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Section A Pur pose and Scope

|. To prescribe the circunstances under which station allowances outside the
United States are payable and to prescribe policy and procedures for such
paynents.

2. The provisions of this INSTRUCTION are not applicable to officers assigned
to the Agency for International Developnent and the Peace Corps whose
sal ari es have been converted to rates prescribed for personnel of those
agenci es.

Section B. Authority

The basic statutory and regul atory authorities for paynent of station all owances
outside the United States are: 37 U S.C. 402, 403, 405, and the Joint Trave
Regul ations (JTR) of the United States (Volume |, Chapter 4, Part G and
Appendi xes A, B and C)

Section C. Definitions

|. Station Allowances - Station allowances, when authorized, are in addition to
basic allowances for quarters and subsistence and include housing and
cost-of-living allowances (COLA), interim housing allowances (IHA) and
tenporary | odging all owances (TLA).

a. Housing and COLA are authorized for the purpose of defraying the average
excess costs experienced by nenbers on permanent duty at places outside
the United States.

b. IHA is authorized for the purpose of defraying allowable housing costs
of officers awaiting the arrival of their dependents.

c. TLA is authorized for the purpose of partially reinbursing a nmenber for
nore than normal expenses incurred during occupancy of hotels and
expenses of nmeals as a direct result of using tenporary | odgings.

2. Menber Wthout Dependents - The term "nenber without dependents," as used in
this issuance, nmeans a nenber:

a. who has no dependents; or

b. whose dependents do not reside in the vicinity of the nmenber's duty
station.
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5.

Member Wth Dependents - The term "nmenber with dependents,” as used in this
i ssuance, nmeans a nenber who is joined by, or who acquires dependents that
reside with himher while serving outside the United States provided the
menber has at least 12 nmonths remaining on his/her overseas tour after
arrival. This is not applicable to menbers stationed in Al aska, Hawaii, the
Commonweal th of Puerto Rico, or a territory or possession of the United
States if the dependents who joined, or are acquired are bona fide residents
of the respective state, conmonwealth, or territory or possession or are
officers or enployees of the United States and are stationed in Al aska
Hawai i, the Commonweal th of Puerto Rico, or aterritory or possession of the
United States, as the case nay be.

Det erm ni ng Dependency.- Rules for deternining dependency and rel ationship
are provided in Section F, Personnel |INSTRUCTION |, CC22.4, "Quarters and
Subsi stence Al |l owance Admi nistration."

Vicinity - Dependents will be considered as residing in the vicinity of a
menber's permanent duty station for any period during which they actually
reside in the country within which the nmenber's pernmanent duty station is
| ocated. \When a nenber actually resides with his/her dependents at, and
comutes to, his/her permanent duty station from a place located in an
adj acent country (except the United States), his/her dependents wll be
considered also as residing in the vicinity of the nenber's pernanent duty
station. Except as provided in this issuance, tenporary absences of
dependents from the nenber's residence, including tenporary absences of
dependent children attendi ng school in another overseas |ocation, will not
affect the paynment of housing and COLA, provided the menber continues to
mai ntain fanmily type quarters during the absence of his/her dependents.

Section D. Housing and Cost-of-Living Al lowances

Pur pose - Housing and COLA are authorized for the purpose of defraying the
average excess costs experienced by menbers on permanent duty at places
outside the United States. The excess costs are derived by conpari son of the
aver age cost of living and housi ng of nmenbers in each area outside the United
States with the average cost of |iving and housing for simlar menbers in the
United States. Separate allowances, as discussed in this INSTRUCTION, are
provided to cover expenses of interim housing and tenporary 1living
arrangenents.

Rat es Payabl e

Housi ng and COLA all owances are paid in two rates, either with, or wthout
dependents at the per diemrates specified in Appendix A, B and C of the JTR
Appendix Alists the different countries and areas throughout the world where
such all owances are payable. Rates for housing allowances are indicated in
Appendi x B and rates for COLA are contained in Appendix C
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3.

