively responsible for 

including and ensuring such functions as  
 
a. the individual’s authorized baggage allowance when traveling aboard 

commercial or government carriers, the mandatory inclusion of the 
customer identification code (CIC) when AMC transportation is directed 
or utilized, and accurate completion of the traveler’s travel claim. 

b. travel orders state whether or not government quarters and/or government 
messing facilities are available at the military installation, large 
miscellaneous expense cost estimates, and accurate completion of the 
traveler’s travel claim. 

c. the amount of advance authorized, whether or not the person is a frequent 
traveler, and a written statement to submit travel claims to the financial 
officer within 10 working days after completion of travel. 

d. travel orders state whether or not government quarters and/or government 
messing facilities are available at the military installation, large 
miscellaneous expense cost estimates, each set of TDY/TAD orders is 
assigned a standard document number (SDN), and a related accounting 
classification number (ARCN). 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 9 An individual traveling under directed TDY/TAD orders away from PDS and 

is authorized the use of POC during official travel is entitled to 
 
a. TLE. 
b. TLA. 
c. MALT and per diem. 
d. none of the above.  

 
Item 10 Use the sample chart on page 2-14 to answer this question.  

 
Scenario:  Staff Sergeant D. Fowler is scheduled to perform directed 
TDY/TAD travel to Tucson Naval & Reserve Center, Arizona as the 
administrative chief in support of a Reserve training exercise for a period of 
10 days.  She is an active duty Marine whose PDS location is Norfolk, 
Virginia.  Staff Sergeant Fowler’s scheduled TDY/TAD period is 10 to 20 
April 2001.  You have been notified that government quarters is not available 
and government messing is available at the training site.  What is the 
estimated amount of per diem she will be entitled during this period? 
 
a. $800.00 
b. $935.00 
c. $1,070.00 
d. $1,210.00 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 d 2-4 
2 d 2-4 
3 b 2-4 
4 c 2-8 
5 b 2-8 
6 a 2-8 
7 b 2-10 
8 d 2-11 
9 c 2-12 
10 b 2-14 

 
Lesson 
Summary 

In this lesson, you’ve learned how to identify the appropriate type of 
TDY/TAD orders and basic funding calculations. 
 
In the next lesson, you will learn about preparing TDY/TAD orders. 
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LESSON 2 

PREPARING TAD ORDERS 

Introduction 

   
Scope Preparation requirements will vary based upon the needs of each command or 

unit for TDY/TAD orders.  The Individual Training Standards (ITS) Manual 
contains a basic process form for administrators to establish sound unit 
procedures.   

  
Content In this lesson, you will learn how to prepare basic TDY/TAD orders. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to  
 
• Identify the five basic formats to issue TDY/TAD orders. 
 
• Identify when group travel is to be utilized. 
 
• Identify TDY/TAD length limitations and restrictions. 

  
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-23 
TDY/TAD Order Formats 2-24 
TDY/TAD Travel 2-33 
Processing TDY/TAD Orders 2-35 
Lesson 2 Exercise 2-36 
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TDY/TAD Order Formats 

  
Standard 
Format 

There are five basic formats used to generate TDY/TAD orders: 
 
• Letter type 
• Message 
• Special order 
• NAVPERS 1320/16 
• DD Form 1610 

 
Continued on next page 
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TDY/TAD Order Formats, Continued 

  
Letter Type The Naval Correspondence Manual (SECNAVINST 5216.5_) is the authority 

governing the proper format of standard Naval letters and letter type 
TDY/TAD orders.   

  
Sample Letter 
Format 

A sample of a TDY/TAD standard letter format is shown below. 

 
 

UNITED STATES MARINE CORPS 
MARINE BARRACKS 

8TH AND “I” STREETS, S.E. 
    WASHINGTON, DC  20390-5000                                                     IN REPLY REFER TO: 

                                                             1320 
                                                                       DLTD 
                                                                       29 Aug 92 
 

From:  Commanding Officer, Marine Corps Barracks, 8TH & I Streets, S.E. 
       Washington, DC 20390-5000 
To:    Gunnery Sergeant Manny D. ODRICK 111 22 3344/0369 USMC 
 
Subj:  TEMPORARY ADDITIONAL DUTY (TAD) 
 
Ref:   (a) CMC WASHINGTON DC 220328z Aug 92 
 
1.  Proceed on or about 0800, 4 September 1992 to G-3, Marine Corps Base Camp 
Pendleton, California for TAD for a period of about 16 days in connection with 
a screening team visit (TCC D9).  You have been designated as a frequent 
traveler and are a holder of an official government traveler’s charge card.  
You are authorized two (2) pieces of baggage, not to exceed 140 pounds.  No 
excess baggage is authorized. 
 
2.  While performing this duty, government quarters and messing facilities are 
available.  
 
3. Upon completion you will return to your present station and resume your 
regular duties.   
 
4.  You must submit a travel claim to the finance officer within 5 working days 
after completion of travel.   
 
5.  Trav Char Appn: 1711106.2780 021 67029 0 067029 2D 000000 ACOTD119300E. 
 
6.  Standard Document Number: ACOTD119300E. 
 
 
 
                                    I. M. BRIGHT 
                                        By direction 
 
Copy to: 
S-3, OPS 
DLTD, MCI Company 

  
Continued on next page 
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TDY/TAD Order Formats, Continued 

  
Message The Telecommunications Users Manual (NTP 3) is the authority governing 

the proper format of all Naval messages.   

  
Sample 
Message 
Format 

A sample of a TDY/TAD message format is shown below: 

 
P 220328Z AUG 92 ZYB 
FM CMC WASHINGTON DC//MMEA-81// 
TO RUEACMC/MARBKS WASHINGTON DC//S-1/PERSO/SGTMAJ// 
INFO RUEACMC/MCB CAMPEN//G-3/OPS// 
BT 
UNCLAS  //N01320// 
MSGID/GENADMIN/CMC MMEA-81// 
SUBJ/TADO ON GYSGT M. D. ODRICK 111 22 3344/0369 USMC// 
POC/SGTMAJ PEREZ/-/CMC/-/TEL:CM 703 784-9217/TEL:DSN 278-
9217// 
RMKS/1.  DIR SNM RPT TAD TO CG MCB CAMPEN FOR SCREENING TEAM 
VISIT DUR PRD 19920904 TO 19920919.  TCC D9 APPLIES.   
2.  GOVT MESS AVAIL AND QTRS TO BE PROVIDED AT NO COST TO SNM.  
3.  CHG TO APPN 1711106.2780 021 67029 0 067029 2D 000000 
ACOTD119300E. 
4.  INCL IN ORDERS ISS: GOVT QTRS AND MESS ARE AVAIL.  SNM IS 
REQUIRED TO UTILIZE QTRS.   
5.  GOVT TRANS WILL BE PROVIDED TO/FR AIRPORT AND BTWN BIL AND 
DESIG SCREENING LOC. 
6.  THE PRESCRIBED UNIFORM WHILE TEMADD WILL BE SERVICE "C" 
WITH GARRISON COVER.  TANKER JACKET AND BARRACKS COVER ARE 
OPTIONAL.  SNM WILL NEED TO HAVE IN POSSESSION (1) SERVICE "A" 
UNIFORM, ALL WEATHER COAT AND APPROPRIATE CIVILIAN ATTIRE.  
7.  NO PER DIEM CHECKS WILL BE ISSUED BY THE FINANCE OFFICE AT 
THE TAD SITE.// 

   
Continued on next page 
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TDY/TAD Order Formats, Continued 

  
Special Order The ACTS Manual (MCO P1000.6_) is the authority governing the proper 

format and content requirements for special orders.   

  
Sample Special 
Order Format 

A sample of a TDY/TAD special order format is shown below: 

 
 

UNITED STATES MARINE CORPS 
MARINE BARRACKS 

8TH AND “I” STREETS, S.E. 
 WASHINGTON, DC  20390-5000                                                               

 
 
 
BARRACKS SPECIAL ORDER                           1320 
NUMBER . . . . . . . 25-92                29 Aug 92 

 
 
1.  The following temporary additional duty is effected.  TravChar: 1711106.2780 021 67029 0 067029 2D 000000 
ACOTD119300E. SDN ACOTD119300E.   
-------------------------------------------------------------------------------------------------------------- 
Name Organization Report To By 
-------------------------------------------------------------------------------------------------------------- 

GySgt ODRICK M D 
111 22 3344/0369  

Marine Barracks Washington 
DC 

CG MCB CAMPEN CA 
Screening Team Visit (TTC D9) 
Prd abt 16 das 
Govt mess and qtrs avail 
Govt tvl card holder 
Upon compl resume reg du 
Submit tvl claim within 3 work das of 
TAD compl  

4Sep92 

 
Continued on next page 
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TDY/TAD Order Formats, Continued 

 
NAVPERS 
1320/16  

The Bureau of Naval Personnel (BUPERS) Instruction 4650.19_ is the 
authority governing the appropriate use and required content of this form. 

 
Sample of 
NAVPERS 
1320/16  
(Front View) 

A sample of NAVPERS 1320/16 front view is shown below: 

  

 
Continued on next page  
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TDY/TAD Order Formats, Continued 

   
Sample of 
NAVPERS 
1320/16  
(Back View) 

A sample of NAVPERS 1320/16 back view is shown below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

ORDERS SUPPLEMENTARY ITEMS
(TEMPORARY ADDITIONAL DUTY ORDERS)

(TO BE CONSIDERED AN INTEGRAL PART OF BASIC ORDERS)

1. Obtain appropriate immunization in accordance with NAVMEDCOM
DIRECTIVE 6230 Series.
2. NATO travel orders for travel in NATO countries are attached.
(BUPERSINST 1320.6 Series.)
*3. Command delivering orders comply with MILPERSMAN Article
6650250.
4. This permissive travel authorization is issued with the understanding
that you will not be entitled to reimbursement for any travel,
transportation, per diem or miscellaneous expenses in connection with
its execution. If you do not desire to bear these expenses personally, you
may choose not to execute this permissive travel authorization and it will
be considered cancelled.
5. Authorized (A) omit, revisit, or vary places mentioned in itinerary,
(B) omit places mentioned in itinerary, (C) revisit places mentioned in
itinerary, (D) vary itinerary as necessary.
6. Upon completion return present duty station and resume regular
duties.
7. Upon completion (A) return to place indicated and resume temporary
duty, (B) return to place indicated and resume leave status, (C) return to
place indicated and resume TEMADD.
8. Upon completion resume regular duties.
9. Obtain certification of nonavailability of (A) government quarters, (B)
government mess, in accordance with JFTR Chap. 4, Part E, Open mess,
for travel to areas in JFTR. Vol. l Appendix B.
10. Utilization of (A) government quarters (B) government mess (C)
government quarters and mess, is not required as it is considered such
utilization would adversely affect performance of assigned duty. "THIS
STATEMENT SHALL NOT BE MADE A PART OF ORDERS
UNLESS THE ORDER WRITER IS FURNISHED A FULL
JUSTIFICATION AS TO THE REASON WHY UTILIZATION OF
GOVERNMENT FACILITIES WOULD ADVERSELY AFFECT THE
ASSIGNED DUTIES."
11. Reimbursement in accordance with JFTR, Volume 1, Chapters 3 and
4 as applicable.
12. Report by message, in person, or other means to NAVATT or such
command specified, giving your address and itinerary while in their
area. INDICATE ON ORIGINAL ORDERS DATE AND METHOD OF
REPORTING.
13. Apply for no-fee passport in accordance with NAVMILPERSCOM
4650.2.
14. Travel via Government aircraft authorized inside CONUS where
available.
15. Use of GTR directed inside CONUS. Contact servicing
PERSUPPDET in order to obtain reservation and ticketing service.
16. Use of government/government procured air transportation directed
outside CONUS. The appropriate Navy Passenger Transportation Office
(NAVPTO) or Control Point (PCP) will arrange travel, in accordance
with NAVMILPERSCOMINST 4650.2.
17. (Indicate number) pieces of excess baggage authorized for air travel
(A) inside CONUS, (B) outside CONUS, (C) inside and outside
CONUS. For air travel free baggage is two pieces of checked baggage,
each piece not to exceed 62 linear inches nor 70 lbs. each and one
carry-on bag not to exceed 45 linear inches.
18. Authorized transportation furnished by foreign government.
Provisions of JFTR, paragraph U3115-D applies for reimbursement.

* For compliance of CO or command specified.

19. Authorized travel via POC for the official distance (A) as
advantageous to the Government with reimbursement in accordance
with JFTR, paragraph U3305-AI, (B) but not as advantageous to be
Government with reimbursement in accordance with JFTR,
Paragraph U3310-A1. (NOTE: POC TRAVEL CANNOT BE
DIRECTED).
20. Travel via Government vehicle (A) authorized, (B) directed
where available.
21. Registration fee of $-(amount) authorized in connection with
this meeting.
22. Funds not to exceed $- (amount) for expenses of attendance at
meeting were approved (date indicated) on form NAVSO 12000/2
by (authority indicated) as designee of SECNAV for
This purpose, by authority of SECNAVINST 4651.8 series.
23. Authorized to wear civilian clothes in proper performance of
this temporary additional duty.
24. Member hereby designated as official courier. Comply with
OPNAVINST 5510.1 series.
25. Subject travel was necessary at this time and length of time
consumed in administrative channels prevented written orders from
being issued prior to your departure.
26. Provided no excess leave involved, authorized to delay-
(number of days or until date specified).

