
U.S. Army Financial Management 
Command

Army Military Pay Office 
(AMPO)

Out-Processing Briefing

15 APR 2024
Controlled by: HQ USAFMCOM 
Controlled by: Office symbol
Category: OPSEC 
POC: RONESHA.D.JORDAN2.CIV@ARMY.MIL

mailto:RONESHA.D.JORDAN2.civ@army.mil


This is a 2-part briefing.

Part 1 – Information that pertains to ALL Soldiers
PCSing. The brief covers:

• PCS Travel Entitlements

• Pay changes to expect when leaving Ft. Cavazos

• Finance Clearing Process

Part 2 – Filling out the PCS advances 
(DLA, Travel Advances and Pay advances)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

General Information



PCS ENTITLEMENTS

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 Soldiers on PCS orders may be entitled to:
• Per Diem - Per diem is a set allowance for lodging,

meal and incidental costs per day of authorized
travel.

• Dislocation Allowance – DLA partially reimburses a
service member for expenses incurred when
moving. Rates are based on the member’s grade
and dependency status.

• Mileage - Mileage allowance reimburses gas and
other operating expenses for official PCS or TDY
travel by POV, privately owned vehicle.

• Temporary Lodging Expense – Reimburses hotel
costs within 75 miles of current or new duty station.



Per Diem

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 Paid per day of authorized travel, per authorized 
dependent.

Covers lodging, meals and incidental per day of  
travel. 

 Per diem rates consist of a lodging allowance, and  
meals (M&IE). Most of CONUS is covered by the 
rate of $166 ($107 lodging, $59 M&IE) 

Flights receive $44.25

On the day of departure from the permanent duty 
station and on the day of arrival, traveler is paid 
75% of the M&IE rate regardless of departure or 
return time. 



Per Diem

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Per diem
 To assist with payment of lodging and meals for Soldiers and their 

dependents while enroute the new duty station:
Per diem rate when traveling by POV :
Soldier
Dependents 12 and over
Dependents under 11

$166 per day
$124.50 per day
$83 per day

Per diem rate when flying:
$ 44.25 for one day of travel when flying
$ 33.19 for one day of travel for dependents over 12
$ 22.13 for one day of travel for dependents 11 and under

 Lodging receipts for the in-transit portion 
of your PCS move are not required.



Mileage (MALT)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Mileage Allowance
Reimburses gas and other operating expenses for official PCS or 

TDY travel by POV To assist with payment of lodging and meals 
for Soldiers and their dependents while enroute the new duty 
station:

1 Vehicle: $.22 per mile
2 Vehicle: $.22 per mile (total $.44 per mile)
3 Vehicles: Require Exception to Policy, Army G-1



Dislocation Allowance (DLA)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 Payable once per fiscal year with limited exceptions.

Payment rates are based on the member’s grade and
dependency status. Not authorized for members assigned to
barracks.



Dislocation Allowance (DLA)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 Single or unaccompanied SSG or above will 
receive DLA at the “without dependent” rate

 Please note that if Senior Quarters are available 
for single or unaccompanied SSG and above 
the DLA may be collected back.

Single SGT/E-5 and below may not receive DLA.



Temporary Lodging Expense (TLE)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 TLE partially offsets the added living expenses within 
CONUS incurred by a member and dependents PCS
 It is a reimbursement for lodging at your losing or gaining 

station (maximum daily rate of $290.00)
 Applies to Soldier’s who have a large family and use of two 

or more than rooms
 You are authorized 14 days of TLE on a CONUS to CONUS move 

or OCONUS to CONUS move

 CONUS to OCONUS Moves - allowed up to 5 days MAX
 Hotel must be within 75 miles of current or new duty station

 TLE claim is submitted at your gaining station



Temporary Lodging Expense (TLE)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

 You will file your TLE claim at your new duty station
 You must have the following when submitting your TLE 

claim
• Itemized receipts for lodging (original lodging receipt with a

zero balance regardless of lodging cost
• Hotel must be within 75 miles of current or new duty station

 TLE for Retiring or Separating Soldiers is not authorized



Temporary Lodging Allowance (TLA)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Applies to Soldiers on PCS orders to an Overseas Assignment
 To partially reimburse a member for the more than normal expenses 

incurred while occupying temporary lodgings and expenses for 
meals obtained as a direct result of using temporary lodgings 
OCONUS that do not have facilities for preparing and consuming 
meals

 May be authorized upon reporting to an OCONUS PDS and waiting 
for Government quarters assignment, or while completing 
arrangements for other permanent living accommodations when 
Government quarters are not available

 Overseas housing office is the approving agency for TLA.



PCS Travel Entitlements

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

PAY CHANGES 
TO EXPECT 

WHEN 
DEPARTING    

FT. CAVAZOS



Entitlements that will stop upon departure:

Assignment Incentive Pay – Day of Departure

Save Pay - Day of Departure

Parachute / Jump Pay - Day prior to Departure

Special Duty Assignment Pay - Day prior to 

Departure

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Pay Changes To Expect



Basic Allowance for Housing (BAH)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Fort Cavazos BAH remain in effect until you sign-in to your gaining 
duty station. 

 If your BAH entitlement changed!! – You are required to inform 
your unit commander for certification of a NEW DA Form 5960. 