Condi ti ons _Under Wi ch Payabl e

a. Wthout Dependents - Housing all owances are payable to a nenber wi thout
dependents for any day upon which Governnent quarters are not assigned
at the permanent duty station. Entitlenment will not be affected by
tenporary absences from permanent duty station while in a pay status,
provi ded t he menber continues to nmai ntai n non- Governnment quarters at the
permanent duty station location. Oficers in grade 0-4 and above can
choose not to use Governnent quarters even if available and will then
become entitled to housing allowances. COLA is payable to a nenber
wi t hout dependents for any day when a Governnment nmess is not avail able
or it is inmpracticable to use the existing Governnent mess.

b. Wth Dependents - Housing all owances are payable to a menber residing
wi th dependents at all tinmes except when Governnent quarters are assi gned
to, or occupied jointly, by the nenber and dependents. Such all owances
are payabl e when the dependents arrive at the nenber's new permanent duty
station before the nenber (But not before the effective day of the orders
or before the nmenmber |eaves the U.S.). COLA is payable to a nenber
residing with dependents notwi thstandi ng the availability of a Governnent
mess.

Concurrent Paynents - Housing all owances are not normally payable during a
period in which the menber is entitled to tenporary | odging all owance (TLA).
Exceptions are:

a. Dependents are authorized to stay after nenber |eaves.

b. Dependents arrive before nenber.

c. Menber is required to vacate quarters (tenporary or pernmanent).

d. Menmber goes fromforeign area to a restricted foreign area.

Term nation of Housing and COLA - In accordance with JTRs, a request (see

Exhibit A) is required by an officer to extend entitlenent of housing and
COLA. Such request will be in nmenorandum form and addressed as foll ows:

Di rector, Conm ssioned Personnel Operations Division

O fice of Personnel Managenent, O fice of Managenent, PHS
Room 4- 35, Parkl awn Buil di ng

5600 Fi shers Lane

Rockville, Maryland 20857, U S. A

Unless an extension is authorized by the Director, CPOD, entitlenent
terminates on the day prior to the date of departure of the nenber in
conmpl i ance wi th permanent change-of-station orders or on the day of departure
of the | ast dependent if such departure of dependent is within the 60-day
period after the effective date of the nenber's permanent change-of-station
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6.

orders.

Initial (Provisional) Allowances and Authorizing Docunentation

a.

Housing - Housing Allowances will be paid automatically at the rate
entitled a nmenber without dependents upon arrival of the nenber at the
new duty station based upon the effective date of the personnel order,
ordering the officer to a duty station where housing allowance is
aut horized. The provisional housing allowance will continue to be paid
at the without dependents rate:

(I') wuntil such tine as the nenber nmakes a claim for tenporary | odging
al l omance (TLA), interimhousing allowance (IHA), housing all owance
at the with dependents rate, housing allowance at the without
dependent rate, or

(2) for a period not to exceed 60 days.

Wthin this 60-day period each officer nmust submit a claimfor (1) the
interim housing allowance (see Section E), (2) tenporary | odging
al l omance (see Section F), housing allowance (see paragraph c, below),

ot herwi se the provisional allowance will be termnated. A retroactive
adjustnment will be made to the anmounts payable upon the receipt of a
claimfor TLA, |HA or housing allowance at the with dependents rate. In

the event that Governnment quarters are assigned to the nmenber, anounts
pai d for housing all owance during the tine the nmenber was in Governnent
quarters will be collected from the nenber's pay. This provisional
al l owance will be discontinued if docunmentation (Paragraph ¢ follow ng)
or claimis not received within 60 days.

