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MARINE CORPS BASE ORDER 7220.1A
From:  Commanding General 

To:    Distribution List 

Subj:  TRAVEL WITHIN AND ADJACENT TO MARINE CORPS BASE 

Ref:   (a) JFTR (NOTAL) 

       (b) MCO P4650.37C 

Encl:  (1) Sample Copy of SF 1164, Claim for Reimbursement 

           for Expenditures on Official Business 

1.  Purpose.  To promulgate guidance for travel and related 

expenses in connection with official business on or adjacent to 

MCB, Quantico. 

2.  Cancellation.  MCBO 7220.1. 

3.  Summary of Revision.  The area which is considered within and adjacent to MCB, Quantico has been expanded.  Reimbursement procedures and recordkeeping have been simplified.

4.  Information 

    a.  The provisions of reference (a), paragraphs U3500, U3505, and U3535, limit reimbursement for travel performed within and adjacent to a permanent duty station. 

    b.  Travel performed in the area including Albemarle, Arlington, Caroline, Chesterfield, Culpeper, Fairfax, Fauquier, Greene, Hanover, Henrico, King George, Loudoun, Louisa, Madison, Orange, Prince William, Spotsylvania, and Stafford counties; the cities of Alexandria, Charlottesville, Fairfax, Falls Church, Fredericksburg, Manassas, Manassas Park, Norfolk, and Richmond, in Virginia; Anne Arundel, Charles, Frederick, Howard, Montgomery, Prince Georges and Saint Marys counties in Maryland; and Washington, DC, is considered travel within and adjacent to MCB per reference (a), paragraph U3500.

    c.  When it is determined to be advantageous to the government, officials, designated as the certifying official may authorize or approve reimbursement for travel expenses necessarily incurred by members conducting official business in the local area.  Specimen signatures of personnel authorized to certify travel claims must be on file with the Finance Branch, Comptroller Division.  When overnight lodging is required, regular TAD orders must be issued and settlement made on a DD Form 1351-2.
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    d.  The enclosure should be used for the reimbursement of 

official travel expenses in the local area when overnight lodging is not required.  These expenses include commercial transportation, mileage and other allowances for use of privately owned conveyances, and conference/tuition fees.  Mileage allowance can only be paid to the owner/operator paying the costs of operating the private vehicle.  Passengers in a vehicle are not authorized mileage reimbursement. The enclosure cannot be used for reimbursement of items for which a government supply source exists, or which can be commercially procured by contract via the Head, Purchasing and Contracting Branch, Logistics Division.

    e.  In each instance, travel must be authorized by the appropriate fund administrator or a designated representative prior to the performance of travel.  The fund administrator or designated representative is responsible for ensuring that adequate funds are available to cover the costs of reimbursement.

    f.  Reimbursement for expenses will be made in the format depicted in the enclosure.  The enclosure is available at the Blank Forms Issue Point, S/N: 0104-LF-800-0077 or electronically via the Formflow software.

5.  Action.  Fund Administrators will ensure that all travelers submit a claim for reimbursement at least once per month.  Fund Administrators will also ensure that all claims are settled by 30 September of the fiscal year in which travel expenses were incurred.

                                G. B. BROWN III

                                Chief of Staff
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