(A) in reporting to TEMADD station
(B) in returning to regular duty station
(C) any portion of which may be taken prior to or after

reporting at TEMADD station(s). Delay to count as leave. Keep
duty station advised of address. IF YOU AVAIL YOURSELF OF
THIS LEAVE, INDICATE ON ORIGINAL ORDERS DATE AND
HOUR TEMADD COMMENCED AND WAS COMPLETED.
27. If you avail yourself of this leave obtain endorsement from each
TEMADD point, as to transportation which would have been
available in reporting to next TEMADD point or in returning to
duty station via shortest usually traveled route, giving dates and
hours of
departure and arrival. You are authorized to visit countries specified
in a leave status. Comply with encl (2) of BUPERSINST 1050.11
series.
28. In accordance with JFTR, paragraphs U4102 (as applicable), no
per diem is authorized in execution of these orders for travel within
the metropolitan area of (specify location). FOR EXCEPTIONS, see
JFTR, paragraphs U4102.
29. Disbursing officer making payment on these orders forward a
copy of orders with copy of paid travel voucher to (command
specified.)
30. Under circumstances not permitting travel by the usual means,
authorized FOR OFFICIAL USE ONLY the use of taxicabs (A) to
and from carrier terminal in accordance with JFTR, paragraph
U3410 (B) in the temporary additional duty station area, in
accordance with JFTR, paragraph U3510.
31. Rental car authorized. Contact servicing PERSUPPDET to
obtain special rate MTMC lowest cost rental car, FOR OFFICIAL
USE ONLY, in accordance with JFTR, paragraph U3415.
"UTILIZE PERSONAL FUNDS FOR RENTAL CAR. SUBMIT
RECEIPTS WITH TRAVEL CLAIM FOR APPROPRIATE
REIMBURSEMENT."
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TDY/TAD Order Formats, Continued 

  
DD Form 1610 The Bureau of Naval Personnel (BUPERS) Instruction 4650.19_ is the 

authority governing the appropriate use and required content of this form. 

  
Sample DD 
Form 1610 

A sample of DD Form 1610 is shown below: 

 
Continued on next page 
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TDY/TAD Order Formats, Continued 

 
Basic 
Information 

The ACTS Manual (MCO P1000.6_) provides content requirements based 
upon TDY/TAD order requirements.  The essential requirements to publish 
TDY/TAD orders are listed in the table below: 

 

TDY/TAD Orders Requirement 
Directed • Order-issuing authority title and address 

information, and signature 
 

• Name(s) with SSN/MOS 
 

• Date of orders 
 

• Effective date/estimated date of departure, return, 
and length 

 

• Reason for travel/travel purpose (code) and 
location of TDY/TAD 

 

• Accounting and appropriation data to include 
travel order number (TON) 

 

• Estimated cost (transportation, per diem, 
miscellaneous expenses)  

 

• Government travel cardholder and frequent 
traveler information 

 

• Government quarters/messing statement 
 

• General instructions and guidance 
 

• Security clearance (if applicable) 
 

• Inoculations/immunizations (if applicable) 
Permissive • Order-issuing authority title and address 

information, and signature 
 

• Name(s) with SSN/MOS 
 

• Date of orders 
 

• Effective date/estimated date of departure, return, 
and length 

 

• Reason for travel/travel purpose (code) and 
location of TDY/TAD 

 

• Standard authorization and travel statement 
concerning expense responsibilities 

 

• General instructions and guidance 
  

Continued on next page 
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TDY/TAD Order Formats, Continued 

 
Preferred 
Format 

The NAVPERS 1320/16 or DD Form 1610 is the preferred method to type 
TDY/TAD orders.  However, when travel involves athletes and/or teams, the 
letter type format is the preferred method.  
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TDY/TAD Travel 

  
Travel 
Category Codes 

Travel category codes are found in Marine Corps Order P1000.6_ to identify 
the purpose for TDY/TAD travel.  Those codes are identified in the table 
below: 

 
Code TDY/TAD Purpose 

D1 Site Visit.  Visit to a particular site to personally perform 
operational or managerial activities. 

D2 Information Meeting.  Attend a meeting to discuss general 
agency operations, review status reports or discuss topics of 
general interest. 

D3 Training Attendance.  To receive training. 
D4 Speech or Presentation.  To make a speech or presentation, 

deliver a paper, or otherwise take part in a formal program other 
than a training course. 

D5 Conference Attendance.  To attend a conference, convention, 
seminar or symposium for purposes of observation or education 
only with no formal role in the proceedings. 

D6 Relocation.  To move from one official duty station to another 
(same as a permanent change of station move). 

D7 Entitlement.  Travel to which an employee (or dependent) is 
entitled as a result of an assignment (e.g. official vacation or 
educational travel). 

D8 Special Mission.  To carry out a nonrecurring special activity 
mission. 

D9 Other.  To travel for reasons that are not indicated in one of the 
other categories listed herein. 

DA Recruiting.  Travel involving military recruitment. 
DB Congressional Travel.  Travel by members of Congress or their 

staff or by others for the purpose of accompanying members of 
Congress or their staff. 

DC Audit or Inspection.  Travel involved in the performance of an 
audit or official activity inspection. 

DD Troop Movement.  Travel associated with military operational 
movements, unit deployments, and transportation of applicants to 
and from military entrance processing stations and deployment of 
personnel on a rotational basis. 

 
Continued on next page 
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TDY/TAD Travel, Continued 

   
Travel Type There are two types of official travel: 

 
• Group 
• Individual 

  
Group Travel The movement of two or more official travelers traveling as a group, under 

the same orders for which transportation will be government-owned/procured 
from the same origin to the same destination.  Movement could include 
locations en route as specified on the orders.  

   
Group Travel 
Advantage 

The single advantage of group travel is the reduction of TDY/TAD cost to the 
government.  Group travel rates are substantially lower than individual rates.  
Group travel is not always practical, especially when family members and 
delays are involved.  Commanders are directed to make a constant effort to 
use group travel wherever and whenever practical. 

  
Individual 
Travel 

The movement of one official traveler from the PDS to the TDY/TAD site.  
Movement could include locations en route as specified on the orders. 

  
TDY/TAD 
Length 
Limitations 

TDY/TAD length limitations and restrictions are listed below: 
 
• Permanent Change of Station (PCS)/Permanent Change of Assignment 

(PCA) orders must be issued when the expected duty to be performed at 
one place exceeds 20 weeks. 

 
• Approval must be obtained from the CMC (MM) prior to issuing 

TDY/TAD orders, including modifications thereto for periods of more 
than 6 months (180) days.  This does not apply to organizations 
participating in the unit deployment program (UDP).  

 
• Organizations participating in the UDP are authorized to remain on 

TDY/TAD for up to 210 days. 
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Processing TDY/TAD Orders 

   
Performance 
Steps 

The procedures of each command or unit for preparing TDY/TAD orders may 
vary.  Suggested minimum performance steps that can be used in establishing 
directed TDY/TAD travel procedures are listed in the table below: 

 
Step Action 

1 Determine the specific need for TAD orders. 
2 Submit request to fiscal/budget/comptroller office. 

Type TAD orders with approved TON and TravCharAppn data: 

If the unit … Then… 
Uses the Standard 
Accounting, Budgeting and 
Reporting System (SABRS) 
to produce orders 

Access SABRS and prepare 
orders.  

 

Does not use SABRS to 
produce orders 

Prepare orders using one of 
the five acceptable formats. 

 

3 

 
4 Print TDY/TAD orders. 

Verify TDY/TAD orders for correctness: 

If… Then… 
Errors noted Make appropriate adjustments 

and return to step 4. 

 

No errors noted Proceed to the next step. 

 

5 

 
6 Submit orders for signature. 
7 Stamp the signed copy of the TAD orders with the ORIGINAL 

ORDERS stamp for each individual listed. 
8 Forward TAD orders to the finance/disbursing officer for travel 

advance, if applicable. 
9 Forward a copy to the unit diary section to be placed in the diary 

tickler. 
10 File the official file copy in the command’s official 

correspondence files. 
11 Maintain a TAD log or some type of tracking system as 

reference tool to verify travel settlements of TONs issued. 
12 Monitor preparation of travel claim and submission of TAD 

orders for liquidation of travel. 
13 Submit a copy of the liquidated travel claim to the 

fiscal/budget/comptroller office to reconcile travel in SABRS. 
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Lesson 2 Exercise 

  
Directions Complete exercise items 1 through 10 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 Write the five basic formats of TDY/TAD orders. 

 
a. ________________ 
b. ________________ 
c. ________________ 
d. ________________ 
e. ________________ 

  
Item 2 The Naval Correspondence Manual is the authority governing the proper 

format of standard Naval letters and _________ TDY/TAD orders. 
 
a. letter type 
b. message 
c. special order 
d. NAVPERS 1320/16 

  
Item 3 What Navy instruction provides instructions for the proper completion of 

NAVPERS 1320/16 and DD 1610 TDY/TAD forms? 
 
a. BUPERSINST 4650.19_ 
b. NAVPERSINST 4650.19_ 
c. NAVPERSINST 1300.16_ 
d. BUPERSINST 1300.16_ 

 
Item 4 When typing a TDY/TAD order, what are the two preferred formats 

recommended by the ACTS Manual? 
 
a. _________________ 
b. _________________ 

 
Continued on next page 
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Lesson 2 Exercise, Continued 

   
Item 5 Travel category codes may be found in Marine Corps Order 

 
a. P1000.4_. 
b. P1000.6_. 
c. P1300.8_. 
d. P1326.6_. 

  
Item 6 What are the two types of official travel? 

 
a. _________________ 
b. _________________ 

  
Item 7 PCS orders must be issued when the expected duty to be performed at one 

place exceeds  
 
a. 6 months. 
b. 15 weeks. 
c. 20 weeks. 
d. 210 days. 

  
Item 8 Approval must be obtained from the CMC prior to issuing individual 

TDY/TAD orders, including modifications thereto, for periods of more than  
 
a. 6 months. 
b. 15 weeks. 
c. 20 weeks. 
d. 210 days. 

  
Item 9 Organizations participating in the UDP are authorized to remain on TDY for 

up to  
 
a. 6 months. 
b. 15 weeks. 
c. 20 weeks. 
d. 210 days. 

  
Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 10 The single advantage that group travel has above individual travel is 

 
a. large groups of Marines can be transported quickly and efficiently in a 

timely fashion. 
b. the cost to the individual Marine is reduced substantially. 
c. it reduces the need to produce multiple variations of TDY/TAD orders. 
d. the cost to the government is lower. 

  
Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page and paragraph number within 
the ACTS Manual. 

 
Item Number Answer Reference 

1 • Letter type 
• Message 
• Special order 
• NAVPERS 1320/16 
• DD Form 1610 

2-24, 4402.2, and 
4500.1 

2 a 2-25  
3 a 2-28 and 2-30 
4 • NAVPERS 1320/16 

• DD Form 1610 
2-32 and 4402.4 

5 b 2-33 and 4402.1 
6 • Group 

• Individual 
2-34 

7 c 2-34 and 4402.4a 
8 a 2-34 and 4402.4a 
9 d 2-34 and 4402.4a 

10 d 2-34 and 4401.1a 

  
Lesson 
Summary 

In this lesson, you’ve learned how to prepare basic TDY/TAD orders.  Now 
that you understand how to identify the appropriate type of TDY/TAD orders 
and the funding required to process TDY/TAD orders in lesson 1, you are 
ready to move on to study unit 3. 
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STUDY UNIT 3 

PERMANENT CHANGE OF STATION (PCS) AND 
PERMANENT CHANGE OF ASSIGNMENT (PCA) ORDERS 

Overview 

  
Scope This study unit is designed to teach you how to process permanent change of 

station (PCS) and permanent change of assignment (PCA) orders for Marines.  
You will learn the essential steps to successfully prepare PCS and PCA 
orders. 

  
Required 
Reading 

To enhance your knowledge and augment your understanding of this study 
unit, it is recommended that you read MCO P1000.6_ chapter 4, paragraphs 
4100 through 4401, MCO 5212.4_, and MCO 4650.30_ in the ACTS Manual. 

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

Permanent Orders 3-3 
Area Clearance, No-Fee Passports, and Port Calls 3-25 
Preparing PCS Orders 3-51 

  



 

MCI Course 0138B 3-2    Study Unit 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This page intentionally left blank.) 
 



 

MCI Course 0138B 3-3    Study Unit 3, Lesson 1 

LESSON 1 

PERMANENT ORDERS 

Introduction 

  
Scope Permanent orders assign or transfer a Marine to a different permanent duty 

station (PDS) under competent orders that do not specify the duty as 
temporary.  Permanent orders provide for further assignment to a new PDS or 
may direct return to the Marines’ old PDS. 

  
Content In this lesson, you will learn how to identify the appropriate type of 

permanent orders that are issued to Marines. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the two types of permanent orders. 
 
• Identify the two assignment categories directed within permanent orders. 
 
• Identify the four types of travel-time.  
 
• Compute constructive travel-time for land travel.  
 
• Identify personnel authorized proceed time. 

  
In This Lesson This lesson contains the following topics. 
 

Topic See Page 
Introduction 3-3 
Permanent Order Types 3-4 
Permanent Order Assignment 3-6 
Modes of Travel and Travel-Time 3-8 
Proceed Time 3-15 
Lesson 1 Exercise 3-16 
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Permanent Order Types 

  
Permanent 
Orders 

Marines are issued two types of permanent orders that direct them to report to 
a new PDS: 
 
• Permanent change of station (PCS) 
• Permanent change of assignment (PCA) 

  
PCS Orders PCS orders assign, detail, or transfer a Marine or unit to a different PDS. 

