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CHAPTER 5


HEADQUARTERS SERVICES


SECTION 7:  TRANSPORTATION

5700.  USE OF BUSES AND METRO
1.  Personnel at HQMC will use DoD buses and Metro for official business.  DoD buses operate between the principal buildings of defense establishments and Metro serves agencies of the Federal Government in the Washington Metropolitan area.  The Department of the Navy motor pool provides shuttle service between the Pentagon, Navy Annex and Crystal City.  DoD bus routes and schedules are printed in the back of the DoD Telephone Directory.

2.  DoD buses may be used by:

    a.  Military personnel, on active duty, either in uniform or upon presentation of their Armed Forces Identification Card or DoD Building Pass.

    b.  Civilian employees upon presentation of their Common Access Card or DoD Building Pass.

3.  DoD buses may not be used by:

    a.  Dependents of military personnel and non-DoD civilian employees.

    b.  Retired military personnel.

    c.  Reserve military personnel not on active duty.

4.  Special bus service for field trips and for transportation of seminar groups in the Washington area can be arranged.  Submit written requests for such service to the Commanding Officer, Headquarters Battalion.

5701.  OFFICIAL GOVERNMENT VEHICLES
1.  The National Capital Region Department of the Navy Motor Pool (NCRDONMP) provides official sedans and coordinates for the use of other Government transportation facilities while performing official travel in the Washington Metropolitan area.  Official sedan service is only for general officers and Senior Executive Service (SES) personnel.  Requests for motor vehicle support, whether written or oral, must contain information concerning point and time of pick up, destination, name and/or number of passengers, and assigned NCRDONMP code number.  Changes in destination are not authorized without prior notification.  Transportation may be arranged by calling the NCRDONMP dispatcher, (202) 475-9000.

2.  The Commanding Officer (S-4), Headquarters Battalion controls and dispatches service vehicles (buses, trucks, and carryalls) assigned to HQMC.  The Battalion Motor Transport dispatcher may be reached by calling (703) 614-1746/1332.

3.  Policy.  DoD-owned or -controlled transportation may be used only in the performance of official duties.  As a general rule, whenever transportation is 

essential to the successful operation of an activity, such transportation may be authorized as long as it does not conflict with existing laws and regulations.  The use of Government transportation, to, from, or between locations for private business, personal social engagements, or other personal convenience is not authorized.
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    a.  Public Interest.  The primary factor in determining proper usage of Government transportation assets should be whether the failure to authorize the transportation will conflict with the best interest of the Government.

    b.  Exclusions
        (1) Domicile to Place of Employment.  Transportation to and from work is an expense of the individual.  Government transportation services will not be used for personal convenience and shall not be authorized.

        (2) Public Transportation Terminals.  Government transportation will not be authorized for trips to or from local transportation terminals.  Public and commercial transportation to commercial terminals in the NCR is considered adequate for all but emergency situations, security requirements, and other unusual circumstances.  Since public and commercial transportation to and from Andrews Air Force Base or Davison Army Airfield is not routinely available, a DoD motor vehicle may be used on official business involving these air terminals.

        (3) Hotels, Clubs, Restaurants, Etc.  Government vehicles will not be used for trips to hotels, clubs, restaurants, or other places of public entertainment, unless such trips can unquestionably be justified as necessary for official business.

    c.  Prior to arranging for transportation for personnel arriving at Andrews Air Force Base, check with the HQMC Operations Officer, NAF, Andrews AFB ((301) 981-4281) to determine whether or not additional personnel also need transportation.  Verify the arrival of flights before sending prearranged transportation.

5.  Use of Transportation In and Adjacent to Headquarters Marine Corps
    a.  The following order will be adhered to in determining the mode of transportation for all official travel by HQMC personnel within and adjacent to HQMC.

        (1) DoD-scheduled bus service, NCRDONMP, or Headquarters Marine Corps shuttle service.

        (2) Local common carriers:  Metrorail/Metrobus, taxicabs (reimbursable).

        (3) Government-owned vehicle provided by NCRDONMP.

    b.  Staff agency certifying officials will consider, on a case-by-case basis, reimbursement for the use of privately owned vehicles to destinations served by the above modes during normal working hours although it is not routinely authorized.  See JFTR, Vol. 1 (military) or JFTR, Vol. II (civilian).  This mode should be approved in advance.

    c.  For POV reimbursement purposes, travel from HQMC to any point in the Washington local commuting area will be made under provisions of the JFTR, Vols. I and II.  The Washington local commuting area includes the District of Columbia; Montgomery, Prince George's, Anne Arundel, Baltimore, Charles, Calvert, Howard, Harford, Frederick, St. Mary's, Carroll, and Washington Counties in Maryland; Arlington, Fairfax, Loudoun, Fauquier, Prince William, Culpeper, Madison, Orange, Greene, Albermarle, Stafford, Spotsylvania, King George, and Clarke Counties in Virginia; Adams County in Pennsylvania; the City of Baltimore in Maryland; the Cities of Alexandria, Fairfax, Falls

