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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMPI 4650

INSTRUCTION 4650
TRAVEL

Section 1. General Provisions
2. Modes of transportation, accommodations, transportation requests,
and baggage
Travel orders and authorizations
Conditions necessitating travel

Travel to, from, between overseas commands under Employment Agree-
ments

6. Per diem, pay status and cash settlements

7. Travel claims and advances

8. Travel under conditions of mobilization

9. Passports

10. Miscellaneous

11. Applicable provisions of Volume 2, Joint Travel Regulations
12. Enclosures

(SR~ I O]
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SECTION 1, GENERAL PROVISIONS

Paragraph No.

PUrpOSE aNd SCOPB . vttt teererataserenanenonsoesnansnsnsnsas L.1-1
LAYl 1T o T 1-2
POTT Oy e te ettt ittt iiieteteeteracassesosasasonsinenneansnnnnnas 1-3
o ¢ T v T ¢ 1-4

1-1. PURPOSE AND SCOPE.--This Instruction establishes the policies and
procedures governing travel and temporary duty of civilian marine personnel of
the Military Sealift Command. It is applicable to all civilian marine

employees including those compensated under native wage rates ~ See 10-5 below
for travel of local national employees.

a. [Tlypes of travel covered,--The scope of this Instruction 1nc1udes the
following types of travel:

(1) *Permanent Change of Station Travel.*

(2) Travel required by transfer or deactivation of ships.
(3) Travel of replacements to meet ships.

(4) Return to home port for administrative reasons.

(5) Return to port of hire.

(6) Emergency leave travel.

(7) Travel based on termination of assignment after six (6) months at
sea.

16 October 1989
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CMPT 4650 CIVILIAN MARINE PERSONNEL INSTRUCTIONS f

(8) Recruit travel.

(9) Return to home port of employee against whom removal action has
been initiated.

(10) Travel to, from, between overseas commands under Employment
Agreements. )

b. Situation not covered.

(1) Repatriation travel.--See CMPI 4651, REPATRIATION for guidance in
repatriating civilian marine employees who are left in an outport with no
advance arrangements for their return. Such cases include the following:

(a) Employee left ashore due to a change in the ship's schedule.

(b) Employee put ashore for hospitalization or outpatiént treat-
ment (c) Deéerter.

(d) Straggler.

(e) Employee detained by local police authorities. i

(f) Shipwrecked employee. é

1-2. AUTHORITY.--Travel for civilian marine personnel is based 6n the
following authorities: :

a. Title 5, U.S.C.,--Section 5348 of Title 5, U.S.C. provides that -
"compensation" for civilian marine employees "...shall be fixed and adjusted
from time to time as nearly as is consistent with the public interest in :
accordance with prevailing rates and practices in the maritime industry." The
Comptroller General has held that term "compensation" is not meant to be
limited to base pay rates. (30CG158, 30CG356). Accordingly, under the
authority of Title 5, U.S.C., this instruction provides certain unique travel
benefits for civilian marine personnel which are patterned after the
prevailing rates and travel practices of the maritime industry.

b. Various acts of Congress and administrative regulations.--Since
civilian marine employees of MSC are employees of the United States
Government, authority for this Instruction is also contained in the various
acts of Congress, Executive Orders and Office of Management and Budget
Circulars governing the travel of civilian employees and the transportation of
dependents and household effects. These authorities are listed in Appendix C
of Volume 2, Joint Travel Regulations.

1-3. POLICY.--Travel authorized for civilian marine personnel will be for
such purposes and by such means as are clearly in the best interests of the
Government. Travel costs will be kept to a minimum consistent with operating
needs and the standards of transportation and accommodations contained in this
Instruction.

2

16 October 1989
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CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMPI 4650

1-4. DEFINITIONS.

a. Baggage.--Government and personal property of the traveler necessary
for the purpose of the travel being performed. See 2-8.

b. Cash settlement.--A specified cash payment made to the civilian marine
employee at his/her option in lieu of transportation, per diem and travel pay.

c. Continental United States (CONUS).--The terms "continental United
States™ and "continental 1imits of the United States " mean the area of the 48
adjacent states and the District of Columbia.

d. Home port.--*The port to which the employee reports for work
assignments, training, discipline, and employee services.*

e. Dependents.--As used in this Instruction, the term "dependents"
includes any of the following named members of the employee's household: (1)
spouse, (2) children (including step-children, adopted children, or other
dependent children under legal guardianship of the employee) unmarried and
under twenty-one years of age, or physically or mentally incapable of

supporting themselves regardless of age, and (3) dependent parents of the
employee or employee's spouse.

f. Local national employees.--Foreign nationals paid under a native wage
rate and directly employed by MSC. This term does not include seamen emp loyed

by a foreign government but assigned to duty with MSC under the provisions of
a labor contract. See 10-5.

g. Mutual cohsent resignation.--The resignation of a civilian marine

employee which has been accepted while the employee is serving on voyage. See
CMPTI 352.

h. Overseas.--The term "overseas" as used in this Instruction means an
area outside the 48 contiquous states and the District of Columbia. However,
with respect to employment of residents of Alaska, Hawaii and the territories

and possessions of the United States, the term means an area outside the area
or residence.

i. Per diem.--A cash allowance in lieu of meals, quarters and other
incidental expenses furnished a civilian marine employee while away from
regular post of duty on official business. The payment of per diem to
civilian marine personnel corresponds to allowance for "travel subsistence”
made in the maritime industry. See CMPI 593 for cash allowances paid in lieu

of subsistence and quarters when employees are assigned to ships' manning
scales.

j. Temporary duty travel.--Travel of a civilian marine employee while on
official business away from nis designated post of duty. Temporary duty
travel includes such matters as:

3 16 Qctober 1989
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(1) Sending civilian marine employees to join ships away from home
port.

(2) Returning civilian marine employees to home port for
administrative reasons.

(3) Returning civilian marine employees to home port after

deactivation of a ship, reassignment of a ship or following service aboard
ship for six (6) months or more.

(4) Travel of civilian marine employees in connection with training
activities.

*k. Permanent Change of Station Travel.--Travel of a civilian marine

employee in connection with his/her transfer to different area command. See
4-1.*

1. Transportation request.--A Government instrument for proéuring

transportation and re1ated facilities issued upon presentation of competent
travel orders.

m. Travel.--The movement of a civilian marine employee from place to
place under official travels orders. Travel, as used in this Instruction,
includes related benefits such as subsistence, lodging, per diem, and
transportation of baggage, all incidental to travel. In addition, when

authorized, travel may include the transportation of dependents and household
effects.

SECTION 2, MODES OF TRANSPORTATION, ACCOMMODATIONS, TRANSPORTATION
REQUESTS, AND BAGGAGE '

Paragraph No.

General ProvisionS..ieeeeeeeeerssesceeasoscassssssncnnsananas 2-1
Sea Transportation.ieeeeiiiireeereeerareeienecessnancasansnes 2-2
B T I o= < 1 e 2-3
Land Transportation. o iiiiiiineeniieeiirenesenanennoanas 2-4
Use of U.S. CarrierSe e eiciecereesssencresnssosesansssrsnns 2-5
Substandard AccommodationS..ceieiieiiieienronreceneacansnsnns 2-6
Transportation Requests. e e i iee et iiierieeienscenasancans 2-7
52 Y e T T =P 2~-8

2-1. GENERAL PROVISIONS.--In general, MSC commands and offices will be
guided by the provisions of Chapter 2, Volume 2, JTR, in determining mode of
transportation. However, as indicated in the paragraph below, the mode of
transportation and accommodations authorized for civilian marine personnel
differ in some instances from the mode authorized in Chapter 2, Volume 2,
JTR. These differences are based on practices of maritime industry. Travel
authorizing officials will assure that travel orders issued via message to
personnel afloat contain adequate guidance with regard to mode of
transportation and accommodations authorized.

16 October 1989
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a. Applicability to removal action in an outport.--IMPORTANT: The
provisions of this Section do not apply to travel authorized under paragraph
4-23j. As indicated in 4-23(2) the marine employee against whom removal action
has been initiated, and who has been directed to leave the ship and return to
home port, should travel as a workaway aboard an MSC civil service-manned

ship, if available, unless circumstances described in paragraph 4-2j(2) make
it inadvisable to use this mode of transportation.

b. Use of Government transportation.--Government transportation
facilities will be used for travel to and from the continental United States

whenever such facilities are available and adequate to meet the needs of the
service. ‘

2-2. SEA TRANSPORTATION.--The provisions of paragraph C2052 and C2205 of
Volume 2, JTR apply to sea transportation authorized for civilian marine
personnel except that when traveling via commercial water transportation
civilian marine personnel are entitled only to cabin class accommodations
rather than to the lowest first-class rate accommodations specified in
paragraph €2205 of Volume 2, JTR.

2-3. AIR TRAVEL.--Civilian marine personnel will be authorized either
Government air transportation or commercial air transportation as provided in
Chapter 2, Volume 2, JTR except as indicated in "b" below.

a. Government air.--Transport-type aircraft operated on scheduled or
semi-scheduled service with troop seats and safety devices is considered

adequate when civilian marine personnel are authorized to travel via
Government aircraft.

b. Commercial air.--When travel is performed by commercial air, civilian
marine employees will utilize less than first class accommodations. When
first class travel is necessary to meet mission requirements, officials
authorized to issue transportation requests are responsible for obtaining
advance approval in accordance with Volume 2, JTR.

c. Directed travel by air.--Travel may be directed by aircraft without
the employee's consent when such mode of travel is necessary because of the
exigencies of the mission or when aircraft is the only mode of transportation
available. Air travel will not be directed if there is evidence which

indicates that this mode of travel will impair the physical or mental health
of the employee.

2-4. LAND TRANSPORTATION.--The provisions of Chapter 2, Volume 2, JIR"
apply to land transportation authorized for civilian marine personnel except
that civilian marine personnel are entitled to first class rail transportation
jrrespective of coach accommodations which may be available. When travel by
rail includes four or more hours between 2200 and 0600, a lower berth will be
provided. Bus transportation may be utilized when rail is not available.
Travel by privately-owned vehicle may be authorized in accordance with the
mileage rates specified in Part D, Chapter 2, Volume 2, JTR.

5 16 October 1989
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2-5. USE OF U.S. CARRIERS.--Aircraft and ships registered under the laws
of the United States will be utilized when commercial transportation is
authorized unless the nonavailability of such aircraft or ships or the
exigencies of the mission require the use of aircraft or ships of foreign
registry. Mere inconvenience, reasonable delay or minor economy will not

normally justify a preference for foreign flag ships or aircraft over those
operated under the U.S. flag.

2-6. SUBSTANDARD ACCOMMODATIONS.--Travel involving less than the minimum
standards allowed within this Instruction shall not be directed unless:

a. Employee election.--The employee elects to use substandard
accommodations, or

b. Operating needs.--Minimum standards of accommodations cannot be
furnished and use of substandard accommodations is absolutely necessary to
meet operating needs. Employees have no claim against the Government for the
difference in cost between authorized accommodations and substandard
accommodations when the latter are used.

