
CHRA‐Far East Region
Camp Zama CPAC

OVERSEAS BENEFITS (OS) & ENTITLEMENTS
For eligible employees

 Foreign Transfer Allowance (FTA – SE/ FTA – ME)
Advance of Pay 
 Temporary Quarters Subsistence Allowance (TQSA)
 LQA
 Post Allowance
 Non‐temporary Storage of HHG
 Employee Responsibilities
 Taxable Allowances
 Service Now

REGULATORY BASIS:
• 5 United States Code, Section 5923-5928 and 6304-6305
• Title 5, CFR Part 630, Subpart F
• Department of State Standardized Regulations 

(Government Civilians, Foreign Areas) (DSSR)
• DODI 1400.25, Volume 1250 (Overseas Allowances and 

Differentials)



Regulatory Basis
• 5 United States Code, Section 5923-5928 and 6304-6305
• Title 5, CFR Part 630, Subpart F
• Department of State Standardized Regulations (Government 

Civilians, Foreign Areas)(DSSR)
• DoDI 1400.25, Volume 1250 (Overseas Allowances and 

Differentials)
• **The Joint Travel Regulations are not used to process 

your Overseas Benefits and Entitlements.**

Civilian Human Resources Agency



Claims Processed 
Directly Through DFAS

• Travel Claim (Flight 
and Travel for Sponsor 
and Family Members)

• Miscellaneous 
Expenses Allowances 
for Current Federal 
Employees.

Claims Processed by 
the CPAC

• Foreign Transfer 
Allowance

• Advanced Pay
• Temporary Quarters 

Subsistence Allowance
• Living Quarters Allowance
• Post Allowance
• Non-Temp Storage

Civilian Human Resources Agency



Civilian Human Resources Agency

DFAS TRAVEL CLAIM
~ Filed on-line at DFAS.mil. Please type Travel Voucher Direct in the search box.

~ You will require DD 1351-2 along with other forms signed by your supervisor 
and RM/Budget office

~ DFAS processes payment for Airline Ticket(s), bus tickets and per diem for 
Sponsor and Dependents.

~ DFAS will also reimburse you for meals during your travel day.

~ If you are a current Federal Employee, you can claim miscellaneous expenses through DFAS. This expense will be discussed 
under FTA. On your DD1351-2 make sure you have the following statement: “I certify that I/we (circle one) have discontinued 
my/our (circle one) residence at the old PDS and have established a residence at the new PDS.” Sign and then date

~**You cannot claim a rental car through your travel voucher

~ You will require a copy of your PCS Orders as well as all receipts (i.e. Airline Tickets) in order to submit your claim through 
DFAS. 

~ DFAS will respond directly to you with the status of your payment, they will not respond to CPAC. Additionally, CPAC 
cannot check the status of your payment with DFAS.



CPAC Benefits and Entitlement Process
Employee 

submits Benefit 
packet to CPAC

CPAC reviews claim 
to ensure all 
pertinent 

documentation is 
present and all forms 
have been signed 

correctly

CPAC submits a ticket 
to DFAS requesting 
processing of your 

allowance

DFAS responds to 
CPAC with an 
inquiry and/or 
completion

DFAS processes 
payment and funds 
are deposited by 

DFAS

Employee submits 
allowance packet to 

CPAC

CPAC reviews all 
documentation 

submitted to ensure 
amounts are correct 
and all forms have 

been signed correctly

CPAC enters allowance 
into HR System

Allowance information 
flows to DFAS

Employee begins to 
receive allowance in 

their biweekly 
paycheck calculated by 

DFAS

FTA
Advanced Pay

TQSA

LQA
PA 

(NTS)
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Standard Form 1190
Civilian Human Resources Agency

- Required for processing any and all Overseas Benefits and Entitlements

- All pertinent sections must be completed before your allowance is processed.

- Each organization has their own internal process and procedures on obtaining signatures 
and line of accounting (if applicable) on your SF-1190, please check with your HR liaison or 
Supervisor for your process.