COLA - The COLA allowance will be paid automatically at the wi thout
dependents rate upon arrival of the menber at pernanent duty station,
based upon the effective date of the personnel order ordering the nmenber
to the new duty station. A nmenber will continue to receive the
provi si onal COLA all owance at the without dependents rate:

(1) wuntil such time as a claimis nmade for TLA, COLA at the wth
dependent rate, COLA at the without dependents rate, or

(2) for a period not to exceed 60 days.
Wthin this 60-day period each officer nust submit a claimfor (1) the

tenporary | odging all owance (see Section F), or (2) the COLA all owance
(see paragraph c, below), otherw se the provisional COLA allowance will

be termnated. A retroactive adjustnent to COLA paynents will be nmde
upon the receipt of the claimfor TLA or COLA at the with dependents
rate. This provisional allowance will be discontinued if docunentation

(Paragraph c¢c following) or claimis not received within 60 days.
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c. Docunentation - All officers, with or without dependents, entitled to
housi ng and COLA allowance will subnit, as pronptly as possible but no
later than 20 days after arrival in an overseas area, a nenmorandum
request (see Exhibit A) to the Director, CPOD, to establish

(I') date of arrival;

(2) if entitled to with dependent rate, the arrival date for each
dependent ;

(3) whether or not in Governnment quarters; and

(4) whether Governnment nmess is available, e.g., restaurant type facility
operated by a mlitary officer's club

Rul es for determ ni ng dependency and rel ati onship are provided in Section
F, Personnel |INSTRUCTION |, CC22.4.

Section E. I nterimHousing Allowances

| . Purpose - IHAs are authorized for the purpose of defraying all owabl e housi ng
costs of officers awaiting the arrival of their dependents.

2. Entitlement - a nmenber who is required to and does procure non-Governnment
fam |ly-type housing prior to arrival of dependents will be entitled to IHA
as a menber with dependents, for a period conmrencing on the date of
procurenent of such housing and term nati ng 60 days thereafter, or on the day
prior to the date of arrival of dependents in the vicinity of the nenber's

permanent duty station, whichever occurs first. The Director, CPOD, may
authorize or approve entitlenent of |IHA beyond the 60-day nmexi num under the
conditions specified in paragraph 3.c., below. Entitlenent under this

paragraph is not affected by subsequent assignnent to or utilization of
Governnment quarters. A menber entitled to IHA pursuant to this paragraph
will not thereafter become entitled to TLA as authorized in Section F.
Housi ng al | owances to a nenber without dependents are not payabl e during the
period a nenber is entitled to an allowance pursuant to this paragraph

3. Cains Procedure - The IHA is payable only upon application, in menorandum
form by the officer.

a. If the officer is assigned to a PHS or nilitary installation the
of ficer-in-charge nust attach to the officer's request a recomendati on
regardi ng paynent and the follow ng information:

(1) the menmber has nmmde arrangenents for transportati on of dependent(s)
to his permanent duty station, with tentative date(s) of arrival as
fol |l ows;
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(2) the nenber was required (or authorized) to procure non-Government
fam |l y-type housing; and

(3) the nenber has submitted evidence of rental or purchase paynents, as
appropriate for the period for which the allowance is clained.

b. If an officer is not assigned to a PHS or mlitary installation (e.g.,
Worl d Heal t h Organi zati on, Geneva, Switzerl and), the officer's nenorandum
request nust include the information required under a.(l) and (2), above,
and nust be acconpani ed by copies of the docunents referred to in a.(3),
above.

c. A request by an officer for approval of |IHA beyond the nornmal 60-day
maxi mum shoul d be subnitted in nemorandum formdirectly to the officia
i dentified bel ow The menorandum must clearly state the facts and
circunstances causing the delayed arrival of dependents for reasons
beyond the control of the nenber.

Commi ssi oned Personnel Operations Division, OPM OM
Conpensati on and Benefits Branch/ PA

Room 4- 35, Parkl awn Buil di ng

Rockville, Maryland 20857 U. S. A

d. The information required in paragraph 3, above, wll acconpany the
of ficer's request.

