June 2003 

MARINE CORPS GUIDANCE FOR PARTICIPANTS 

IN CENTRALLY-MANAGED LEADERSHIP DEVELOPMENT PROGRAMS

1.0   INTRODUCTION

The following guidance applies to leadership programs centrally funded by the Civilian Career & Leadership Development (CCLD) Section, Civilian Workforce Management Branch, Headquarters, U. S. Marine Corps.   Program participants are expected to adhere to this guidance and communicate questions to the CCLD staff for resolution, when necessary.  This guidance is based on the Joint Travel Regulations, Part J, Temporary Duty Travel and was developed to assist you in your planning.  Please note that in their literature and other communications, the USDA Graduate School and other training sources may have different guidelines and recommendations; those do not supersede Marine Corps guidance. 

The leadership programs may require participants to attend several lengthy class sessions and rotational assignments away from their Permanent Duty Station (PDS).  Please make sure your supervisor is aware of this requirement.  Tuition will be forfeited by the Marine Corps if the participant must drop out of the program due to command responsibilities.  Please have your command notify the CCLD office as soon as possible in the event the participant cannot complete the program for which he/she was selected.

2.0   INDIVIDUAL COMMITMENT

2.1   INDIVIDUAL DEVELOPMENT PLAN (IDP)

Most programs require an IDP from the participant.  The IDP serves as the document that outlines developmental objectives with provisions.  It should identify specific career and developmental objectives to satisfy leadership competencies and support USMC organizational objectives.  The approved IDPs are used to plan the budget expenditures for all the CCLD programs.  Requests from participants for travel or rotational assignments will not be approved until an IDP is developed and approved by a member of the CCLD staff.

To maximize the USMC’s investment in these programs, participants are expected to explore developmental options with organizations within their commuting area.   Participants who need assistance in locating suitable developmental opportunities should contact the CCLD staff for assistance. 

​ 2.2   SERVICE AGREEMENT

The participant in long-term training, thirty days or more, must sign and date, DD Form 1556, Section E- Trainee Agreement/ Certificate.   The obligation to stay in service is three times the length of time spent in training.  A copy must be forwarded with the DD1556 when applying for the program.

2.3   ROTATIONAL, EXECUTIVE INTERVIEWS, AND SHADOWING ASSIGNMENTS

Some programs require rotational and shadowing assignments conducted away from the participant’s position of record, preferably in an organization or career field unfamiliar to the 

participant.  These assignments should be done within the participant’s commuting area whenever possible.  The purpose of the assignment is to provide breadth of work experience and opportunities to develop leadership competencies.  The CCLD Staff is available to assist participants in identifying options best suited for their individual career goals.  In most cases, these assignments can be accomplished within the participant’s commuting area.  This is especially true of communities with a large Federal presence.   Assignments outside of the individual’s commuting area will be considered by CCLD on a case-by-case basis.  If there is a compelling reason why these rotational and shadowing assignments or interviews cannot be done locally, the CCLD staff must approve these assignments in advance in order to ensure adequate funds are allocated. 

Please note that when an assignment outside of the commuting area exceeds 30-days, it is considered a Long Term TDY Training Assignment under the Joint Travel Regulations reducing the per diem rate to 55 percent.   

3.0   TRAVEL

3.1   TRAVEL AND PER DIEM

3.1.1   FUNDING

Participants must have a Government Travel Card.

Reimbursable expenses are stated in the Joint Travel Regulations. For questions please refer to Employee Travel, Part J: Temporary Duty Travel.  To view the JTR sections go to www.dtic.mil/perdiem.  The following paragraphs apply:

C4500 Part K - Training course attendance

C4425 Part K - Itinerary variations

C4550 Part L - Per diem allowances

C4561 Part L - Per diem for Training and Long-term TDY assignments  

            Para. D provides for 55 percent per diem

C4600 Part M - Actual Expenses Allowances (AEA)

C 4675 Part N2 - Return to Permanent Duty Station (PDS) during TDY

C4720 Part O -  Reimbursable Travel Expenses

3.1.2   TDY

CCLD (MPC-30) will fund the tuition for the leadership program and the travel and per diem to each class location in accordance with the JTR.  A maximum of $75 will be authorized for miscellaneous expenses and receipts must be provided.  All Travel Authorizations (TAs) sometimes referred to as Travel Orders will be prepared by the participant's command.  CCLD (MPC-30) will provide the appropriation data for the TA to the command with any special information or instructions for preparation of the TA.  When the participant has completed travel, the Travel Voucher (claim) will be processed at the participant's command.  The participant will mail a copy of the TA and the processed Travel Voucher with a copy of the receipts and a copy of the DFAS Summary Sheet to MPC within three working days from the receipt of final claim documents using the following address:

Manpower and Reserve Affairs (MPC)

ATTN:  Laura Baugher

3280 Russell Road

Quantico, Virginia 22134-5103

When attending approved training classes outside of the commuting area, local travel by taxi, shuttle or bus is authorized during class attendance.  If required to complete the mission of class attendance by some programs, rental cars will be authorized by CCLD (MPC-30) on the TA before travel commences.   This is on a case-by-case basis.    
The TA will permit two personal telephone calls; one to notify family of a safe arrival at the destination and one if there is a change in itinerary.  The maximum amount allowable for CONUS is $10 and for OCONUS is $25.  Please use discretion for business telephone calls to the PDS.  The participant's primary assignment on TDY is training. 