Competent PCS orders do not specify the duty as temporary, provide further 
assignment to a new PDS, or direct return to the old PDS.  Changes in 
homeport of a vessel or mobile unit require PCS orders.   

  
PCS Order 
Types 

There are two types of PCS orders: 
 
• Low cost PCS 
• Fully funded PCS 

  
Low Cost PCS Low cost PCS orders will be directed whenever Marines are assigned 

between commands and the movement of dependents and household goods is 
not required.  Low cost PCS orders—per the Marine Corps Personal Property 
Manual—restrict the transportation of household goods, unless the Marine's 
new commander states the movement of household goods is necessary.  
Appropriation data for per diem and mileage when commands are not located 
within the same geographic location may be required. 

  
Low Cost PCS 
Assignments 

Low cost PCS orders will be issued when assignments are directed between: 
 
• Washington, DC metropolitan area to or from Quantico, Virginia 
• Washington, DC metropolitan area to or from Annapolis, Maryland 
• Camp Lejeune to or from Cherry Point, North Carolina 
• MCAS New River to or from Cherry Point, North Carolina 
• MCRDs San Diego, Coronado, or North Island and Camp Pendleton, 

California 
• Monitored command codes (MCCs) on Okinawa—if it has been certified 

the Marine’s work site changes from the northern to southern housing 
areas or vice versa 

 
Continued on next page 
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Permanent Order Types, Continued 

   
Fully Funded 
PCS Orders 

Fully funded PCS orders will be directed whenever Marines are assigned 
between commands and the movement of dependents and household goods is 
required.   

  
Fully Funded 
PCS 
Assignments 

Fully funded PCS orders will be issued when assignments exceed the 
boundaries stated within PCA and PCS low cost directed travel—Marine 
directed PCS travel from Camp Lejeune, North Carolina to Camp Pendleton, 
California.   

  
PCA Orders PCA orders are issued for close proximity or intra-command transfer.  

Proceed, delay, and travel time are not authorized in the execution of PCA 
orders.  PCA orders will not contain military personnel appropriation data, 
authority to move household goods or entitlement to travel allowance, as such 
orders are issued at no cost to the government.   

   
No Cost 
Exception Rule 

The commanding officer at the gaining command (pay grade 0 to 5 or higher) 
may certify the relocation of the member's household as mission essential—in 
the best interest of the government—and is not primarily for the convenience 
or benefit of the member.  If certified, a local move of HHG is authorized to a 
residence from which the member will commute daily to the new PDS or new 
activity at the same PDS.  The gaining command must provide funding for the 
local move.  

   
PCA Order 
Assignments 

PCA orders will be issued when assignments are directed between or within: 
 
• MCC located within the same city, town, base, air station, or metropolitan 

area 
• Washington, DC metropolitan area 
• Camp Lejeune and MCAS New River, North Carolina 
• MCRD Parris Island and MCAS Beaufort, South Carolina 
• All MCCs within the Norfolk, Virginia area 
• All MCCs on Oahu, Hawaii 
• MCCs on Okinawa—if the Marine’s work site does not change or 

changes only one housing zone, e.g. southern to central, central to 
northern, etc. 
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Permanent Order Assignment 

  
Assignment 
Location 

There are two types of assignment locations issued under PCS or PCA orders: 
 
• Continental United States (CONUS) 
• Outside the continental United States (OCONUS) 

   
Assignment 
Patterns 

When PCS or PCA orders are issued, there are four assignment patterns of 
travel: 

 
Assignment Pattern Example 

CONUS to CONUS Camp Lejeune, NC to Camp Pendleton, CA 
CONUS to OCONUS Camp Lejeune, NC to Okinawa, JA 
OCONUS to OCONUS Okinawa, JA to Iwakuni, JA 
OCONUS to CONUS Okinawa, JA to Camp Lejeune, NC 

  
TDY/TAD and 
PCS/PCA 

PCS/PCA orders that direct TDY/TAD en route to a PDS must direct the 
TDY/TAD be completed prior to arriving at the new duty station. 

  
Continued on next page 
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Permanent Order Assignment, Continued 

 
Assignment 
Settings 

The table below shows a list of common CONUS or OCONUS assignments: 

  
Assignment Conditions 

From one PDS to another PDS  
In the homeport of a vessel or 
mobile unit 

 

From home or the place from 
which called or ordered to 
active duty to the first PDS 

• An appointment or reappointment to the 
regular service from civilian life or 
from a reserve component 

 
• Called to active duty for 20 weeks or 

more or call to active duty for training 
for 20 weeks or more 

 
• Recalled to active duty from the Fleet 

Marine Corps Reserve (FMCR) or from 
retirement, including the Temporary 
Disability Retirement List (TDRL). 

 
• Enlistment or induction into the service 

(regular or during an emergency 
From the last PDS to home • Discharge, resignation, or separation 

from the service under honorable 
conditions 

 
• Release from active duty to which 

called or ordered for 20 weeks or more 
or from active duty for training to which 
called or ordered for 20 weeks or more 

 
• Transfer to the FMCR 
 
• Retirement 
 
• Receiving a temporary disability 

retirement 
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Modes of Travel and Travel-Time  

  
Modes of 
Travel 

The three modes of transportation authorized for PCS and PCA orders are 
 
• Government conveyance (GC) 
• Common carrier or commercial carrier (CC) 
• Privately owned conveyance (POC) 
 
Each mode of travel via land, air, or sea effects the travel-time.   

  
Land Travel The Defense Table of Distances (DTOD) is the official resource used to 

determine the estimated travel miles when traveling via CC or POC. 

     
Traveling POC Allow 1 day of travel-time for the first block of 400 miles traveled by POC.  

For any fraction of 350 miles in excess of 175 miles, grant an additional day.  
 
Example:  400 miles = 1 day and 526 miles = 2 days 

  
Air Travel Prevailing schedules of government and commercial aircraft generally require 

less than 24 hours between all points in the United States.  Accordingly, only 
1 day of travel-time by air will be allowed.  Exceptions will be shown by 
endorsement on orders that time in excess of 24 hours, exclusive of any 
personal preference or convenience was actually required, with the reasons 
for longer time specifically stated.  

     
Travel-Time Travel-time is counted in whole days.  There are four types of travel-time 

used to prepare and process PCS orders: 
 
• Authorized 
• Allowable 
• Elapsed 
• Constructive 

 
Continued on next page 
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Modes of Travel and Travel-Time, Continued 

  
Authorized Authorized travel-time is used to determine the maximum number of travel 

days an individual is authorized prior to the execution of PCS orders.  It is 
determined in advance for a specific travel mode and placed within an 
individual’s orders.  
 
Note:   Travel-time authorized in an individual’s orders will not always 

coincide with the allowable travel-time for the modes of 
transportation used.   

  
Allowable Allowable travel-time is determined upon completion of the official travel.  

Routinely, allowable travel time will not exceed authorized travel-time.  It 
may compute to be less than the authorized travel-time stated within the 
orders.   

  
Elapsed  Elapsed time accounts for the time between the date the Marine departs the 

previous duty station and the date the Marine joins a new parent command.  It 
is a period of allowable travel-time used in the execution of PCS orders.  
Elapsed time is always less than the maximum allowable travel-time.  

  
Constructive Constructive travel-time is the time determined necessary to complete travel 

between two points of duty via a typical traveled route.  It is constructed on 
distance, rather than time or schedules.  Constructive travel-time is also used 
when modes of travel vary in the execution of PCS orders. 

 
Continued on next page 
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Modes of Travel and Travel-Time, Continued 

  
Computing 
Constructive 
Travel-Time 

The Marine Corps Travel Instruction Manual (MCTIM), MCO P4650.37_ 
provides guidance concerning the proper computation of constructive travel-
time.  Travel vouchers—DD Forms 1351-2 and 1351-2C—are used to obtain 
the required travel information when computing constructive travel-time. 

 
Step Action 

1 Determine the official distance of the ordered travel. 
Determine the actual miles traveled via POC. 

If miles traveled are… Then… 
Performed within vicinity of 
old or new PDS 

Disregard miles traveled.  Do 
not proceed to next step. 

More than or equal official 
distance 

No other mode of 
transportation can be 
considered.   

 

Less than official distance Subtract the miles traveled 
from the official distance.   

 

2 

 

Compute the number of days allowed for POC travel using the 
conversion chart below: 
 

Conversion Chart 
Miles Time Allowed 

1 -   400 1 Day 
401 -   750 2 Days 
751 - 1100 3 Days 

1101 - 1450 4 Days 
1451 - 1800 5 Days 
1801 - 2150 6 Days 
2151 - 2500 7 Days 
2501 - 2850 8 Days 
2851 - 3200 9 Days 

 

3201 - 3550 10 Days 

 

3 

 

Note:   If a balance remains for the official distance, continue to the 
next step, otherwise STOP here. 

 
Continued on next page 
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Modes of Travel and Travel-Time, Continued 

  
Computing 
Constructive 
Travel-Time, 
continued 

 

 
Step Action 

Determine the actual miles traveled via CC surface. 

If CC surface miles are… Then… 
Less than the remaining 
balance of official distance 

Obtain total CC surface miles.  
Skip step 7 and proceed to  
step 8. 

 

Equal or exceed the remaining 
balance of official distance 

Use the remaining balance as 
allowable CC surface miles. 

 

4 

 

5 Divide the allowable CC surface distance by 40 to determine the 
number of hours allowed. 

6 Divide the number of hours by 18 to determine the number of 
travel days for CC. 
 
Note:   If a balance remains for the official distance, continue to the 

next step, otherwise STOP here. 
7 Determine actual miles traveled via CC air. 
8 Divide the allowable CC air distance by 500 to determine the 

number of hours allowed. 
9 Add the total allowable CC surface hours to the total allowable  

CC air hours.  
10 Divide the number of hours by 18 to determine the number of 

travel days for CC. 
11 Add the total POC travel days to the total CC travel days.  The sum 

is the total constructive travel-time. 
 

Continued on next page 



 

MCI Course 0138B 3-12    Study Unit 3, Lesson 1 

Modes of Travel and Travel-Time, Continued 

  
Sample A standard constructive travel-time computation worksheet is shown below: 

 
Continued on next page 

Marine’s Name: ____________________________________________ 

CONSTRUCTIVE MILEAGE via: 
 
POC              ______________ 
miles 
CB/CR          ______________ 
miles 
TOTAL OFFICIAL ORDERED DISTANCE __________ miles    
 
POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -   __________ miles . . . . . . . . . _______ 
days 
 
                                                                          __________ Sub Total 
 
CB/CR . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by  40 = ____ 
hrs 
 
                                                                          __________ Sub Total                                
+ 
 
CP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by 500 = ____ 
hrs 
 
 
 
 
Total travel-time via POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ______ 
days 
                                                                                                                                                         
                                                                                                                                                       
+                                            
Total CC hours _____ divided by 18 = _____or . . . . . . . . . . . . . . . . . . . . . . . . ______    Mileage to Days Conversion Chart 

 
  Miles                              Time 
Allowed 
     1  –   525                           1 Day 
 526  –   875                           2 Days 
 876  – 1225                           3 Days 
1226 – 1575                           4 Days 
1576 – 1925                           5 Days 
1926 – 2275                           6 Days 
2276 – 2625                           7 Days 
2626 – 2975                           8 Days 
2976 – 3325                           9 Days 

To be charged as such on member’s itinerary: 
 
PROCEED       ______________ 
 
DELAY             ______________ 
 
TRAVELTIME ______________ * 

Marine’s Name: ____________________________________________ 

CONSTRUCTIVE MILEAGE via: 
 
POC              ______________ miles 
CB/CR          ______________ miles 
CP                 ______________ miles 
 

TOTAL OFFICIAL ORDERED DISTANCE __________ miles    
 
POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -   __________ miles . . . . . . . . . _______ days 
 
                                                                          __________ Sub Total 
 
CB/CR . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by 40 = ____ hrs 
 
                                                                          __________ Sub Total                                + 
 
CP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by 500 = ____ hrs 
 
 
 
 
Total travel-time via POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
                                                                                                                                                          
                                                                                                                                                       +                                           
Total CC hours _____ divided by 18 = _____or . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
 
 
Total CONSTRUCTIVE travel-time  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
 
ALLOWABLE Travel-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  ______ days * 

   Mileage to Days Conversion Chart 
 
  Miles                              Time Allowed 
      1 –   400                           1 Day 
  401 –   750                           2 Days 
  751 – 1100                           3 Days 
1101 – 1450                           4 Days 
1451 – 1800                           5 Days 
1801 – 2150                           6 Days 
2151 – 2500                           7 Days 
2501 – 2850                           8 Days 
2851 – 3200                           9 Days 
3201 – 3550                         10 Days 
 

To be charged as such on member’s itinerary: 
 
PROCEED       ______________ 
 
DELAY             ______________ 
 
TRAVELTIME ______________ * 
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Modes of Travel and Travel-Time, Continued 

 
Sample A partially completed DD Form 1351-2 travel voucher is shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Modes of Travel and Travel-Time, Continued 

  
Challenge Sergeant Marine was authorized 4 days proceed, 30 days delay (leave), and 8 

days travel in his orders directing him to report to Marine Corps Base, Camp 
Lejeune, NC for duty.  Sergeant Marine completed the DD Form 1351-2 
travel voucher.  The acceptable miles provided in the Defense Table of 
Official Distances (DTOD) version 13.1 are identified below: 
 
• MCRD, San Diego, CA to MCB Camp Lejeune, NC is 2630.5 traveling 

miles 
• MCRD, San Diego, CA to Dallas, TX is 1369.9 traveling miles 
• Dallas, TX to MCB Camp Lejeune, NC is 1267.1 traveling miles 
 
Using the worksheet on page 3-12, determine the total allowable constructive 
travel-time for Sergeant Marine. 

