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INTRODUCTION 

 

The purpose of this guide is to provide basic information to a Uniformed Service member dependent (s) and a 

Department of Defense (DoD) civilian employee/dependent (s) so they may be aware of procedures during 

and after evacuation.  No two evacuations are exactly alike, but the information in this guide provides basic 

tools that can be modified for local and specific use. 

This guidebook addresses allowances authorized in the Joint Federal Travel Regulations, Volume 1 (JFTR) 

Chapter 6 for Uniformed Service member dependents and the Joint Travel Regulations, Volume 2 (JTR) 

Chapter 6 for DoD civilian employees/dependents.  Unlike Uniformed Service members, a DoD civilian em-

ployee can also be evacuated. 

Suggestions from families, military members, and civilian employees to improve this guide for everyone are 

always welcome. 

Any conflict between this guide and JFTR, Volume 1 and JTR, Volume 2 is resolved based on the JFTR/JTR 

and not this guide. 

If there are any questions or concerns with regards to this Handout, please contact the Fort Carson Defense 

Military Pay Office. 

Defense Military Pay Office (DMPO): 

(719) 526-1945 

(719) 526-8502  

(719) 526-8325 
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RESPONSIBILITIES 

 

1. Installation Commander or Designated representative will be responsible to publish Evacuation order. 

2. Fund cite verification from G8 HQDA with coordination from Division G8. 

3. Defense Military Pay Office will update NonCombatant Evacuation Operations Handbook with provided 

information from items 1 and 2 above. 

4. Units determine eligibility of Service Members and Dependents and issue orders for Dependents.  Service 

Members will file vouchers through DTS.  Line of Accounting has already been established by G8. 

5. Soldiers and Family members will bring appropriate documents to the Defense Military Pay Office POC’s 

for review and submission to DFAS.   
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EVACUATION OF FORT CARSON MILITARY/CIVILIAN PERSONNEL 

The following packet provides information concerning the limited evacuation order issued by the 

Installation Commander on 11 June 2013.  Active Duty Personnel must be placed on TDY status if 

they are subject to the Installation Commander’s evacuation order.  Normal TDY allowances apply 

to these Soldiers.  DoD Civilians, their dependents, and the dependents of Active Duty Soldiers 

should consult Item 2 for an explanation of their entitlements.  For Active Duty Service members 

and their dependent’s, the Service member’s unit will issue orders.   For DoD Employee’s and fam-

ily member’s, their organization will be responsible for issuing orders.   

 

If you have any questions concerning this packet please contact Fort Carson Legal Assistance at 

(719) 526-5572. 

 

Item 1:  Military Evacuation Order and Amendment issued by COL (P) John C. Thomson III 

Item 2:  Explanation of evacuee entitlements IAW Joint Federal Travel Regulations 

Item 3:  Insurance guidance and legal assistance contact information  
 

Item 4:  Fund cites for evacuation entitlements are as follows: 
 
 A.  Dependents of Army Officers:  213 2010.0000 01-1100 5X10.0000 21T1/21T2 1741MP 
PACS S12120 XXXNNNN# (XXX=FIRST THREE DIGITS OF LAST NAME, NNNN=LAST FOUR 
OF SSAN, #=ORDER NUMBER) 
 
 B.  Dependents of Army Enlisted Personnel:  213 2010.0000 01-1100 P5X20 21T1/21T2 
MP1624PACS S12120 (XXX=FIRST THREE DIGITS OF LAST NAME, NNNN=LAST FOUR OF 
SSAN, #=ORDER NUMBER) 
 
 C.  Department of Army civilian employees and dependents: 213 2020 22-2010 
P11309810000 XXXNNNN**12 VHUR RAXV S23185 (XXX=First 3 letters of last name, 
NNNN=Last 4 digits of SSAN; **=AA) 
 
 D.  Active Duty Soldiers will file their vouchers through DTS.  A line of accounting (LOA) has 
already been established.  
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EVACUATION OF FORT CARSON MILITARY/CIVILIAN PERSONNEL 

The Fort Carson Installation Commander issued a limited evacuation order on 11 June 2013.  That 

order directed all Soldiers, Soldier’s dependents, DoD civilian employees and their dependents to 

evacuate their off-post quarters if they are ordered to do so by civilian authorities due to the Colo-

rado Wildfires. 