Church, Fredericksburg, and Richmond in Virginia; and all cities now or hereafter existing in Maryland or Virginia within the geographic area bounded by the outer boundaries of the combined areas of the aforesaid counties.
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    d.  Official use of common carriers or POV will be reimbursed as follows:

        (1) Actual and necessary expenses incurred for commercial travel or POV mileage for travel within the Washington local commuting area will be reimbursed if approved by the traveler's division director/branch head and authorized for payment by the staff agency certifying official.  Travelers may submit requests for authorization/reimbursement for infrequent or occasional travel using an SF 1164, Claim for Reimbursement for Expenditures on Official Business, to the local disbursing office at Henderson Hall or Quantico.  The 

SF 1164 must be signed by the claimant in block 10, the division director/branch head in block 8, and the staff agency certifying official in block 9.  Since local travel must be supported by the staff agency's travel fund allocation, staff agency appropriation data must be included in the Accouting Classification block.

        (2) Requests for POV mileage and parking fee by military and civilian personnel while attending official authorized training courses within the local commuting area must be prepared per paragraph 5702.5d(1) above, and sent with a copy of DD Form 1556, if applicable, and receipted parking tickets.

        (3) Reimbursement of POV expenses will be based on standard or predetermined mileage from HQMC, or odometer readings for destinations for which mileage has not been established.

    e.  Written orders are needed for travel by military and civilian personnel under the following conditions:

        (1) To perform temporary duty assignments outside of the local commuting area.

        (2) When travel within the local commuting area requires overnight accommodations and/or per diem.

    f.  Submit requests for written orders per paragraph 4400.4a herein.

5702.  ADMINISTRATIVE FLIGHTS FOR HEADQUARTERS PERSONNEL
1.  The DC/S Avn represents the CMC in the control and scheduling of operational support aircraft.  To ensure these aircraft are used as efficiently as possible, the DC/S AVN or his designated representative will approve all flights.

2.  The following types of aircraft are available for administrative scheduling:

    a.  At NAF Washington - two C-12's

    b.  At MCAS Cherry Point - three CT-39G's, two C-9B's

    c.  Seating capacity for each type aircraft is:

        (1) C-12     -    7 seats

        (2) CT-39G   -    6 seats

        (3) C-9B     -   89 seats
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3.  The following passenger criteria will govern the use of administrative aircraft:

    a.  All C-12 flights need a minimum of four-passengers.

    b.  All CT-39G flights need a minimum of six passengers.

    c.  All C-9B flights need a minimum of 48 passengers.

4.  Send all requests for operational support aircraft to the DC/S AVN (ASM) in writing, following the format shown in Figure 5-5, and include the following:

    a.  Cost comparison between commercial and Government modes of transportation (see MCO 5440.14).

    b.  Justification when use of operation support aircraft is not the most economical mode of travel.

5.  The DC/S AVN will schedule desired flights based on aircraft flight crew availability, and will rank requests based on cost effectiveness and urgency specified in the written request.

6.  Refer all inquiries regarding aircraft scheduling to the Air Transportation Coordination Office, AVNDEPT, room 2328, ext. 42170/42756.

5703.  USE OF GOVERNMENT AIRCRAFT FOR TEMPORARY ADDITIONAL DUTY (TAD/TDY).  There are a considerable number of Government aircraft flying daily between Andrews Air Force Base and various points within the United States.  In those cases where a decision is made to use available space on these aircraft, TAD/TDY orders will be written authorizing the use of Government aircraft, if available.  "This travel meets the criteria of the Secretary of Defense memo dated 18 January l982" must be shown on each set of TAD/TDY orders issued when Government air is authorized.
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                                                                  Code

                                                                  (Date)

MEMORANDUM

From:  

To:    Deputy Chief of Staff for Aviation (ASM-4l)

Subj:  REQUEST FOR GOVERNMENT AIR TRANSPORTATION

Ref:   (a) MCO 5440.14

1.  Request Government air transportation for (total number) passengers for (purpose of flight).  Per the reference, (name and grade) is the senior passenger.  Commercial transportation cannot be used because (reason why).

   a.  Itinerary:  (all times local)*

       REQUIRED ARRIVE        REQUIRED         DEPARTURE

          DATE TIME           AIRFIELD         DATE TIME
       _____________      _______________    _____________    

       _____________      _______________    _____________

       _____________      _______________    _____________

(*PROVIDE EITHER REQUIRED ARRIVAL OR DEPARTURE DATE/TIME, NOT BOTH.)

  b.  Cargo:  (Do not include normal baggage; for cargo, provide weight, dimensions (of largest item), and total cubic feet.)

  c.  Liaison:  (Provide name, grade, code, and phone number for liaison at departure and arrival point.)

2.  We realize a higher priority commitment could cause a last-minute modification/cancellation of this approval.

                                      J. J. MARINE


Figure 5-5.--Request for Government Air Transportation.
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