  
Answer 
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Proceed Time 

  
Purpose The purpose of proceed time is to grant a period of 4 days absence 

(maximum) as delay in the execution of PCS orders.  Proceed time is not 
chargeable as leave or travel-time.  It is provided to enable Marines to attend 
to personal matters pertaining to the PCS move.    

  
Authorized 
Personnel 

Personnel entitled to 4 days proceed time on the date of detachment are listed 
in the table below: 

 
Personnel Clause 

Officers With or without dependents 
Enlisted personnel in the grades of  
E-4 and above with over 2 years of 
service 

With or without dependents 

Enlisted personnel in the grades of  
E-4 and below with less than 2 years 
of service 

With dependents prior to the 
effective date of orders, including 
enlisted Marines married to service 
members 

Officers and enlisted personnel Authorized travel and transportation 
entitlements in connection with 
consecutive overseas tours (COT) of 
duty at the same location 

  
Unauthorized 
Proceed Time 

Proceed time does not authorized incident for the following occasions: 
 
• Transfer incident to assignment to first PDS 
• Execution of low cost PCS or PCA travel 
• Execution of orders from inactive duty 
• Transfer incident to assignment to active duty for training 
• Execution of PCS orders requires reporting within 4 days of assignment 
• Transfer incident to separation, release from active duty, or active duty for 

training, transfer to the Fleet Marine Corps Reserve (FMCR), or 
retirement 

• TDY/TAD or unit deployments 
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Lesson 1 Exercise 

  
Directions Complete exercise items 1 through 13 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 What are the two types of permanent orders issued to Marines directing them 

to report to a new PDS? 
 
a. ________________ 
b. ________________ 

  
Item 2 Low cost PCS orders will be issued when assignments are directed between: 

 
a. Washington, DC metropolitan area to or from Quantico, Virginia; Camp 

Lejeune to Cherry Point, North Carolina; CONUS to CONUS; Camp 
Lejeune to MCAS New River, North Carolina 

b. Washington, DC metropolitan area to or from Annapolis, Maryland; 
Camp Lejeune to Cherry Point, NC; Washington, DC metropolitan area to 
or from Quantico, Virginia; MCAS New River to or from Cherry Point, 
North Carolina 

c. MCC located within the same city; CONUS to CONUS; MCRD San 
Diego, California to MCRD Parris Island, South Carolina; Camp Lejeune 
to MCAS New River, North Carolina 

d. MCC located within the same metropolitan area; Camp Lejeune to Cherry 
Point, North Carolina; CONUS to CONUS; Camp Lejeune to MCAS 
New River, North Carolina 

  
Items 3  What type of PCS order is issued when a Marine is assigned between 

commands and the movement of dependents and household goods are 
required? 
 
a. Fully funded PCS order 
b. Low cost PCS order 
c. PCA order 
d. PCS order 

  
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 4 What type of order is issued for close proximity or intra-command transfers 

where proceed, delay, and travel time are not authorized, and nor does it 
contains military personnel appropriation data?  
 
a. Fully funded PCS order 
b. Low cost PCS order 
c. PCA order 
d. PCS order 

 
Item 5 What are the two types of assignment locations issued under permanent 

orders? 
 
a. __________________ 
b. __________________ 
 

  
Item 6 What are the four basic assignment patterns that a Marine may be required to 

travel when issued PCS or PCA orders? 
 
a. ______________ to _______________ 
b. ______________ to _______________ 
c. ______________ to _______________ 
d. ______________ to _______________ 

  
Item 7 What type of travel-time is used to determine the maximum number of travel 

days an individual is authorized prior to the execution of PCS orders. 
 
a. Allowable 
b. Authorized 
c. Constructive 
d. Elapsed 

  
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 8 What type of travel-time is determined upon completion of the official travel? 

 
a. Allowable 
b. Authorized 
c. Constructive 
d. Elapsed 

  
Item 9 What type of travel-time accounts for the time between the dates the Marine 

departs the previous duty station and joins a new parent command? 
 
a. Allowable 
b. Authorized 
c. Constructive 
d. Elapsed 

  
Item 10 What type of travel-time is the time determined necessary to complete travel 

between two points of duty via a usually traveled route and is computed on 
distance rather than time or schedules? 
 
a. Allowable 
b. Authorized 
c. Constructive 
d. Elapsed 

  
Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 11  Situation:  Sergeant Marine was directed to transfer from MCB, Camp 

Pendleton, California to Marine Barracks, Washington, DC.  He was 
authorized 4 days proceed, 8 days travel, and 30 days leave in conjunction 
with his official travel.  Sergeant Marine’s travel itinerary is shown below.   
 
(1) The official table of distance miles from Camp Pendleton, California to 

Washington, DC is 2702.8. 
 
(2) The official table of distance miles from Los Angeles, California to 

Dallas, Texas is 1445.2. 
 
(3) The official table of distance miles from Fort Hood, Texas to 

Jacksonville, North Carolina is 1405.6.   
 

Date Place 
(Home, Office, Base, Activity, City and 

State, City and Country, etc.) 

Mode 
of Tvl 

Reason 
For 
Stop 

POC 
Miles 

6-20 DEP MCB Camp Pendleton, CA PA   
6-20 ARR  AT 70 
6-20 DEP 

LAX International Airport 
CP   

6-20 ARR  AT  
6-20 DEP 

Dallas, TX Airport 
PA   

6-20 ARR  LV 155 
6-30 DEP 

Fort Hood, TX 
CB   

7-1 ARR  LV  
7-15 DEP 

Jacksonville, NC 
PA   

7-15 ARR Marine Barracks, Washington, DC  MC 345 

  
Using the computation worksheet on the next page, how many days can 
Sergeant Marine use for constructive travel-time? 
 
a. 2 
b. 4 
c. 6 
d. 8 

 
Continued on next page 
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Marine’s Name: ____________________________________________ 

CONSTRUCTIVE MILEAGE via: 
 
POC              ______________ miles 
CB/CR          ______________ miles 
CP                 ______________ miles 
 

TOTAL OFFICIAL ORDERED DISTANCE __________ miles    
 
POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -   __________ miles . . . . . . . . . _______ days 
 
                                                                          __________ Sub Total 
 
CB/CR . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by 40 = ____ hrs 
 
                                                                          __________ Sub Total                                + 
 
CP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -    __________ miles divided by 500 = ____ hrs 
 
 
 
 
Total travel-time via POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
                                                                                                                                                          
                                                                                                                                                       +                                    
Total CC hours _____ divided by 18 = _____or . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
 
 
Total CONSTRUCTIVE travel-time  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ______ days 
 
ALLOWABLE Travel-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  ______ days * 

   Mileage to Days Conversion Chart 
 
  Miles                              Time Allowed 
      1 –   400                           1 Day 
  401 –   750                           2 Days 
  751 – 1100                           3 Days 
1101 – 1450                           4 Days 
1451 – 1800                           5 Days 
1801 – 2150                           6 Days 
2151 – 2500                           7 Days 
2501 – 2850                           8 Days 
2851 – 3200                           9 Days 
3201 – 3550                         10 Days 

To be charged as such on member’s itinerary: 
 
PROCEED         _____________ 
 
DELAY             _____________ 
 
TRAVELTIME _____________ * 

Lesson 1 Exercise, Continued 

  
Worksheet Use the computation worksheet below for item 11: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 12 Which of the following personnel are authorized proceed time incident to 

PCS orders? 
 
a. Officers, enlisted Marines E4 and above with over 3 years of service, 

Marines E4 and below with approved dependents 
b. Officers, enlisted Marines E4 and above with or without dependents, 

enlisted Marines E4 and below with dependents 
c. Officers with and without dependents, Marines in the grade E4 and above 

with over 2 years of service, Marines in the grade E4 and below having a 
waiver with less than 2 years of service 

d. Officers with and without dependents, enlisted Marines E4 and above 
having over 2 years of service with and without dependents, enlisted 
personnel in the grades of E-4 and below having less than 2 years of 
service and with and without dependents 

   
Item 13 During which occasions are proceed time not authorized? 

 
a. Transfer to first PDS, execution of low cost PCS travel, execution of PCS 

orders requiring reporting within 4 days of assignment 
b. Transfer to final PDS, unit deployments, execution of PCA travel, release 

from active duty 
c. Execution of low cost PCS or PCA travel, execution of TDY travel prior 

to completing PCS travel, transfer to the FMCR 
d. Unit deployments, transfer incident to separation, execution of fully 

funded PCS 
  

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 • Permanent Change of Station 

(PCS) 
• Permanent Change of Assignment 

(PCA)  

3-4 

2 b 3-4 
3 a 3-5 
4 c 3-5 
5 • CONUS 

• OCONUS 
3-6 

6 • CONUS to CONUS 
• CONUS to OCONUS 
• OCONUS to OCONUS 
• OCONUS to CONUS 

3-6 

7 b 3-9 
8 a 3-9 
9 d 3-9 
10 c 3-9 
11 b 3-10 
12 d 3-15 
13 a 3-15 

   
Lesson 
Summary 

In this lesson, you’ve learned how to identify the two types of permanent 
orders—permanent change of station (PCS) and permanent change of 
assignment (PCA).   
 
In the next lesson, you will learn about area clearance, no-fee passport, and 
port call requests. 

 
Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 11 This is a completed computation worksheet for item 11. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 

Marine’s Name:   Sergeant Marine 

CONSTRUCTIVE MILEAGE via: 
 
POC              ______570        miles 
CB/CR          ______1405.6    miles 
CP                 ______1445.2    miles 

TOTAL OFFICIAL ORDERED DISTANCE        2702.8   miles    
 
POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -             570     miles . . . . . . . . . ___2___ days 
 
                                                                                  2132.8   Sub Total 
 
CB/CR . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -            1405.6   miles divided by 40 = 35.14 hrs 
 
                                                                                    727.2 Sub Total                               + 
 
CP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ( -              727.2 miles divided by 500 = 1.4544 hrs 
 
 
 
 
Total travel-time via POC . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . __2___ days 
                                                                                                                                                    +                                           
Total CC hours 36.5944 divided by 18 =  2.033 or . . . . . . . . . . . . . . . . . . . . . . __2___ days 
 
 
Total CONSTRUCTIVE travel-time  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .     4 days 
 
ALLOWABLE Travel-time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .      4 days * 

   Mileage to Days Conversion Chart 
 
Miles                               Time Allowed 
 
      1 –   400                           1 Day 
  401 –   750                           2 Days 
  751 – 1000                           3 Days 
1101 – 1450                           4 Days 
1451 – 1800                           5 Days 
1801–  2150                           6 Days 
2151 – 2500                           7 Days 
2501 – 2850                           8 Days 
2851 – 3200                           9 Days 

To be charged as such on member’s itinerary: 
 
PROCEED       ______________ 
 
DELAY             ______________ 
 
TRAVELTIME          4 days * 
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LESSON 2 

AREA CLEARANCE, NO-FEE PASSPORTS, AND PORT 
CALLS 

Introduction 

  
Scope Personnel issued PCS orders assigned to OCONUS will require essential 

paperwork to be completed prior to the execution of their orders.  Area 
clearance, no-fee passports, and port calls requests are key documents that 
assist in providing proper transportation and approves the official travel of a 
military member traveling—with or without dependents—to a country outside 
the United States.  

  
Content In this lesson, you will be able to identify required documents and procedures 

involving a Marine being assigned overseas through the use of area clearance, 
no-fee passports, and port calls requests.   

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 

• Identify the purpose of an area clearance request. 
 

• Identify the minimum required information to be placed in an area 
clearance request. 

 

• Identify the Marine Corps directive that provides instructions governing 
the completion and submission of DD Form 1056MC.  

 

• Identify the three types of no-fee passports. 
 

• Identify the five types of documentation that must be submitted with a no-
fee passport application. 

 

• Identify the five administrative procedures required of the detaching 
activity in preparing and submitting port call requests. 

 

• Identify the required action to be taken upon receipt of orders directing 
overseas travel and assignment. 

 

• Identify the four categories of travel information contained in port calls. 
 

• Identify required information placed in a port call. 
 

Continued on next page 
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Introduction, Continued 

  
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-25 
Area Clearance 3-27 
No-Fee Passports 3-32 
Port Calls 3-38 
Lesson 2 Exercise 3-45 

  



 

MCI Course 0138B 3-27    Study Unit 3, Lesson 2 

Area Clearance  

  
Purpose An area clearance authorizes the official travel of dependents to an overseas 

command where a military member’s permanent duty station is located.  It is 
a written authorization of command sponsorship of dependents granted by an 
overseas command.  

  
Reference MCO P1000.6_ of the ACTS Manual provides detailed instructions governing 

area clearance requests for Marines and their families.  

  
Required 
Information 

The minimum information required in a request for area clearance is listed in 
the table below.  Column A to Q denotes the sequence in which the 
information will be given, regardless of the means of communication, e.g. 
Naval message or letter.  A sample of a completed request is shown on page 
3-31. 

 
Column Information Remarks 

A Sponsor’s grade If member’s grade is E4, provide 
the date of rank. 

B Name/SSN Enter complete last name, first 
name, and middle initial. 

C • Date of marriage (DOM) 
• Name of family members 
• Children’s date of birth 
 
For dependent parents, enter 
date of NAVMC 10922 
approval of dependency. 