2-7. TRANSPORTATION REQUEST.--A11 passenger transportation services by
common carrier for officially authorized travel must be procured through the
use of U.S. Government Transportation Request (GTR), except for those
instances outlined in Part F, Chapter 2, Volume 2, JTR. In an emergency, when

~a GTR is not available, the traveler may pay for the transportation and file a
claim for reimbursement.

2-8. BAGGAGE ALLOWANCES.--Officials authorized to issue travel orders may
also authorize the transportation of Government and personal property
(baggage) in excess of the amount carried free by the carrier. Excess baggage
will be authorized whenever necessary for the purpose of travel being
performed. The travel order issuing official will state the exact amount of
excess baggage that should be allowed for transportation at Government expense
on the travel orders. (Note: Employees may not be authorized more than 100
pounds excess baggage when traveling via Government aircraft.) If
transportation is by commercial carrier, a separate transportation request
should be issued to cover any excess baggage that may be authorized in the
travel orders. If issuance of a separate transportation request is not
feasible, the cost of excess baggage will be paid for by the traveler subject
to reimbursement provided transportation of such baggage is authorized in the
travel orders. Part G, Chapter 2, Volume 2, JTR identifies normal amounts of
baggage transported without charge by the carrier.

SECTION 3, TRAVEL ORDERS AND AUTHORIZATION

Paragraph No.

Authorization of travel..eeeeeieieeiiirierreenenenesnsnanssansns 3-1
Delegations of authority.ciiiieiiiiiiiiiiiiiiiiiennnieenennenas 3-2
Temporary duty travel ordersS..eeiieiieiiieiereenencsecaesnennnn 3-3
6 16 October 1989
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Transfer travel ordersS..iueei e e eeireneneenroneennnennnns 3-4
Emergency leave travel orders..ceeeeeeeeeeinrenernnnenennoennns 3-5
Letter-type travel orders..ceieieiineiieienneenreneenonnnecnnas 3-6
Numbering, content, and copies of travel orders.....ccveveeen... 3-7
Unused travel OrderS..eee e e eeeeierreeneeeneeenneneneacanennns 3-8
Amending Eravel OrderS.ee e e e iieeererenneneenneonnnesennnnenns 3-9
ENdorSement S, e reeerieeenieereueneeeneceeenenrnocsoonnsnnnns 3-10

3-1. AUTHORIZATION OF TRAVEL.--Official travel may be authorized verbally
or in writing in advance of the travel. Insofar as feasible, written travel
orders will be issued prior to performance of travel. Written orders may
consist of either properly completed travel order forms, such as Enclosures 1
and 2, or letter orders containing authority to travel. In addition, a naval
message may properly be considered a written travel order. When travel is
performed on verbal orders, or on message orders which do not contain all the
necessary information, or when travel is performed without prior approval, the

traveler's claim must be approved and documented in accordance with Chapter 5,
Volume 2, JTR.

3-2. DELEGATIONS OF AUTHORITY.

a. Authorized officials.--The officials of the Military Sealift Command
listed below are delegated authority to issue temporary duty, emergency leave,
and transfer travel authorizations. Temporary duty and emergency leave orders
may be signed by a subordinate official, "by direction", provided authority
has been delegated in writing to the subordinate official. Authority to issue
transfer travel orders may not be redelegated.

(1) Commander, Deputy Commander and Chief of Staff, Civilian
Personnel Officer, Military Sealift Command.

(2) Commanders, Chiefs of Staff or Chief Staff Officers, Civilian
Personnel Officers of Military Sealift Command subordinate commands.

(3) Commanding Officers of Military Sealift Command Offices.

b. Additional delegated authority.--The delegation of authority in 3-2a
above includes authority to:

(1) Authorize or direct the mode of transportation and accommodations
to be used.

(2) Specify the routing of the traveler and endorsements to be
secured.

(3) Authorize per diem and baggage allowances as appropriate.

(4) Authorize transportation of dependents and household effects.
See 4-1, below.

(5) Extend or modify travel orders. See 3-9, below.

7 16 October 1989
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(6) Cancel travel orders.

(7) Approve travel claims, when special approval is required as
provided in Chapter 5, Volume 2, JTR.

Cc. Masters.--Masters of ships are delegated authority to issue emergency
leave travel orders to employees who are granted emergency leave on voyage in
accordance with CMPI 630. Masters of ships may also be delegated authority

to issue travel orders for travel from those overseas outports where an MSC
representative is not Tlocated.

3-3. TEMPORARY DUTY TRAVEL ORDERS.--Travel authorized and performed under
provisions of CMPI 4650 will be considered temporary duty travel. "Temporary

Duty Travel Authorization" MSC Form 4650-15 (Enclosure 1) will be used for
temporary duty travel.

3-4. PERMANENT CHANGE OF STATION (PCS) TRAVEL ORDERS--Travel at
Government expense which is required by a transfer to a different area command
js subject to provisions of 4-1 below. "Transfer Travel Authorization" MSC
Form 4650-14 (Enclosure 2), will be used to authorize PCS travel. See Section
5 below for travel in connection with employment agreements.

3-5. EMERGENCY LEAVE TRAVEL ORDERS.--Orders authorizing emergency leave
travel may be issued under provisions of 4-3 below, and signed by one of the

officials designated in 3-2 above. See 4-3b for 1nformat1on to be 1nc1uded in
an emergency leave travel order.

3-6. LETTER-TYPE TRAVEL ORDERS.--In most cases the travel order fd?ms’
prescr1bed in this Instruction are adequate in authorizing travel. If it
becomes necessary to authorize travel in a situation to which none of the
travel order forms is adapted or if circumstances preclude their use, a
letter-type travel order may be used. At a minimum, letter-type trave] orders
should contain the basic information outlined in 3-7b below.

3-7. NUMBERING, CONTENT, AND COPIES OF TRAVEL ORDERS.

a. Numbering travel orders.--Each travel order (except emergency leave
orders) will bear a serial six digit number preceeded by the capital letter
"T,  Serial numbers will commence anew at the beginning of each fiscal year.

b. Content.--Fach travel order (except emergency leave orders) must
contain the following basic information:

(1) Name(s), position(s), and permanent duty station of the
traveler(s).

(2) Purpose of travel.
(3) Date of issue.

(4) A travel order number.

7.01 16 QOctober 1989
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(5) The points between which travel is to be performed.

(6) Per diem, baggage and other incidental allowances.

. 16 October 1989
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(7) The mode of transportation authorized or directed including mileage
rate, if applicable.

(8) The chargeable NIF number, expenditure account number, chargeable

activity number, general ledger expense account number and ship

accounting number.

) Signature of the authorizing official.

(10) As appropriate, endorsements required and date by which travel must
be completed.

c. Copies of travel orders.--A minimum of an original and four (4)
copies of travel orders will be prepared. The original and two (2) copies
will be for use of the traveler after the travel has been completed, one
(1) copy for the issuing official's files and one (1) for the accounting
officials. Additional copies will be furnished, as appropriate, to provide
for such needs as issuance of transportation requests, advance of funds,
immunizations, transportation of dependents and shipment of household

effects and endorsements obtained en route. (See paragraph C3057 of Volume
2, JTR.)

3-8. UNUSED TRAVEL ORDERS.--Unused travel orders are to be returned
promptly to the issuing official.

3-9. AMENDING TRAVEL ORDERS.--Officials listed in 3-2a above may modi-
fy, extend or cancel travel orders. However, no amendment or modification
may be made without prior approval of competent authority at the command
which originally issued the travel order. When it is necessary, travel or-
ders may be revoked or modified to correct or complete a travel order to
~show original intent. This may not be done retroactively for the purpose

of increasing or decreasing rights which have accrued under applicable
statutes, regulations and orders for travel already completed.

3-10. ENDORSEMENTS.--Travel authorizing officials may desire that
travel orders are endorsed in order to facilitate liquidation of travel
claims. Whether or not to require endorsements is a matter for Tocal de-
termination; however, when endorsements are required the requirement will
be stated on the travel order and the following will apply:

a. The traveler.--Before beginning travel, the traveler will carefully
read the remarks section of the travel orders to acquaint himself with any
endorsement requirements. Endorsements may be required as follows:

(1) When reporting to a ship for assignment, an endorsement from the

Master indicating time and date of reporting.

(2) When reporting to home port, an endorsement from a responsible of-

ficial showing date and time of reporting.

(3) When performing temporary additional duty at an MSC command, MSC
office or other military installation, including a ship, endorse-
ments containing the information indicated below, as appropriate:
Time and date of reporting.

Time and date of detachment. :

Whether either Government subsistence or quarters or both were
available in kind and used with or without charge.

To cover delays awaiting transportation or while en route
through no fault of the traveler. Such an endorsement must
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show the cause and duration of the delay and should be obtained from an MSC

official, Naval Transportation Officer or other reliable source at the time of
delay, if possible.

b. Endorsing official.--The endorsing official will endorse orders to show

all information needed by the traveler in accordance with the remarks section
of the travel orders.

SECTION 4, CONDITIONS NECESSITATING TRAVEL

Paragraph Ho.

*Permanent Change of Station ftravel...c.ciiiiiiiiiniieiiiiniiiiaiann, 4-1%
Temporary duty travel. oo ieii ittt ieiaitnronetatacnanones 4-2
Other types of travel..cee i eiiiiiriiiiirinieenereotenesssnnssaannss 4-3

* 4-1. Permanent Change of Station {PCS) Travel.--Transfer travel is travel *
which is required by the transfer of an employee to a different area command.
This paragraph governs all PCS travel except travel to, from or between
overseas commands, including commands located in the states of Alaska and Hawaii.

NOTE: Travel to overseas commands under employmerit agreements is governed by
Section 5 below.

a. Policy.--Transportation benefits for civilian marine employees who are
changed from one MSC command to another are as follows:

(1) Temporary changes.--Employees who changed from one command to
another for one or a 1imited number of voyages in accordance with CHMPI 340 will
be authorized necessary travel at Government expense. Transportation expenses
for dependents and houschold effects may not be authorized.

(2) Permanent changes.--Employees who are permanently changed from one
MSC command or office to another may be authorized travel at Government expense
when it has been determined that the change is in the interest of the
Government. It is not the normal policy of MSC to authorize transportation at
Government expense for dependents and household effects. Transportation at
Government expense for dependents and household effects may be authorized only

in highly unusual cases and only with the prior approval of the Commander of
the receiving command.

b. Payment of travel costs.--Travel costs involved in changing an employee
from one command to another for one or a limited number of voyages will be
borne by the command which temporarily employed the individual. Transfer
travel costs in connection with a permanent change will ba borne by the
receiving command unless both commands have agreed to other arrangements.

c. Applicability of Volume 2, Joint Travel Regulations.--The provisions of
Chapter 8, Volume 2, JIR apply with respect to weight allowances on shipment of
personal and household effects, allowable items, shipping instructions,
temporary storage and related matters.

d. Forms.--The "Transfer Travel Authorization," MSC Form 4650-14
(Enclosure 2), will bea used to authorize all travel performed under this paragraph.

