
Return With Honor

31st Comptroller Squadron

Finance
31 CPTS/FMF
DSN 632-2274

Bldg. 1403
Hours: 

Walk-in Mon-Th: 0900-1300
Phone Mon-Fri: 1330-1500 

https://csp.cce.af.mil/ 
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◼ Out-Processing
◼ Government Travel Card (GTC)
◼ Expenses
◼ Dislocation Allowance (DLA)
◼ Advance Pay 
◼ Temporary Lodging Allowance (TLA) 
◼ Temporary Lodging Expense (TLE) 
◼ Leave & Earning Statement (LES) 
◼ Defense Travel Management Office (DTMO)

Overview
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Out-Processing
◼ Send copy of PCS orders to Comptroller Services Portal (CSP)

https://csp.cce.af.mil/

◼ We will need your date of departure annotated in your inquiry

◼ We will sign off on your VMPF out-processing checklist 
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Defense Travel System
DTS

◼ For DTS out-processing, speak to the ODTA of your 
squadron to detach you from DTS 

◼ If your date of departure (port call date) changes After 
Finance receives a copy of your orders, please inform 
Finance ASAP
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▪ For Official Travel Only
▪ May be used for Temporary Lodging Allowance (TLA)

▪ TLA claim will be reimbursed to your paycheck
▪ Out-process with Unit Agency Program Coordinator (APC)

▪ Ensure account is open and activated
▪ Place in mission critical status

Government Travel Card
(GTC)
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Reimbursable Expenses
▪ Airfare/service fees, (to include, to & from leave locations)

▪ Receipts mandatory regardless of amount
▪ Amount is limited to (Old PDS to New PDS)

▪ Taxi/bus/train/ferry 
▪ Receipt required if $75 or more

▪ Visa fees/currency fees
▪ Receipts mandatory regardless of amount

▪ Port Lodging (1 night only)
▪ Receipts mandatory regardless of amount

Expenses
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Pet Reimbursement 

◼  A household pet is a cat or a dog, owned for personal companionship. You are 

responsible for following rules for importing and exporting a pet to and from the 

United States in order to be eligible for reimbursement. Denial of entry could result in 

denial of reimbursement. 

◼  OCONUS. Authorized mandatory microchipping, quarantine fees, boarding fees, 

hotel service charges, licensing fees at the new PDS, testing titer levels for entry, and 

pet shipping fees if the member flies rather than drives, or the pet is shipped 

separately from the member. Government or Government-procured transportation 

must be used if available or reimbursement for transportation costs is not authorized. 

Reimbursement for the actual cost of all necessary expenses described above in 

connection with the movement of a pet is limited to $2,000 per PCS move. 
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INVALID RECEIPTS
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Non-reimbursable Expenses
▪ Rental car 
▪ Food (Flat rate per diem paid for travel days)
▪ Fuel (Flat rate mileage paid for POV travel)
▪ Clothing or purchase of luggage

Expenses
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Dislocation Allowance
(DLA) 

Dislocation Allowance (DLA)
◼ Paid to members with dependents and Military to Military 

couples that relocate in connection with a PCS 
◼ Single members not assigned Gov’t Quarters are entitled to 

the single rate 
◼ (if assigned Gov’t Quarters less than 60 days --may be paid) 
◼ Restricted Tours are not entitled DLA
◼ May receive in advance; 30-days prior to departure date 
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Advance Pay

Pay Advance
◼ One month base pay (less deductions) can be advanced 

30 days prior to departure or 60 days after arrival.
◼ Must be paid back w/in 12 months. 
◼ Certain cases require commander signature.
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Temporary Lodging 
Allowance (TLA)

◼ Partially offsets lodging/meal expenses while occupying 
temporary lodging at Overseas PDS 

◼ Must terminate Gov’t Quarters/Private Housing 

◼ Paid for days immediately preceding PCS departure 

◼ Maximum entitlement --10 days (Housing Office approves) 

◼ Must file with Housing Office prior to your departure 
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Temporary Lodging Expense 
(TLE)

◼ Partially offsets lodging/meal expense while in temporary 
lodging in CONUS 

◼ Maximum entitlement –14 days 

◼ Paid off travel voucher at new Permanent Duty Station (PDS) 

◼ Not payable on PCS to separate/retire 
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Leave & Earnings Statement 
(LES) 

▪ Contact any AF Finance office with questions regarding 
your LES while in PCS status 

▪ LES available via myPay website: https://mypay.dfas.mil 
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Defense Travel Management Office
DTMO

◼ https://www.defensetravel.dod.mil/
◼ Allowance tables and calculators
◼ Per Diem rates
◼ COLA 
◼ BAH
◼ OHA
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Useful Websites

◼ DTMO

https://www.travel.dod.mil/

◼ MYPAY

https://mypay.dfas.mil

◼ COMPTROLLER SERVICES PORTAL

https://csp.cce.af.mil/

◼ HOUSING OFFICE

31fw.housing@us.af.mil
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◼ Out-Processing
◼ Government Travel Card (GTC)
◼ Expenses
◼ Dislocation Allowance (DLA) 
◼ Temporary Lodging Allowance (TLA) 
◼ Temporary Lodging Expense (TLE) 
◼ Leave & Earning Statement (LES) 
◼ Defense Travel Management Office (DTMO)

Review
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QUESTIONS
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