Example:  
 
Wife, Joan, DOM Aug 75 
Dau, Jane, DOB 30 Sep 77 
Son, James, DOB 1 Jan 79 

D Nationality of sponsor and 
dependents 

Enter current citizenship of 
sponsor and dependents. 

E Origin duty station • Enter geographical location 
of present duty station. 

 
• In the case of ships, enter 

homeport. 
F Address of dependents Enter telephone number and 

current mailing address, 
including zip code and country 
where dependents are now 
located. 

 
Continued on next page 
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Area Clearance, Continued 

  
Required 
Information, 
continued 

 

 
Column Information Remarks 

G Date departed CONUS • If serving on overseas duty, 
enter date member departed 
CONUS for present duty. 

 

• If second consecutive 
overseas tour, indicate 
whether voluntary or 
involuntary. 

 

• If not applicable, indicate 
N/A. 

H Months separated from 
dependents 

• Applies only to personnel 
assigned to a command or 
unit that is physically 
separated from homeport for 
operational purposes. 

 

• Deployment does not include 
TAD or shipyard time away 
from homeport. 

I Transfer directive authority Example:  CMC message, 
AOWP 

J Detachment date Enter date Marine will detach 
current PDS. 

K Ultimate duty station In case of ships, include the 
homeport. 

L Estimated date of arrival at 
new duty station 

Best estimate as to when the 
Marine will arrive. 

 
Continued on next page 
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Area Clearance, Continued 

  
Required 
Information, 
continued 

 

 
Column Information Remarks 

M Housing preference • Indicate preference for 
civilian or government 
housing. 

 

• Indicate acceptability of 
civilian housing until 
government housing becomes 
available and limit of rental 
payment authorized. 

 

• State whether the Marine 
desires a sponsor and whether 
the sponsor is or is not 
authorized to act as agent for 
civilian rental housing. 

N Passports Advise if appropriate no-fee 
passports in possession and 
provide passport numbers. 

O Statement of Eligibility Must be eligible for overseas 
travel per MCO P1300.8, to 
include the following: 
 

• Number of month tour 
• Projected rotation date 
• Expiration of active service 

P Certification of Suitability Marine and dependents’ 
suitability for overseas duty must 
be established.  (e.g. per MCO 
P1300.8, Grade/Name and 
dependents are suitable for 
residency overseas.) 

 
Continued on next page 
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Area Clearance, Continued 

  
Required 
Information, 
continued 

 

 
Column Information Remarks 

Q Remarks Enter appropriate information 
such as:  
 

• Spouse is an accredited 
teacher 

 

• Known medical ailments or 
physical disabilities or any 
dependent who displays a 
physical, emotional, or 
intellectual handicap 
requiring medically related 
services or special education 
in DOD Department Schools 
outside the United States 

 

• Pregnancy should be listed 
 

Continued on next page 
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Area Clearance, Continued 

  
Sample A completed area clearance request, minus the appropriate letter heading, is 

shown below: 
 

 

 From:  Commanding Officer, Marine Barracks 8th & I Streets, SE   
       Washington, DC 20390 
To:    Commanding General, Marine Corps Base, Camp S. D. Butler, 
       Okinawa Japan 
 
Subj:  REQUEST FOR AREA CLEARANCE 
 
Ref:   (a) MCO P1000.6G 
 
1. In accordance with the reference, the following information is 

submitted: 
 
A. Sergeant  
 
B. FINCH, Jr. George E. 000 00 0000/0151 
 
C. DOM, 24 Aug 75, Wife, Joan; Dau, Jane, DOB 30 Sep 77; Son, James, 

DOB 1 Jan 79 
 
D. U.S. citizens 
 
E. Washington, DC 
 
F. 8405 Fieldstone Way, Hyattsville, MD 20785 
 
G. N/A 
 
H. N/A 
 
I. CMC MSG 100857Z Jan 00 
 
J. 21 Sep 00 
 
K. 3d FSSG 
 
L. 26 Oct 00 
 
M. Government housing requested.  Temporary military or civilian 

lodging acceptable.  Sponsor is requested.  Sponsor authorized to 
establish PO mailbox and temporary quarters. 

 
N. All family members are in possession of a valid passport. 
 
O. Member is eligible and qualified for overseas assignment. 

(1) Number of month tour:  36 
(2) Projected rotation date:  25 Oct 03 
(3) Expiration of Active Service: 29 Dec 04 

 
P. Per MCO P1300.8, Sgt Finch and dependents are suitable for 

residency overseas. 
 
q. None.                               
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No-Fee Passports 

  
Definitions MCO 5512.4_ directs how no-fee passports will be obtained for Marine Corps 

personnel.  Key terms are defined in the table below: 
 

Terms Definitions 
Passport A travel document issued under the authority of the Secretary 

of State attesting to the identity and nationality of the bearer.   
Military 
Passport 
Agent 

An individual, military, or civilian nominated by the 
command and authorized by the Department of State to 
accept passport applications. 

Visa The official evidence that a person has reflecting the approval 
of a foreign government to enter its territory and remain for a 
specific period of time.  It appears as a stamp in the passport 
and cannot be granted without a passport.  

   
Issuance No-fee passports are issued to military personnel, federal employees, 

dependents, and appropriate non-appropriated fund employees traveling at 
government expense.  Command sponsored dependents are required to have 
no-fee passports without regard to age or destination abroad. 

  
Types of No-
Fee Passports 

There are three types of no-fee passports: 

 
Type Recipient Color 

Diplomatic A person having diplomatic status either because 
of the nature of the mission or by reason of office 
held.  Where appropriate, dependents of such 
persons may be issued diplomatic passports.   

Black 

Official An official or employee of the U.S. Government 
proceeding abroad in the discharge of official 
duties.  Where appropriate, dependents of such 
persons may be issued official passports.   

Red 

No-Fee 
Regular 

Military dependents traveling at government 
expense containing an endorsement indicating the 
dependent status of the bearer.  This is the most 
common passport. 

Dark 
Blue 

 
Continued on next page 
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No-Fee Passports, Continued 

  
Restrictions  Marines executing orders to an overseas location requiring a passport must be 

aware of the following restrictions listed below: 
 

Restriction Action 
1 The bearer of a no-fee passport may not use the passport 

when leaving the United States for personal travel. 
2 The bearer of a no-fee regular passport may use the 

passport for incidental travel while abroad, provided the 
foreign governments concerned do not object to the use of 
the passport for non-official travel and will issue a visa if 
required.  The traveler must obtain a regular fee (tourist) 
passport if the foreign government objects.   
 

Note:   A person may possess a valid regular fee passport 
and a valid no-fee passport simultaneously. 

3 Holders of diplomatic or official passports are forbidden 
to use their passports for incidental travel. 

4 No-fee passports may be used only as long as the position 
or status for which they were issued is maintained. 

  
Responsibilities The responsibilities of installation commanders and commanding officers are 

listed in the table below: 
 

Responsibility Action 
1 Assist Marines and dependents in applying for and 

acquiring no-fee passports when required for official 
travel (e.g. execution of PCS orders). 

2 Ensure passports are applied for no less than 90 days prior 
to detachment or projected date of port call.   
 
Note:   Do not wait for an area clearance approval before 

applying for a no-fee passport. 
3 Procure, administer, and issue the DD Form 1056 MC, 

Authorization to Apply for a No-Fee Passport. 
4 Return all unused passports to the CMC (MMOS-5). 
5 Ensure that no-fee passports are surrendered on release 

from active duty, discharge, or retirement to be returned to 
the CMC (MMOS-5).  These passports may be canceled 
and returned for souvenir purposes upon request. 

 
Continued on next page 
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No-Fee Passports, Continued 

  
Required 
Documents 

There are five different documents required to properly process and request a 
no-fee passport or Visa. 

 
Document Requirements and Restrictions 

Proof of Citizenship • Previously issued passport 
• Birth certificate 
• Certificate of citizenship 
• Naturalization certificate 

Photographs Two identical photographs taken from the same 
negative: 
 

• Show the individual in civilian attire. 
 

• Show a clear front view on thin non-glossy paper 
with a light or white background. 

 

• Must be taken within the past 6 months. 
 

• Must be 2 by 2 inches in size.  Head size must be 
between 1 inch and 1 3/8 inches. 

Identification A form of identification bearing both the signature 
and photograph of the bearer.  A military ID card 
may be used. 

Authorization DD Form 1056MC is the authorization form used to 
apply for a no-fee passport or request a VISA.  It 
must be typewritten and signed by an authorized 
official.  Form DSP 11 must accompany this form. 

Application Form DSP 11 is the application form used for 
passport or registration for a Visa.  It must be typed 
or printed in all capitol letters in blue or black ink 
within the white areas only. 

 
Note:   Do not confuse the purpose of the DD Form 1056MC and Form  

DSP 11.  The key words are Authorization and Application. 
 

Continued on next page 
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No-Fee Passports, Continued 

  
DD Form 
1056MC 
Sample 

DD Form 1056MC can be obtained through the military supply system or 
electronically through Form Flow.  A sample of the form is shown below: 

 
Continued on next page 
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No-Fee Passports, Continued 

  
Top Portion of 
Form DSP 11 
Sample 

The top portion of Form DSP 11 is used to apply for a passport or Visa.  A 
sample of the application is shown below: 

 

 
Continued on next page 
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No-Fee Passports, Continued 

  
Bottom Portion 
of Form DSP 11 
Sample 

The bottom portion of Form DSP 11 is shown below: 
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Port Calls 

  
Purpose MCO 4650.30_ is the authority that governs the submission and approval of a 

port call request submitted for Marine Corps personnel.  A port call is a 
directive containing instructions on transoceanic travel and overseas 
transportation arrangements that constitutes a modification to a Marine’s 
organization travel orders. 

   
Administrative 
Procedures 

Upon receipt of orders or a transfer directive containing an assignment 
involving international or transoceanic travel, the designated detaching 
activity must perform the steps listed below: 

  
Step Action Remarks 

1 Submit port call request. Port call requests that involve PCS 
travel will contain a 10-day travel 
performance period. 

2 Apply for passports. Make sure no-fee passports are 
promptly applied for and acquired. 

3 Determine member’s 
physical qualifications 
for duty overseas. 

Make sure medical and dental 
screening is completed and reflects 
the member is medically qualified for 
duties performed overseas. 

4 Perform actions 
necessary for 
dependent’s travel. 

• Determine eligibility for travel at 
government expense—must be 
command sponsored. 

 
• Submit area clearance request. 
 
• Arrange for dependent 

transportation. 
 
• Obtain no-fee passports/visas. 
 
• Conduct medical and dental 

screening. 
5 Get immunizations. Make sure all required immunizations 

are completed prior to detachment. 
 

Continued on next page 
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Port Calls, Continued 

 
Port Call 
Request 

Port call requests are submitted immediately upon receipt of orders directing 
overseas travel to the appropriate passenger control point (PCP).  When 
feasible, requests will be submitted by mail to arrive at the designated PCP 90 
days prior to the movement month. 

  
Untimely 
Notifications 

Requests submitted less than 45 days prior to the detachment date will be 
subject of quality surveillance action by PCP’s if the date of the orders 
indicates sufficient lead-time was available to permit submission of a timely 
port call request.   
 
When directives or orders are received less than 45 days prior to the planned 
detachment date, take the following action listed in the table below: 

 
Orders Received Action 

 

If the PCP is at… Then… 
Another 
geographical 
location 

Submit port call request 
via Naval message with 
priority precedence. 

 

Same geographical 
location 

Submit port call request 
via telephone. 

 
Less than 45 days, but 
more than 14 days 

 
Less than 15 days Submit port call request via telephone, regardless of 

PCP location. 

  
Travel 
Information 

All port call approvals must include the information listed in the table below: 

 
Category Travel Information 

1 Flight or sailing assignment—including departure terminal, 
scheduled departure time and date, arrival time and date, 
reporting time and place, flight number and carrier. 

2 Authority to use commercial air transportation, to be arranged 
and procured locally. 

3 Transportation instructions for onward travel from the 
overseas arrival port to the destination. 

4 Transportation documents. 
  

Continued on next page 
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Port Calls, Continued 

 
Required 
Information 

The required information for a port call request is listed in the table below:    

 
Item  Information Instructions/Remarks 

1 Full Name Complete the last name, first name, and middle 
initial.  If it is a “no-name” request, enter “No-
Name Request.” 

2 Sex Enter “M” for male and “F” for female. 
3 Grade/Title, 

SSN, and MOS 
Enter the grade/title (e.g. Cpl, Mr., Mrs., etc.), 
SSN (if woman Marine, precede the SSN with a 
“W” and MOS. 

4 Seats Required Enter the total number of seats required. 
If the request contains a passenger who falls 
within the following categories, enter the code 
letter as indicated, otherwise enter N/A: 
 

Code Explanation 
A Civilians and/or dependents (not otherwise 

described) 
B Civilian or military dependents that are close-

blood/affinitive relatives 
C Armed escort(s) 
H Foreign national 
J School teacher 
K School key official 
M Retiree 
N Separatee 
P Prisoners 
R Prisoner escort 
S Board actions 
T Member who joined the Armed Forces in an 

overseas area and is on initial assignment to 
CONUS (optional code) 

U Unarmed escort(s) 
W Passenger (other than a prisoner) escorted by 

armed or unarmed escort 

Special 
Passenger  

 

X Armed escort accompanying special shipment 
being moved on same aircraft 

 

5 

    

 
Continued on next page 
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Port Calls, Continued 

   
Required 
Information, 
continued 

 

 
Item  Information Instructions/Remarks 

If the request contains a passenger who will move 
under a special funding arrangement, enter the 
appropriate codes as indicated otherwise leave 
blank. 
 