EVACUEE ENTITLEMETNTS 

All evacuees were directed to proceed to a shelter (at no cost) or temporary lodging (reimbursable) 

within the safe haven zone defined as within a 100 mile radius of the Zip Code 80913, Fort Carson, 

CO. 

Mileage entitlements will only be paid for the distance from the evacuated residence to the tempo-

rary lodging, and return at a rate of .565 cents per mile. 

Military Personnel:  All personnel subject to the Installation Commander’s evacuation order should 

be placed on Temporary Duty Status (TDY) as of 11 June 2013.  Military personnel subject to the 

Installation Commander’s order will receive normal TDY per diem allowances.  These can be found 

on the Defense Travel Management Office website at http://www.defensetravel.dod.mil/site/

perdiemCalc.cfm.  

Military Dependents:   

 Lodging:  The maximum lodging reimbursement for a dependent family is the actual total daily 

lodging cost the family incurs up to the sum of the daily lodging per diem allowance for each individ-

ual at the safe haven site.  If an evacuated dependent stays with friends or relatives while at a safe 

haven, no cost for lodging is allowed, whether or not any payment for lodging is made to the friend 

or relative. 

 Meals and Incidentals:  Meals and incidentals are based on the M&IE per diem rate for the 

safe haven location.  These rates can be found at the Defense Travel Management Office website 

mentioned above.  Every military dependent aged 12 and over is authorized 100 percent of that rate 

per day.  Every military dependent under the age of 12 is authorized 50 percent of that rate per day.  

The availability and/or use of government dining facility, regardless of whether the dependent is 

charged, has no effect on the authorization to receive the M&IE per diem.  However, for Active Duty 

Military, normal TDY regulations apply; if meals are provided, M&IE entitlements may be reduced. 

 In and Around Transportation:  When a dependent is unable to drive a POC to the safe haven 

location, a local travel allowance at the rate of $25/day per family is authorized to partially offset ex-

penses incurred for the local travel. 

 On travel days (day evacuated and day of return), the reimbursable rate is 75% of the above. 

http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
http://www.defensetravel.dod.mil/site/perdiemCalc.cfm
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Civilian Employees and their dependents:  

 Lodging:  The maximum lodging reimbursement for a single evacuee is the actual total daily 

lodging cost up to the daily lodging per diem allowance provided by the Defense Travel Manage-

ment Office website mentioned above.  If the evacuee is accompanied by up to four other depend-

ents, the maximum lodging reimbursement is the actual total daily lodging cost up to 150 percent of 

the daily lodging per diem allowance.   

 Meals and Incidentals:  Meals and incidentals are based on the M&IE per diem rate for the 

safe haven location.  These rates can be found at the Defense Travel Management Office website 

mentioned above.  Every evacuee aged 12 and over is authorized 100 percent of that rate per day.  

Every evacuee aged under the age of 12 is authorized 50 percent of that rate per day. 
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My home has sustained damage, what do I do? 

It is important that you contact your renters/homeowners insurance carrier as soon as possible.  You 

need to inform your carrier that you are the victim of a natural disaster; many carriers have expe-

dited processes for such victims.  Keep in mind that insurance policies vary greatly. While most poli-

cies insure against loss due to fire, some policies may also cover costs associated with evacuations.  

Contact your carrier to determine the details of your coverage.  Below are the contact numbers for 

several of the most common insurance carriers in the Pikes Peak region. 