Completing Your SF-1190
Civilian Human Resources Agency

Blocks 1 – 9 
Require your 

current position 
information. In 
block 3, please 
Type Army and 

your organization. 
i.e. Army/CPAC

Block 15, please 
annotate if you have a 
spouse who is 
currently employed 
whether they are 
military or civilian.

Block 16, please 
also include your 
Spouse, even if 

you entered them 
on block 15. 

Please include all 
family members 

with you in 
Japan

Please include all 
family members 

not stationed with 
you in Japan.



Completing Your SF-1190
Civilian Human Resources Agency

Page 2, please 
ensure you check 

the appropriate 
box for the 

allowance you are 
claiming. Please 
use one SF-1190 
per allowance. 

Block 21 and 
22 must be 

completed for 
Advance 

payments. To 
have your 

funds 
deposited, 

please make 
sure you 

provide an 
accurate 

routing and 
account 

number in 
block 22a.    



Completing Your SF-1190
Civilian Human Resources Agency

Employee must sign and date block 24. 
Employee must have a signature on block 25 and 

26. Typically the Supervisor and Director sign 
these blocks. Please check with your supervisor 

to see who signs this portion.



Civilian Human Resources Agency

ALLOWANCES CPAC PROCESSES

Foreign Transfer Allowance

Advance of Pay

Temporary Quarters Subsistence Allowance

Living Quarters Allowance

Post Allowance

Non-Temporary Storage



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE
What is FTA?

FTA or Foreign Transfer Allowance is an allowance that is available to assist employees 
with expenses incurred while establishing a residence on a post in a foreign area. 

As notified prior to your arrival to Japan, please save all of your receipts for your FTA 
claim. 

There are four types of FTA you can claim:

Pre-departure Subsistence Expense Portion
Miscellaneous Expense Portion
Wardrobe Portion
Lease Penalty Portion

Forms Required: SF-1190, PCS orders, Flight Itinerary, and DS-240 Worksheet



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE

Pre-Departure Subsistence Expense Portion: 

This portion is used to assist employees with the cost of temporary lodging, meals laundry and dry cleaning 
incurred when an employee transfers to a foreign post from a post in the U.S.

It can be granted up to 10 days before final departure in the U.S. These 10 days may be taken anywhere within the 
U.S. as long as the employee or family members have not begun travel on orders AND final departure is from the U.S. 
post of assignment.

Miscellaneous Expense Portion (Employees new to Federal Government Only):

This portion can be used to assist with certain extraordinary costs such as converting household appliances and 
obtaining auto registration an drivers license. 

You can claim a flat rate which is $650 for an employee without family and $1300 for an employee with family.

This portion can be itemized and employee can claim reimbursement for 1 weeks salary (w/o family) or 2 weeks salary 
(with family) not to exceed the salary of a GS-13, step 10.

If you are a current Federal Employee, this portion should be claimed under your travel claim as annotated under 
DFAS travel claim



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE

Wardrobe Expense Portion: 

This portion is used to assist employees with the cost of certain clothing items that may be 
required to purchase for various areas. Unfortunately, Japan is not an area eligible for 
payment of this portion based on the DSSR 

Lease Penalty Portion:

This portion can be used to assist an employee who had to pay a penalty for moving out of 
their CONUS residence. The amount of possible reimbursement shall not exceed the 
amount required by your rental contract that was signed by you as a prior condition of 
obtaining the lease, or the equivalent of three months rent, whichever is less. Please note 
we will require a copy of the lease penalty payment and a copy of your original lease 
agreement prior to processing your payment.



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE

DS-240 Form Completion: 

In addition to the SF-1190, we will require DS-240:



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE

DS-240 Form Completion: 

In addition to the SF-1190, we will require DS-240:



Civilian Human Resources Agency

FOREIGN TRANSFER ALLOWANCE

Things to Remember when Claiming FTA:

~ FTA can only be claimed if you have departed from your previous duty station and flew directly to 
your new duty station. If you take leave in between and fly from a different location, this will forfeit 
your eligibility for FTA.