Code Explanation 
A Passenger who does not have CIC assigned, 

and passenger will reimburse MAC (at 
government rate) on credit basis. 

C Passenger who does not have CIC assigned, 
and passenger will reimburse MAC (at 
government rate) on cash basis. 

G Passenger who does not have CIC assigned, 
and their sponsor will reimburse MAC (at 
non-government rate) on a credit basis. 

J Passenger who does not have CIC assigned, 
and their sponsor will reimburse MAC (at 
non-government rate) on a cash basis. 

6 Account 
Handling 

 

  

 

7 Excess 
Baggage 

Indicate in pounds the amount of excess baggage 
authorized.  If no excess, enter N/A. 

8 Transportation 
Movement 
Priority 

Enter the priority specified in the orders.  If no 
priority, enter N/A. 

 
Continued on next page 
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Port Calls, Continued 

  
Required 
Information, 
continued 

 

 
Item  Information Instructions/Remarks 

Codes commonly used are listed in the table 
below.  Refer to MCO 4630.6 for additional 
codes. 
 

Code Explanation 
CC Civilian personnel in PCS status 

accompanied by dependents. 
CD Dependents not accompanied by civilian 

sponsor. 
CT Civilian personnel in TAD status. 
CU Civilian personnel in PCS status not 

accompanied by dependents. 
CR Close blood/affinitive relatives (space-

available) accompanying the sponsor 
and/or the sponsor’s bona fide dependents 
incident to the sponsor’s PCS orders. 

DU Dependents not accompanied by military 
sponsor. 

DS Dependent students. 
EA Military enlisted personnel in PCS status, 

accompanied by dependents. 
EL Emergency leave (military). 
OA Military officer personnel in PCS status, 

accompanied by dependents. 
PT Military personnel in TAD status. 
PU Military personnel in PCS status not 

accompanied by dependents. 
RA Family emergency, command sponsored 

dependents and dependents in CONUS 
eligible to travel to member’s overseas 
domicile. 

 

RB Close-blood/affinitive relatives (cash 
reimbursable space-required) 
accompanying the sponsor and/or the 
sponsor’s bona fide dependents incident to 
the sponsor’s PCS orders. 

 

9 Type Travel 

 
10 Availability 

Date 
Enter the date on which the passenger can be 
available at the Aerial Port of Embarkation 
(APOE). 

 
Continued on next page 
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Port Calls, Continued 

  
Required 
Information, 
continued 

 

 

Item  Information Instructions/Remarks 
Use one of the following codes listed in the 
table below: 
 

Code Explanation 
A The date in item 10 is desired, but the 

traveler could depart no later than the 
date indicated in item 12. 

B The traveler must depart the port of 
embarkation (POE) between the dates 
indicated in items 10 and 12. 

C The traveler may be port called on the 
availability date or first available 
transportation after the availability 
date. 

11 Availability Date 
Code 

 

  

 

12 Mandatory 
Departure Date 

Enter the date the passenger must depart the 
APOE in order to meet a “by date” specified 
in the orders.  If no “by date” is specified in 
the orders, enter N/A. 

13 Origin Station Enter the name of the military or civilian 
airfield closest to the permanent or 
TDY/TAD station from which the traveler is 
beginning the trip. 

14 Availability Point Enter the name of the military or civilian 
airfield closest to the place where the traveler 
will be ready to start overseas travel after 
completion of leave, CONUS TAD, etc. 

15 Overseas 
Destination 

When applicable, enter the name of the 
command and MCC to which assigned or 
reporting to. 

16 Authority for 
Movement 

Enter the Marine Corps directive, which 
authorizes the movement (e.g. AOWP _____, 
CMC MSG _____, and CMC ltr _____). 

17 Anticipated Leave 
Dates 

Indicate the dates.  If no leave will be taken, 
enter N/A. 

18 Anticipated 
Detachment Date 

Projected date of departure from the 
detaching command.  

19 Leave Address Complete address including zip code. 
 

Continued on next page 
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Port Calls, Continued 

  
Required 
Information, 
continued 

 

 

Item Information Instructions/Remarks 
20 Telephone Number Enter the leave telephone number. 
21 TAD Location Enter the specific unit and location of 

TDY/TAD en route as applicable.  If none, 
enter N/A. 

22 TAD Dates Enter the dates of TDY/TAD en route as 
applicable.  If none, enter N/A. 

23 Name/Grades/SSN/ 
MOS of Additional 
Passengers 

Persons other than dependents included in 
this request. 

24 Name, Relationship, 
and Dates of Birth 
of Children  

Spouse and dependent children included in 
this request. 

25 Expiration of Active 
Service (EAS) 

Enter the EAS when dependents are 
involved, otherwise enter N/A. 

26 Pay Entry Base Date 
(PEBD) 

Enter the PEBD when dependents are 
involved, otherwise enter N/A. 

27 Expected Delivery 
Date 

This is for dependent moves only.  If the 
wife is pregnant, enter the expected delivery 
date, otherwise enter N/A. 

28 Country of 
Citizenship 

If traveler is a foreign national, enter country 
of citizenship. 

29 Dependent’s Area 
Clearance 

Enter “yes, no, or N/A” as applicable if area 
clearance is granted for dependents. 

30 Sponsor’s LTD and 
RTD 

Dependent moves only, otherwise enter N/A. 

31 Passport 
Information 

Enter “yes, no, or N/A” as applicable to 
indicate whether passports have been applied 
for.  If “yes,” enter the date and place where 
applied. 

32 MCC and RUC Enter the Monitored Command Code and 
Reporting Unit Code of the organization-
submitting request. 

33 QSN Enter for all personnel with the grade of E3 
and below, otherwise enter N/A. 

34 Remarks Additional information.  If none, enter N/A. 
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Lesson 2 Exercise 

  
Directions Complete exercise items 1 through 15 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 State the purpose of an area clearance. 

 
___________________________________________________________ 
 
___________________________________________________________ 
 
___________________________________________________________ 

  
Item 2 The date of rank is provided in column “A” of the area clearance request 

when the member’s grade is  
 
a. E3 or below. 
b. E4. 
c. E4 with less than 2 years of active service. 
d. E5 and below. 

  
Item 3 “Certification of Suitability” must be established for residency overseas.  

Which Marine Corps Order provides instructions governing the determination 
of suitability for overseas assignment? 
 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

  
Item 4 Which Marine Corps Order directs how no-fee passports are to be obtained? 

 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

  
Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 5 The official evidence a person has reflecting the approval of a foreign 

government to enter its territory and remain for a specific period of time is the 
definitions of a(n)  
 
a. diplomatic passport. 
b. military passport. 
c. official passport. 
d. Visa. 

  
Item 6 What are the three types of no-fee passports? 

 
a. ______________ 
b. ______________ 
c. ______________ 

  
Item 7 What type of no-fee passport is issued to an official or employee of the U.S. 

Government proceeding abroad in the discharge of official duties? 
 
a. Diplomatic 
b. Military 
c. Official 
d. Visa 

   
Item 8 Under what circumstance can a Marine’s dependent use their no-fee passport 

for personal reasons? 
 
a. Family emergency 
b. TDY/TAD travel 
c. Waiver by competent authority 
d. Never 

   
Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 9 Which government form is required to be used for all no-fee passport 

applications? 
 
a. DD Form 1351-2 
b. DD Form 1351-2C 
c. Form DSP-11 
d. Form NAVMC 10772 

 
Item 10 Two of the five documents required to properly process a no-fee passport 

request are DD Form 1056MC and Form DSP 11.  What are the other three 
documents? 
 
a. ______________ 
b. ______________ 
c. ______________ 

  
Item 11 Which Marine Corps Order is the authority that governs the submission and 

approval of a port call request? 
 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

  
Item 12 A travel performance period is the time between the available day of travel 

and the date the traveler must return.  How many days will the travel 
performance period consist of on a port call request that contains PCS travel? 
 
a. 5  
b. 10 
c. 15 
d. 20 

  
Continued on next page 



 

MCI Course 0138B 3-48    Study Unit 3, Lesson 2 

Lesson 2 Exercise, Continued 

 
Item 13 A port call request must be submitted to the passenger control point (PCP) 

 
a. within 10 working days upon receipt of orders. 
b. within 20 working days upon receipt of orders. 
c. no less than 90 days upon receipt of orders. 
d. immediately upon receipt of orders. 

 
Item 14 “Flight or sailing assignment” and “authority to use commercial air” are two 

of the four categories of travel information on a port call request.  What are 
the other two? 
 
a. Reservation information; area clearance approval 
b. MAC flight ticket; transportation instructions for onward travel 
c. Area clearance; transportation documents 
d. Transportation instructions for onward travel; transportation documents 

  
Item 15 When a port call request pertains to a ____________________, precede the 

SSN with the letter “W.”  
 
a. woman civilian employee 
b. woman Marine only 
c. worldly woman 
d. woman family member 

  
Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 It authorizes the official travel 

of dependents to an overseas 
command where a military 
member’s permanent duty 
station is located. 

3-27  

2 b 3-27 and MCO 
P1000.6F, pg 4-130 

3 b 3-29 and MCO 
P1000.6F, pg 4-132 

4 d 3-32 
5 d 3-32 and MCO 

5512.4N, encl. (1), pg 1 
6 • Diplomatic 

• Official 
• No-fee regular 

3-32 and MCO 
5512.4N, encl. (1) pg 1 

7 c 3-32 and MCO 
5512.4N, encl. (1) pg 1 

8 d 3-33 and MCO 
5512.4N, pg 2 

9 c 3-34 
10 • Proof of citizenship 

• Photographs 
• Identification 

3-34 and MCO 
5512.4N, encl. (4) pg 1 

11 c 3-38 
12 b 3-38 and MCO 4650.30 
13 d 3-39 and MCO 4650.30  
14 d 3-39 and MCO 4650.30  
15 b 3-40 and MCO 4650.30 

   
Lesson 
Summary 

In this lesson, you’ve learned how key documents assist in providing proper 
transportation for a military member traveling to a country outside the United 
States. 
 

In the next lesson, you will learn how to prepare PCS orders. 
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LESSON 3 

PREPARING PCS ORDERS 

Introduction 

  
Scope The individual training standards for the MOS provides the core performance 

steps required in preparing standard PCS orders.  Still, the requirements are 
based upon such factors as the gaining and detaching unit location, type of 
transfer (special duty, sea duty, etc.), local command directives and 
requirements, and the status of the Marine being transferred (UA status, 
medical, etc.).   

  
Content In this lesson, you will learn how to identify the basic procedures governing 

the preparation of PCS orders.    

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to  
 
• Identify the four formats to prepare PCS orders utilized by Marine Corps 

commands. 
 
• Identify allowances and entitlements authorized in the execution of PCS 

orders. 

  
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-51 
Formatting PCS Orders 3-52 
Allowances and Entitlements 3-54 
Processing PCS Orders 3-59 
Lesson 3 Exercise 3-61 
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Formatting PCS Orders 

    
Production 
Method 

There are four methods to produce and deliver PCS orders:  
 
• Letter type 
• Automated order writing process (AOWP) 
• Message or telegraph 
• Special orders 

  
Letter Type The Naval Correspondence Manual and ACTS Manual provides instructions 

governing the proper format of PCS orders.  The format for letter-type PCS 
orders are listed below: 
 
• Prepared portrait or landscape-style on 8 ½ by 11-inch paper 
• Produced by means of typewriter or computer 
• Generated at all command levels (most commonly at the local unit level) 

  
AOWP Headquarters U.S. Marine Corps issues AOWP orders via the unit diary 

system and is received by the detaching command and unit.  The detaching 
command (Division, Wing, Force Service Support Group, Barracks, etc.) is 
responsible for printing and preparing the AOWP for delivery to the local unit 
level for appropriate action.  The AOWP was developed to meet the 
following objectives listed in the table below: 

 
Objective Action 

1 Prepare PCS orders using cost-effective automated data 
processing procedures and equipment. 

2 Minimize errors in preparation, processing, and distribution. 
3 Transmit a large volume of PCS orders directly to the effected 

commands using the Marine Corps Total Force System as the 
host system. 

4 Provide a means to ensure receipt of PCS orders in a timely 
fashion. 

5 Reduce mailing costs. 
  

Continued on next page 
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Formatting PCS Orders, Continued 

 
Message or 
Telegraph 

Telecommunications User Manual (NTP) 3 provides formatting instructions 
for all Naval messages.  The format for message or telegraph PCS orders are 
listed below: 
 
• Generated by a higher echelon command directing a commander at the 

local unit level to effect a transfer of an individual  
 
• Republished (optional) as letter-type or in a special order format 

  
Special Orders The required format of special orders is governed in the ACTS Manual and 

was taught in study unit 1.  
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Allowances and Entitlements 

  
Dislocation 
Allowance  

Dislocation allowance (DLA) is to partially reimburse a member with or 
without dependents for the expenses incurred in relocating his or her 
household.  This allowance is in addition to all other allowances authorized 
and may be paid in advance. 

  
Member With 
Dependents 

A Marine’s entitlement to DLA can be effected by the proximity of the old 
and new PDS to each other or being reassigned between activities at the same 
PDS.  However, situations that entitle Marines with dependents to DLA are 
listed in the table below: 

 
Allowance Situation 

1 Dependents’ household relocated in connection with a PCS, 
as in an evacuation and as otherwise authorized. 

2 Married to another service member incident to a PCS, as in 
disestablished a household at one PDS and established a 
household at a new PDS where government quarters are not 
assigned. 

