Step 1, Employee:
1.  Complete the TQSA Worksheet. (click on the link below and follow Instructions)
https://cpolrhp.cpol.army.mil/eur/overseas/inprocessing/tqsa_worksheet.htm
2. Complete SF-1190 (click on the link below and follow Instructions)

https://cpolrhp.cpol.army.mil/eur/overseas/inprocessing/sf1190.htm
3. Forward the following to the Authorizing Official (AO):

· Completed and signed SF-1190

· TQSA Authorization Reimbursement Memorandum signed by CPAC 

· TQSA Worksheet

· Orders and all amendments

· Supporting receipts
Step 2, Employee:
1. Upon return of documents by the Authorizing Official (AO):

· Scan and forward the following documents  (see below) to CHRA-E, ESD central mailbox at usarmy.kaiserslautern.chra.mbx.lqa@mail.mil.

· Signed and approved SF-1190
· TQSA Worksheet

· Lodging bill 
· Dry cleaning receipts
· SINGLE meal receipts costing $75.00 or more.
Note: CHRA-E does not require the submission of the Statement of Understanding (SOU), TQSA Authorization Reimbursement Memorandum, Orders  since these documents had already been submitted on the Advance of TQSA request. 