~ If you are requesting itemized payment for FTA Miscellaneous Expense Portion , we will require all 
receipts



Civilian Human Resources Agency

ADVANCE OF PAY
Advance of Pay is intended to ease the financial burdens of the transition period by insuring 
funds are available to meet required expenses and emergencies. It allows up to three 
months (6 pay periods) of an advance of your salary upon assignment to a foreign post. 
Any amount advanced must be paid back to the Department over a maximum of 26 pay 
periods. 

Payroll deductions will begin the first pay period after receipt of the advance or following 
arrival at the foreign post, whichever is later. 

Advance of pay requests can be received no more than 3 weeks before an EOD (Entrance 
on Duty) date or within 60 days after arrival at post. Requests for Advance of Pay 3 weeks 
before an EOD date does not apply to 1st duty station travelers and/or employees not 
already serviced by DFAS. New Hire employees and/or employees not already serviced by 
DFAS can only request an Advance of Pay upon arrival at the first duty station.

Forms Required: SF-1190 with Line of Accounting, PCS orders, and Advanced 
calculator



Civilian Human Resources Agency

ADVANCE OF PAY

To claim Advance of Pay, we will require a completed SF-1190. On page 2 of your SF-1190, please make sure blocks 
21b, 22a&b and 23 are complete: 



Civilian Human Resources Agency

ADVANCE OF PAY

Things to Remember When Claiming Advance of Pay:

~ We MUST have the line of accounting on your SF-1190 along with all signatures in order 
for DFAS to process your claim

~ You can choose to pay your advance of pay back sooner, but you must work directly with 
DFAS for arrangements.

~ Advance of Pay can be used to take care of any expenses you may incur in the overseas 
area.



Civilian Human Resources Agency

TEMPORARY QUARTERS SUBSISTENCE ALLOWANCE

TQSA IS NOT COVERED UNDER THE JTR. It is covered under the Department of State Standardized Regulations.

TQSA is a supplement for employees travelling to/from an overseas duty location and if you are authorized living 
quarters allowance. 

This allowance covers expenses for lodging, meals, laundry and dry cleaning. This allowance is only authorized for 
ACTUAL expenses incurred. Expenses will not be reimbursed for averages or estimates of expenses. This means you 
must keep track of your meal expenses on the itemized daily expense worksheet. Receipts are required for all 
lodging expenses and laundry/dry cleaning expenses. We may request receipts for items under $75 at any point 
during the process, so please make sure you retain all receipts. 

Expenses for alcoholic beverages, pet supplies/fees in lodging and transportation are not authorized. Tips 
and grocery purchases may be included in meals, but we will need a receipt to show the amounts.

TQSA is claimed in 30 days increments up to 90 days maximum. Please note that your amounts reimbursable are 
reduced after the first 30 days.

Items Required: SF-1190, TQSA Itemized Worksheet, PCS orders, Flight Itinerary, Receipts and Statement of 
Understanding
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TEMPORARY QUARTERS SUBSISTENCE ALLOWANCE

TQSA WORKSHEET Please list Yen OR Dollars, not both: 
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TEMPORARY QUARTERS SUBSISTENCE 
ALLOWANCE

SF-1190:



Civilian Human Resources Agency

TEMPORARY QUARTERS SUBSISTENCE 
ALLOWANCE

Things to Remember about TQSA:

~ You cannot claim any alcoholic beverages on your TQSA claim.

~ Claims are processed in 30 day increments. Please submit your claim timely for payment.

~ You are responsible for paying your Government Travel Card, payments processed by DFAS will 
not be sent to your Government Travel Card.
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LIVING QUARTERS ALLOWANCE
Living Quarters Allowance is granted to an employee for reimbursement of suitable and adequate living quarters for 
the employee and his/her family at a foreign post where government leased or owned housing is not provided. LQA 
rates for your category may be found at https://aoprals.state.gov/Web920/lqa_all.asp?MenuHide=1 but please note that 
these rates fluctuate. Group Definitions for LQA are as follows:

Quarters Group 2 ‐ GS 14 - 15
Quarters Group 3 ‐ GS 10 – 13/WG 14-15/WL 12-15/WS 11 – 19
Quarters Group 4 ‐ GS 01 – 09/WG 01-13/WL 01-11/WS 01 – 10  

These rates are eff 1/6/2019 **Rates May Change Monthly**

Camp Zama (Immediate Area) Okinawa (Immediate Area)

These maximum amounts will also include your appreciation and agent fees.
***Please note if you are not stationed in the Camp Zama or Okinawa area, your rates may be different.