Section F. Tenporary Lodging All owances

|. Purpose - TLAs are authorized for the purpose of partially reinbursing a
menber for the nore than nornmal expenses incurred during occupancy of hotels
or hotel-like acconmpdati ons and expenses of neals obtained as a direct
result of use of tenporary |odgings which do not have facilities for
preparing and consuning neals. TLAs are authorized as follows:

a. upon initial arrival (reporting at a permanent duty station outside the
United States and pendi ng conpl eti on of arrangenents for ot her pernmanent
living accommodati ons when Governnment quarters are not available); or

b. whenever, for reasons beyond the control of the nmenber, it has becone
necessary for a menber once established in permanent quarters to vacate
such quarters and live in tenporary quarters while seeking other
per manent quarters; or

c. imrediately preceding departure on a pernmanent change of station froma
per manent duty station outside the United States.

2. Entitlement - TLA normally will not exceed 60 days. It is the policy of PHS
to approve the first |10-day period as provided in the JTR and to approve
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addi tional TLAin |0-day i ncrenents based on specific justification submtted
by the officer. Each officer requesting autheorization for TLA paynent will
subnmt a nmenorandum to the Director, CPOD, justifying the need to use
hot el -type accommodati ons, including an estimte of the nunber of days to be
used and the date by which it is anticipated that permanent housing will be
occupied. To facilitate adm nistrative processing, clains for TLA for days
item zed should be subnitted to the Director, CPOD, at the end of each 30-day
period. (See Exhibit A)

3. Factors in Determining Need for Additional Periods of Tenporary Loddging
Al |l owance - Before authorizing or approving additional periods of TLA upon
initial arrival, upon delayed departure, or wupon early termnation of
permanent housing, the Director, CPOD, wll deternmne, after due
consideration of data furnished by the nenber, whether an undue financia
hardship will result if an additional period of TLA IS NOT AUTHORI ZED OR
APPROVED. Mere personal inconvenience to a nenber and/ or hi s/ her dependents

for any reason wll not be used as an influencing factor in the
determ nation. Individual applications for additional periods of TLA nust
clearly establish the need for continuance thereof. In making the
determi nation, the Director, CPOD, will consider the follow ng:

a. the daily anpunt of tenporary |odging allowance the nmenber has received
or will receive;

b. the daily expenses which have been and the estinmated daily expenses which
wi Il be incurred for occupancy of hotel or hotel-like accompdati ons and
expenses of neal s obtained as a direct result of use of tenporary housing
whi ch does not have facilities for preparing and consum ng neal s.

c. the daily amount of the basic allowance for quarters (I) for nmenbers when
one or nmore dependents are present in the vicinity of the nmenber's
overseas duty station and (b) for nenbers who have no dependents;

d. the daily amount of the nmenber's basic all owance for subsistence in those
cases when the nenber is entitled to a tenporary |odging allowance for
hi i herself and dependents, except when tenporary quarters contain
facilities for preparing and consuning neals; and

e. the daily amount of the Fami |y Separation Allowance (Type |I). (Refer to
CCPM | NSTRUCTI ON 2, CC22. 4)

If in exanining the data it is revealed that a menmber has not incurred or
will not incur any excess costs and has not suffered or will not suffer any
undue fi nanci al hardship, the Director, CPOD, will disapprove the request for
any additional period of TLA
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4, Administration of Tenporary Lodgi ng All owances

a.

Al efforts will be mde to reduce TLA and shorten the period of
entitlenent. Permanent quarters should be occupied as pronptly as
possi bl e on arrival and shoul d not be vacated sooner than necessary upon
departure.

IHA (see Section E) will be prescribed in lieu of TLA to the fullest
extent practicable.

CAUTI ON:  TLA paynents will be based on authorization and approval by the
Director, CPOD, taking into account such information as station
al l omances reports, and factors listed in paragraphs 3 and 4, below. The
submi ssion of a claimfor TLA may not necessarily result in a paynent.

