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COMMANDER U.S. NAVAL FORCES, JAPAN
PSC 473 BOX 12
FPO AP 96349-0051

COMNAVFORJAPANINST 7220.1T CH-1
N1
5 May 08

COMNAVFORJAPAN INSTRUCTION 7220.1T CHANGE TRANSMITTAL 1

From: Commander, U.S. Naval Forces, Japan

Subj: POLICY CONCERNING PAYMENT OF TEMPORARY LODGING ALLOWANCE
IN JAPAN

1. Purpose. To promulgate change 1 to the basic instruction.

2. Action. Change “NOOPSA” to “N1” in the following locations:

a. Page 1, originators code.

b. Page 3, subpara 4.a(6), line 4.

c. Page 3, subpara 4.b(1), line 3.

d. Page 4, subpara 4.b(6), line 2

e. Page 4, subpara 4.c(2), line 2.

f. Page 5, subpara 4.d(l), line 5.

g. Page 5, subpara 4.d(3), line 5,

h. Enclosure (1), page 3, To line in first and second
endorsement.

i. Enclosure (2), page 1, To line.

j. Enclosure (2), page 2, To line in first and second
endorsement.

k. Enclosure (3), page 1, To line.
1. Enclosure (3), page 2, To line
endorsement.

irst and second

Deputy and Chief of Staff

Distribution: COMNAVFORJAPAN website: www.cnfj.navy.mil
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COMNAVFORJAPAN INSTRUCTION 7220.1T

Subj: POLICY CONCERNING PAYMENT OF TEMPORARY LODGING ALLOWANCE IN
JAPAN

Ref: (a) Joint Federal Travel Regulations, Chapter 9
(b) COMNAVFORJAPANINST 11101.12M CH-1
(c) OPNAVINST 11101.13J

Encl: (1) Sample letter requesting extension of TLA on arrival, with
endorsements
(2) Sample letter-requesting extension of TLA on departure
(3) Sample letter-requesting extension of TLA under special or
unusual conditions

1. Purpose. To establish policy and procedures for the
administration of Temporary Lodging Allowance (TLA) in Japan, which
applies to all naval personnel, including Overseas Family Residency
Program (OFRP), ships, units, and forward deployed staffs that are
permanently assigned in Japan.

2. Cancellation. This is a complete revision and cancels
COMNAVFORJAPANINST 7220.1S; therefore, no margin notations have been
included.

3. Information

a. Temporary Lodging Allowance is authorized for the purpose of
partially reimbursing a member for more than normal expenses iIncurred
at hotel-like accommodations and public restaurants upon initial
arrival, immediately preceding departure from a permanent duty
station, or under special conditions. Reference (a) contains the
basic policy and regulations for the administration of TLA.

b. The management of TLA must be accomplished with care and with
a design toward economical administration. Mere personal
inconvenience to members and/or their family members for any reason
will not be used as an influencing factor in the determination of
acceptable items to be covered under TLA or as justification for
extension of the TLA entitlement.

c. TLA accrual begins the day the member reports to the new
permanent duty station. Paid TLA begins when member and family report
to the new duty station and government quarters are not available.
Single members and married members reporting to a new duty station
prior to family members” arrival are entitled to TLA when government
quarters are not available. Single members and married members
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reporting to a new duty station prior to family members” arrival are
entitled to TLA when government quarters are not available and
certificate of Non Availability (CNA)is issued.

4_ Action. Commanders, Commanding Officers, and Officers-in-Charge
are delegated authority to approve payment of arrival TLA for the
first sixty days of members reporting to the permanent duty station
per the provisions of reference (a) using the following additional
guidelines:

a. On Arrival

(1) All Temporary Lodging Facilities (TLF) must be within the
vicinity of Permanent Duty Station (PDS). Members will be advised to
aggressively seek permanent quarters, keep an accurate record of
expenses for lodging and to register and inform Housing Officer at
least every 10 days of progress in obtaining permanent quarters.

