TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE)
When it is necessary to occupy temporary quarters incident to an employee’s transfer to a new duty station, subsistence expense allowances may be authorized for the employee and dependents for a period not to exceed 60 consecutive days initially. (this is a discretionary allowance, not an entitlement, that is intended to reimburse employees for reasonable subsistence expenses incurred when they and/or their dependents must occupy temporary quarters.  TQSE must be authorized before temporary quarters are occupied and may not be approved after the fact.)  Subsistence expenses include the cost of: temporary lodgings, meals and/or groceries, tips and fees incident to meals and lodging, laundry, cleaning and pressing of clothing, which the employee is looking for a permanent residence at their new duty station.  Reimbursement for groceries is limited to those consumed while occupying temporary quarters.  Expense of local transportation is not reimbursable.  The location of the temporary quarters must be within reasonable proximity of the old or new official station.

Extensions of up to 60 days may be authorized only in situations where there is a demonstrated need, due to circumstances which have occurred during the initial 60-day control and acceptable to the DoD component concerned.  The employee must provide the order approving official a written justification to support approval for an additional period of TQSE allowance.  Total time in temporary quarters will not exceed 120 days.

There are two types of TQSE allowances;

TQSE (AE) Actual expense reimbursement

TQSE (F)  Fixed amount payment
TQSE(AE)

The actual expense allowance is based on the standard CONUS per diem rate for temporary quarters occupied. 

The actual subsistence expenses must be itemized daily and submitted with the reimbursement voucher.  The employee and his dependents will be reimbursed for the allowable “actual” expenses incurred, NOT TO EXCEED the maximum rates, provided the expenses are reasonable as to the amount and can be substantiated.  Claims submitted with the same dollar amounts shown for each day will not be paid; they will be returned for proper completion.  When meals are prepared from groceries purchased, the amount consumed during the 30 day period should be divided by the number of meals prepared, to get the average cost of a home meal (show this computation at the bottom of the form).  This amount should appear in each meal block that a home cooked meal was eaten, and should be annotated with a “H” for home prepared on the TQSE worksheet.  (Do not include non-food items when averaging grocery expenses.)

The MAXIMUM DAILY entitlement for the FIRST 30 days is as follows:


Employee*



  $85.00


*(or unaccompanied Spouse)


Spouse



  $63.75(75% of the employee rate)


Dependent 12 and over
  $63.75(75% of the employee rate)


Dependent under 12
 
  $42.50(50% of the employee rate)

The MAXIMUM DAILY entitlement for the SECOND 30 through 120 days is:


Employee*



  $63.75


*(or unaccompanied Spouse)


Spouse



  $42.50(75% of the employee rate)


Dependent 12 and over
  $42.50(75% of the employee rate)


Dependent under 12

  $34.00(50% of the employee rate)

RECEIPTS ARE REQUIRED FOR MEALS IN EXCESS OF $75, FOR ONE OR MORE INDIVIDUALS.  LODGING AND DRY CLEANING RECEIPTS ALSO MUST BE PROVIDED.

TQSE(F)

When TQSE is authorized, the authorizing/order-issuing official may offer employees, on a case-by-case basis, a TQSE(F) rate instead of TQSE(AE) rate.  The Fixed option is a lump-sum payment based on the locality per diem rate at the new PDS.  TQSE(F) may be authorized/approved for the number of days determined necessary, up to 30 days.  NOTE: The authorizing/order-issuing official is not required to authorize/approve the full 30 days.  TQSE(F) must be authorized before temporary quarters are occupied and may not be approved after the fact.  Once the employee selects a TQSE method the selection may not be changed.  Receipts and supporting documentation are not required for TQSE(F) payment.

TQSE must begin not later than 30 days from the date the employee reports for duty at the new duty station, or not later than 30 days from the date the dependents vacate permanent residence at the old duty station.  TQSE may not begin beyond the 2 years from the report date.  The period of time allowed for TQSE will begin for the employee and all dependents when any one person enters quarters for which a claim is made.  The time period will run concurrently for the employee and all dependents.  (Day one of TQSE for any one person starts day one for all; however, for anyone who is not utilizing temporary quarters there is no entitlement to reimbursement.)  The employee may occupy temporary quarters at one location while dependents occupy quarters at another location, as long as the quarters reasonably relate to the old and new duty stations.  The period of eligibility will terminate when the employee or any dependent occupies permanent residence quarters or when the authorized period of time expires, whichever occurs first.  The use of TQSE may begin as soon as the employee’s transfer has been authorized and the written transportation agreement has been signed.  However, reimbursement may only be made after issuance of official orders.

The period of consecutive temporary quarters days may be interrupted for the following reasons:


1. Travel between old and new duty stations.


2. Temporary Duty (TDY) or Military Duty


3. Hospitalization, approved sick leave


4. Other reasons beyond the employee’s control and approved


   by the DoD component concerned.

NOTE:  When lodging is obtained from friends (including members of the immediate family) with or without charge, the cost of lodging, for the purpose of computing per diem will be zero.  also, entering into a lease agreement for a year or longer will not qualify as “temporary” quarters; no lodging costs will be reimbursed.
PROCEDURES FOR FILING TQSE
Submit the following:


1. DD Form 1351-2: Sign and date block 21. Do not write 


   below block 21.


2. 2 copies of Travel Order/DD Form 1614 including 


   amendments.


3. Original plus 2 copies TQSE worksheet, completed, 


   totaled, signed and dated.


4. Original plus 2 copies paid lodging receipts and lease,

 
   if applicable.


5. Dry cleaning receipts, it utilized.


6. Original plus 2 copies of receipt for any meal expense


   exceeding $75 for one or more individuals.


7. Copy of advance, DD Form 1351
