[image: image1.wmf]UNITED STATES MARINE CORPS
Unit Letterhead
Subj:  MERITORIOUS PROMOTION TO CORPORAL ICO LANCE CORPORAL ANGEL V. 
       MARIN EDIPI: 1398514986/0111 USMC


                                                       IN REPLY REFER TO: 

                                                                           7220
                                                                           Date
From:  (Individual Marine, EDIPI and Unit)

To:    Commanding Officer, (Unit Letterhead)  

       (Attn:  III MEF Disbursing Officer)

Via:   Commanding General, (unit, stop at MSC level, do not  

       route via CG, III MEF)

Subj:  REQUEST FOR EXCEPTION TO POLICY OF TEMPORARY LODGING   

       ALLOWANCE (TLA) ENTITLEMENT FOR PERIOD (YYYYMMDD-

       YYYYMMDD)

Ref:   (a) III MEF/MCIPACO 7220.1

Encl:  (1) Enclose any correspondence from the Housing Office, 

Off-base Housing Agency or DMO that document circumstances which impeded the occupancy of quarters.
1.  Per reference (a), I request an extension of my TLA entitlement for the following reason(s): (Provide a full explanation of the circumstances that necessitate the continued payment of TLA beyond the established maximum period.)

Arrival:  Answer the basic question, “What prevented you from finding and moving into permanent quarters?”  Include a detailed account of the efforts taken to locate and move into permanent quarters; whether or not Permissive TAD for house hunting was requested and approved/disapproved; time off granted or excessive overtime required to work, assistance received/not received from the unit and sponsor; search conducted/not conducted within 60 minute commuting area; factors impeding house hunting efforts such as TAD/deployment/emergency leave (which family members) etc.  Also include extraordinary needs of any family member.

Departure:  Answer the basic question,”What prevented you from coordinating the movement out of quarters/l9ocal economy housing and departing the PDS within the established maximum period?  Did you utilize gov’t furniture, the loan locker, etc?”

a)  Arrival or departure date.

b)  Requested period of extension is ___ days.

c)  (Total number of days a TLF was needed and utilized.

Signature

*Delete this line and below after you read it*
-This does not need to be routed to the CG.  Your Bn Level CO only.  Then routed to IPAC to be sent with your package to disbursing via a NAVMC 11116. 

-The purpose is to state your case as to why the DO should pay you the money. Explain what circumstances that caused this issue, what you did to prevent the issue, etc…
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