(2) For married members to receive TLA entitlements, members
must be married prior to the effective date of orders. The effective
date of orders is the actual date of reporting minus actual travel
time, not to exceed authorized travel time, plus one day.

(3) Unaccompanied, paragraph 1 applies.

(4) Payment of TLA may be made upon receipt of evidence of the
following:

(a) That application for government quarters has been
submitted to the appropriate base housing commander.

(b) That the applicant has applied to the local housing
referral office for assistance in obtaining private rental housing.

(c) That command-sponsored family members have arrived in
Japan.

(d) Upon presentation of lodging receipts and TLA
certificate.

(5) Payment of TLA will be continued through the entitlement
period in 10-day increments until such time as government or private
rental housing is occupied or until the completion of arrangements for
other permanent type living accommodations. If within the TLA
entitlement period, the Area Housing Officer for the housing control
installation concerned states in writing that government or private
off-base quarters are expected to be available for occupancy within 60
days, the applicant is not required to seek a private rental.

(6) The initial entitlement to arrival TLA is based on the
member’s arrival date iIn Japan and is not to exceed the 60-day
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limitation without referral by official correspondence to
COMNAVFORJAPAN (N1). Commanding Officers will ensure there is

ample justification when granting additional periods of TLA up to and
including the initial 60-day TLA entitlement and will verify that
he/she is personally assured the member has made a sincere effort to
obtain private rental housing.

(7) Command sponsored family members arriving in Japan iIn
advance of the member are eligible for TLA if the last permanent duty
station was outside the Continental United States (CONUS) and/or
member is changing permanent duty station in conjunction with a
homeport change. Family members who obtained waivers for overseas
screening from the Navy Personnel Command (NPC) prior to their arrival
in Japan are also entitled to TLA.

(8) Family members acquired after the effective date of orders
(locally acquired family members) are not eligible for TLA upon
initial arrival to Japan or while staying in the vicinity of the
member”’s permanent duty station in Japan.

b. Extended Entitlement

(1) Requests for extended entitlement of arrival TLA for
periods beyond 60 days must be requested by the individual and
addressed to COMNAVFORJAPAN (N1) via the member’s Commanding
Officer/0Officer-in-Charge and the Area Housing Officer.

(2) IT a member reported unaccompanied and eligible family
members arrive at a later date (non-concurrent travel), COMNAVFORJAPAN
may grant TLA extensions in an increment of 10 days or less after the
initial 60-day entitlement period. Service member must have placed
his/her name on the government housing and the civilian housing
referral office list within three working days after approval of non-
concurrent travel, in order to be considered for extension approval.
All personnel, especially those attached to deploying units, will
maintain close liaison with the housing office to ensure contact when
a housing unit is available. Members on board a forward-deployed unit
during the above time should request to be placed on the housing list
by message to the appropriate COMNAVFORJAPAN Housing Officer. Member’s
deployed time will be taken into consideration when determination is
made to grant extension of TLA beyond the initial 60 days.

(3) Enclosure (1) is a sample request to COMNAVFORJAPAN for
extension of arrival TLA. The information outlined in enclosure (1)
must be forwarded as justification for extended entitlement
consideration. The member is responsible for providing complete data
in support of requests for extension of TLA.

(4) Commanding Officer/Officer-in-Charge endorsements of TLA
extension requests will verify information contained in the basic
request and will contain a recommendation of approval or disapproval.

(C

(C
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The rationale upon which the recommendation is based should be
discussed with the member, including information on any circumstances
(deployments, TAD periods, serious illness or hospitalization of the
member or family members, etc.) which limited the member’s ability to
aggressively seek off-base housing.

(5) Area Housing Officer endorsements will verify the date the
member applied for government housing and for civilian housing
referral. The endorsement will also provide a move-in date or
projected date of availability of government housing. Finally, the
endorsement will also verify that the member has aggressively sought
off-base housing.