The Fort Carson Legal Assistance Office is available to all Active Duty Soldiers, retirees, and de-

pendents.  For assistance please contact the office at (719) 526-5572. 

 

 

 

USAA:  (719) 533-8222 
Allstate: 1-800-255-7828 
METLife:  1-800-422-4272 
Progressive:  (719)432-2865 
State Farm:  1-800-324-0704 
American Family:  1-800-692-6326 
GMAC:  1-800-468-3466 
SAFECO:  1-800-332-3226 
Dairy Land:  1-800-833-2244 
Esurance:  1-866-924-9969 
Nationwide:  1-800-421-3535 
Liberty Mutual:  1-800-790-8844 
Farmers:  1-800-790-8844 
Viking:  1-800-325-9559 
Hartford:  1-866-574-4833 
GEICO:  1-800-841-2964 
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EVACUATION FACT SHEET 
 

ENTITLEMENTS 
 

 

Evacuation entitlements for all Military/Civilian and family members can be found in the Joint Federal 

Travel Regulation (JFTR), chapter 6, part B.  Below is an explanation of these entitlements, but you 

can also look on-line for more details. The sponsor’s Military service funds the evacuation allowances 

for Soldiers and their families.  

 

Entitlements for DoD civilian family members are listed in the Joint Travel Regulation (JTR), chapter 

6, parts A and D.  These rules/entitlements are similar to those of Soldiers, but are funded by the civil-

ian sponsor’s parent office with DoD. 

 

Mileage entitlement will only be paid for the distance from evacuated residence to safe haven and re-

turn at a rate of .565 cents per mile.  If personnel choose to stay at a location other than the safe haven 

location; they will not be reimbursed for the lodging or additional mileage costs.   

 

On travel days (day evacuated and day of return), the reimbursable rate is 75% of the below rates. 

 

PER DIEM – MILITARY (per JFTR, Vol 1, Chapter 6) PER DIEM – CIVILIANS (Ref JTR, 

Chapter 6, A & D) 

 

Per Diem allowances for military members/Civilians and their dependents while in a safe haven status 

are based on the Lodging-Plus System which provides a fixed amount for meals and incidental ex-

penses (M&IE) and reimburses actual lodging costs up to a specified maximum amount.  The applica-

ble maximum per diem allowance is the rate prescribed for the safe haven location and depends on the 

age of the family members.  For the Colorado Springs/Ft. Carson area: Lodging $83; M&IE $66. 

 

 Example Family and safe haven location: (real dollar amounts depend on actual location) 

  Family Members:  Military/Civilian Member, Spouse, 14 year old and 9 year old 

  Per Diem rate:  Lodging $83 per day and M&IE 66 

  Family gets hotel suite for daily rate of $175.00 

 

For the first 30 days, beginning upon arrival at the safe haven, each family member 12 years of age 

and older will receive 100% of the fixed amount for M&IE and reimbursed for actual lodging 

costs not to exceed the maximum amount allowed in the safe haven per diem rate.  Each safe 

haven member under 12 years of age will receive up to 50% of that rate. 

 

For lodging the Service member in our example family is entitled to $83, spouse $83 per 

day, first child $83, and second child $41.50 per day which equals $290.50 per day, but 

that is more than what they are paying for the hotel room.  Therefore, the family will be 

reimbursed for the actual cost of the lodging which is $175 per day.   

 

For M&IE, Service member, spouse, and first child will receive $66 each, and the second 

child will receive $33. 

 

Beginning on the 31st day after the family arrives at their safe haven location and not to exceed 149 

additional days, the amount allowed for lodging and M&IE (as described above) is reduced to 

60% for dependents 12 years of age and older and 30% for those under 12 years of age.   
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For lodging the Service member in our example family is entitled to $83, spouse $83 per day, 

first child $83, and second child $41.50 per day which equals $290.50 per day, but that is more 

than what they are paying for the hotel room.  Therefore, the family will be reimbursed for the 

actual cost of the lodging which is $175 per day.   