9 16 QOctober 1989
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4-2. TEMPORARY DUTY TRAVEL.--Temporary Duty Travel is travel to one or
more places away from a permanent duty station to perform duties for a temporary
period of time and upon complation of assignment return or proceed to permanent

duty station. This paragraph governs all Temporary Duty Travel as outlined
below.

a. Travel of sihips with change of administrative control.--When admini-
strative control of a ship is transferred from one MSC command (the releasing
command) to another MST command (the receiving command), crew members assigned
aboard the ship are entitled to return travel at Government expense to the
releasing command, or to a cash settlement in lieu thereof. Members of the
crew who remain with the ship under a permanent change of appointing office
forfeit their rights to return travel or to cash settlements.

(1) Between continental commands.--When the administrative control of
a ship to he transferred between commands within the continental Timits of the
United States, the Master of the ship concerned will provide the prospective
receiving command with a 1ist of the names, ratings, payroll numbers, and
desired modes of transportation of the crew members including an estimate of
the amount of excess baggage each crew member desires transported and the
desired date and time of departure for home port. In addition, the master will
report the names of crew members who elect to accept a cash settlement in lieu
of transportation. This information must reach the receiving command at least
five (5) days prior to the arrival of the ship at the port of the receiving
command. The receiving command will issue appropriate temporary duty travel
orders and transportation requests and arrange reservations for the return of
crew members to home port. A cash settlement may be made in lieu of
transportation and travel subsistence in accordance with 6-3, below. Cost of
travel or cash settlements will be chargeable to the releasing command.

(2) Between continental and overseas commands.--When the
administrative control of a ship is transferred from a continental United
States command to an overseas command or vice versa, the Master will forward
the personnel transportation information indicated in 4-2.a above, to the
receiving command at least ten (10) days prior to the arrival of the ship at
the home port of the receiving command. The receiving command will issue
temporary duty travel orders and arrange for travel of crew members to home
port via Government air transportation, if available. Cost of travel will be
chargeable to the releasing command. Cash settlements in accordance with 6-3
are not authorized in 1ieu of transportation to or from COMNUS.

* b. Deactivation of ships at other than home port.--When a ship is
deactivated at a port other than home port, crew members are entitled to travel

at Government expense to home port. The following procedures may be used to
return the crew to home port: *

(1) Port near an MSC command.--When the ship is deactivated at a port
near an MSC command having a Disbursing Officer, arrangements may be made with
that command to prepare temporary duty travel orders, issue transportation requests
and obtain reservations for crew members. The Master of the ship will
coordinate with the MSC command

10 16 October 1989
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by furnishing names of crew members, ratings, payroll numbers,

dates of separation from the ship and desired modes of transporta-
tion.

(2) Port with no MSC command.--When a ship is inactiviated at a port
where the assistance of an MSC command is not available for return
travel of crew members, the Commander of the home port may either
provide the ship with temporary duty travel orders, leaving the
effective dates on the orders blank to be completed by the Purser,
or may direct necessary travel by message as crew members are sepa-
rated from the ship and enter a travel status. The home command
will then arrange with the Navy Disbursing Officer or Navy Trans-
portation Officer nearest the port of inactivation for the issuance
of transportation requests. MWhen there is no facility for issuing
transportation requests, employees will perform travel as directed
in their travel orders at their own expense subject to reimburse-
ment upon arrival at home port.

(3) Cash settlement.--A cash settlement in lieu of transportation and
travel subsistence may be made for CONUS travel within this subsec-
tion. See 6-3.

c. Furnishing replacements to ships away from home port.--When crew
members are furnished to ships away from home port, travel to the ship will
be at Government expense. A cash settlement in accordance with 6-3 nay not
be authorized. If a change in the sailing schedule of a ship or a delay en
route through no fault of the traveler results in his missing ship, return
travel to home port or other port designated by proper authority will be at
Government expense. The return travel may be performed on message orders
at the expense of the employee on a reimbursable basis when it is not pos-
sible for at home command to mail travel orders and a transportation re-
quest in advance of actual travel or to arrange for the issuance of travel
orders as in 4-2b above. See 4-3d for travel to ships in close proximity
« to home port. .

d. Return to home port for administrative reasons.--Travel will be at
Government expense for civilian marine personnel directed to return to home
port from a ship for administrative reasons when such reasons are in the
interest of the Government. Administrative reasons may include such mat-
ters as a change of assignment or testifying in connection with hearings or
investigations. When written travel orders and a transportation request
cannot be sent to the employee in advance of actual travel the employee may
be directed by message to travel at his own expense subject to reimburse-
ment. A cash settlement in accordance with 6-3 in lieu of transportation
is not authorized. ,

e. Return to port of hire.--CMP1 310 provides that a vacancy which
OCCUrs on voyage may be filled by a temporary employee appointed in an out-
port. The temporary employee appointed under such circumstances is enti-
tiled to return transportation at Government expense and wages to his port
of hire, or to a cash settlement in lieu of travel benefits and wages.

This transportation benefit accrues at the end of the voyage or whenever
the employee is terminated, whichever occurs first. However, the employee
does not retain the right to return transportation if he is removed for
cause or if he accepts a nontemporary appointment. Return transportation

11
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benefits under this paragraph are limited to returning the employee to the
outport where he first assumed his shipboard duties. If the employee was
recruited in some other area and sent to the outport under the provisions
of 4-2g, below, the subsequent return transportation benefits are to the
outport rather than to the point of recruitment.

~—_  f. Termination of assignment after six (6) months aboard ship.--A

- civilian marine employee who serves aboard ship for six (6) months or more
is entitled to request termination of assignment on the ship. If the
request is approved, transportation at Government expense and wages to the
home port or port of hire will be authorized if the ship is away from home
port or port of hire at that time. Such travel is performed under temporary
duty travel orders unless the employee is authorized to leave the ship in.a

. CONUS outport and receives a cash settlement. When a ship's mission is such
that extremely great hazards and/or inconveniences are imposed on the ship's
crew, COMSC may authorize crew members be released from the ship on a rota-
tion basis prior to completion of the normal six (6) months. If approved by
COMSC, transportation at Government expense and wages to the home port or
port of hire will be authorized if the ship is away from home port or port
of hire at that time. Requests from MSC commands and offices for such
authority should contain (1) the name of the ship, (2) a full justification
of the need for early rotation, (3) when and how the rotation will be accom-
plished and, (4) estimated additional costs due to early rotation.

O 9. Recruit travel.--MSC commands and offices are authorized to pay
transportation, per diem, wages during travel, and authorized expenses in-
cident to travel for c1v111an marine recruits from the point of recruitment .
to their first duty station within the continental United States, subject to
the following:

(1) Prior approval of COMSC, The authorization of travel for recruits
is restricted to emergency crewing situations caused by critical
manpower shortages. MSC cormands and offices will secure the prior
approval of COMSC before initiating out-of-area recruitment involv-
ing the payment of recruit travel. The request for approval shall
contain the number of recruits needed, the ratings involved, a nar-
rative report of previous recruiting measures and the geographic
areas in which out-of-area recruitment involving the payment of
transportation is proposed.

(2) Agreement by recruit.--Recruits who travel at Government expense
must agree, in writing, to complete at least one voyage or reim-
burse the Government for travel expenditures. A statement to this
effect will be signed hy the recruit and filed in his official per-
sonnel folder. MSC commands will take appropriate steps to recover
travel expenditures made for recruits who violate this agreement.

(3) Travel orders.--Recruits will be issued temporary duty travel or-
ders (MSC Form 4650-15 or letter orders) and, when feasible, will
be furnished transportation requests for trave] to the 10cation of
the ship. Per diem will be authorized in accordance with this In-
struction and reimbursement is authorized for those expenses inci-
dent to travel which are specified in Part 0, Chapter 4, Volume 2,
JTR. Recruits who are not appointed until they arrive at their
first duty station will not receive wages for travel time. Trans-
portation for dependents and household effects will not be
authorized.

(4) Return travel benefits.--The recruit who is furnished travel bene-
fits will not be entitled to return transportation at Government

12 1 September 1980
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expense to the point of recruitment except as follows:

(a) If the recruit is separated from employment with MSC prior to his
first voyage and for the convenience of the Government or if the
recruit is denied employment with MSC through no fault of his own he
will  be authorized return transportation to the point of
recruitment.

(b) The recruit who is sent from the point of recruitment to meet a ship
at an outport is entitled to return transportation at Government
expense to the outport in accordance with 4-2e, above. The recruit
who is entitled to this benefit may return to his point of

recruitment if desired and if no additional cost to the Government
is involved.

h. Damage control instructors.--Damage Control Instructors are normally
assigned inm ships as crew members by means of a Crew Change Report; travel
orders are not required to cover such periods of assignment afloat.” Temporary
duty travel orders are required, however, to cover travel between outports,
periods spent in outports awaiting arrival of ships, travel to and from the
home port for assignment from one ship to another, and other temporary duty
travel such as temporary duty ashore away from the home port.  Temporary duty
travel orders should also be used to cover periods when the Damage Control
Instructor assists in conducting and evaluating annual one or two day Phase III

damage control training cruises since, during such cruises, the Damage Control
Insturctor is not a member of the crew.

i. Training.--Temporary duty travel is authorized for training purposes
subject to the conditions established in CMPI 410. MWith the approval of COMSC,
payment for travel expenses for Maritime Cadets from their academy to the home
port or ship and return to the academy is authorized.

R Removal action in an outport.--CMPI 750 provides that, in exceptional
circumstances, a marine employee against whom removal action has been initiated
may be directed to leave the ship and return to the home port. Such travel
requires the prior approval of the commander, home port, and is authorized as
follows:

(1) Authorizing travel.--Travel performed under this paragraph may be
authorized Dby message by the commander, home port. See 3-1. If
desired, however, the commander, home port, may request the MSC
authority in the outport to prepare necessary travel orders. In such
a case, "Temporary Duty Travel Authorization" (MSC Form 4650-15)
forms or letter orders will be used. Employees will not be
required to reimburse transportation expenses and the Costs will be
chargeable to the activity number of the employee's home port.

(2) Modes of transportation and accommodations.--The modes-of transpor-
tation and classes of accommodations authorized in Section 2 of
this Instruction are not applicable to travel performed under this
paragraph. Normally, the employee who is directed to return to the
home port under the provisions of CMPI 750 should travel as a
workaway aboard an MSC <civil service-manned ship unless the
circumstances which necessitated separation from the ship make it
inadvisable to utilize this mode of transportation. Necessary land
transportation authorized will be limited to the most economical
mode and class available. If the purpose of the travel cannot be
accomplished by workaway transportation, the most economical

13 5 June 1986
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Government air transportation available may be authorized. Commercial
air and sea transportation may be authorized only as a lasteresort
measure taken in the direct interest of the Government. Travel by
commercial aircraft and ship will be performed in aircraft and ships of
U.S. registry, if available.

