Welcome to the Heidelberg District!

Congratulations on your assignment to the Heidelberg District.
We, at the Heidelberg Personnel Field Office, look forward to
assisting you and making your transition smoother. Follows are
instructions on how to complete the following common benefits &
entitlements:

Temporary Quarters Subsistence Allowance (TQSA)
Foreign Transfer Allowance (FTA)

Advanced Pay
Living Quarters Allowance (LQA)/Post Allowance (PA)

Travel Vouchers

If you have any questions, please contact our office at
06221-67-7320/7322/7323



Temporary Quarters Subsistence Allowance

TQSA is an allowance granted to an eligible employee for the reasonable cost of
temporary quarters, meals and laundry expenses incurred by the employee and/or family
members for a period not to exceed 90 days after first arrival at a new post in a foreign
area.

TQSA should be requested every 10-14 days to keep a flow of money coming to the
employee.

TQSA rates can be found at: https://hq-w4.dodea.edu/lqarates/lqarates.cfm
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How to apply for TQSA

Once you have your receipt for the first 10-14 days of TQSA:

Step 1 — Go to DAPS https://hg-w4.dodea.edu/daps/

Step 2 — Select Employee Login

Step 3 — Sign in using SSN & Birth date (you don’t need a special login/password)

Step 4 - Select CREATE SF-1190

Step 5 — Select Temporary Quarters Subsistence Allowance — then submit
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Step 6 — Fill out page:
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Email address: School email address
Address: CMR/Unit address
Previous Post: self-explanatory
Date of Arrival: date arrived in Germany
TQSA Start date: date of first day claiming TQSA
Start date (Initial Submission): same as TQSA start date

Subsequent Submissions: date of the current submission
End date: End date of this current submission
**Please note Start date and end date MUST match the dates on your hotel receipts
Reason for submitting: Initiate TQSA — first submission

Continued TQSA — subsequent TQSA submissions



Step 6 continued

2 DoDEA: DAPS Online - Microsoft Internet Explorer
J File Edit ‘“iew Fawortes Toolz Help ‘
J =L =2 at Q E| @ 3 ‘ ‘ ‘ [ ‘ =/ |
Back Farward Stop Riefrezh Hame Search Favarites edia Histary Frint Preview Edit Frint
| Addhess [&) hitps://hqwé.odedodea.edu/daps/mod_request cim?Mode=Crete =] @he
|Reasnn for submitting || j | =
|Dependeni Information (Include your spouse if applicable)
. DoB Arrival Date At %
MName ‘SSN Fielation ‘(MM#DDNYYY) MDA YY) ‘Address Post? | Support
| | gl | | Br —
| | gl | | Bo
| | gl | | Bo —
| | gl | | Bo —
| | A | | B —
| | gl | | Br —
| | gl | | B0 =
| | gl | | Bo —
| | gl | | B —
| | gl | | B- —
|Spuuse Information (Only required if spouse is a U. 5. Government employee)
|Name || =l
|@ Dane lilil—éi 0 Intemet

ﬁ Stalll

J \nbok 7 ﬂtitlix | l’_j}AdDb...l @Dracl.. I Docu...I =4 RE C..I @httns:...l @Dlacl..l @Dlacl...l @Dnn,,, Micro...l @’ﬁ} @yﬁ 10:58 Ak

Fill in dependent information for those in country

Step 7 - scroll down and click “WORKSHEET”



Step 8 — Begin filling in worksheet
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Click on the “edit” button — this opens up each day
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If your expenses are in US dollars then select “United States”, if your expense is in Euro
then select “Germany. Fill in the appropriate amount of your lodging (which matches
your receipt) and Meals/Dry cleaning.

You will not have to provide receipts for meals as long as it falls into what an average
person would consider REASONABLE. With that said, it is best to keep your receipts
until your claim has been through final adjudication. For instance:

TQSA Maximum rate for a family of 4 is $250 per day. The hotel bill comes to $150 per
day and you submit for approximately $75 of food per day. This is reasonable and you
probably won’t be required to provide receipts. On the other hand if your hotel bill is
only $60 per night and you submit for $190 of food per day, you are going to be required
to submit receipts. Do not submit the same dollar amount for food expenses each day —
this is a red flag that you are not turning in claims for actual expenses.

When done hit save and follow the same steps for each day until complete.



Step 9 — Once you have completed all days
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Check “Lump Sum” or Biweekly and PRINT out a copy of this page for your records
then hit “Submit.”

Step 10 — Immediately provide your receipts to your school secretary who will forward
them to HQ for processing.