 

For M&IE, Service member, spouse, and first child will receive $66 each, and the second child 

will receive $33. 

 

Beginning on the 31st day after the family arrives at their safe haven location and not to exceed 149 addi-

tional days, the amount allowed for lodging and M&IE (as described above) is reduced to 60% for de-

pendents 12 years of age and older and 30% for those under 12 years of age.   

 

Please note the following: 

 

It is recommended that families NOT sign any contractual agreement for lodging while on evacuation status.  

When the evacuation is lifted the family may not be able to be released from the contract and may there-

fore be responsible for any remaining fees, deposits, and/or charges on the contract. 

 

The lodging allowance is forfeited if the evacuated family resides with family or friends.  

Receipts for lodging are required. 

ITEMS REQUIRED WHEN FILING TRAVEL VOUCHER: 

DD form 1351-2 

DD form 1610 (Orders) 

Lodging receipts 

 

E-mail vouchers to DFAS-Rome at DRO-NEO@dfas.mil. 

If you would prefer your travel voucher to be reviewed  for accuracy and completeness prior to submission to 

DFAS, please contact one of the following individuals: 

(719) 526-1945 

(719) 526-8502 

(719) 526-8325  

mailto:DRO-NEO@dfas.mil
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General Reminders 

1.  Keep all lodging receipts (hotel bill, apartment rent, etc.) and receipts associated with lodging (electric 

bill, phone/cable hook-up charges, etc.) 

2. If you are a dependent of a military member and realize that a situation has occurred in which the re-

duced safe haven evacuation allowance does not cover the additional costs involved in maintaining specific 

dependent(s) at the safe haven (i.e., the additional expenses for lodging, meals, and IE exceed the reduced 

rate amount); the specific dependent(s) receiving the safe haven evacuation allowances, or the individual 

receiving the safe haven evacuation allowances on the dependent(s)’ behalf, may forward a request 

through the paying disbursing or finance office to the PDTATAC, requesting an increased safe haven 

evacuation allowance rate.  Contact your Family Separation Representative (FSR) for assistance in the 

processing the request.  Requests must contain the actual daily cost figures for lodging, meals, and IE.  The 

finance or disbursing office should add any pertinent information concerning the request, make appropriate 

recommendations, and forward the request to PDTATAC.  The request should be mailed to: 

 

Per Diem, Travel and Transportation Allowance Committee 

ATTN: Evacuation Allowances 

4601 North Fairfax Drive, Suite 800 

Arlington, VA 22203-1546 

 

3.  To help offset direct added expenses that are incurred by the evacuee as a result of an evacuation or-

der, special allowances are provided for certain travel, transportation, subsistence, and special education 

expenses. 

 

4.  A traveler must produce each lodging receipt and each receipt for any individual official travel expense of 

$75 or more.  For a traveler authorized a local transportation allowance, a receipt is not required for “in and 

around” transportation, or for the airfreight allowance/airfreight replacement allowance for unaccompanied 

baggage (UB), even though the airfreight allowance may exceed $75.  A transportation allowance to assist 

with local transportation costs is paid at a rate of $25 per day, regardless of the number of dependents.  

Don’t forget to list the transportation cost on each voucher, and the airfreight allowance/airfreight replace-

ment allowance on your first voucher. 



16 

 

ALLOWANCES 

Evacuation allowances for all command sponsored Uniformed Service member dependents can be found in 

the JFTR, Chapter 6, Part A.  A uniformed member is not evacuated, but may be sent TDY as required.  

Below is an explanation of these allowances, but you may view the JFTR website at (http://

www.defensetravel.dod.mil/site/travelreg.cfm) for more details.  The sponsor’s military service funds the 

evacuation allowances for Uniformed Service member dependents. 