(6) Extension of TLA beyond 60 days may be granted by
COMNAVFORJAPAN (N1) when the facts and circumstances of the
individual case, as verified by the required endorsements, demonstrate
that the member diligently searched for permanent housing, an
additional 60 days may be authorized. Mere personal inconvenience to
members or family members will not be used as a factor in the
determination; however, undue financial hardship may be considered.
Authorization of extensions may be granted in increments of 10 days or
less.

c. Termination of TLA

(1) Under the provisions of reference (b), a member may refuse
the fTirst offer of government quarters. TLA entitlements will stop
after 30 days from the date member signed the refusal letter or the
availability date of the unit offered. |If area housing officer made a
second offer within 30 days before the TLA entitlement stop and set up
a move-in date iIn government quarters, the member is entitled to TLA
until the day prior to move-in date.

(2) When it is the opinion of the Housing Officer or
COMNAVFORJAPAN (N1) that the continuance of TLA can no longer be
supported due to the absence of excessive cost, member’s failure to
accept government quarters, or failure to diligently search for
permanent/private quarters, TLA will be terminated.

(3) TLA is not authorized beyond 120 paid days; there will be
no exceptions. If permanent housing cannot be secured within 120 paid
days of TLA, members will be not be reimbursed any form of housing
entitlement (OHA ore BAH) but will continue to receive Cost of Living
allowance (COLA) and BAS.

d. On Departure

(1) Under the provisions of reference (c), payment of TLA upon
departure from the permanent duty station where government owned
furniture is available for use and quarters cleaning service 1is
provided will not exceed one (1) day. Exceptions can be approved by



CH-1 of 5 May 08
COMNAVFORJAPANINST 7220.1T
08 Jan 07

CNFJ (N1) if member can show that logistical arrangements for
departure transportation dictate requirements of more than one (1)
day. The only exception is in areas where incoming members are
drawing TLA, outgoing occupants may exceed the 1 day if the quarters
are returned to the government and subsequently assigned to an
incoming member drawing TLA. It is recommended that household goods
(HHG) shipment be made after scheduling a flight date. An actual port
call date must be received from the proper authority by the
appropriate Personnel Support Detachment. Household goods must be
picked up for shipment. For shipments of household goods that must be
made prior to the 10-day departure window, loaner furniture is
available through most Public Works Departments for those personnel
residing both on and off base. Provisions for loaner furniture should
be made at the time arrangements for shipment of household goods are
made .

(2) Military family members” entitlement to departure TLA will
not exceed the last 10 days preceding the day of departure of the last
family member, provided the departure is not later than 179 days after
the effective date of the members” permanent change-of-station orders,
and provided appropriate authority has approved continued logistic
support.

(3) Enclosure (2) is a sample letter to COMNAVFORJAPAN
requesting extension of TLA upon departure. Requests for extended
entitlement of TLA on departure for a period greater than one (1) day
must come from the individual and must be addressed to COMNAVFORJAPAN
(N1) via the Area Housing Officer and the member’s Commanding
Officer/Officer-in-Charge. This justification of entitlement must
contain all information as outlined in enclosure (2). The member is
responsible for providing complete data in support of requests for
extensions of TLA on departure. Ensure all endorsements are
completed, dated, and signed.

e. Allowance Under Special Conditions

(1) Members who are forced to vacate their permanent living
quarters for reasons beyond their control (fire, flood, etc.) and who
temporarily utilize hotel-like accommodations and public restaurants
while they are seeking new permanent quarters or completion of repairs
to leased quarters are entitled to TLA when i1t is determined by
COMNAVFORJAPAN that the displacement was in fact for reasons beyond
the control of the member. TLA is payable in 10-day increments.
Requests of this nature must be fully documented and submitted to
COMNAVFORJAPAN via the individual’s Commanding Officer and the Area
Housing Officer, who will verify the facts contained in the request.

(2) For members who are directed by the Public Works
Department or the Housing Office to vacate government quarters for
renovations, fumigation, asbestos removal, etc., payment of TLA will
be contingent on the following:

C

(C



COMNAVFORJAPANINST 7220.1T
08 Jan 07

(a) PWD/Housing Officer has identified the permanent
housing as being affected and under repair.