You can check to see the status of your request by logging back into DAPS and selecting
“Check Status.” When the submission is marked as “Completed” you can go to “View
SF-1190” and print out a copy for your records. If your submission stands at “Pending”
for more than 5 days, please notify your servicing HR Assistant at the HD DSO
Personnel Field Office to find out what is wrong.

TQSA payments will be received in your normal paycheck. If you do not receive your
TQSA payment within one COMPLETE pay period after the submission is marked
“completed,” please contact your servicing HR Assistant at the HD DSO Personnel Field
Office.



Step 11 — Attached (the next two pages) is a Memorandum for TQSA. Everyone
receiving TQSA must read, print off, sign and return this Memorandum to the HD
District Personnel Office. This will serve as proof you understand the regulations and
requirements governing the payment of TQSA.



MEMORANDUM FOR DODEA TEMPORARY QUARTERS SUBSISTENCE
ALLOWANCE RECIPIENT

SUBJECT: Conditions of Eligibility for Temporary Quarters Subsistence
Allowance (TQSA)

The authorization and payment of TQSA is governed by the provisions of Chapter
120 of the Department of State Standardized Regulations (DSSR) and DoD Manual
1400.25-M, Subchapter 1250. An employee must be eligible for living quarters
allowance to be authorized TQSA.

TQSA is an allowance that is intended to assist in covering the average costs of
adequate but not elaborate or unnecessarily expensive accommodations in a hotel,
pension, or other transient-type quarters for you and your family members who are
residing with you at your post of assignment. In addition, TQSA is intended to cover the
cost of reasonable meal and laundry/dry cleaning expenses for a period not in excess of
90 days after first arrival at a new post in a foreign area or 30 days immediately
preceding final departure from the post following vacating of residence quarters . TQSA
is not intended to cover toiletry and sundry items, childcare products, smoking products,
entertainment products, and alcoholic beverages. Therefore, the cost of these types of
items may not be included on your claim for reimbursement.

The 90 and 30 day TQSA periods may be extended up to but not more than
60 days in each case if it is determined that compelling reasons beyond the control of the
employee require continued occupancy of temporary quarters. You can request an
extension of TQSA by letter or by email. When a request is received, the Program
Manager for the Customer Operations Teams (COT) servicing your area will determine if
circumstances warrant an extension. Once approved, the team member will fax or email
a copy of the approval letter to you.

When you apply for TQSA, you will need to complete an SF-1190, Foreign
Allowances Application, Grant and Report, a TQSA Worksheet, and a TQSA Actual
Expense Worksheet. You will be required to attach copies of receipts for the lodging
expenses you claimed on the worksheet with your TQSA submission. You may provide
a certified statement as to your actual daily costs for meals and laundry/dry cleaning
expenses. You can only claim actual expenses incurred versus a "flat " or "average"
daily amount. Claims that do not include the actual daily expenses for lodging and meals
will not be paid.

TQSA Claims must be filed online through the automated DoDEA Allowance
Processing System (DAPS). You can receive assistance form your school secretary or
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your local Human Resources Office on the use of DAPS. Although receipts for meals,
laundry, and dry cleaning expenses are not required to be submitted with your application
for TQSA, you are required to retain receipts for all meal, laundry, and dry cleaning
expenses. If the amounts you have claimed appear to be extravagant, you will be
required to provide receipts. If you fail to provide receipts, allowance payments for
meals and laundry/dry cleaning expenses will be suspended until the supporting receipts
are provided.

You are responsible for immediately reporting any changes that affect your TQSA
authorization such as a change in marital or family status, change in the number of
authorized dependents at the post, attainment of age 21 by a dependent child, or
movement into permanent quarters. Immediate reporting of these changes will ensure
you receive prompt payments, if due, or prevent you from incurring a debt. Intentional
misrepresentation of the facts involving an application for TQSA may result in removal
from Federal employment. If you have any questions about your TQSA, please contact
your Local Human Resources Advisor or your servicing Customer Operations Team.

Please initial the bottom right hand corner of the first page and complete the
section below. A signed copy of this memorandum must be returned to the Heidelberg
District Personnel Office . Please retain a copy for your records.

I certify that have read and understand the above conditions regarding eligibility for a

temporary quarters subsistence allowance.

Employee's Signature:
Date:

Employee's Name (printed):
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Foreign Transfer Allowance (FTA)
FTA is designed to assist in offsetting the cost of extraordinary items that are incurred
when moving. You can either get:

1. flat Amount - not itemizing - $500 for single employees or $1000 for employees with
families

2. If using an Immobilien — up to 1 weeks base pay for single employees or 2 weeks base
pay for employees with family. You must provide Immobilien receipt as verification.

