Employees may request advance TQSA in 30 day increments. Employees are required to submit a settlement claim to the designated Approving Official (AO) for each period of advance w/in 5 days after the end of the period for which the advance was made. No additional advances will be allowed until a settlement claim of the previous advance has been submitted.

The advance of TQSA will be based on the daily lodging amount NTE the maximum daily allowable rate.

Step 1, Employee:

1. Complete SF-1190 (click on the link below and follow Instructions)
https://cpolrhp.cpol.army.mil/eur/overseas/inprocessing/sf1190.htm
· Sample of a completed SF-1190 (highlighted fields are mandatory fields, if applicable)
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2. Forward the following to the Authorizing Official (AO):
· Completed and signed SF-1190

· TQSA Authorization Reimbursement Memorandum signed by CPAC (only required   on submission of 1st Advance TQSA claim, not required on subsequent requests).

NOTE: The amounts reflected on the TQSA Authorization Reimbursement Memorandum represent the per diem and exchange rates in use on that date. Rates may change during period of entitlement. 

https://cpolrhp.cpol.army.mil/eur/overseas/inprocessing/TQSA_SOU_Memo.htm
· PCS orders and all Amendments (only required if orders were issued ,  if orders were issued then  it is only required to submit them on the 1st Advance TQSA claim, not required on subsequent requests).

· Statement of Understanding signed by CPAC and Employee (only required on submission of 1st Advance TQSA claim, not required on subsequent requests).

https://cpolrhp.cpol.army.mil/eur/overseas/inprocessing/TQSA_SOU_Memo.htm
· If Request for Advance is beyond 90 days (or 30 days upon departure) the letter of approval issued by the employees Command must be attached.
Step 2, Employee:
1. Upon return of documents by the Authorizing Official (AO):
· Scan and forward all documents (see below) to CHRA-E, ESD central mailbox at usarmy.kaiserslautern.chra.mbx.lqa@mail.mil.

· Orders and all amendments (only required if orders were issued ,  if orders were issued then  it is only required to submit them on the 1st Advance TQSA claim, not required on subsequent requests).

· TQSA Authorization Reimbursement Memorandum (only required on submission of 1st Advance TQSA claim, not required on subsequent requests).

· Completed and signed SF-1190.

· DD577 (Signature card) signed by the Commander (with appointing authority)(06)or GS15, equivalent, unless a DD577 has been already previously submitted to CHRA-E  (only required on submission of 1st Advance TQSA claim, not required on subsequent requests).
· If Request for Advance is beyond 90 days (or 30 days upon departure) the letter of approval issued by the employees Command must be attached.
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