TEMPORARY LODGING ALLOWANCE (TLA)
Processing Procedures
 
 PLEASE NOTE:  You must be signed in off of leave to start TLA.  Housing Services Office (HSO) and Army Hawaii Family Housing are two separate offices—located in the same building.  You must in process with HSO within 5 working days if you will be receiving TLA.  You must reside in a TLA approved hotel in order to receive TLA reimbursement.  Vacation rentals are NOT authorized for TLA reimbursement.  Finance requires an itemized receipt for reimbursement.  

 Documents required to process TLA:
1. Copy of orders and all amendments 
2. DA Form 31 showing date signed into installation
3. Flight itineraries for all command sponsored dependents.
 
 All married Service members and single Service members with command sponsored dependents will in process with the HSO within 5 working days to process TLA.
 
 All bona fide bachelors or geographical bachelors in the grade of E-6 and above will in process with the HSO within 5 working days to process TLA.  Service members in this category of E-5 and below  may request to reside in the barracks up to 30 days and will require an Exception to Policy for additional time.
 
 Dual military Service members that arrive together will in process with HSO.  Dual military that do not arrive with their joint spouse E-6 and above will in process with HSO.  Those in grades E-5/below that do not arrive with joint spouse must reside in barracks until their dual spouse arrives.  
 
 TLA is processed in 10-day increments.
 TLA memorandum is issued by the appropriate office listed above. 
 Service members assigned to Oahu North—Schofield Barracks, Wheeler or Helemano will take all TLA documents to the Inn @ Schofield.   
 Service members assigned to Oahu South—Camp Smith, Fort Shafter, Tripler, Hickam will take all TLA documents to the Fort Shafter Finance Office.
 
 SM residing in lodging at the Best Western Plaza, Ohana Airport Hotel, and Aqua Hotels,  will receive a promissory note on the 10th day of lodging.  SM will take the promissory note, non-availability statement from the Inn @ Schofield and TLA Memo from housing to the appropriate office (Inn @ Schofield or Fort Shafter Finance)
 
 SM residing in the Inn @ Schofield will take their TLA Memo to the Inn @ Schofield or Fort Shafter Finance.
 SM residing in the hotels that do the promissory note, must pay their lodging costs when they receive reimbursement from Finance.  SM residing at the Inn @ Schofield—Lodging costs will be paid directly from Finance to the Inn @ Schofield and SMs meal portion will be paid on the 1st or 15th of the month.  
 
 SM residing in any other TLA approved hotel must pay for their lodging in advance and take their receipt, TLA memo and non-availability from the Inn @ Schofield to the appropriate office (Inn @ Schofield or Fort Shafter Finance)

Office Locations and Phone Numbers to Process TLA
HSO/UPH North—Bldg 950  - Schofield Barracks (off Lyman Rd)		     655-3073/3076/3080
HSO/UPH South—Bldg 1004, 111 7th Street —Fort Shafter Main Post		     438-6198/0149/3820
On Post Housing—Army Hawaii Family Housing (AHFH)
AHFH North Regional Office, Bldg 950, 215 Duck Rd—Schofield Barracks		275-3700
AHFH South Regional Office, Bldg 1004, 111 7th Street—Fort Shafter Main Post	275-3800

HOTELS
The Inn @ Schofield									624-9650
Ohana Honolulu Airport Hotel & Best Western Plaza				836-0661/372-0587
Tripler Lodging										839-2336
For a list of other TLA approved hotels, contact HSO.
 
 