How to claim FTA:
If you are a reassigning employee see page 12

If you are a new CONUS hire: Your submission will go through DAPS
https://hg-w4.dodea.edu/daps/ (see TQSA section for DAPS login procedures)

Step 1 — Select “Foreign Transfer Allowance”
Step 2 — Fill in blanks (see TQSA submission for basics)

Step 3 — When you reach the FTA portion of the form:
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Check “Miscellaneous Standard” if you did not utilize an Immobilien
Check “Miscellaneous Itemized” if you DID use an Immobilien

Then Scroll down and click “worksheet”
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Note it shows you the maximum FTA you can get.

Click on the “add” at the bottom. It will open up...
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Description: Immobilien Expense
Currency: Germany
Amount: Put the total amount in Euros of the Immobilien

Then hit “save.”
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Print this page out, then hit “submit,” and provide your school secretary a copy of the
Immobilien receipt.
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How to submit for FTA if you are a reassigning emplovyee

FTA for reassigning teachers is done through a DD Form 1351-2 and submitted to 208™
Finance.

Fill out the travel voucher as normal. FTA is listed under Item 18 — Reimbursable
Expenses”

a. Date — date of Immobilien receipt

b. Nature of Expense — Misc. Expense”

c. Amount — amount of Immobilien and write “Euro”
d. Allowed — leave blank

Make 5 copies of Travel Voucher, Orders, Direct Deposit Form, & Immobilien Receipt.
This will be mailed to DFAS. The address can be found on page 2 of your orders.
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Advanced Pay

You can request an advance pay of up to 6 pay periods. You will need to submit through
your school secretary to your servicing Customer Service Representative at the HD DSO
Personnel Field office the following:

1. SF-1190 - you can get this from your school secretary
2. Travel Orders
3. Most recent LES or if new CONUS hire, Employment letter

NOTE: This MUST be requested within 60 days of report date. After 60 days, you lose
the ability to request this benefit.
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Living Quarters Allowance (LQA) & Post Allowance (PA)

LQA is a quarters allowance granted to an eligible employee for the annual cost of
suitable, adequate, living quarters for the employee and his/her family.

Post allowance means a cost-of-living allowance granted to an eligible employee
officially stationed at a post in a foreign area where the cost of living, exclusive of
quarter’s costs, is substantially higher than in Washington, D.C. Post allowance may not
be paid with TQSA.

LQA rates can be found at: https://hq-w4.dodea.edu/lqarates/lqarates.htm
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Once you have your lease, login to DAPS (see TQSA submission for basics of logging in
to DAPS. Select “Create SF-1190” and select “Living Quarters Allowance.”

Step 1 — Fill out basic information

Date of Arrival: date you arrived at post

Start Date: Start date of LQA — should coordinate with the start date on your lease.
NOTE: You cannot overlap LQA and incoming TQSA

End date: Put 10 years from start date

Reason for submitting: Select — Initiate both LQA & PA

Your dependents should auto-populate. Scroll down to the bottom and hit “worksheet.”
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Fill in the above information based on your lease agreement. Leave blank anything that
is not applicable. Once completed, scroll to the bottom and click “worksheet.”
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Step 2 — Filling out the worksheet

a DoDEA: DAPS Online - Microsoft Internet Explorer
J Fle Edit “iew Favoites Tools Help ‘
.o+ . @ 2] fat Q 3| & [ [ = )
Back Faryard Stop Refresh Home: Search Favarites Media History Frint Preview Edit Frint
J Address I@ https: /#hg-wd. odedodea. edu/daps/mod_workshest, ofmPrequest_id=175608355-20041 5081 245&allowance_type=LOA%mode=Create j 6’ Go
Quarters Group w3 =
()]
Description GERMANY )5, Dollars
(@) Fent, if leased; or 105 of original purchase price, if owned (Claim
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(cf) Insurance on rented property and/or fumnishings required by law ar
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custom to be paid by lessee
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(o) Agent's fee if mandatory by law or custorm and is condition of ID 00 000
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(h) Apartment/condaominium fees (Excluding single family dwelling and
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PO
(i} Interest an a loan fram American institution o finance "key money"
! [0.00 .00
paid to landlord
(i) Appreciation fee paid directhy to landlord. Must appear onlease or ID 0 000
rental agreement. =
(k) Heat - gas, fuel [0.00 0.00
(I} Electricity |D 00 0.00
(m) Other heat. fuel (Specify) ID.DD 0.00 i
(n) ‘Water [0.00 0.00
(o) Garbage Collection ID.DD 0.00
Total Expenses claimed for this period (100%): |D.EID 0.00
L na Advance | E sdianca | =
|&] Dore ’_’_ré_ 0 Intemet
listan|| [Slinbox -..| | CiPr.| 10wl .| @Alowa.. | &ARE ch. | [EMies.. | £1LvNG. |[E]D0D.. | yCADe: | YN D ae 1218PM

Enter in the figures in Euro in YEARLY amount. For the utilities that you have to
provide on your own, put in an estimate. You can talk to the utility company or landlord
for what the previous occupant spent per month.