If a laptop is brought with the participant from the PDS, telephone connection bills for laptops at hotels are the responsibility of the participant unless it is in direct support of school requirements for training exercises.  Please use discretion. These connections can be very expensive at hotels.  Business with the PDS should be kept to a minimum.  

CCLD (MPC-30) will not authorize rental of cell phones, laptops, recorders, projectors or any other equipment for TDY or training purposes.  

On occasion, there will be a need to mail documents to the PDS at the conclusion of training.  Postage is authorized at the maximum amount of $15 to cover regular mail, parcel post, or book rate.  

"Actual Expenses" are not authorized for a hotel or other expenses not within the per diem rate except under extraordinary and pre-approved circumstances from the CCLD staff.

3.1.3   EXTENDED TRAVEL

If a program requires a 30-day or longer assignment away from commuting area, the participant may at his/her own expense travel to the PDS after training hours or on weekends.  If the participant wants to do this type of travel, a statement must be included in the TA, and the per diem rate will be adjusted for that period of time the employee is not in TDY status.  In some cases the lodging must be re-confirmed upon the participant's return to the TDY status unless stated in the TA that the lodging will be paid for that period for the good of the service for training purposes.  In this case, the proposed travel to the PDS should be indicated to the command for TA and to CCLD (MPC-30) so that it can be annotated on the participant’s record. 

Please indicate to the command and CCLD (MPC-30) POC your intention to take leave during the training period before TDY commences.  Modifying the TA after the fact can be avoided with pre-planning and the participant will be covered during this variance to the training period.

3.1.4   ADDITIONAL TRAVEL IN SUPPORT OF CLASS

CCLD (MPC-30) will not fund additional travel for meetings established by cohort group assignments.  Meetings for group assignments are expected to be conducted by telephone or through other means not requiring travel.  If interviews with senior leaders such as members of the Senior Executive Service are required by the program, they can most often be accomplished within the duty station commuting area and should not require other than local travel.  If it is not possible to arrange for interviews locally, consider doing them in conjunction with another approved travel, rotation or shadowing assignment.

3.2   TRAVEL AUTHORIZATION

The participant will be provided a TA by his/her command. The CCLD (MPC-30) POC is 

Ms. Dollie McCormick, DSN 378-9428 or commercial (703) 432-9428, for CCLD Program applications for schools, questions about the various leadership programs, assignments, and IDPs.  Travel for school classes, rotational assignments etc., with any special requirements for leave or travel essentials; the POC is Ms. Laura Baugher, telephone DSN 278-7494 or commercial (703) 784-7494.  

Please provide the following information to process a travel request, to Ms. Baugher, as soon as possible when travel is required but no less than ten working days before travel commences.  

Ms. Baugher will contact the command POC that you provide to process the TA.

Please submit:

1.   Full name, position title, series and rating

2.   Social Security Number 

3.   Name of the CCLD training program you are attending and dates of training

4.   Dates requested for proceed to and return from travel (OCONUS participants read 

      JTR for clarification of travel entitlements)

5.   PDS address and name of POC that processes the TA and phone number

6.   Participant's duty telephone and email address 

7. Provide itinerary with any leave dates in conjunction with the TDY

8. Cost of transportation to training location (airplane, train, bus, or privately owned

conveyance)

9. Any special travel requirements that must be on the TA to be considered before

travel commences (leave dates, rental car, etc.)

(Reminder, all IDP and travel for rotational and shadowing assignments must be approved by the CCLD POC before submitting a travel request to Ms. Baugher for processing.  Emails are accepted for the travel request.  Please provide a copy to Ms.McCormick.)

3.3   TRAVEL CLAIMS

A Travel Voucher with receipts will be submitted within three working days upon conclusion of travel to your command POC for liquidation.  A copy of the TA with receipts and a copy of the DFAS Summary Sheet will be forwarded to:  

Manpower and Reserve Affairs (MPC)

ATTN:  Laura Baugher

3280 Russell Road

Quantico, Virginia 22134-5103

On the Travel Voucher, block number 1. Payment Section, place an "X" in the area for "Split Disbursement: Amt to Govt Tvl Charge Card."  Then calculate the amount that goes directly to the charge card and place it in the $____ space provided.  This is any amount that you normally use your Government Credit Card to pay for travel expenses such as hotel, postage, rental car, airport parking fees, etc.  Credit card charges for meals are not included in this calculation.
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