	DEPARTURE TEMPORARY LODGING ALLOWANCE INFORMATION SHEET


	NAME (Last, First, MI):


	RANK/RATE:
	SSN:

	COMMAND:


	UIC:
	CLERK:

	SEPARATION/TRANSFER DATE:


	TLA HOTEL:

	INITIALS

	
	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 effective date of orders.

	
	Members MUST be completely cleared from the MILITARY FAMILY HOUSING (MFH) office and in receipt of the housing termination document.

	
	If moving from government quarters, TLA is limited to THREE (3) days prior to the SEPARATION/TRANSFER DATE.  If residing off base, TLA is limited to FIVE (5) days.  Members MUST submit the “BILL OF LADING” for household goods pick-up or a written release from the landlord indicating the date off-base housing was vacated.

	
	Unaccompanied or single Sailors will obtain and provide to the transfer/separation clerk the required Statement of Non-availability of bachelor quarters.

	
	Commander, Navy Region Hawaii, must approve any extension of TLA.  Extended TLA payments will not be made without approval.  Members must request extension of TLA via their commanding officers.

	
	Paid hotel receipts from TLA-approved accommodations itemized with such information as the daily room rate, parking fees if any, Hawaii general tax, the inclusive days at the hotel and whether the room(s) has/have adequate or inadequate kitchen facilities, must be submitted to the transfer/separation clerk.

	
	TLA can only be claimed for the island where the permanent duty station is located.  TLA CANNOT BE CLAIMED AT THE NEXT DUTY STATION.

	
	When any receipt submitted for lodging is fraudulent, payment of all TLA for those days must be denied and disciplinary action under the UCMJ is imminent.  All receipts that do not appear correct will be verified with hotel management.

	
	Individuals who are separating/retiring from the Navy and remain in Hawaii are NOT entitled to Departure TLA.  Individuals who are separating/retiring and leaving Hawaii by the separation/retirement date may have the same entitlements as individuals effecting PCS orders.  TLA may not be paid after separation or retirement dates.

	“I have been briefed and understand the provisions regarding entitlement to 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)




