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1. Situation. Per reference (a), as stewards of public funds, we must efficiently and 
economically manage government official travel. This Policy Letter publishes instructions for 
requesting and issuance of TAD orders for MCBH military personnel, government civil service 
employee, and non-appropriated funded travel for Marine Corps Community Services civilian 
personnel.

2. Mission. To provide policies and procedures relevant to requesting and issuance of TAD 
orders.

3. Execution

a. Commander's Intent. All government official travel is subject to the availability of funds. 
Each Director must submit TAD travel requests in writing to the Commanding Officer, MCBH 
for approval using the Department of the Navy Tasks, Records, and Consolidated Knowledge 
Enterprise Repository (DONTRACKER) system. This must be done when the use of MCBH 
funds are required and prior to an Authorizing Official's approval of TAD. 

b. Concept of Operations. TAD travel requests must be submitted via DONTRACKER no
later than 10 business days prior to the scheduled travel departure date to allow for timely 
adjudication. Both the request and the approval of the request must be uploaded into the Defense 
Travel System (DTS} authorization substantiating records section. The DTS travel authorization 
routed for review and or approval will be returned by routing officials when MCBH funds are 
required and no TAD request and approval letter are attached. The following are the exceptions 
to this requirement: 

(I) Funeral Honors Program Travel.

(2) Emergency Leave Travel.
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(3) Dependent Student Travel.

4. Administration and Logistics. The Chief of Staff, MCBH will approve/ disapprove each TAD
tt�ypl �(JJ.\es[s'tlbmitted for all travel requiring the expenditure of MCBH funds.

5. Command and Signal

a. Command. This Policy is applicable to MCBH subordinate command's military personnel,
government civil service employee, and non-appropriated funded travel for Marine Corps 
Community Services civilian personnel. 

b. Signal. This Policy is effective the date signed.
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