(3) Per diem; pay status.-<Per diem will be authorized and paid in
accordance with this Instruction. In addition, the employee will be
reimbursed for the usual authorized expenses incident to travel such as
taxicab fares and excess baggage. The employee's pay status during

travel will be determined as provided in CMPI 750 depending upon the
circumstances of the case.

4-3. OTHER TYPES OF TRAVEL.

a. Mutual consent resignations.-<An emp]oyee who is separated from
employment while on voyage through resignation by mutual consent (see 1-4g) will
not be entitlied to travel benefits. Exceptions: a. An employee who is
separated tnrough resignation by mutual consent after 6 months on voyage is
eligible for a cash settlement if separated in a CONUS port. b. An employee of
an overseas command who is eligibie for return transportation under an employment
or renewal agreement and who is allowed to resign by mutual consent in a CONUS
port, may be authorized transportation from the CONUS port to the place of actual
residence indicated in his employment agreement provided the cost does not exceed

the cost which would be payab1e had the employee been repatriated from the
overseas command.

b. Leave for emergency purposes.

*(1) Emergency leave may be granted whenever the circumstances warrant,
based on the judgment of the Master/0IC and the request of the employee.
Extreme care must be exercised to ensure that an emergency exists. Ver1f1cat1on
by the American Red Cross or cognizant area commander is required for leave to be
granted in cases of bonafide emergencies when that leave will result in a
transportation cost to tne U.S. government or a requirement that a relief be
provided. Employees are responsible for requesting the assistance of the American
Red Cross and should encourage their family members to request assistance in
emergency situations from the American Red Cross. Leave may be authorized -in the
circumstances set forth below and wnen tne existence of an emergency has been
verified by the area command or the American Red Cross.

(a) Wnen the return of the employee will contribute to the welfare
of a dying member of the employee's immediate family (fatner,
mother, person standing in loco parentis, spouse, cnildren,
brother, sister or only living relative).

(b) Upon the death of a member of an employee's immediate family.

(c) Wnen an accident to or serious illness of an employee's
immediate family results in a serious family probtem and imposes
important responsibilities on the member which must be met
immediately and which cannot be accomplisned by any other
individual or means.

(d) Wnen failure of the employee to return nome would create a
serious and unusual hardship on either the employee or the
employee's family.

14 C.S. 282
31 January 1992



CIVILIAN MARINE PERSONNEL INSTRUCTIONS CMPI 4650

(2) Wnen emergency leave is requested, has been verified as a emergency
by the American Red Cross and cannot be granted, the Master will notify the
area commander of the reason(s) for denial.

(3) Wnen an employee has a verified emergency and nas completed a six
month tour tnat employee may by granted travel to the homeport based on
termination of assignment.

(4) Wnen an employee has a verified emergency and has not completed a six
montn shipboard tour, the CIVMAR may be authorized travel and transportation costs
to the nomeport with the understanding that upon return to duty ne/she will
commence a new six month tour.*

(5) Masters/0ICs may authorize government funded emergency leave
transportation from the vessel to the homeport. An emergency leave travel order
in letter form must be prepared in order to obtain travel by a Government carrier
for leave for emergency purposes. The letter order should contain the following
information:

(a) Identification of the traveler as an employee of the Department
of Defense who is traveling on emergency leave.
(b) A certification that a personal emergency nhas been verified by
competent authority.
(c) Reference to the authorizing directive, as follows:
(1) For MSC Travel.<<OPNAV Instruction 4630.25 Air
Transportation Eligibility (effective edition).
(2) For MSC Travel.--MSC Instruction 4630.2 (effective
edition) Passenger booking and reporting procedures.

c. Relief officers.--Relief Deck and Engine officers are autnorized travel
time and reimbursement for travel expenses for travel to and from a ship which is
berthed both outside the local commuting area of the MSC office and outside the
local commuting area of the relief officer's residence. Reimbursable travel time
will be computed on the basis of that time spent traveling outside the commuting
area, but not in excess of the estimated travel time between the MSC office and
the ship. Reimbursement of travel expenses will not exceed the estimated
expenses paid for travel between tne MSC office and the ship. No travel time or
travel expense reimbursement will be allowed when the ship is berthed within the
local commuting area of the MSC office and/or within the local commuting area of
the relief officer's residence.

(1) Local commuting area.--The local commuting area is defined as tnat
area within wnicn employees live and can be expected to commute back
and forth to work daily. Normally, the perimeter of the local
commuting area should not require one-way travel in excess of one
hour by local common carrier. This definition of local commuting
area applies to both the commuting area of the MSC office and the
commuting area of berthed ships. The perimeter of local commuting
areas shall be established by individual MSC area commands and shall
be made a matter of record, with a copy provided to COMSC.

(2) Travel time.-<Relief officers will be paid at their hourly, base
rate of pay for reimbursable travel time to and from a ship.

(3) Travel expenses.--Relief officers will be reimbursed for allowable
travel expenses on the basis of common carrier transportation or
mileage rates for the use of privately owned vehicles, in accordance
with applicable provisions of the Joint Travel Regulations.

15 C.S. 282
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(4) Assignment of relief officers.--Transportation costs for relief
officers will be kept to a minimum by assigning personnel who reside
within the commuting area in which the ship is berthed.

(5) Limitation.-<When quarters are provided on the ship for the duration
of tne relief officer's tour of duty, traveling expenses and travel
time will be paid for only one round trip.

d. Local travel.-<Crew members may be authorized local travel reimbursement
when joining ships bertned within a recognizable port autnority, but outside the
local commuting area (defined in 4<3c(1) above) on the basis of common carrier
transportation costs. When the best interests of the government area served by
the employee reporting directly to the ship from his place of abode,
reimbursement shall be made for expenses from the place of abode to the ship;
however, reimbursement will not exceed the amount that would be paid if the
employee nad traveled between headquarters of the MSC command and the ship. A

cash settlement in accordance with 6-3 in lieu of transportation is not
authorized.

15.01 C.S. 282
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SECTION 5, TRAVEL TO, FROM, BETWEEN OVERSEAS COMMANDS UNDER
EMPLOYMENT AGREEMENTS

Paragraph No.
Employment and renewal employment agreements....ceecceracscccese 5-1

Period of service and transportation benefitSeeeccreccccccsasss
Instructions to travelericesceaseseascesssosnsnsscacosoncscassns
Statement of 1iving and working conditions...cceececcecnnncace

ot o
POV IS |

5.1. EMPLOYMENT AND RENEWAL EMPLOYMENT AGREEMENTS.

3. General.--An employment agreement will be negotiated whenever ma-
rine personnel are provided travel and subsistence benefits to, from or be-
tween overseas posts of duty either as new appointees or when being trans-
ferred to overseas posts of duty. An employment agreement (or renewal
agreement) is essentially a contract between the Department of the Navy and
the employee. Accordingly, the provisions of Volume Z. JTR which regulate
employment agreements and the performance of related travel is applicable
in implementing the policies of this section.

b. Limited purpose of agreement.--An employment or renewal employment
agreement does not exempt the employee or the employing MSC commander from
compliance with any regulation or condition of employment otherwise applic-
able. For example, completion of the period of service covered by the em-
ployment agreement does not, in itself, terminate the employee's continued
employment. The employee may continue in his position for a longer period
if his services are needed and he retains any rights {o return transporta-
tion provided by the agreement as long as he is emp]o{ed. Separation from
the position must be accomplished through appropriate regulations governing
separation actions. An employee who has completed the specified period of
service and who is subsequently removed for cause does not lose any richt
to return transportation which had previously accrued to hi A -

c. Agreement forms and supplementary statement.--The travel authoriza-
tion and employment agreement forms prescribed Tn Volume 2, JTR are used as
appropriate for negotiation with civilian marine personnel. In all cases,
however, these forms will be modified by the attachment of Enclosure 3 as a
supplementary statement. This supplementary statement changes certain pro-
visions of the agreements which are not appropriate for negotiation with
civilian marine personnel. Any situation inadequately covered by the
agreement forms or by the supplementary statement will be reported to COMSC
for consideration in connection with the amendment of this Instruction.
COMSC is authorized to modify the content of the supplementary statement as
required by the needs of the service provided such modifications-are con-
sistent with law and Ravy policy. See Enclosure 4 for information concern-
ing the Statement of Living and Horking Conditions. ‘

d. Officials authorized to issue.--The officials listed below are au-
thorized to enter into employment and renewal employment agreements with
persons selected for overseas marine positions, to effect the appointments
of recruits and the transfer or change of headquarters or duty station of
persons in the Government service to or between overseas duty stations,

and to issue appropriate travel orders as provided in the employment
agreement«.
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This authority may not be redelegated and officials signing in the absence
of the designated official must sign as "Acting".
(1) Commander, Deputy Commander and Chief of Staff, Civilian Personnel
Officer, Military Sealift Command.
(2) Commanders, Chiefs of Staff or Chief Staff Officers, Military Sea-
1ift Command Area and Subarea Commands.
(3) Designated Commanding Officers of Military Sealift Command Offices
when specifically authorized by COMSC.
(4) Civilian Personnel Officers and designated recruiting representa-
tives of MSC Area and Subarea Commands.
(5) Commanding Officers of Military Sealift Command Offices which oper-
ate civil-service manned ships.

5-2. PERIOD OF SERVICE AND TRANSPORTATION BENEFITS.--Civilian marine
personnel recruited for overseas positions under employment agreements
serve twelve months or any part thereof that their services are required.
This period of service is computed from the date of arrival at the overseas
activity. Transportation and subsistence benefits provided civilian marine
personnel are limited to travel for the employee only, unless transporta-
tion at government exense of dependents and household goods is specifically
authorized for categories of personnel by COMSC.

5-3. INSTRUCTIONS TO TRAVELER.--Each command will prepare instructions
to be provided employees when they are to travel to an overseas command for
permanent duty. Such instructions should contain information concerning:
immunization and passport requirements; the use of transportation requests;
the necessity of keeping a record of their expenses enroute in order that
they may be reimbursed; how to claim reimbursement; endorsements required

on the orders; and the disposition of unused transportation requests or
tickets.