Forms required: SF-1190, DS-130, HQAJ 3814, Memo of Understanding, Lease agreement, Housing memo or 
DD2357, Initial payment receipts
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LIVING QUARTERS ALLOWANCE
In Japan, if you are seeking housing off base, you may have some up front fees that are 
required in order to secure housing that may cost you upwards of $10,000 ~ This may 
include appreciation and landlord fees that are required as well as security deposits. If you 
require financial assistance, you may request Advance of Pay in order to help cover these 
fees. 

*Please note that it is customary to pay a landlord fee as a gift for allowing the landlord to 
rent their home to you, and you may have to pay an agent fee, which is also customary to 
pay your real estate agent for their service. As with homes in CONUS, you may have to 
also pay a security deposit. The landlord and agent fees are reimbursable, however, your 
security deposit is not reimbursable. Normally, you will receive your security deposit back 
from your landlord in the event you move out of your home.*

When completing the forms for your LQA, best estimates are helpful. If you need assistance 
to estimate your utilities, your landlord or real estate agent may be very helpful in providing 
you with an idea of what your utilities may cost on a monthly basis.
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LIVING QUARTERS ALLOWANCE
DS‐130 Form Completion (Pages 2 and 3):
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LIVING QUARTERS ALLOWANCE

DS-130 Form Completion (Pages 2 and 3): 
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LIVING QUARTERS ALLOWANCE

HQAJ 3814 Form Completion: 
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LIVING QUARTERS ALLOWANCE

LQA RECON: 

LQA recon is a ONE TIME annual review of your LQA expenses. Your recon is due between 
12 – 15 months after your initial payment of LQA. We will require receipts for all claimed 
expenses except for your lease, unless your lease amount has changed. We will make 
adjustments to your initial LQA claim based on the actual amounts you have paid for the 
year. 

This is a one time review. Subsequent reviews are not necessary and once completed, a 
review is not necessary upon your departure from Japan. We only require a signed SF-1190 
and HQAJ 3814 form along with receipts to complete your recon. HQAJ 3814 form requires 
ACTUAL amounts paid for LQA and this should be supported by providing receipts, 
translated to English.
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LIVING QUARTERS ALLOWANCE
Things to Remember About Living Quarters Allowance:

~ Initial Estimates are ok, but remember when completing your recon, actual estimates may be lower, resulting in a 
possible debt.

~ If there are any changes during your initial year of LQA (i.e., rental amount change, additional fees incurred, etc), it 
is more beneficial to wait until your recon in order to make adjustments. If these changes occur after your initial recon, 
you can complete an additional recon to include these changes.

~ Agent/Landlord fees may be reimbursable. Receipts are required in order to be paid for these fees, however, 
security deposits are not. Security deposits are normally refunded to you when you move out of the residence.

~ Remember to try to stay within your LQA maximum allowable rates. If you exceed these rates, you will only be paid 
up to the LQA maximum allowable rate for your category.

~ Report any changes that have an impact on your LQA to include: reduction/increase in family size, change of 
residence, family members reach age limit, sharing quarters, change in duty location.

~Nonpayment of obligations documented on the SF-1190 while drawing LQA may be construed as misuse of LQA, 
depending on circumstances.
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POST ALLOWANCE

Post Allowance is a cost of living allowance paid to you to assist with defraying the cost of living in an overseas area.

Paid to you bi-weekly and is based on DFAS authorized rates. Rates may fluctuate depending on DFAS 
determination.

You can claim yourself and all eligible family members. Please note if your family member is employed at any point 
during the process, you MUST remove them from your Post Allowance claim. Failure to do so may result in a debt. 

Children up to the age of 21 can be claimed on your Post Allowance. Please remember to remove any family 
members departing from post for 30 days or more.