5. Claimand Paynent Procedures

a.

b.

Det erm nati on of Ampunt of TLA - The ampbunt of TLA is determ ned fromthe
docunentation subnmitted by the officer making the claim

Form for Caimng TLA

(I') Form PHS-T-488, "Claimfor Tenporary Lodgi ng Al l owance" prescribed
under the provisions of the JTRs, Paragraph M4303, includes on the
reverse side the "Daily Itenization of Expenses/|nconme Amount Paid"
as shown in Exhibit B, will be submitted to the Director, CPOD.
Note that when an officer is stationed at an established
installation, the officer-in-charge or commander, or his/her
desi gnee nust sign the statenent in Section IV of Form PHS-T-488
(Front). When a nenber is stationed where no such officer is
avail able, the officer filing the claimw Il conplete and sign in
Section |V after inserting the phrase "Certified as correct.”

(2) Fraudulent Clains - Any officer who submits a claimwhich contains

false statenents is subject to criminal prosecution. In addition,
fraudul ent acceptance of benefits may cause the recipient to be
subject to crimnal prosecution. The law provides for severe
penalties, e.g., inprisonnent and/or a fine.

Conput ati on of TLA - The maxi mumrate payable is based on the nunber of
dependents occupying the hotel -like accommodati ons and the travel per
diemrates in Appendix A of the JTRs. Each ten days a conputation is
performed based on actual expenses incurred versus the nmaxi num  TLA rate,
with the nenber being paid the | esser of the two. (Detailed exanples of
conmputing TLA can be found in the JTR, pages 4-92, 93, 94, 95 and 96).
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Section G Station Allowances Entitl enent Wien Both
Husband and Wfe are Menbers of the Unifornmed Services

When both husband and wi fe are nmenbers of the uniforned services, each will be
entitled to station allowances as a nenber in his or her own right, with or
wi t hout dependents, as applicabl e, dependi ng on whet her he or she has a dependent
ot her than spouse. This entitlenent exists whether husband and wife nmaintain a
joint residence or separate residences. In no case will a spouse who is also a
menber on active duty be considered as a dependent for entitlenment purposes.

Section H Reporting Data Upon Wi ch Housing, Cost-of-Living
and Travel Per Diem All owances are Established or Adjusted

Data is required upon which to base the establishnent of or adjustments in
housi ng, cost-of-living, and travel per diem allowances outside the United
States. To satisfy this requirenent all officers stationed outside the United
States are required to report information on prices and costs of housing, hote
and restaurant expenses in accordance with reporting procedures described in
Appendi x D of the JTRs. This information may be subnitted to the representative
of the unifornmed services in the foreign country or it nay be furnished directly
to the Director, CPOD, Attn: PHS Menber, Per Diem Travel and Transportation
Al | owance Comrittee, Room4-35, Parklawn Buil di ng, 5600 Fi shers Lane, Rockville,
Maryl and 20857, U.S. A
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EXHI BIT A - FORVMAT FOR REQUEST

U S. PUBLIC HEALTH SERVI CE

(station)

(dat e)

Commi ssi oned Personnel Operations Division, OPM OM
Conpensation and Benefits Branch/PA

Room 4- 35, Parkl awn Buil di ng

5600 Fi shers Lane

Rockville, Maryland 20857 Uu. S A

The following information is submtted for housing and COLA purposes in connection with ny
transfer as
ordered on Personnel Order No. dat ed , 19

I . | arrived at

(location of new duty station)

on
(date)

2. I (am) (am not) housed in Governnent quarters.

3. I (have) (have not) applied for a tenporary |odging allowance (TLA).

4. Government mess (is) (is not) avail able.
5. My spouse (is) (is not) in the uniforned service of the U S

6. The followi ng named dependents arrived in the vicinity of this duty station on the
dat es i ndicat ed.

(nanme) (rel ati onship) (date)

7. I will pronptly notify you if there are any changes in the above information,
including the date of departure of any of ny dependents.