3 Upon arrival at a new PDS, temporary occupancy at 
government quarters can be 60 days or less.  With a specific 
reason for a request of extension, an additional 60 days may 
be authorized or approved by the member's commanding 
officer. 

4 Transportation of dependents at government expense is not a 
prerequisite to DLA. 

   
Continued on next page 
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Allowances and Entitlements, Continued 

 
Dependency 
Determination 

The rules for dependency determination are listed in the table below: 

 
The Marine is… If the… 
Entitled to DLA • Dependents are proclaimed on or before the 

effective date of the PCS orders. 
 
• Spouse is proclaimed a dependent on or before 

the effective date of the PCS orders—even if the 
spouse was a former member and received travel 
and transportation allowances in their own right 
upon separation. 

Not entitled to DLA • Dependents fall under par. U55203-B, JFTR in 
connection with the PCS orders. 

 
• Spouse is active duty on the effective date of the 

PCS orders. 
 
• Dependents do not relocate in connection with 

the PCS orders. 
 
• Assignment is his or her first PDS. 

  
Effective Date 
of Orders 

The effective date of orders is the date a Marine is required to PCS from the 
old PDS to another.  The JFTR and ACTS manuals provide detailed guidance 
for other instances where the effective date of orders begins on a different 
day.  Refer to the scenario on the following page. 

   
Continued on next page 
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Allowances and Entitlements, Continued 

 
Scenario 1 Corporal Guzman—assigned to Marine Barracks Washington, DC—was 

directed to report to his new PDS at HMH-466 in California by 17 July 2001 
for duty.  He detached from the Barracks on 16 June 2001 and reported to 
HMH-466 for duty on 10 July 2001.  Corporal Guzman drove his POV from 
his old PDS to new PDS.  Prior to reporting for duty, he married Susan 
Summers who lived in Texas on 7 July 2001.  Corporal Guzman arrived to his 
new PDS with his wife and moved in the Thunderbird Hotel until he was able 
to find a suitable apartment.  His effective date of PCS was determined to be 
4 July 2001. 

  
Computation Corporal Guzman’s effective date of PCS orders is computed in the table 

below: 
 

Key Information 
Authorized reporting date 17 July 2001 
Date reported for duty 10 July 2001 
Authorized travel time 7 Days  
Marriage date 7 July 2001 
Dependency approval date 7 July 2001 (DOM) 

 
Computation 

Authorized reporting date 17 July 2001 
Date reported for duty 10 July 2001 
Less 7 days travel time authorized 3 July 2001 
Add 1 day 4 July 2001 
Effective date of PCS orders 4 July 2001 

 
The date a Marine is directed to begin travel is not based upon his or her 
detachment date, but the day he or she reports for duty minus the number of 
days he or she is authorized to travel.  It is the first day of authorized travel 
that determines a Marines effective date of PCS orders. 

 
Continued on next page 
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Allowances and Entitlements, Continued 

 
Without 
Dependents 

A Marine without dependents is entitled to DLA when that individual is 
  
• Transferred to a PDS where government quarters are not assigned  
• Ordered to move in connection with the closure or realignment of a 

military installation (refer to par. U5630-B12 of the JFTR for details) 

   
DLA 
Counseling 

If a Marine is entitled to DLA, he or she must be informed of this entitlement 
and given the opportunity for requesting advance payment of DLA prior to 
their detachment date. 

  
Temporary 
Lodging 
Expense 

Temporary lodging expense (TLE) is intended to partially pay for lodging and 
meal expenses when a member and or dependents occupy temporary quarters 
in CONUS due to a PCS. 

  
TLE Time 
Limitations 

The limitations for paid TLE are listed in the table below: 

  
No More Than PCS Assignment 
10 Days CONUS PDS—a Marine may split the days among 

 
• Old CONUS PDS 
• New CONUS PDS 
• Designated place in CONUS 

5 Days OCONUS PDS—a Marine may split the days between 
 
• Old CONUS PDS 
• Designated place in CONUS 

10 Days Enlisted Marines reporting to their first PDS may split the 
days among 
 
• CONUS HOR or initial technical school 
• Designated place in CONUS 
• CONUS PDS 
• OCONUS—a Marine may split the days between 

• CONUS HOR or initial technical school 
• Designated place in CONUS 

 
Continued on next page 
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Allowances and Entitlements, Continued 

 
TLE Statement PCS orders or endorsements must contain a TLE statement.  Include a 

paragraph similar to the following: 
 
A temporary lodging expense (TLE) allowance is authorized for a total of __ days in 
connection with your permanent change of station.  These temporary lodgings must be in fact 
a temporary place of residence, acquired in the vicinity of your old or new PDS or both, or at 
a designated place.  You should try to obtain government quarters first.  If not available, you 
must obtain a statement of non-availability from the local commander, if you intend to claim 
TLE.  If your old or new PDS where TLE was incurred is not located at a post, camp, station, 
base, or depot, or if it is in a city or metropolitan area, the statement of non-availability is 
not required. 

  
TLE and 
Travel Claim 

When desiring TLE reimbursement, a Marine should claim TLE on the travel 
claim—DD Form 1351-2.  The Marine must make the following statement: 
 
I certify that (I and/or my dependents listed on the claim) incurred temporary lodging 
expenses on (inclusive dates).  The temporary lodging (did/did not) have facilities available 
to prepare and eat meals. 
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Processing PCS Orders 

  
Performance 
Steps 

The procedures of each command or unit preparing PCS orders may vary.  
Suggested minimum performance steps that can be incorporated in the orders 
clerk desktop and turnover procedures binder are listed in the table below.  
Sequence may vary based upon unit needs and requirements. 

 
Step Action 

Upon receipt of orders notification from higher headquarters 
(AOWP, message, letter, etc.), take one of the following actions: 
 

The notification is 
received by… 

Then… And… 

An intermediate 
command level  

Acknowledge 
orders receipt 
via unit diary. 

Forward 
notification to 
appropriate RUC. 

 

The unit responsible for 
effecting the transfer 

Acknowledge 
orders receipt 
via unit diary. 

Notify the Marine. 

 

1 

 

Determine the type of assignment and take all required action 
stated in the orders notification. 
 

If the orders direct… Then… 
CONUS to OCONUS or 
OCONUS to OCONUS 
travel 

Prepare the no-fee passport 
authorization, area clearance, and 
port call request; and request 
sponsor, if applicable. 

 

CONUS to CONUS or 
OCONUS to CONUS 

Request for sponsor if Marine 
desires a sponsor, then go to the 
next step. 

 

2 

 
3 Determine if screening checklist is required—overseas 

assignment, “A” and “B” billet assignments.  If required, make 
sure the checklist is completed and notify the appropriate 
command(s) if the Marine meets the qualifications. 

4 Obtain required personal information from the MCTFS and 
Marine to prepare PCS orders—family information, leave days, 
and address, etc. 

 
Continued on next page 
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Processing PCS Orders, Continued 

  
Performance 
Steps, 
continued 

 

 

Step Action 
Determine type of travel to be performed, detachment date, and 
reporting date.  Leave days requested and approved are established 
at this point: 
 

If travel performed is… Then… 
In conjunction with 
transoceanic travel 

Assist Marine in determining 
and coordinating travel to port 
of debarkation. 

 

Not in conjunction with 
transoceanic travel 

Identify the mode of travel to 
be performed—POV, 
commercial carrier, etc. 

 

5 

 

6 Type PCS orders and/or endorsement as applicable.  Orders will 
be typed in one of five acceptable formats. 

7 Reproduce copies of typed orders and submit one copy for 
signature to the Commanding Officer or designated individual 
having authority to sign and/or endorse orders. 

8 Submit request for transportation—if applicable—to the 
supporting travel agency (Transportation Management Office, 
Omega Travel, etc.).  These agencies will require a copy—not the 
original signed copy—to book travel arrangements using 
appropriation data stated in the basic orders. 

9 Stamp the signed copy “Original Orders.” 
10 Determine if the Marine desires pay advancements.  Obtain a 

signature from the Marine for requested advancements—DLA, 
travel, etc.  

11 Prepare orders package for delivery to the Marine. 
12 Obtain proficiency and conduct markings for the Marines in the 

grade of E4 and below. 
13 Verify checkout sheet to ensure the Marine has completely 

checked out of the unit.  
14 Deliver the orders package to the Marine and obtain a signature of 

receipt. 
15 Forward the receipt copy of the PCS orders and all other 

attachments—checkout sheet—to the Unit Diary Section. 
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Lesson 3 Exercise 

  
Directions Complete exercise items 1 through 7 by performing the action required.  

Check your answers against those listed at the end of this lesson. 

  
Item 1 What are the four methods to produce and deliver PCS orders? 

 
a. ___________________ 
b. ___________________ 
c. ___________________ 
d. ___________________ 

  
Item 2 Which format of PCS orders does Headquarters U.S. Marine Corps issue? 

 
a. AOWP 
b. DLOA 
c. LWOP 
d. TWOE 

  
Item 3 What is the purpose of DLA? 

 
____________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 

  
Item 4 A Marine with dependents is entitled to DLA when 

 
a. dependents relocate as a result of permanent change of assignment orders, 

in the case of an evacuation and as otherwise authorized. 
b. dependents vacate government quarters and relocate to another state or 

area. 
c. arrival at a new PDS and occupies government quarters for less than 60 

days. 
d. family members relocate from one geographical area to another. 

 
Continued on next page 
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Lesson 3 Exercise, Continued 

  
Item 5 A Marine is entitled to DLA when his or her spouse is a dependent on the 

 
a. day after the detachment date in connection with PCS orders. 
b. effective date of the PCS orders. 
c. reporting day to the new command in connection with PCS orders. 
d. day before the effective date of PCS orders. 

  
Item 6 What is the purpose of TLE? 

 
____________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 

  
Item 7 TLE is payable for the maximum of ____ days for OCONUS assignments. 

 
a. 5 
b. 7 
c. 10 
d. 15 

  
Continued on next page 
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Lesson 3 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 • Letter type 

• Automated order writing process 
(AOWP) 

• Message or telegraph 
• Special orders 

3-52 

2 a 3-52 
3 Dislocation allowance (DLA) is to 

partially reimburse a member with or 
without dependents for the expenses 
incurred in relocating his or her 
household. 

3-54 

4 c 3-54 
5 b 3-55 
6 Temporary lodging expense (TLE) is 

intended to partially pay for lodging 
and meal expenses when a member and 
or dependents occupy temporary 
quarters in CONUS due to a PCS. 

3-57 

7 a 3-57 

   
Lesson 
Summary 

In this lesson, you’ve learned how to prepare PCS orders using the different 
formats utilized by Marine Corps commands.  Also, you should be able to 
identify allowances and entitlements authorized in the execution of PCS 
orders. 
 
Hopefully, you are ready to take the review lesson examination. 

  
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MCI Course 0138B R-1 Review Lesson Examination 

ORDER WRITING CLERK  

REVIEW LESSON EXAMINATION 

Review Lesson 

  
Introduction The purpose of the review lesson examination is to prepare you for the final 

examination.  We recommend that you try to complete your review lesson 
examination without referring to the text, but for those items (questions) you 
are unsure of, restudy the text.  When you finish your review lesson and are 
satisfied with your responses, check your responses against the answers 
provided at the end of this review lesson examination. 

  
Directions Select the ONE answer that BEST completes the statement or that answers 

the item.  For multiple choice items, circle your response.  For matching 
items, place the letter of your response in the space provided. 

  
Item 1 The purpose of special orders is to effect transfer and travel directives and  

 
a. managerial amendments. 
b. clerical adjustments. 
c. administrative changes. 
d. unit modifications. 

 
Continued on next page 
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Review Lesson, Continued 

  
Scenario for 
Items 2 and 3 

Use the following scenario to answer items 2 and 3: 
 
Scenario:  You are a clerk working at Headquarters Marine Corps.  You are 
instructed to type a single special order requiring the following action to be 
taken by various subordinate commands. 
 
• Transfer LtCol Stewart, USMCR, from MCAS, El Toro, CA to MCAS, 

Cherry Point, NC to report no later than 20 Sep 98. 
 
• Issue separation orders to 1stLt Donato, USMC, assigned to 2d MAW 

effective 5 Sep 98. 
 
• Reassign GySgt D.N. Gray, USMC, from I-I, Wilmington, DE during 

December 98 to MarBks, Washington, DC. 
 
• Instruct MarBks, Washington, DC to change Cpl Guzman’s, USMC, 

primary MOS from 0311 to 0121. 

  
Item 2 Which Marine will not require accounting data to be placed within the special 

order? 
 
a. LtCol Stewart  
b. Cpl Guzman 
c. GySgt Gray 
d. 1stLt Donato 

 
Item 3 How many major paragraphs are required to be typed? 

 
a. One 
b. Two 
c. Three 
d. Four 

 
Continued on next page 
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Review Lesson, Continued 

  
Scenario for 
Items 4 and 5 

Use the following scenario to answer items 4 and 5: 
 
Scenario:  You are tasked with typing a single special order reducing Lance 
Corporals Stevens, Johnson, Adams, Thompson, and Jones to Private First 
Class—all assigned to MCI Company—and transfer Sergeant Johnson and 
Private Adams to “A” Company from “B” Company.   