Forms required for Post Allowance: Completed and signed SF-1190 along with the Post Allowance statement of 
understanding.
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NON-TEMPORARY STORAGE

Non-Temporary Storage or NTS may be authorized during your overseas tour to pay for 
storage fees of your household goods in CONUS. 

In order to claim payment for NTS, you will require DD form 1164 or DD Form 1299 
submitted to the CPAC through Service Now for processing. Payment will be coordinated 
directly through the storage company. 

The storage company may contact you annually for a line of accounting for your NTS. 
Please contact the CPAC through Service Now for payment.
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PAYMENT FORMATS
Foreign Transfer Allowance – Once processed by DFAS, FTA will be reflected in your LES and paid with your 
bi-weekly salary.

Advanced Pay – Once processed by DFAS, Advanced funds will be deposited into your account within 5 - 7 business 
days.

Temporary Quarters Subsistence Allowance – Once processed by DFAS, your payment amount will be reflected on 
your LES and paid to you along with your normal bi-weekly salary. You are responsible for paying your Government 
Travel Card with these funds.

Living Quarters Allowance – LQA is paid as a reimbursement to you in 14 day increments. For example, if you paid 
Septembers’ rent on 1 Sep, you will be reimbursed for half of September’s rent through your bi-weekly salary for the 
month of September (i.e.14 days paid to you on 15 Sep and 14 days paid to you on 29 Sep). 
DFAS LQA Payment Calculation Sample: 
Annual Rent/Utilities: $35,000
$35,000 ÷ 365 Days = $95.89 as your daily rate.
$95.89 x 14 days = $1,342.46 Estimated bi-weekly payment from DFAS
Agent/Landlord Fee – Once processed by DFAS, funds will be deposited into your account within 5 - 7 business 
days.

Post Allowance – PA is paid to you along with your bi-weekly salary.
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PAYMENT FORMATS – SAMPLE LES
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PAYMENT FORMATS – SAMPLE LES
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EMPLOYEE RESPONSIBILITIES

As an Employee claiming and receiving any of the discussed benefits, you have the 
following responsibilities:

1. Notify the CPAC of any changes in your dependents to include dependents turning 21 
and dependents departing on Education Travel.

2. Notify the CPAC if you are moving and/or PCS’ing from and within Japan.
3. Ensure you have a COMPLETE benefit packet, to include all signatures required.
4. You are responsible for paying your Government Travel Card. Funds are paid directly to 

you by DFAS.
5. You are responsible for tracking the status of your Service Now Ticket (to be discussed 

on the next slide).
6. You are responsible for maintaining and producing any and all receipts requested for 

payment of your claim. 
7. Please refer to our Frequently Asked Questions as your question may be answered.
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TAXABLE EXPENSES

Based on the new updated PCS Tax Law, Certain Overseas Benefits and Entitlements are 
Taxable. Please go to dfas.mil/ for more information. 
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SERVICE NOW

In order to request processing of any and all claims, you must access Service Now.

Service Now has two portions:

https://portal.chra.army.mil/hr_public - This portion provides you with instructions and documentation needed 
in order to submit a claim for your overseas benefits and entitlements. A CAC is NOT required for this website.
Instructions also available at: https://home.army.mil/okinawa/index.php/about/Garrison/civilian-
personnel-advisory-center

https://service.chra.army.mil – This webpage is where you go to submit your completed claim packet for 
processing. A CAC is required to access this website and submit a ticket. **Please do not submit a ticket until 
you obtain an overseas CAC or your ticket will be routed to your stateside CPAC and may not be processed.

Please allow 5 – 7 business days for review and processing by the CPAC. 
****Any packets that are incomplete will be returned to you and can further delay payment of your 
claim****

If your claim has to be submitted to DFAS (i.e. Advanced Pay, TQSA, FTA), please allow DFAS additional time 
to review and process your claim. 
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SERVICE NOW

If you are receiving the error below after trying to log-in to Service Now, please click on the 
https://service.chra.army.mil link in order to gain access. 
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QUESTIONS


