TEMPORARY QUARTERS

SUBSISTENCE ALLOWANCE (TQSA)

WORK SHEET (DSSE 120)

This form is used when requesting payment for temporary quarters.  It includes the actual expenses worksheet.

NOTE: This worksheet notes that employees should refer to their agency-specific regulation in addition to DSSR, section 120 when computing TQSA

PAGE ONE:

Blocks:

     1 – Employee Name – Self explanatory

     2 – Agency – Your employing agency

     3 – Current Post/Country of assignment/Locality Code – Enter country name of overseas assignment.

     4 – Date of Arrival – Enter date you arrived in country of assignment

     5 – Next post of assignment if TQSA precedes final departure from current post - Enter name of next post you are being assigned to.

     6 – TQSA Commencement date – Enter date you entered TQSA status. Note:  An employees’ organization may authorize a 5 day overlap when vacating permanent quarters, but the authorization must be noted in the remarks block of the SF1190.  This is a payroll requirement.

     7 – TQSA termination date – Date employee vacates temporary quarters.

To calculate amounts, use per diem rate for foreign post of assignment found in the DSSR, Section 925, Per Diem Supplement, in effect during the month of the claim.

     8, 9, 10  – Use the tables found in the DSSR to calculate maximum daily rates allowed for days 1 through 30; 31 through 60, with agency approval; and 61 through 90 with agency approval upon first arrival and final departure form post when in a TQSA status.  If you encounter excessive lodging costs refer to DSSR, Sections 123.36 and 124.34.  If no cost-quarters are occupied, maximum daily family rates shall not exceed 50% of maximums.  Also, Agencies may have further restrictive policies relating to no-cost quarters (DSSR 122.3).

TEMPORARY QUARTERS SUBSISTENCE ALLOWANCE

 ACTUAL EXPENSE WORKSHEET (DSSR 120) 

PAGE TWO:

Blocks:

     11 – Employee Name – Self explanatory

     12 – List foreign currency (fc) or U.S. Dollar amount paid.  Note exchange rate used under “Remarks”  - There are 6 columns to be used to provide information for your TQSA request.

       Date - List the date of each day you are in a TQSA status
(A) Lodging – List what you were charged for lodging for each day of TQSA.

(B) Per Day Meal/Laundry/Dry Cleaning – List a total of these charges for each day of TQSA
(C) Total Per Day is your Lodging plus meals etc – (A) plus (B) = total per day
(D) Maximum daily family rate – You will get this from your figures on page one of the worksheet
(E) Maximum daily allowable – This will be either the total of your lodging plus meals etc, or the Maximum daily family rate.

13 – Remarks – Enter any remarks you feel are relevant to your request.

14 – Employee Statement – Sign and date after reading the statement.