5-4. STATEMENT OF LIVING AND WORKING CONDITIONS.

a. Purpose.--The Employment Agreement requires that the prospect1ve

employee read and sign a Statement of Living and Working Conditions prior
‘to entering into an employment agreement with any overseas MSC command.
The purpose of this Statement is to acquaint the recruit with general liv-
ing and working conditions at the command where he will be employed and to
indicate to him differences between general maritime practice and MSC prac-
tice in employment conditions.

b. Contents of the statement.--Each overseas command which negotiates
employment agreements with civilian marine personnel will prepare a State-
ment of Living and Working Conditions which lists as an enclosure "Your New
Job with MSC" or equivalent information. The information provided in En-
closure 4 will be used as a guide in preparing such statements although all
of the provisions may not be applicable to each overseas command.

c. Advance approval by COMSC.--A11 statements of Living and Working
Conditions and changes thereto will be submitted to COMSC via official
channels for approval in advance of publication.

d. Submission of copies to COMSC and other commands.--Each command
that prepares Statements of Living and Working Conditions will submit 15
copies without enclosures to COMSC (Code 2) and to every other command

17
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which may reasonably be expected to provide recruitment assistance to the
command which originated the Statement. Whenever a change is made in the
Statement new copies will be submitted with a coverdng letter calling at-/
tention to the changes which have been made. Those commands which have
been supplied with Statements of Living and Working Conditions should re-
store their supply by request directed to the originating command.

e. Distribution.--One copy will be provided to the recruit. Another,
bearing the signatures of the recruit and the recruiting representative
will be included in the recruit's personnel folder.

SECTION 6, PER DIEM, PAY STATUS AND CASH SETTLEMENTS

Paragraph No.

Per diem.-.....‘... ----- 8 5 00 0 B PR G EBHEEB O NS ELEEINOEIOERIIEPII SN 6"1
Pay status during travele.seseeeeceeseessecsneescasososssonsses D=2
Cash Sett]ements.'Q....l‘..l......‘....'.0......‘O...!.".l L ] 6_3

6-1. PER DIEM.
a'

General.--Civilian marine personnel traveling in accordance with
this Instruction are authorized per diem corresponding to allowances for
"travel subsistence" which are made in the maritime industry. "Per diem"
payable to civilian marine personnel under this Section is computed at the
rate provided for under the Standardized Government Travel Regulations in
accordance with the Joint Travel Regulations (JTR) or the rate established
for subsistence and gquarters in CMPI 593, whichever is higher. However, in
authorizing per diem, it is not permissable to use a combination of JTR and
CMPI 593 rates to arrive at an aggregate rate for subsistence and quarters.
In certain high cost living areas in CONUS and overseas, a per diem rate
not in excess of the appropriate locality rate may be authorized as pre-
scribed in Volume 2, JTR and CMPI 593 if cash is paid in lieu of subsistence
and quarters (see paragraph 6-3). EXCEPTION: When civilian marine employees
travel to, from or between overseas commands under the travel provisions of
an employment or renewal employment agreement, per diem must be paid in
accordance with the standardized Government Travel Regulations. See Chapter
4, Volume 2, JTR.

b. When payable.--Per diem is payable for all periods of travel, in-
cluding periods of temporary duty and periods en route which are spent
waiting for transportation during which the traveler is required to furnish
his own subsistence. When the traveler must purchase subsistence only (as
in the case of rail travel) or when the traveler must purchase both subsis-
tence and quarters he may be authorized per diem in accordance with the
provisions in 6-la, above. During actual travel the carrier is always con-
sidered quarters. When both subsistence and quarters in kind are furnished
or available at no expense, as in the case of first-class travel by commer-
cial air or travel by MSC ship, the traveler receives no per diem.

18
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c. Computing per diem when traveling to, from or between locations
outside the continental United States (out CONUS).*--Per diem is computed as
precribed in JIR, Volume II, Chapter 4.

d. Computing per diem when traveling within the continental United States
(CONUS) .--Per diem is computed under the Lodging - PTus System prescribed in
JIR, Volume II, Chapter 4. The total amount of per diem may not exceed the
maximum applicable Tocality rate prescribed in JTR, Volume II, Chapter 4.

.e. When per diem begins and ends.

(1) For travel by common carrier, per diem begins at the time the
employee leaves his/her place of abode, permanent duty station, or other point
of departure, and ends when the employee returns to his/her place of abode,
permanent duty station, or other point at the conclusion of the trip.

(2) For travel by privately-owned conveyance, per diem begins and ends
when the employee actually departs and returns. However, when the time of
departure by any mode of transportation is within 30 minutes after the
beginning of a quarter day, per diem for either such quarter day will not be
allowed in the absence of a statement with the travel voucher explaining the
official necessity for the hour of departure or return.

(3) When the civilian marine employee receives travel orders which
require him/her to leave the ship in an outport, per diem begins when he/she

leaves the ship irrespective of when his/her train, plane or other conveyance
departs.

(4) When the marine employee is sent to meet a ship, per diem is
payable until the employee reports aboard, unless he/she has been delayed for

his/her own convenience, irrespective of when his/her conveyance arrives in
port.

f. When not payable.--Per diem is not payable as follows:

(1) For travel performed under emergency leave travel orders.

(2) For periods of delay or for extra time required by an employee for
his/her own convenience.

(3) When both quarters and subsistence are furnished or available at
no expense.

(4) For the employee's dependents.

g. Illness or injury during travel.--If an employee is hospitalized when
in a travel status, per diem may be paid for periods of hospitalization paid
for by any one of the Federal Health Benefit Plans (FEHB); however, per diem
may not be paid for periods of hospitalization paid for by Workers'
Compensation. (See also paragraph C4554, vol. 2, JTR.)
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(4) When the marine employee is sent to meet a ship, per diem is
payable until the employee reports aboard, unless he/she has been delayed for

his/her own convenience, irrespective of when his/her conveyance arrives in
port.

f. When not payable.--Per diem is not payable as follows:

(1) For travel performed under emergency leave travel orders.

(2) For periods of delay or for extra time required by an employee for
his/her own convenience.

(3) When both quarters and subsistence are furnished or available at
no expense.

(4) For the employee's dependents.

g. Illness or injury during travel.--If an employee is hospitalized when
in a travel status, per diem may be paid for periods of hospitalization paid
for by any one of the Federal Health Benefit Plans (FEHB); however, per diem
may not be paid for periods of hospitalization paid for by Workers'
Compensation. (See also paragraph C4554, vol. 2, JTR.)
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6-2. PAY STATUS DURING TRAVEL.

a. Applicability.--This paragraph governs travel pay for all civilian
marine personnel except as follows:

(1) Relief Officers.--Travel pay for Relief Officers is computed in
accordance with 4-3.c.

(2) Removal actions.--The pay status of the marine employee who is

directed to leave the ship and return to the home port in accordance with 4-2.j.
is governed in CMPI 750.

b. Basic rule.--An employee performing travel should receive the base pay
which he/she would have received had he/she remained at his official duty station and
performed his/her scheduled work. Overtime is never payable for travel time even
when the travel is performed outside of and in addition to the employee's
scheduled working hours or on scheduled nonwork days. Travel time will not be
added to time in a work status for the purpose of computing overtime when the
employee works and travels on the same day.

c. Travel time.--This subparagraph identifies travel time for the purpose
of distinguishing between leave status and duty status. The items listed below
are credited as travel time and leave will not be charged. Note, however, that
travel time does not include periods of delay under the control of the traveler

or periods of illness or injury. Such periods within the employee's scheduled
workweek will be charged to leave. Travel time includes:

(1) Period normally required to travel the distance from the home or

official duty station of the traveler to the terminal of the carrier, and
return.

(2) Period required by tne carrier for the traveler to report in

advance of the scheduled departure, to confirm reservations, check baggage,
etc.

(3) Period of actual travel over the shortest available usually
traveled route. Where it is necessary to construct travel time, the provision
of paragraphs C4660 and C5100-C, Volume 2, JTR should be followed.

(4) Periods of delay before the start of and during the travel,
provided the traveler has no control over the delay and must wait at or near
the terminal or conveyance in readiness to proceed when permitted.

(5) Period norwally required to travel the distance from the terminal
to the temporary duty station or hotel, and return.

NOTE: Travel time should not be confused with those periods for which per diem
is payable. See 6-1 above.
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6-3. CASH SETTLEMENTS.--Under the provisions of this Instruction, when the
civilian warine employee is separated from his ship away from the home port,
without delinquency or misconduct on his part and for the convenience of the
Government, ne will pe allowed wages, transportation and subsistence to the home
port or to the port of hire. The obligation of MSC to provide

20.0
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these benefits may be discharged through the payment of a cash settlement
in 1ieu of travel benefits and wages subject to the following:

a. When payable.--Cash settlements will be paid only under the follow-
ing conditions:

(1) MSC must be obligated to furnish travel benefits and wages, and

(2) The employee must elect to receive a cash settlement in lieu of

transportation, per diem, travel pay and reimbursement for author-
ized expenses incident to travel and the Master and the Commander,
home port, must concur, and

(3) The employee must request leave to cover travel time since he will

travel in a non-duty status, or must have submitted his resigna-
tion, and

(4) The employee is carried on the rolls of a CONUS command and is

separated from the ship in a CONUS outport.

b. ExamgTes.~-Cash settlements are appropriate when administrative
control of a ship is transferred from one CONUS command to another; when a
ship is inactivated in a CONUS outport; when an employee is entitled to re-
turn travel within CONUS following re-assignment for a limited number of
voyages; following termination of assignment after six (6) months on voy-
age away from the home port; and when a temporary employee, who was ap-
pointed in a CONUS outport, is terminated upon arrival of the ship in the
home port.

c. Procedure.--When cash settlements are appropriate the Master will
advise the crew members of the provision of cash settlements in lieu of
travel orders and of the amount of cash settlement authorized for payment
in accordance with subparagraph d, below. Prior to receiving a cash set-
tlement the employee who is return1ng to the home port for reassignment
will execute a Leave Application requesting leave to cover the period be-
tween separation from the ship and his return to the home port. The amount
of leave granted should be sufficient to cover normal travel time; extended
Teave will not be granted without prior approval of the Commander, home
~port. The following statement signed by each employee will be entered un-
"der the "Remarks" section of the Crew Change Report used to place the em-
ployee on leave or to effect his separation:

"At my option [ have this date (date) accepted $(amount) as a cash

settlement in 1ieu of transportation, per diem, travel pay and re-

imbursement for expenses incident to travel from (port of depar-

ture) to (destination). I understand I have no further claim

against the Government in connection with my return travel.

(Signed by employee.)"
The Master will authorize the Purser to make the cash settlement at the
time the employee is paid off the ship. The Purser will document the pay
roll to show the basis for the disbursement. Employees electing cash set-
tlements will not receive travel orders and will be advised that they are
responsible for their own return. However, when requested, the local MSC
activity should provide advice regarding ava11ab1e transportation facili-
ties.

d. Determining amounts.--The local MSC activity will advise the Master
of the amount of the cash settlement authorized for payment. If no MSC ac-
tivity is located in the port, the home port will establish the amount pay-
able. The amount will equal the cost of, but not exceed:
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(1) First-class air transportation plus tax between the port where the
employee is paid off his ship and home port (or port of hire, in
the case of the replacement hired in an out-port) or

(2) If commercial air service is not available, first-class rail trans-
portation and a standard Tower berth plus tax (cost of a standard
Tower berth will be included only if normal rail travel between the
two points involves more than four (4) hours of night travel be-
tween 2200 and 0600), or

(3) If neither air nor rail service is availble, bus transportation
plus tax.