  
Item 4 How many special orders will require an original signature and stamp? 

 
a. Two 
b. Six 
c. Seven 
d. Eight 

  
Item 5 What type of special order will you type? 

 
a. Administrative changes 
b. Clerical adjustments 
c. Managerial amendments 
d. Unit modifications 

 
Continued on next page 
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Review Lesson, Continued 

  
Scenario for 
Items 6 
Through 10 

Use the following scenario to answer items 6 through 10: 
 
Scenario:  You are the orders clerk at Marine Barracks, Washington, DC.  
The personnel officer, CWO4 I.M. Theman, has by direction authority to sign 
transfer and travel directives, but not administrative changes.  The executive 
officer is LtCol I.M. Bright.  No other personnel within the command has 
been given, by direction, the authority to sign special orders.  So far this 
year—2001, the barracks has generated 47 special orders, 48 transfer orders, 
49 discharge orders, and 50 reduction orders.  You are instructed to prepare a 
single special order for the following: 
 
• Transfer Corporal J. D. Guzman from H&S Company to MCI Company 

effective 5 February 2001. 
 
• Reduce the following Marines effective 2 February 2001: 
 

• Sergeant I.M. Direlict, “A” Company to Corporal 
• Lance Corporal I.M. Difiant, MCI Company to Private First Class 
• Private First Class Y.O. Me, MCI Company to Private 
• Private First Class I.M. Innocent “B” Company to Private 

  
Item 6 Who will be the signature authority for this special order? 

 
a. Barracks commander and personnel officer 
b. Barracks commander and executive officer 
c. Barracks commander, executive officer, and personnel officer 
d. Barracks commander only 

   
Item 7 How many original orders will you prepare? 

 
a. One 
b. Two 
c. Three 
d. Five 

  
Continued on next page 
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Review Lesson, Continued 

 
Item 8 How many years are special orders required to be retained by a command? 

 
a. 1 
b. 2 
c. 3 
d. 4 

   
Item 9 What information is required to be placed on a special order to properly 

identify the signing official? 
 
a. Name, rank, title, or authority 
b. Name, rank, component, and title 
c. Name, rank, component, and authority 
d. Name, rank, component, title, or authority 

 
Item 10 What control number will you assign to this special order? 

 
a. 48-01 
b. 49-01 
c. 50-01 
d. 51-01 

  
Item 11 What two directives provide instructions governing the filing and destroying 

of special orders? 
 
a. MCO 5215.1G and SECNAVINST 5210.11D 
b. MCO 5210.11D and SECNAVINST 5212.5D 
c. MCO 5210.11D and SECNAVINST 5210.11D 
d. MCO 5215.1G and SECNAVINST 5212.5D 

 
Continued on next page 
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Review Lesson, Continued 

  
Item 12 When preparing a special order, what Marine Corps directive would be used 

to obtain standard abbreviations and acronyms? 
 

a. MCO 1070.10 
b. MCO P1070.12 
c. MCO 1080.33 
d. MCO P1080.40 

 
Item 13 When CMC issues a directive in special order format to subordinate 

commanders, the directive is known as a  
 

a. CMC Special Order (CPO). 
b. Marine Command Order (MCO). 
c. Marine Corps Special Order (MCSO). 
d. CMC Directive Authority (CDA). 

  
Item 14 
Through 
Item 16 

Matching:  For items 14 through 16, match the situation in column 1 with the 
appropriate type of TDY/TAD orders authorized to be issued in column 2.  
Place your responses in the space provided. 

 
Column 1 
 

Situation 
 
___ 14.  Lance Corporal J.T. Jacknife has 

been authorized to participate in 
the Recruiters Assistance Program 
in Baltimore, MD for 25 days. 

___ 15.  Captain I. Gotyou has been 
approved to travel from Marine 
Corps Base, Camp Lejeune, NC to 
Sega Law Bar Association, New 
York to take his final bar exam for 
a period of 7 days. 

___ 16.  Sergeant T.D. Jakes is assigned to 
HQBN, 2d Marine Division, Camp 
Lejeune, NC and will be attending 
the Sergeants Course at Camp 
Lejeune, NC for a period of 60 
days. 

Column 2 
 

TDY/TAD Orders 
 
a. Command 
b. Directed 
c. Permissive 

  
Continued on next page 
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Review Lesson, Continued 

 
Directions for 
Item 17 and 
Item 18 

For items 17 and 18, select the appropriate mode of transportation for each 
description/situation. 

 
Item 17 A chartered Greyhound bus used to transport reservists from Baltimore, 

Maryland to Camp Lejeune, North Carolina. 
 
a. Common carrier or commercial carrier (CC) 
b. Government conveyance (GC) 
c. Privately owned conveyance (POC) 
d. Public transportation 

  
Item 18 A private-sector supplier of air, rail, bus, or ship transportation. 

 
a. Common carrier or commercial carrier (CC) 
b. Government conveyance (GC) 
c. Privately owned conveyance (POC) 
d. Public transportation 

  
Item 19 The conditions for determining the mode of transportation to be authorized 

are 
 
a. cost of the transportation to the government, frequency of travel, distance 

to the temporary station, surface to be traveled, and availability of 
transportation. 

b. time allowed traveling from PDS to TDY/TAD station, distance to the 
temporary station, surface to be traveled (land or water), and availability 
of transportation. 

c. cost of the transportation to the government, frequency of travel, time 
allowed traveling from PDS to TDY/TAD station, distance to the 
temporary station, and availability of transportation. 

d. cost of the transportation to the government, time allowed traveling from 
PDS to TDY/TAD station, distance to the temporary station, availability 
of transportation, and per diem/MALT rates. 

 
Continued on next page 



MCI Course 0138B R-8 Review Lesson Examination 

Review Lesson, Continued 

 
Scenario for 
Item 20 

Use the scenario and sample chart below to complete item 20. 
 
Situation:  You are instructed to prepare TDY/TAD orders directing four 
active duty Marines to travel from the Marine Barracks, 8th & I Streets, 
Washington, DC to Tucson Naval & Reserve Center, Yuma, Arizona to 
support a mobilization training exercise for a period of 10 days—10 Apr 01 to 
19 Apr 01.  Government messing and quarters is not available.   

 
 

Location Max. 
Lodging  

Meals Incid. OCONUS  
Off Base 

Foot Note  
No.                  Rate 

Max. 
Per 

Diem 

Effective 
Date 

  No 
Govt. 

Prop. 
Rate 

    

CONUS        
     All Places Not 
Listed   

55 28 18   85 01/01/2000 

ARIZONA        
     CASA GRANDE    Pinal    
     05/01 – 12/31 60 32 20   94 10/01/2000 
     01/01 – 04/30 80 32 20   114 01/01/1999 
     DAVIS-
MONTHAN   
     AFB  

   PIMA    

     01/01 – 04/15 85 36 22   123 10/01/2000 
     04/16 – 12/31 58 36 22   96 01/01/2000 
TUCSON NAVAL &    
     RES.CENTER 

   PIMA    

     01/01 – 04/15 85 36 22   123 10/01/2000 
     04/16 – 12/31 58 36 22   96 01/01/2000 
     YUMA    Yuma    
 58 32 20   92 01/01/2000 
     YUMA  MCAS    Yuma    
 58 32 20   92  
        
        
        

  
Item 20 What is the total estimated amount of per diem to be authorized for each 

individual? 
 
a. $ 960.00 
b. $1,122.00 
c. $1,132.00 
d. $1,230.00 

 
Continued on next page 
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Review Lesson, Continued 

  
Item 21 The Naval Correspondence Manual is the authority governing the proper 

format of standard letters and __________ TDY/TAD orders. 
 
a. letter type 
b. message 
c. special order 
d. NAVPERS 1320/16 

  
Item 22 Which Navy instruction provides instructions for the proper completion of 

NAVPERS 1320/16 and DD 1610 TDY/TAD forms? 
 
a. BUPERSINST 1300.16_ 
b. NAVPERSINST 4650.19_ 
c. NAVPERSINST 1300.16_ 
d. BUPERSINST 4650.19_ 

  
Item 23 PCS orders must be issued when the expected duty to be performed at one 

place exceeds 
 
a. 6 months. 
b. 20 weeks. 
c. 25 weeks. 
d. 210 days. 

  
Item 24 Organizations participating in the UDP are authorized to remain on TDY for 

up to  
 
a. 210 days. 
b. 20 weeks. 
c. 15 weeks. 
d. 6 months. 

 
Continued on next page 
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Review Lesson, Continued 

   
Item 25 What type of order is issued for close proximity or intra-command transfers 

where proceed, delay, and travel time are not authorized, and nor does it 
contains military personnel appropriation data?  
 
a. Fully funded PCS order 
b. Low cost PCS order 
c. PCA order 
d. No cost change of station order 

  
Item 26 What type of travel-time is used to determine the maximum number of travel 

days an individual is authorized prior to the execution of PCS orders? 
 
a. Allowable 
b. Elapsed 
c. Constructive 
d. Authorized 

  
Item 27 What type of travel-time is determined upon completion of the official travel? 

 
a. Constructive 
b. Authorized 
c. Allowable 
d. Elapsed 

  
Item 28 Which of the following personnel are authorized proceed time incident to 

PCS orders? 
 
a. Officers, enlisted Marines E4 and above with or without dependents, 

enlisted Marines E4 and below without dependents 
b. Officers with and without dependents, Marines in the grade E4 and above 

with over 2 years of service, Marines in the grade E4 and below having a 
waiver with less than 2 years of service 

c. Officers, enlisted Marines with dependents, enlisted Marines E4 and 
above with over 2 years of service 

d. None of the above 
  

Continued on next page 
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Review Lesson, Continued 

 
Item 29 What type of PCS order is issued when a Marine is assigned between 

commands and the movement of dependents and household goods are 
required? 
 
a. PCS orders 
b. PCA orders 
c. Fully funded PCS orders 
d. Low cost PCS orders 

  
Item 30 During which occasions are proceed time not authorized? 

 
a. Transfer to first PDS, execution of low cost PCS travel, execution of PCS 

orders requiring reporting within 4 days of assignment 
b. Transfer to final PDS, unit deployments, execution of PCA travel, release 

from active duty 
c. Execution of low cost PCS or PCA travel, execution of TDY travel prior 

to completing PCS travel, transfer to the FMCR 
d. Transfer incident to separation, execution of fully funded PCS 

  
Item 31 “Certification of Suitability” must be established for residency overseas.  

Which Marine Corps Order provides instructions governing the determination 
of suitability for overseas assignment? 
 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

  
Item 32 Which Marine Corps Order directs how no-fee passports are to be obtained? 

 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

 
Continued on next page 
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Review Lesson, Continued 

  
Item 33 Which Marine Corps Order is the authority that governs the submission and 

approval of a port call request? 
 
a. MCO P1000.6_ 
b. MCO P1300.8_ 
c. MCO 4650.30_ 
d. MCO 5512.4_ 

 
Item 34 A travel performance period is the time between the available day of travel 

and the date the traveler must return.  How many days will the travel 
performance period consist of on a port call request that contains PCS travel? 
 
a. 4 
b. 5 
c. 10 
d. 15 

  
Item 35 A port call request must be submitted to the passenger control point (PCP) 

 
a. within 10 working days upon receipt of orders. 
b. within 20 working days upon receipt of orders. 
c. no less than 90 days upon receipt of orders. 
d. immediately upon receipt of orders. 

  
Item 36 Which type of orders format is issued strictly by Headquarters U.S. Marine 

Corps? 
 
a. Automated order writing process 
b. Message  
c. Letter 
d. Special order 

 
Continued on next page 
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Review Lesson, Continued 

  
Item 37 “Flight or sailing assignment” and “authority to use commercial air” are two 

of the four categories of travel information on a port call request.  What are 
the other two? 
 
a. Reservation information; area clearance approval 
b. MAC flight ticket; transportation instructions for onward travel 
c. Area clearance; clearance approval 
d. Transportation instructions for onward travel; transportation documents 

 
Continued on next page 
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Review Lesson, Continued 

  
Answers The table below lists the answers to the review lesson examination items.  If 

you have questions about these items, refer to the reference page of the course 
text, the paragraph number within the ACTS Manual, or the appropriate 
MCO. 

  
Item Number Answer Reference 

1 c 1-4 and 4500.1 
2 b 1-4, 1-5, 1-9, and 4500.3a 
3 c 1-8 and 4500.2f 
4 c 1-19 
5 a 1-4 and 4500.1 
6 d 1-18 and 4500.1a 
7 d 1-19 
8 a 1-20 and 4500.1a 
9 d 1-18 and 4500.2k 

10  a 1-19 and 4500.1.a 
11 b 1-20 
12 b 1-7 
13 c 1-14 
14 Permissive TDY/TAD 2-5 
15 Permissive TDY/TAD 2-5 
16 Directed TDY/TAD 2-6 
17 Government conveyance 

(GC) 
2-7 

18 Common carrier or 
commercial carrier (CC) 

2-7 

19 c 2-10 
20 b 2-11 
21 a 2-25 
22 d 2-28 and 2-30 
23 b 2-34 and 4402.4a 
24 a 2-34 and 4402.4a 
25 c 3-5 
26 d 3-9 
27 d 3-9 
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Review Lesson, Continued 

   
Answers, 
continued 

 

 
Item Number Answer Reference 

28 c 3-15 
29 c 3-5 
30 a 3-15 
31 b 3-28 and MCO P1000.6F, 

page 4-132 
32 d 3-32 
33 c 3-38 
34 c 3-38 and MCO 4650.30 
35 c 3-39 and MCO 4650.30 
36 a 3-52 
37 d 3-39 and MCO 4650.30 
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