
NAME: ______________________________    SSN:_____________________(last 4 only)
TEMPORARY QUARTERS SUBSISTENCE ALLOWANCE (TQSA) STATEMENT OF UNDERSTANDING

The authorization and payment of TQSA is governed by the provisions of Chapter 120 of the Department of State Standardized Regulation (DSSR), DoD Instruction 1400.25 Volume 1250, and DODFMR VOL 8, Pay Administration. I must be eligible for Living Quarters Allowance (LQA) to be eligible for TQSA. Foreign per diem rates used for TQSA are provided at https://aoprals.state.gov/content.asp?content_id=231&menu_id=92
I understand TQSA is designed to assist in covering the average cost of adequate but not elaborate or unnecessarily expensive accommodations plus reasonable meal and laundry/dry cleaning expenses and coin operated laundry machine expenses. Only actual subsistence expenses incurred, which are reasonable in amount and incident to the occupancy of temporary quarters, at the post of assignment, will be reimbursed. Alcohol is not authorized for reimbursement. I have been advised to keep all meal receipts, and provide to AO or other Disbursement Authority upon request. If a receipt is not available to substantiate reimbursement for said meal(s), it may not be reimbursed. Receipts for lodging, laundry/dry cleaning expenses as well as receipts for a single meal of $75.00 and over are required to be submitted as part of the TQSA claim.
I have been advised that the maximum per diem amounts for meals will not be reimbursed automatically. I am not entitled to be reimbursed for excess or additional expenses incurred for personal preference and convenience.

I will submit a statement for lodging costs from the hotel on the initial request of advance of TQSA. Additional requests for TQSA advances require a completed SF 1190 only (unless hotel amount changes, then a copy of the hotel receipt is required). 
I understand that all requests for TQSA will be reviewed by my command and will be signed by the proper Approving/Reviewing Official (AO) for payment of civilian pay and allowances. All AOs must have a DD577 (signed by the Head of your Organization) on file at CHRA-E.
TQSA for incoming employees may be authorized for 90 days. Requests for extensions based on compelling reasons beyond my control will be requested in writing through my Command.

TQSA for outgoing employees is authorized for 30 days. Requests for extensions based on compelling reasons beyond my control will be requested in writing through my Command.

I have been advised that I am responsible for immediately reporting any Duplicate and/or Erroneous payments deposited into my bank account. I am aware to report any changes that affect my TQSA Authorizations, such as change in marital or family status, change in daily cost for temporary quarters, or movement into permanent quarters.
I have been advised that expenses for TQSA will be computed using the Official Rate of Exchange for foreign currency used by the 21st TSC/266th Finance Management Center. https://aoprals.state.gov/content.asp?content_id=231&menu_id=92; http://www.eur.army.mil/21tsc/266fmc/ExchangeRateHistory/Default.aspx
NOTE: Rate of exchange used by banking facilities and credit card companies is not the official rate of exchange. If I become indebted due to an overpayment for advance of TQSA monies, I have been advised that this debt will be deducted from my pay in FULL. (No repayment schedule is authorized).
EMPLOYEE Signature_____________________________________ DATE_________________________________
Employee’s email address:_________________________________

Contact Telephone Number (Cell):___________________________ Work:________________________________
Supervisor’s Name (printed):________________________________ Tel. Number (work):____________________
CPAC Rep. Name/Tel. Number::_____________________CPAC Rep. Signature _____________________________
PRIVACY ACT STATEMENT


AUTHORITY:  5 U.S.C. §5923, and, E.O. 9397 (SSN).


PRINCIPAL PURPOSE(s):  Used to determine eligibility for Temporary Quarters Subsistence Allowance (TQSA).


ROUTINE USE(s):  None.


DISCLOSURE:  Voluntary; however, failure to provide the requested information may make it impossible to determine your eligibility for TQSA.
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