
Adding Temporary Lodging Expense (TLE) to a PCS Claim 

  
Introduction This guide provides the procedures for adding Temporary Lodging 

Expense (TLE) to a PCS claim. 

  
Reference 

(a) Joint Travel Regulations (JTR) - Section 0506 

  
Before you 

begin 
The TLE box MUST be checked in the What’s Authorized tab of the 

orders to add it to your claim. 

 

 
  

 Continued on next page 

  

https://www.defensetravel.dod.mil/site/travelreg.cfm


Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  
Procedures See below. 

 

Step Action 

1 Select TLE from the drop-down and click Add This Entitlement.  

 
 

2 Click Add TLE Day. 

 
 

  

 Continued on next page 

  



Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  

Procedures, 

continued 
 

 

Step Action 

3 Enter the first Date of lodging, which MUST match the receipt (required). The 

Location must be within the Reasonable Commuting Distance (IAW JTR 0206) 

of either the old PDS or the new PDS. ONLY enter the zip code of the old PDS 

or new PDS located on the orders (not the zip code of the hotel). For Who’s 

being paid, check the box for each family member that stayed. Enter what was 

actually spent on lodging including taxes for the day specified. Click Accept.  

 
 

Note: TLE is reimbursed at the locality per diem rate of the PDS, designated 

place, home of record or initial technical school where the Service member 

occupies temporary lodging IAW reference (a). 

4 If the lodging location changes (old PDS vs new PDS), the member should 

remain in this TLE tab and just enter the new location and amounts vice going 

out and creating a new TLE tab. This can corrupt the claim. 

To add additional days, click Add TLE Day. 

 
 

  

 Continued on next page 



Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 Enter the Date of lodging, which MUST match the receipt (required). The 

Location must be within the Reasonable Commuting Distance (IAW reference 

(a)) of either the old PDS or the new PDS. ONLY enter the zip code of the old 

PDS or new PDS located on the orders (not the zip code of the hotel). For Who’s 

being paid, check the box for each family member that stayed. Enter what was 

actually spent on lodging including taxes for the day specified. Click Accept.  

 
 

  

 Continued on next page 

  



Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Add more TLE days as needed by clicking the Add TLE Day button. When 

finished, click Accept Changes.  

 
 

7 Click Calcs. 

 
 

  

 Continued on next page 



Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 This will show you what you will actually be paid for TLE. The system 

automatically calculates your TLE based off the JTR computation and the PDS 

zip code entered. Click Done.  

 
 

9 Verify the TLE amount on the Computations tab. Receipts for your TLE are 

REQUIRED to be scanned and attached to your claim in the Manage Images 

section of TPAX.  

 
 

  

 Continued on next page 

  



Adding Temporary Lodging Expense (TLE) to a PCS Claim, 

Continued 

  
Procedures, 

continued 
 

 

Step Action 

10 If you get this warning upon saving your claim, verify there is enough elapsed 

time between PDSs minus the travel time to claim TLE (IAW JTR 050601.B), 

then click OK. You might need to click SAVE again to continue. 

 
 

11 After saving your claim, you might be asked to Certify your TLE. Check the 

boxes and click Certify.  

 
 

  

  