(b) PWD/Housing Officer has determined the inclusive dates
required for temporary lodging.

(c) Commanding OffFicer/Officer-in-Charge endorsement is
positive and fully support member’s request.

f. Early Return of Family Members. Active duty members who are
not in receipt of PCS orders are not entitled to Departure TLA.
Receipt of MILPERS authority for early return of family members does
not constitute PCS orders for a member, but merely allows family
members to be transported at government expense prior to member
receiving PCS orders.

5. Recognized Expenses. Members will be paid the applicable
percentage of the permanent duty station locality Meals and Incidental
Expenses (M&IE) rate, based on the family composition, plus the actual
cost of lodging, limited to the maximum entitlement.

6. Hotels and Hotel-like Accommodations Recommended for Temporary
Occupancy. Commanders and Commanding OFfficers should maintain a
listing of hotels and hotel-like accommodations, which they consider
to be suitable for occupancy and provide the listing to all newly
arriving and departing personnel to assist them in locating temporary
accommodations of their choice within the metropolitan area of the
permanent duty station.

P
e
s

fﬁﬁ J S s
W. P. CUILIK ~
Deputy and Chief of Staff

Distribution: COMNAVFORJAPAN website: www.cnfj.navy.mil



COMNAVFORJAPANINST 7220.1T
08 Jan 07

SAMPLE OF ARRIVAL TLA EXTENSION REOUEST

From: IS3(SW) John J Doe, USN, xXxx-xx-1234

To: Commander, U .S. Naval Forces, Japan (N1)

Via: (1) Commanding Officer (member’s command)
(2) Area Housing Officer

Sub]: REQUEST FOR EXTENDED ENTITLEMENT OF TEMPORARY LODGING
ALLOWANCE (TLA)

Ref: (a) COMNAVFORJAPANINST 7220.1T
1. Per reference (@) paragraph 4b, request a TLA extension
beyond 60 days. The following information is forwarded as my
justification for the entitlement:

a. Name, Grade, Rate, SSN, and Command.

b. Date of marriage.

c. Effective date of orders (;late of arrival minus travel
time).

d. Travel Status of family members (concurrent/non
concurrent).

e. Number of personnel concerned (include member and all
family members).

f. Member’s date of arrival.
g- Family members® date of arrival.

h. Numbers of days requested and date extension is to
commence.

i. Date applied for government and private rental housing.

J- Description of TLA accommodation (# of bedrooms and
cooking facilities available or not available).

k. Efforts to obtain private rental housing.
1. Justification of extension (explain of circumstances).

m. POC at my command is Name, Phone Number, E-mail Address

Enclosure (1)
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n. Number of days paid TLA to date.

o. Date expected to move into government or private housing

Member®s Signature
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FIRST ENDORSEMENT on

From: Area Housing Officer
To: Commander, U. S. Naval Forces, Japan (Attn: N1)
Via: Commanding Officer (Unit Name)

Subj: REQUEST FOR EXTENDED ENTITLEMENT OF TEMPORARY LODGING
ALLOWANCE (TLA)

Ref: (a) Housing Officer Referral List
1. Forwarded, recommending approval/disapproval.

2. Member applied for government housing and for private housing
referrals on (date). Since that time, our records indicate the
member has/has not diligently pursued private rental housing.
Suitable private rental housing per reference (a) i1s/is not
available. Government/private permanent quarters will be
available. Member is expected to move-in (date).

3. POC is Name, Phone number, E-mail address

Area Housing Officer
(Signature)

SECOND ENDORSEMENT on

From: Commanding Officer(Unit Name)
To: Commander, U.S. Naval Forces, Japan (Attn: Code N1)

Subj: REQUEST FOR EXTENDED ENTITLEMENT OF TEMPORARY LODGING
ALLOWANCE (TLA)

1. Forwarded, recommending approval/disapproval

2. Commanding Officer/Officer in Charge justification and
certification of unusual circumstances.

Commanding Officer

(C

(C
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SAMPLE OF DEPARTURE TLA EXTENSION REQUEST

IS3(SW) John J Doe, USN, xxx-xx-1234
Commander, U.S. Naval Forces, Japan (N1)
(1) Area Housing Officer

(2) Commanding Officer (member’s command)

REQUEST FOR EXTENSION OF DEPARTURE TEMPORARY LODGING
ALLOWANCE (TLA)

(a) COMNAVFORJAPANINST 7220.1T

1. Per reference (a) paragraph 4d, request departure TLA beyond

1 day.