SECTION 7, TRAVEL CLAIMS AND ADVANCES

Paragraph No.
Trave] C]aims.....l..COOCQOl.!.!0."CCl..o‘..OQ‘..Q.."QIl.l.C.Q 7-'1

Travel advances and special PaySeeseceescscsncecacesencsscsnnes 7-2

7-1. TRAVEL CLAIMS.--Claims for reimbursement of expenses for travel
performed under this Instruction are prepared, submitted and liquidated in
accordance with the established procedures found in Chapter 5, Volume 2,
JTR. Accordingly, this Instruction only contains general provisions cover-
ing travel claims. . ,

a. Payment of claims.--Claims may be submitted to. the MSC command
nearest the traveler's final destination for processing and payment. “When
an employee is sent under official travel orders to join the ship his claim
may be paid by the home port when the ship returns or, in the case of ex-
tended voyages, with the prior approval of the home port, the claim may be
processed and paid by any MSC command visited by the ship. If that command
does not have the facilities, the claim may be forwarded to the nearest ap-
propriate Navy office which can process it. Pursers are not authorized to
liquidate travel claims. ' o

b. Documents and information needed.--Civilian marine personnel should
be advised that they will need the following documents and information when
submitting travel claims: . . '

(1) The original and two (2) copies of the travel orders together with
all endorsements, extensions and modifications. _

(2) A record of dates and times of departure and arrival. For travel
by common carrier, time scheduled for departure should also be re-
corded.

(3) Full justification for cash payments for transportation when the
cash payment exceeds $15. The claim for reimbursement must in-
clude: _

(a) Reasons why transportation requests were not obtained.
Gi) Exact amount paid for each fare, with receipts when practicable
to obtain them. '

(¢) Class and mode of transportation.

(d) Name of carrier. . .
(4) Full justification for any use of taxicabs between place of busi-

ness and the nearest available place to secure meals.
(5) Odometer readings when private vehicles are used.
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(6) Unused tickets and TR's must be attached to the travel claim and an
explanation of why the tickets and TR's were not used must be sub-
mitted. In addition, discrepancies between tickets issued and ac-
commodations or class of travel actually used must be reported.

(7) A record of ground conveyance fares between places of business and
between place of lodging and place of business at the temporary
duty station.

c. Questionable claims.--Questionable claims should be transmitted to
the U. S. Navy Regional Finance Center, Washington, D. C. 20390, and will
be submitted via COMSC (Code 5).

7-2. TRAVEL ADVANCES AND SPECIAL PAYS.--Ordinarily, civilian marine
employees are expected to provide themselves with sufficient funds to cover
travel expenses; however, advancement of travel funds and/or a special pay
on earned wages may be made if needed by the employee. MSC commands will
be especially liberal in granting advances and/or special pays when it is

anticipated that the liquidation of the traveler's claim will be substan-
tially delayed.

SECTION 8, TRAVEL UNDER CONDITIONS OF MOBILIZATION

Paragraph No.
Delegation of authority to COMSC.veiinecveranneeanns csesecsanns 8-1

Delegation of authority to subordinate commandS.....eeeceeccses. 8-2

8-1. DELEGATION OF AUTHORITY TO COMSC.--Within the following limita-
tions, COMSC is delegated authority to modify provisions of this Instruc-
tion to the extent required to meet operating needs:

a. Following declaration by COMSC of full mobilization of the MSC
fleet, and

b. Pending the issuance of permanent regulations to cover the period

of full mobilization. Such modifications must be consistent with existing
Taw.

8-2. DELEGATION OF AUTHORITY TO SUBORDINATE COMMANDS.--Following the
declaration by COMSC of full mobilization of the MSC fleet, ship-operating
commands are delecated authority to utilize fully provisions of paragraph
4-2g of this Instruction, to the extent required to meet minimum cperating
needs, without obtaining prior approval of COMSC.

SECTION 9, PASSPORTS

Paragraph No.

General..... e ececcccessacnosasccsesasososscaaanssons ceesesues 9-1
Where to apply for passporteececccscocos ceessocscacscosscscooos 9-2
Supporting documents supplied by employeeeeeseeicicncnanavoccns a-3
Verification of docUmentSeeeeeeeccseccoscocassaarccsoccoancnnns 9-4
EXPENSES cuesecuaavacacssncsessccncsacoacaaososccsassscososansccsss 9-5
NMPC requirementS.ec... Ceecacesasesance ceecsenscscsccssesnanncs 9-6
Delivery of passporfeceeceecececocecsns Gcoescessecsastsanancenas 9-7
EMErCENCY CASESessasesasosnsnsccoascsssssossseasscasesassnsonas 2.8
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9-1. GENERAL--A11 civilian marine personnel are required to *possess U.S.
Coast Guard Merchant Mariner's Documents, an Identity Card (DD 489) indicating
that they are civilian marine employees of the U.S. Navy Department, and a
valid passport. In some cases, a civilian marine employee assigned to a ship
with a United States home port needs only U.S. Coast Guard Merchant Mariner's
Documents to travel in foreign countries when the ship is in a foreign port.
Frequently, however, a civilian marine employee must possess & valid passport
when traveling to, through, or from a foreign country.*

a. MILITARY-CIVIL SERVICE MARINER RELATIONSHIPS CONCERNING PRISONER OF WAR
IDENTIFICATION.--The Geneva Convention provides that prisoners of war are to be
humanaly treated with due regard to rank, among other considerations. To
facilitate such treatment for civilian marine personnel of MSC in consonance
with other civil service personnel, a table of military-civil service mariner
personnel relationships was established (COMSCINST 5512.1C). This military-
civil service relationship will be used for prisoner of war purposes ONLY.

9-2.  WHERE TO APPLY FOR PASSPORTS.--An application for a passport must be
made by the civilian marine employee in person at (1) the Passport Agency of
the Department of State in Washington, DC; San Francisco, California; New York,
Mew York; MNew Orleans, Louisiana; Miami, Florida; Los Angeles, California;
Chicago, I1linois; or Boston, Massachusetts, or (2) the office of the clerk of

any United States Federal Court, or (3) the office of clerk of a State court
authorized to naturalize aliens.

9-3.  SUPPORTING DOCUMENTS SUPPLIED BY EMPLOYEE.--The civilian marine

employee must supply the following papers to accompany the application for a
passport:

a. A birth certificate; baptismal certificate, or birth affidavit properly
sworn to by a near relative, or affidavit of two persons who are able to
testify of their own knowledge as to date and place of applicant's birth. If
applicant's present name is now different from that shown in the evidence of
birth, the applicant must submit a copy of a Court Order of change in name, or
affidavits from two persons able to testify to the fact that the applicant fis
now known by his/her present name. Affiants should set forth in their
affidavits the length of time they have known the applicant under each name.

b. Applicants claiming citizenship through naturalization must submit a
certificate of naturalization. Applicants who claim citizenship through the
naturalization of a parent may submit with their applications the
naturalization certificate of the parent through whom citizenship was derived,
or a certificate of derivative citizenship issued by the Commissioner of
Immigration and Naturalization under the provisions of the naturalization laws.
If the applicant was born of American parents, he/she must submit evidence
of nis/her parent's birth or naturalization and-a statement of date of the
applicant’s first entry into the United States.
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c. Duplicate passport photograph, taken within two years of date
submitted, must be affixed to passport applications.

9-4. VERIFICATION OF DOCUMENTS.--Al11 documents such as birth certificates,
baptismal certificates, ~certified copies of records, affidavits, etc.,
submitted as evidence of the American citizenship of an applicant for a
passport must give the place of birth and date, and must bear the seal of the
office where such documents were executed and signature of the officer by whom
they were issued. To be acceptable, birth certificates must show that the
birth was recorded shortly after birth. Photostats of birth certificates are
acceptable if it is apparent from an examination of the copy that the official
seal of the Jssuing office was impressed upon the original certificate.
Documents, other than birth certificates, must be original.

9-5. EXPENSES.--Commanders are authorized to reimburse civilian marine
employees for necessary expenses incurred in connection with issuance of
passports and visas. (See paragraph C4709 of Volume 2, JTR).

9-6. NAVAL MILITARY PERSONNEL COMMAND REQUIREMENTS.--When the passport is
required for Government business, the Commander, home port, will submit a
letter to the HNaval Military Personnel Command (NMPC), HNavy Department,
Washington, D.C. 20370, with information copy to COMSC, requesting aid in the

issuance of the opassport. This letter also shall contain the following
information:

a. A certification that the applicant for a passport is an employee of MSC.

b. The name and address of the employee, date and place of birth, date and
office at which application for passport was made.

c. The purpose of the travel and the departure date. For temporary duty
travel to join a ship, this information will include the name and location of
the ship and the employee's position title; for permanent duty travel this
information will include the name and address of the overseas command where the

employee is to be assigned, and the type and class of ship and the position in
which ne/she is expected to serve.

d. Where the passport shall be sent, when issued.

9-7. DELIVERY OF PASSPORT.--Passports required for Government business
will be forwarded by the State Department to the Naval Military Personnel
Command. The Naval Military Personnel Command will forward the passport to the
addressee specified in accordance with 9-6d above.

9-5. EMERGENCY CASES.--To assure the issuance of the passport on time, the
Naval Military Personnel Command should be notified in accordance with 9-5,
above, at least three weeks in advance of the estimated time of departure of
personnel applying for passports. In emergency cases, the data should be
furnished to NMPC by message with information copy to COMSC. In addition, when

requested by the commands, COMSC will take action to expedite the issuance of
passports.

5 June 1986
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SECTION 10, MISCELLANEOUS

Paragraph No.

RESErVALTONS e et s cvvreerasecasssoessansssssssseocosonsssssssnscnnns 10-1
INOCUTALTONS e e e et veeeeoscosasesseensocsoaacssosoessscconsasansons 10-2
Noncombatant's Certificate of Identity..ceveicionrienrnnannnennns 10-3
Cross-servicing by commands and assistance to travelers........... 10-4
Travel of indigenous employeesS..ceeeeereeeeresoanesvornossnannenns 10-5
Liability of government in case of accident while traveling....... 10-6
*Gifts, gratuities and other benefits received from commercial

sources incident to performance of official travel*............... 10-7

10-1. RESERVATIONS.--When travel reservations are required, the travel
order issuing official, or his/her designated representative, normally will
make reservations since such persons have knowledge of  transportation
arrangements needed to meet requirements of the travel being performed. In
addition, the reservations available at the time will have a bearing on the
accommodations, mode of transportation and other incidentals that will be
authorized or directed by the official in the travel orders.

10-2. INOCULATIONS.--Civilian marine employees traveling to, from or
between foreign countries will be given inoculations and vaccinations as
prescribed for such foreign countries in the effective edition of BuMed
Instruction  6230.1. As evidence of having received inoculations and
vaccinations, civilian marine employees will carry an appropriately executed

International Certificate of Inoculation and Vaccination (U. S. Public Health
Service Form PHS 731).

