	CHANGE OF HOMEPORT DEPARTURE
TEMPORARY LODGING ALLOWANCE (TLA)

INFORMATION SHEET

	

	NAME(Last, First, MI):


	RANK/RATE:
	SSN:

	COMMAND/UIC:
	UIC:
	CONTACT PHONE:

	TERMINATION OF LEASE DATE: 
	TLA HOTEL:

	INTIALS:

	
	The purpose of TLA is to PARTIALLY reimburse a member for more than normal expenses incurred while occupying temporary lodging accommodations.

	
	FAMILY MEMBERS MUST BE COMMAND-SPONSORED prior to the effective date of orders.

	
	TLA is payable up to five days PRIOR to detaching date from Hawaii.  Under emergency situation beyond member’s control, Extension Request may be requested via letter from the member to COMNAVREG Pearl Harbor via member’s command.

	
	TLA is not payable to the member while off the island.  Once member is off the island, TLA may be paid only for family members who remain on island if Delayed Travel is Authorized by SECNAV.

	
	TLA is payable when staying with friends/relatives (meal allowance only) or in temporary lodging n the island of Oahu only.

	
	Single and geographical bachelors must check-in with the BOQ/BEQ to obtain lodging.  If lodging is not available, the member will be issued a non-availability of government quarters stamp on their original orders and a TLA authorization letter from the BOQ/BEQ.  Single and geographical bachelors attached to an Afloat command may NOT be eligible to receive TLA.

	
	All payments are made via EFT to the bank account where regular pay is deposited.  EFT payments normally post to the bank account within 10 working days after claim submission

	
	Documentation required for TLA payment for members residing on the economy (to include PPV Quarters):
1. Termination of lease statement            2.  Copy of bill of lading from Personnel Property Office

2.  TLA Worksheet                                  4.  DETAILED Hotel Receipt showing paid in full
5.  Change of Homeport Certificate

	
	Documents required for TLA payment for members staying with friends or relatives:
1.  Statement indicating staying with friends for relatives and providing address of residences and period of stay.  2.  TLA Worksheet      3.  Change of Homeport Certificate

	“I have been briefed and understand the provisions regarding entitlement to Arrival TLA and my responsibilities as contained in COMNAVBASEPEARLINST 7220.2D and will promptly notify the command of any change in statutes affecting entitlement thereto.”
                                                                                                     ______________________________

                                                                                                     (Member’s Signature)

	SL 1/2007


PRIVACY ACT STATEMENT

AUTHORITY:  5 U.S.C. Sections 404 -427, 5 U.S.C. Section 301, DoDFMR 7000.14-R, Vol. 7 Part A, and E.O. 9397.
PRINCIPAL PURPOSE(S):  This record is used for reviewing, approving, and accounting for general purpose in house processing.
ROUTINE USE(S):  Disclosures are permitted under 5 U.S.C. 552a(b), Privacy Act of 1974, as amended.  In addition, information may be disclosed to any competent lawful authority when required by law.  
DISCLOSURE:  Voluntary; however, failure to furnish the information requested may result in non-processing of service member’s pays.