The following information is forwarded as justification

for the entitlement:

a.

b.

day.

Name/Grade/Rate, SSN, Unit.
Number of personnel concerned.
Date vacated quarters.

Date household goods shipped.
Confirmed flight date.

Justification for extension of departure TLA beyond 1

(Fully explain circumstances.)

2. POC is Name, Phone Number, E-mail Address

Member®s Signature

Enclosure (2)

(C
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FIRST ENDORSEMENT on
of

From: Area Housing Officer
To: Commander, U.S. Naval Forces, Japan (Attn : Code N1)
Via: Commanding Officer(Unit Name)

Subj: REQUEST FOR EXTENSION OF DEPARTURE TEMPORARY LODGING
ALLOWANCE (TLA)

Ref: (a) JFTR Chapter 9

1. Forwarded, recommending approval/disapproval.

Area Housing Officer
(Signature)

SECOND ENDORSEMENT

From: Commanding Officer (Unit Name)
To: Commander, U.S. Naval Forces, Japan (Attn: Code N1)

Subj: REQUEST FOR EXTENDED ENTITLEMENT OF DEPARTURE TEMPORARY
LODGING ALLOWANCE (TLA)

1. Forwarded, recommending approval/disapproval.

Commanding Officer
(Signature)

Note: Delete Subject line 1f second endorsement will be on same
page

(C

(C
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SAMPLE OF TLA UNDER SPECIAL OR UNUSUAL CONDITIONS

From: Rate, Service Member®s Name, Svc, Xxx-xx=1234
To: Commander, U. S. Naval Forces, Japan (N1) (C
Via: (1) Commanding Officer (member’s command)

(2) Area Housing Officer

Subj: REQUEST FOR TEMPORARY LODGING ALLOWANCE (TLA) UNDER
SPECIAL OR UNUSUAL CONDITIONS

Ref: (a) COMNAVFORJAPANINST 7220.1T
1. Per reference (a) paragraph 4e, request TLA under special or
unusual conditions. The following information is forwarded as
my justification for the entitlement:

a. Name, Grade, Rate, SSN, Command.

b. Date of marriage:

c. Effective date of orders

d. Travel status of family members (concurrent/non-
concurrent):

e. Number of personnel concerned:
f. Member®"s date of arrival:
g- Family member®s date of arrival:

h. Number of days requested: __ Date extension will
commence:

1. Date permanent housing will be available:

J- Description of TLA accommodations (number of bedrooms,
cooking facilities available)

k. Justification (fully explain unusual circumstances):

1. POC is Name, Phone Number, and E-mail Address

Service Member®s Signature

Enclosure (3)
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FIRST ENDORSEMENT on

of
From: Commanding Officer (Unit Name)
To: Commander, U.S. Naval Forces, Japan (Attn : Code N1) (C
Via: Area Housing Office

Subj: REQUEST FOR TEMPORARY LODGING (TLA) UNDER SPECIAL OR
UNUSUAL CONDITIONS

1. Forwarded, recommending approval/disapproval.

Commanding Officer

(Signature)
SECOND ENDORSEMENT
From: Area Housing Officer
To: Commander, U.S. Naval Forces, Japan (Attn: Code N1) (C

Ref: (a) JFTR, Paragraph U9202
(b) Housing Office Referral List

1. Forwarded, recommending approval/disapproval.

2. Suitable private housing will be available on or about
(date).

3. POC is Name, Phone number, e-mail address.

Area Housing Officer
(Signature)