10-3.  NONCOMBATANT'S  CERTIFICATE OF IDENTITY.--A11 civilian marine
employees must have Noncombatant's Certificates of Identity, DD Form 489,
during the time travel is being performed outside the continental United
States. Refer to the effective edition of COMSC Instruction 5512.1 for
provisions governing the issuance of DD Form 489.

10-4. CROSS-SERVICING BY COMMANDS AND ASSISTANCE TO TRAVELERS.--The nature
of civilian marine personnel travel makes the efficient cross-servicing by MSC
commands and offices mandatory to insure speedy and economical travel and
maintenance of a high level of morale. Accordingly, MSC commands and offices
will render every possible assistance to civilian marine personnel entering or
leaving travel status or while en route. Assistance will be provided as needed
in such matters as issuing travel orders and transportation requests, making
reservations, furnishing endorsements, performing liaison with carriers and
Navy Transportation Officers, providing local transportation by Government
vehicle, paying advances on per diem and liquidating travel claims.
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10-5.  TRAVEL OF LOCAL NATIONAL EMPLOYEES.--This paragraph applies only to
travel of local national civilian marine employees (direct hires) appointed by
overseas MSC commands and paid in accordance with native wage schedules.
Overseas MSC commands are authorized to establish regulations governing
temporary duty travel for local national employees.  Temporary duty travel for
local national employees shall be authorized in accordance with the rates and
practices of the local maritime industry insofar as these rates and practices
are consistent with the public interest and with the travel benefits
established for similar employees by other local U. S. Government agencies.
The procedures, forms, terms and principles found in this Instruction and in
Volume 2, JTR should be used in regulating the travel of 1local national
employees whenever feasible.

10-6.  LIABILITY OF GOVERNMENT IN CASE OF ACCIDENT WHILE TRAVELING.--The
Federal Employees' Compensation Act, as amended, provides that the 1iability of
the United States under the Act with respect to injury or death of an employee
shall be exclusive and in the place of all other 1iability of the United States
to the employee, 1in any direct judicial proceedings in a civil action or in
admiralty or under any Federal tort 1iability statute. The regulations of the
Bureau of Employees' Compensation under the Act provide that no official or
employee will require an employee to enter into any agreement, either before or
after an injury, to waive the right of claim compensation. In the event that
an employee is injured or killed in the performance of duty, provision is made
for claiming compensation under the Federal Employees' Compensation Act. The

Bureau of Employee's Compensation determines the amount of compensation to be
paid.

10-7.  *GIFTS, GRATUITIES AND OTHER BENEFITS RECEIVED FROM COMMERCIAL
SOURCES INCIDENT TO PERFORMANCE OF OFFICIAL TRAVEL.--An employee
who 1is traveling on official business is obligated to account for any gift,
gratuity or benefit received from private sources. This includes promotional
materials given to the amployee by airlines, rental car companies, and motels;
for example, bonus flights, reduced-fare coupons, cash, merchandise, gifts and
credits towards free or reduced costs of future services or goods (See
paragraph 1200, part D of Volume 2, JTR).*

a. *The employee may keep items of nominal intrinsic value (for example,
pens, pencils or calenders), and they may participate in promotional programs
which will accrue for them personal benefits such as seat upgrades, membership
in clubs, and check-cashing privileges.*

b. Employees will turn in travel bonuses carrying expiration dates, and
nontransferable travel coupons.

c. Promotional items received by the employee as a result of a mixture of
travel paid for by the Government and from personal funds, are the property of
the Government. If the employee uses a bonus ticket for personal use, the
employee must reimburse the value of the bonus ticket to the Government.
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d. An employee may keep payments received from a carrier for voluntarily
vacating a seat on an overbooked flight and taking a Tater flight. However, no
additional per diem may be paid as a result of the delay in the employee's
return. If the employee incurs additional travel expenses as a result of
voluntarily giving up the seat, beyond those which would normally have been
incurred, such additional expenses are not the responsiblity of the Government.
If in contrast to the above, an employee is involuntarily denied boarding on an
overbooked flight, compensation for the denied seat is due to the Government.
Therefore, 1if the airline pays the employee directly for such denied boarding,
the employee must relinquish that payment to the Government.

SECTION 11, APPLICASLE PROVISIONS OF VOLUME 2, JOINT TRAVEL REGULATIONS

11-1.  GENERAL.--THE JOINT TRAVEL REGULATIONS, DEPARTMENT OF DEFENSE
CIVILIAN TRAVEL (Vol. 2, JTR), provide that the JTR is applicable to civilian
marine personnel of MSC only as prescribed in CMPI 4650. Accordingly,
throughout this Instruction and in 11-2, below, cross reference is made to
Yolume 2, JTR and those provisions cross-referenced are directly applicable to
authorizing travel for civilian marine personnel. Note, however, that many of
these JTR provisions are modified by the provisions of CMPI 4650 and,
therefore, are not applicable in their entirety. Travel authorizing officials
ashore should be thoroughly familiar with the entire JTR for civilian travel
since many provisions of the JTR which are not Tisted below contain references
to other instructions, general procedures, and other guides to action which are
appropriate and should be used for guidance in authorizing travel for marine

employees. The references to Volume 2, JTR, Tlisted below are not of direct
interest or use to personnel afloat.

11-2. CROSS REFERENCES TO VOLUME 2, JOINT TRAVEL REGULATIONS.

a. Chapter 2, MODES OF TRANSPORTATION, ACCOMMODATIONS, TRANSPORTATION
REQUESTS AND BAGGAGE.

b. Paragraph C1200, Gifts, Gratuities and other Benefits Received from
Commercial Sources Incident to Performance of 0fficial Travel.

c. Paragraph C4504, TRAVEL OF WITNESSES.

d. Paragraph C4505, TRAVEL 9F JURORS.

3]

Chapter 4, Part H, INDEBTEDNESS AND COLLECTION.

f. Chapter 5, REIMBURSEMENT CLAIMS FOR TRAVEL AND TRAHSPORTATION EXPENSES
g. Chapter 6, Part B, DEATH CASES, ALLOWABLE EXPENSES.

h. Chapter 6, Part C, TRANSPORTATION, MISSING PERSONS CASES.

i. Chapter &, Part F, TRAVEL AT NO EXPENSE TO THE GOVERNMENT.

j. Chapter 7, TRAVEL AND TRANSPORTATION OF DEPENDENTS.
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k. Chapter 8, TRANSPORTATION OF HOUSEHOLD GOODS.

1. Chapter 12, EVACUATION AND ADVERSE COHDITIOHNS TRAVEL.
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SECTION 12, ENCLOSURES
12-1. Temporary Duty Travel Authorizations (MSC Form 4650-15) -
12-2. Transfer Travel Authorizations (MSC Form 4650-14)
12-3. Attachment A to Employment or Renewal Employment Agreement.

12-4. Contents of the Statement of Living and Working Conditions.
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MILITARY SEALIFT COMMAND
TEMPORARY DUTY TRAVEL AUTHORIZATION

For use in authonzing lemporary duty fearel of MM Givilian manme pesannel ool servie wamen i acondaee with P 4650,
— .

1. NAME (Firs1, micdic, ias1)

2 POSITION 3. PAYROLL KUMBLR

4. HOME PORT COMMAND 5. ESTIMATED DAYS DUTY INCL TRAVEL TIME |6 DATE TRAVEL MUST 8E ACCOMPLISHED (Opfional}

7. PURPOSE OF THIS ORDER

8. ITINERARY

DATE ON OR ABOUT T0: FROM:

9. MOOE OF TRANSPONTATION {Under Commerciai--Guwernment enter D for iransportation directed when
sweiladle or A" for tramsportetion authorited. |

COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check onej
RALL AR ws HIP AR VEH. | SHIP PRIDAITY RATE PER Mt COST INCLUDING PER OIEM MUSTY
CLASS MORE ADVANRTAGEOUS MOT EXCEED COST BY USUAL MEANS
TO THE GOVERNMENT OF PURLIC TRANSPORTATION

10, This travel is autharized in accordance with CMP| 4650 TRAVEL. Per diem will be paid for each day that subsistence and quarters are not available and as
otherwise provided in CMP1 4650, Where the traveler chooses an indirect route or is responsible for any delay in travel, time will be chargesble to leave,

11, You are authorized:
L s
b $

per diem when subsistence must be purchased.
per diem when both subsistence and quarters must be purchased.

12. BAGGAGE AUTHORIZATION (Excesr of amount aliowed frec by the cerrier]

POUNDS VIA AlR POUKDS VIA RAIL OR BUS

13. OTHER (Us revers if additionsl rpace is required. |

«. Endorsements D ARE D ARE NOT required.
»>.

14, ACCOUNTING CLASEIFICIATION DATA 15. ESTIMATED COET .

APPROPRIATION SYMBOL & SUBHEAD BUREAU CONTROL NO. CHARGEABLE ACTIVITY;TY P E|| PER DIEM $

TRAVEL s

GENERAL LEDGER ACCOUNT NO. SHIPS ACCOUNTING NO

TOTAL s

16 SIGNATURE & TITLE OF AUTKORIZING OFFICIAL 17 NAME OF COMMAND OR OFFICE (IB TRAVEL OADER NO.|19. DATE TRAVEL AUTHORIZED

MSC FORM 4830/18 {REV. 10~78) Previous edittons uf s form may be vied unul supply 1 exhausted, S/N 0104-LF-046.5075




KILITARY SEALIFT CORMAND
TRANSFER TRAVEL AUTHORIZATION

Far wne in Tramalre Teavel «f MSC vivilinn martne presennel fereil teerive teamenl

{See reveric for instreciions. )

1. WAME OF EMPLOYEE {Furat, suddic, lats) 2 PAYROLL NUMSER

3. POSITION TITLE, SALARY AKD DUTY STATION
W, TO WHICH TRARSFERRED

A, FROM WiiCH TRANSFERRED

4 TRAKSPORTATION REQUEST HO. (Coampluia reniing end mede of weasportation]

8. ACCOUNTING CLASSIFICATION DATA €. ESTIMATED COST
APPROPRIATION SYMNBOL & SIBHEAD | BUREAU CONTROL NO. CHARGEABLE ACTIVITY ™rE EMPLOYEE TRAVEL s
PER DIEN s
GERERAL, Llsati A&OUN? NO, MI;S AEEO-Q—)KT!NG RO. DEPERDENT s
- | IRANSPORTATION
TOTAL 3

7. TRAVEL AUTHORIZEID (Check mede or modes autharized}

D AlR D RALL D SHIm D BUS D PRIVATELY OWNED CONVEYARCE AT S

RATE PER MILE (Sée pars. 3 oo tuverse.)

8. You are authorized transportation for pounds of baggage, which includes excess.
9. You sre suthorized:

~— D s, S perdiem when subsistence must be purchesed. D b. § per diem when both subsistence snd quarters must be parchased.

' 0. D Transportation for depend wad b hold effects ix not acthorized.

“ [:] f‘l‘nntporulion for dependents and household effects is.authorized. (See pars. 6 on reverze.)