 Reasons for commander to certify BAH are:
 Terminating non-family residence (barracks)
 Marital or Dependency Status Change (married, divorced, or 

birth of child)
 You have a court ordered child support
 Spouse enlisted or discharged from military

 Spouse enlisted or commissioned – enlisted contract or 
Oath of Office

 Spouse Separated from service – Commander will need 
spouse’s DD 214



PCS Travel Entitlements

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

FINANCE 
CLEARING 
PROCESS



Before going to final out, call finance to confirm 
you’re cleared. (254) 618-7613 or (254) 618-7614

 Submit clearing documents at least 10 days prior to your 
sign-out date as stated on your IPPS-A Absence request, 
email address is listed on next slide.

 Submit the below documents ENCRYPTED or through S-1 to 
clear, unencrypted emails cannot be serviced due to 
security protocols: 

• Orders, amendments, and any DD 1610 for TDY enroute 

• IPPS-A Absence Request

• Do not send clearing papers for PCS clearing

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Clearing Process



PCS Clearing

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

To clear send an ENCRYPTED email to:

usarmy.cavazos.fin-mgt-
cmd.mbx.ampo-iop-

travel- section@army.mil



Before going to final out, call finance to confirm 
you’re cleared. (254) 618-7613 or (254) 618-7614

 All clearing is digital using the ISMS system, no more hard 
copy stamps on the clearing papers.

 You NO longer have to physically visit Finance to get your 
clearance papers stamped as you will be digitally cleared 
thru the Installation Support Modules (ISM) system.

 The AMPO will digitally clear you, three (3) business days 
prior to the departure date stated on the IPPS-A Absence 
Request Form.

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Clearing Information



Temporary Duty (TDY) en-route

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

If you are performing TDY en-route you must have valid TDY 
orders (DD From 1610, if TDY period is not included on the 
original PCS order) and/or any amendments with a valid 
Line of Accounting (LOA) in order to get paid for your TDY.

 You may be entitled to Family Separation Allowance (FSA) if 
separated from your dependents for a period greater than 
30 days which is paid by the gaining station.

 Must list all authorized expenses incurred on your 
Smartvoucher or DD Form 1351-2 (Travel Voucher); include 
lodging; you must break down In and Around mileage if 
authorized; keep all receipts.



PCS Travel Entitlements

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

PCS
ADVANCES



PCS Advances

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Soldiers on PCS orders may request advances to offset the 
cost of PCS expenses. All advances are optional.

 Travel Advances - An advance of 80% of mileage and per 
diem.

 DLA Advance – An advance of DLA when authorized DLA.
 Pay Advance – An advance of 1-month’s base pay. 

***DLA and travel advances must be settled at the gaining *** 
station or advances will result in collections. 



DLA Advance & Travel Advance

UNDERSTAND VISUALIZE DESCRIBE DIRECT
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To partially reimburse a member, with or without 
dependents, for the expenses incurred in relocating 
the member's household on a PCS

Travel Advances are requested thru the 
SmartVoucher system

(https://smartvoucher.dfas.mil)
Login with CAC or Userid/Password
Click on Create (upper right corner)
Select Travel Advance Request
Upload orders and leave request

Need help? Detailed instructions on submitting a travel 
advance in Smartvoucher located on slide 28.

https://smartvoucher.dfas.mil/


Advance of Pay, DD Form 2560

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

To provide funds to a member to meet extraordinary incidental 
expenses to a government-ordered relocation. It is intended to 
assist with the out-of-pocket expenses. 

An advance of ONE (1) month base pay minus regular 
deductions to include child support.
Soldiers in the pay grade of E-4 and below must obtain their 

Commander’s (O-3 and above) signature

Payment may take up to 5 business days to process.

How to Apply?
• Complete a DD 2058
• Attach orders and leave request
• Submit directly to Finance office



Mandatory use of the Government Travel
Charge Card (GTCC)

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Military personnel who possess a 
Government Travel Charge Card (GTCC) 
utilize their GTCC for official relocation 
expenses per the Secretary of the Army.

If the Traveler does not possess a GTCC:
 You may receive travel advances and DLA 

advances

 Have A GTCC? = DLA ADVANCE ONLY



Revoked, Amended or Rescinded 
Orders

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Please notify the AMPO if you are no longer 
departing Fort Cavazos, or you were extended so 
that we may adjust or cancel your departure date 
in the system otherwise the system will put you in 
a suspended status and you will NOT GET PAID.

Do It Yourself (DITY) Moves are handled through the local 
Transportation Office.



References

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

DoD Financial Management Regulation Volume 7A
-Military Pay Policy And Procedures - Active Duty 
And Reserve Pay
Chapter 26 – Basic Allowance for Housing

Defense Travel Management Office Per Diem | 
Defense Travel Management Office (dod.mil)

Joint Travel Regulation
Chapter 5 – PCS Travel

https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/
https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/


Questions

UNDERSTAND VISUALIZE DESCRIBE DIRECT
LEAD & ASSESS

Call
254-287-9697
254-287-6773





Located top left 
of IPPSA orders 
right above 
name and rank

















Once you have uploaded all of your supporting documents you may select View Travel 
Voucher to see your completed form and attachments prior to submitting your advance. 
Once you are satisfied with your advance and attachments, click the Sign box, and select 
the Submit Travel Advance button. This will send your claim packet to DFAS Rome for 
review, approval, and processing. 
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