8. | certify that the above information is correct and request paynment for housing and
COLA al | owances to which | amentitled.

(signature of officer)

(Social Security nunber)
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CLAIM FOR TEMPORARY LODGING ALLOWANCES
(Under the Provicion of JTR. PARA M4303)
PRIVACY ACT NOTIFICATION STATEMENT (Form PHS T-i88)
Records System:
HEW/OS/ASPER/PT 09-90-0017 EXHIBIT B (FRONT)

Authority for Collecting information:

37 USC 405, Psy and Allowances of Uniformed Services Per Diem Qutside CONUS, Alaska and Hawaii.

Purpose and Use:
The principal purpose for requesting this information is to claim payment of the temporary lodging allowances incident to occupancy of

temporary lodgings while on duty overseas. The form is used to itemize daily expenses incurred and as a supporting document for the psyment
of the sllowance. Form is sent by officer directly to CBB(PA)/CPOD/OPM/OM and is filed by name in officer’s travel folder and is subject to
GAO audit for verification of proper disbursement of public funds.

flects of Disclosure:
The personal information (including social security number) is requested for identification purposes only. The disclosure of this infurmation
is voluntary by law; however, failure to provide any of the requested data will preclude payment of the temporary lodging allowances.

Atsach this 1o reimbursement voucher of other pay authorization
1 - IDENTIFICATION MEMBER

Name of Member Grade SSAN
Dusignation & Location of Duty Stution & Duty Phonc No. of Eligible Dependents Date of I hyibility
MBR.
Spouse
O Spous

O Chifdren (No.)

Date Member Reported Departed Date Ucpcndunis Arrived Departed

11 - INSTRUCTIONS

Inter daily expenses on reverse.
Inclusive dates of other TLA Claims.
TDY was pertormed tinclustve dates).

111 - STATEMENT OF MEMBER

Expenses shown hereon are true and correct to the best of my knowledge and represent necessary use of temporary lodaing.

Signature of Member ’ Date

IV _~ STATEMENT OF COMMANDER OR DESIGNEE

TLA is authorized for the number of days shown on reverse and is necessary to partially reimburse the member for expenses
incurred by required use of temporary lodging.

Signature of Commandcr or Designee Datc

Additional Remasks or Continuations of Other fremy

PHS - T-488  DEPARTMENT OF HEALTH AND HUMAN SERVICES T.S. PHS~-CC 318 7/9/80
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PAGE 14 PERSONNEL INSTRUCTION 2 CC22.4 OVERSEAS STATION ALLOWANCES
DAILY ITEMIZATION OF EXPENSES/INCOME AMOUNT PAID EXHIBIT B (BACK)

NUMBER OF MEAL CcOsT(1) MISCELLANEDUS 1
PERSONS INCLUDING T1PS EXPENSE DALY | come| ExcEss 'jr"“" AUTH
DATE| LODGING LOCATION COST [TuEm. BREART DAY e Elg;:«- RA.;\E PMT.
BER |DENTS FAST | CVNCH | DINNER| TRANS 01(?)“[ €S| - € X PENSE: N
|
S
TOTALS
AVERAGE DAILY RATE OF EXPENSES LESS ALLOWANCES
MAXIMUM TLA DAILY RATE
TOTAL OF AVERAGE DAILY RATE X pYS. i
AUTHORIZED PAYMENT J ]
Instructions
(1) Show “'C” for commerscial meal — “H'" {or home meal - "G’ 1or government ineal.
{2) Specify type 0f expenses not atherwisg shown
{3) Specity type of income: BAS daily rates § BAQ daily rate $
PER DIEM daily rate $ FSA-l daily rate $

{4} JTR, vol. 1, app. A, and para. M4303-3:
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