# mow: 10 s
KAMES OF DEPEMNDENTS RELATIONSHI® BIRTHODATES OF CHILOREN
HORATURE ANO TITCE OF AUTHORIZING OFFICIAL KAME OF COMMANG OR OFFICE TRAVEL ORDER RO, DATE DF (SSUE
{ USC FORM 4450/14 (REV. 10-T8)

| Prevican editsoan ol thin form ure gbaolete. (Over)




INSTRUCTIONS TO TRAYELER

1.- AUTHORITY. ~ Uader suthority of the Secretary of the Navy as contained in CMP! 4650, you are authorized 1o trave! from the
activity shown in ltem 3A to the activity shown in {tem 313 on the front «f this form.

2. DUTY STATUS. - While enmute to your new duty statinn, you will be considered in a duty status snd receive base pay, Any
delay enroute for personnal convenience will be charged to leave. Travzl time for land travel is computed on the bases of time usually
consumed by common carrier. {f you are authonized to travel by privatelr-owned conveyance and such travel is less expensive 1o the
Government than by common carrier, travel time will be computed on the basis of the actual number of days consumed in travel but

not in excess of the number of days required when travel is at an average distance of 300 miles per day,

3. MODE OF TRANSPORTATION. ~ Since this reassignment is in the -.erest of the Government, you are authorized transportation
at Government expense in accordance with CMP! 4650 as indicated by tr- mode of transportation checked in ltem 7. {f you elect 1o
travel by privately-owned conveyance to your new duty station, you are authorized such mode of tronsportation on a mileage basis.
You will be reimbursed for your travel in an amount not to exceed the cost to the Government of transportation by common carrier or
ut the rate per mile shown in ltem 7 on reverse, whichever is less.

4. TRANSPORTATION REQUESTS. — You will be provided transportation requests, s appropriate, coveming your transportation
by common carrier,

S. PER DIEK. — The per diem sbown in Item 9 will be paid for each day that subsistence and/or quarters are not available and
a5 otherwise provided in CHPI 4650. If you are delayed enroute through no {auit of your own, the per diem rate applies to cover
such delay. You will be required to show that the delay in travel was not for personal reasons and was caused by circumstances
beyond your control. Written statements as 1o the cause and duration of the delay must be obtained from a Naval Transpontation
Officer or othet relisble source at the time of layover, You will pay your own travel subsistence expenses while enroute and upon
awival at your new duty station file & claim with the Disbursing Officer of that station for reimbursement.

6. TRANSPORTATION OF DEPENDENTS AND HOUSEHOLD EFFECTS. — I ftem 11 ia checked, you will be authorized trans-

portation of dependents and household effects in accordance with Section 1 of Public Law 600, 79th Congress, approved 2 Aug-
ust 1946, a3 amended, nnd instructions in CMP! 4650.

7. OTHER. -

A. Endorsements are required ss follows:
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ATTACHMENT A TO EMPLOYMENT OR RENEWAL EMPLOYMENT AGREEMENT

One copy of this supplementary statement is attached to each copy of
the employment and renewal employment agreements prescribed in Vol. 2,
JTR when these agreements are negotiated with civilian marine pers¢onnel of
MSC. The employee and the appointing officer agree that this statement
changes the terms of the agreement as follows:

1. A1l Civilian Marine Personnel Instructions (CMPI) apply to the
appointment and service referred to in the agreement.

2. Transportation at Government expense of dependents and household
goods of the employee is not authorized.

3. References to the 40-hour basic. workweek. are understood to mean

the administrative workweek established for civilian marine personnel in
the CMPI.

4. The only extra allowances authorized in connection with the employ-
ment are those provided in the CMPI.

5. If the employee is on voyage when the .period of employment speci-
fied in the agreement is completed, he is required to complete the voyage.
However, he may apply to the home port via the master for relief from the
voyage. Upon approval, and conditions permitting, the employee may be
returned to the home port for separation with no loss of rights under the
provisions of the agreement.

Employee's Certification Navy Certification
Witness my hand and seal this For the Secretary of the Navy
day of » 19 . ’
t

(Complete address of place
where signed.)

(L. s.) {Stgnature of appointing officer)
(Signature of empioyee) )

Attachment A

1 September 1980
A-1 C. 5.4 /(.9
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CONTENTS OF THE STATEMENT OF LIVING AND WORKING CONDITIONS.

Each overseas command which negotiates employment agreements with civilian
marine personnel will prepare a Statement of Living and Working Conditions
which lists as an enclosure "Your New Job With MSC * or equwva]ent informa-
tion. The information provided below will be used as a guide in preparing
such statements although all of the provisions may not be applicable to each
overseas command.

2. Purpose.--Indicate that the Statement is for the information of
marine employees and that it represents a reasonable description of the
Yiving and working conditions at the command at the time of emplovment.
Provide that no guarantee is given against changes necessitatied bv cir-
cumstances over which the command has no control. Indicate that the re-
cruit is obliged to read and sign the Statement before his apointment will
be- effected and that one copy will be filed in his personnel fold:-. Advise
the recruit to ask the recruiting representative -any questions tha' he may
have which are not answered by the Statement. Indicate that the Statement
is not part of the Travel Authorization and Employment Agreement.

b. Location.--Describe the location of the command, and where neces-
sary, the government to which the employee will be amenable. Indicate
whether the employee will be under the jurisdiction of military law when
ashore.

c. Duration of employment.--Specify the length of service under the
Employment Agreement and indicate the right of the employee to continue in’
employment fo]lowing completion of the specified period of service. Specify
the employce's obligation to reimburse the Government if he does not com-
plete the specified period of service under the conditions of the Employ-
ment Agreement.

d. Personal fund requirements.--State the minimum funds which the
employee should have in his possession during travel and at the time of
arrival in the employing command.

€. Dependent travel to command.--Indicate whether or under what condi-

tions tranvportation of the employee's dependents and household effects may
be made to the command.

f. Working conditions,
(T) Hours of work.--Specify hours of work ashore and afloat.
(2) Overtime.--Indicate the average percentage of overtime paid to em-
playees of the command. State that the overtime percentage for the
employee may be higher or lower than the figure given, depending on
the position held.
(3) Pay periods.--Specify the frequency of pay periocds and any condi-
tion which serve to delay receipt of pay.
(4) Applicability and frequency of bonuses.--Specify the bonuses avail-
bTe in the area 1n which ships of the command sail and indicate the
frequency of such bonus payments.

(5) Insurance.--Specify the insurance coverage granted to employees.
(6) Yax deductions.--Indicate what tax deductions are made from the

employee's pay. Describe any special taxes imposed on employees
of the command by the government of the area in which the command
is located. )

(7) Retirement and Social Security benefits.--Briefly outline the bene-
fits and indicate the deductions that are made therefor.

A-2

1 September 1980
C. S. 2%/
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(8)
(9)

(10)
(11}

(12)

(13)

(14)

(2}

Injury and death penefits.--Describe briefly the benefits under the
tmployees' Compensation Act.

Promotions.--Indicate the basis on which promotions are made and
specify the necessity for an appropriate license or endorsement as
well as any special conditions under which such license or
endorsement must be obtained. )

Leave benefits.--Qutline briefiy the leave benefits available to
marine personnel. .

Types of ships.--Describe the types of ships operated by the command
and specify that assignments between the ships depend on the needs
of the service and are effected at the discretion of the command.
Indicate that such assignments may involve pay changes according to
the class of the ship. State that assignments involving change to a
lower pay scale are held to a minimum. Specify that no commitment
can be made regarding service on board a specific ship or class of
ships until the appointee has-arrived -at his/her duty station.

Voyages.--Describe the area in which voyages most frequently occur

and the average length of such voyages. State that voyages of much
greater Tlength and to other parts of the world may occasionally be
necessary. Indicate the average length of in-port time, both in the
home port and in outports.

Receiving branch.-~Specify that the employee may be assigned to a
duty or training status in the Receiving Branch ashore on full pay or
may - be required to take leave between voyages of the ship to which
he/she is assigned.

Employment of native personnel.--Briefly state the policy of the
Department of Qefense regarding employment of native personnel.
Indicate that U.S. citizens do not have the right to displace
“indirect hire" native employees in reductions in force. Specify
the extent to which the employee may expect to work with and under
the supervision of native personnel.

Living conditions.

Accommodations afloat.--Indicate the nature of crew quarters and
quality or subsistence afloat. Specify cramped quarters when such
conditions exist. Describe the storage space for employees'
possessions.,

Accommodations ashore.--State whether or not personnel are subsisted
and  quartered ashore 1in Government accommodations and/or at
Government expense when in the Receiving Branch in a duty status.
Indicate the nature and cost of private accommodations ashore.

Cost of living.--Where necessary, compare the cost of living ashore
1n the arza of the command with the average cost of living in the
United States.

Local currency.--I1f U.S. currency is not negotiable in the area of
the command, specify the conditions for use of local currency.
Climate.--Specify the climate in the usual voyage areas and any
unusual climatic conditions which may be encounteread. Indicate the
climate ashore.

5 June 1986
C. S. 242
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(6)

(7)
(8)

(9)
(10)
(11)

Clothing and uniforms.--Specify the minimum uniform requirements.
Indicate special types of clothing necessary due to the location
of the command and whether available in the area. List normal
shipboard requirements of clothing and special equipment. Specify
the type of clothing and gear which the appointee must purchase
from his own funds. .
Recreation.--Describe recreation facilities available both ashore
and atloat.

Educational opportunities.--Specify educational opportunities

available 1n the command which may lead to advancement in the
merchant marine.

Medical and dental care.--Indicate the type of care and the faci-

1ities availablte to marine personnel.
Transportation facilities.--Where necessary, specify the types of

transportation that are available in the area of command.
Banking facilities.--Describe the banking facilities in the area

of the command. State that MSC has provided a system under which
employees have the right and are encouraged to make allotments of
pay to their dependents.

Personal services.--Indicate the existence of facilities such as

laundries, tailors, shoe repair shops, etc., as well as restrictions
or benefits in the area of the command with respect to purchase of
arzicles of clothing and equipment for personal use.
Churches.--Describe the accessibility and denomination of churches

in the area of the command as well as the availability of religious

services aboard ship.

Mail.--Where necessary, indicate the cost of mailing from the area
of the command and the frequency of deliveries to the command and
to ships.

Credit facilities.--Outline credit facilities in the area of the
command including any unusual restrictions on the extension of
credit.

Immunization reguirements.--Specify the shots which must be
obtained by the recruit 1n connection with his employment.

Mission of command.-~The final paragraph of the statement should
contain a summary of the importance of the mission of the command
and a statement of the quality of service expected of civilian
marine employees of MSC.

Acknowledgment by recruit.--The Statement of living and Working
Conditions will end with a statement of acknowledgment by the
recruit that he has read the statement and the enclosures thereto,
that he understands that the statement is not part of the Employ-
ment Agreement, and that any statement therein is subject to change
without notice. Space will be provided for his signature, the
signature of the recruiting representative, and the date.

1 September 1980
€. S. 163




