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Departure TLA 5 Step Process

1. Attend TLA Brief
(@ 0800 M-F)

Attend the virtual Departure TLA
Brief @ 0800, M-F at: Teams Link

STEP

REQUIRED DOCUMENTS FOR TLA MEMO:
1)PCS Orders O 1
2)IPPS-A Leave Authorization
3)Flight Itinerary

4)HHG pick up documentation
E B EEEEEEEEEEETR
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VACAI'TE

STEP
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3. Give Notice to Vacate &
Remember to give your on-post

community center or landlord -
appropriate notice to vacate as
outlined in your lease agreement. STEP
Failure to give appropriate notice O 3
may result in financial responsibility
for rent after vacating. u

m

STEP
5. Finance
Submit documents to Finance to :

receive reimbursement. Finance
will need: -
1) PCS Orders —

2) IPPS-A Leave Authorization
3) Flight Itinerary STEP
5) Zero-balance Hotel Receipt O 5
listing day to day charges

4) TLA Memo
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Departure TLA is for no
more than 10 days prior
to departure from the
PDS, as long as SM is not
on leave and HHG have
been picked up.

4. Book Hotel

HSO can provide a list of TLA
approved hotels. Please ensure
eligibility for TLA prior to
booking.

It is recommended to contact
the hotel directly to book
accommodations at the TLA
rate.

Reminders:

1) E5 and below must have Command
Sponsored dependents on orders
to be eligible for TLA.

2) SM cannot be on leave during the
TLA period.

3)TLA is a reimbursement.
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https://usg01.safelinks.protection.office365.us/?url=https%3A%2F%2Fdod.teams.microsoft.us%2Fl%2Fmeetup-join%2F19%253adod%253ameeting_b8aaf645b2a8433993b545739917e770%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522fae6d70f-954b-4811-92b6-0530d6f84c43%2522%252c%2522Oid%2522%253a%2522b44d841a-4cfe-4c98-9c2d-e83ac9239483%2522%257d&data=05%7C02%7Cnorman.h.tosta.civ%40army.mil%7C573ab6efa8a04272152708dc0e2b6aa3%7Cfae6d70f954b481192b60530d6f84c43%7C0%7C0%7C638400826831126904%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=TgJd3wjLhOgH5ni4SD2Icp93%2BOlLS0Fx3zQ8DSginJM%3D&reserved=0