NEBENKOSTEN - this is an amount paid to the landlord on top of basic rent to cover
costs that he pays and you reimburse for on a yearly basis.

The following are an example of the common Nebenkosten expenses that are NOT
reimbursable by DoDEA based on the Department of State Standardized Regulation:

Security Deposit for rent/utilities

Schornsteinfeger — Chimney Sweep (can be called other things in German)
Wartungskosten — Maintenance Cost

Treppenhausreinigung — Stairwell Cleaning

Gartenpflege — Gardening

Schneeraeumen — Snow Removal

Versicherungen — Insurance

Steuern — Taxes

Satellitenantenne — Satellite dish
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Kabelfernsehen — cable TV
Telefonkosten — Telephone

Zweite Garage — o Garage
Carport/autoabstellplatz — Carport
Abrechnungskosten — Settlement costs

Please keep in mind that in the German language there can be different words for the
same thing. Check with the housing office or your landlord to see what each
Nebenkosten item means.

If you have Nebenkosten, prior to making your DAPS submission, you must have the
landlord give you a breakdown of what percentage of the whole Nebenkosten amount is
attributable to each section. Then only claim the percentage amount that is reimbursable.
EX:

Total monthly Nebenkosten: 250 Euro
Breakdown reveals:

25% - Water — reimbursable

5% - Cable TV — not reimbursable

20% - Insurance — not reimbursable

20% - Taxes — not reimbursable

30% - Common Electricity - reimbursable

Only 55% of the 250 Euros can be reimbursed and therefore that is the amount (time 12
for the whole year) that should be put on the worksheet. The remaining 45% will be the
responsibility of the employee.

Once all the expenses are filled in, provide a copy of your lease and the Nebenkosten
breakdown to your school secretary. It will then be forwarded to HQ for processing.

You can check to see the status of your request by logging back into DAPS and selecting
“Check Status.” When the submission is marked as “Completed” you can go to “View
SF-1190” and print out a copy for your records. If your submission stands at “Pending”
for more than 10 days, please notify your servicing HR Assistant at the HD DSO
Personnel Field Office to find out what is wrong.

LQA should begin approximately one COMPLETE pay period after the submission is
marked “completed” provided this is after the effective date of your lease. If your LQA
doesn’t start, please contact your servicing HR Assistant at the HD DSO Personnel Field
Office.
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Tips on LQA

1. LQA is reimbursing you for expenses incurred. Therefore if you submit a start
LQA on 15 August, but have an effective date of 01-Sep-2004, you will not see
LQA payments until after 01-Sep because you have not incurred expenses until
after 1-Sept.

2. LQA is paid over 26 pay periods, not twice a month. Example: If your rent is
1000 Euros a month (12,000 Euro a year), you will see reimbursement of 461Euro
per pay period. There are two months in the course of a year where you will have
three pay periods.

3. You MUST complete a LQA reconciliation after one year. This is mandatory in
ensure that your estimated utilities amount is correct.

4. You are responsible to pay for all expenses that are not reimbursed.

5. LQA will not reimburse for purchase of kitchens or any form of deposits.

Post Allowance (PA)

Post Allowance will begin when your LQA begins. This is designed to offset the higher
cost of living compared to the metropolitan Washington, DC area. Post Allowance
fluctuates based on the Euro rate. The amount paid is set by the Department of State and
is based on yearly income and family size. ANY change in family status
(increase/decrease of dependants) must be reported immediately through DAPS. Post
Allowance is only payable for family members who are living in Germany. If a family
member is absent for more than 30 days (ex: child goes to college in the US), you must
go into DAPS and remove them. In addition, if you have delayed travel for your family
members, you can not submit a request for Post Allowance until they arrive in Germany.
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Travel Vouchers

In order to be reimbursed for travel expenses, you will need to submit a DD Form 1351-
2, Travel Voucher. You can obtain one from your school secretary. Please complete
thoroughly. You must provide receipts for taxis (to and from airport) and any single
expense over $75. Please ensure the voucher is completed in ink and signed. A complete
packet consists of:

DD Form 1351-2, Travel Voucher
Copies of all plane tickets

Receipts

Orders and amendments, if applicable
Direct Deposit Form

Five copies of the completed packet are turned in to DFAS. The address can be found on
page 2 of your orders.
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