Allowances for DoD civilian employees/dependents are listed in JTR, Chapter 6, Part C.  The rules for these 

allowances are similar to those of DoS (Department of State) employees/dependents, but are funded by the 

employee’s agency within DoD.  The head of each agency may provide for the advance payment of these 

allowances covering a period of not more than 30 days, to or for the account of each employee of the 

agency or, under emergency circumstances and on a reimbursable basis, an employee of another agency.  

More details may also be found on the DTMO website listed above. 

Please note:  Non-command sponsored dependents are only authorized one-way transportation to their 

U.S. safe haven.  Safe haven allowances and return travel to the PDS are not authorized. 

 

SAFE HAVEN ALLOWANCES – MILITARY 

Safe haven allowances for command sponsored dependents while in a safe haven status are based on the  

safe haven locality per diem rate and are computed using what’s called the Lodging-Plus System which pro-

vides a fixed amount for meals and incidental expenses (M&IE) and reimburses actual lodging costs up to a 

specified maximum amount.  The applicable maximum Per Diem allowance is the safe haven allowance 

rate prescribed for the safe haven location and depends on the age of the family members. 

  

Example family and safe haven location:  (real dollar amounts depend on actual location) 

Family Members:  Spouse, 14 year old, and 9 year old 

Per Diem rate:  lodging $100 per day and M&IE $50 per day 

Family gets hotel suite for daily rate of $175 

 

1.  For the first 30 days, beginning upon arrival at the safe haven, each dependent (12 years of age and 

older) will receive 100% of the fixed amount for M&IE and reimbursed for actual lodging costs not to exceed 

the maximum amount allowed in the safe haven allowance rate.  Each family member under 12 years of 

age, receives up to 50% of that rate.   

 

 For lodging, the spouse in our example is authorized $100 per day, first child $100 per 

day and second child $50 per day which equals $250 per day, but that is more than what 

she is paying for the hotel room.  Therefore the spouse will be reimbursed for the actual 

cost of the lodging which is $175 per day.   

 For M&IE, the spouse is authorized $50, first child $50, and second child $25 totaling 

$125.  The family receives the entire amount. 

 



17 

 

2. Beginning on the 31st  day after the family arrives at their safe haven location and not to exceed 150 

days, the amount allowed for lodging and M&IE is computed (as described above), but the rate is reduced 

to 60% of the locality per diem rate for dependents 12 years of age and older and 30% for those under 12 

years of age. 

 The spouse is authorized $60 per day, first child $60 per day and second child $30 per 

day.  The new authorized maximum lodging amount for this family is now $150 per day.  

Therefore the spouse will not be reimbursed for the entire cost of the hotel suite ($175) 

because it now exceeds the maximum allowable rate for the family. 

 The M&IE rate is also reduced and the spouse is now authorized $30 per day, first child 

$30 per day and second child $15 per day equaling $75 per day.  The family receives 

the entire amount. 

 

3. If the reduced safe haven allowance is inadequate, the family may apply for an increased allowance 

from the Per Diem Travel and Transportation Allowance Committee.  Contact your FSR for assistance 

on submitting a request.  Please note; a strong and reasonable justification is necessary.  If the re-

quest is granted, an Evacuation Allowance Determination (EAD) specifying the amount of the ap-

proved increased safe haven allowance will be issued.  The EAD will be sent to you with a copy to the 

appropriate finance office. It is recommended after you receive a copy of the approval that you contact 

the finance office you have been working with to ensure they received a copy. 

4. It is recommended that families NOT sign any contractual agreement for lodging while on evacuation 

status.  When the evacuation is lifted the family may not be able to be released from the contract and 

may therefore be responsible for any remaining fees, deposits, and/or charges on the contract. 

5. The lodging allowance is not paid if the evacuated family resides with family or friends.  If an evacuated 

dependent stays with friends or relatives while at a safe haven, no cost for lodging is allowed, whether 

or not any payment for lodging is made to the friend or relative.  This restriction does not apply when 

the dependent leases a house, apartment (i.e., lodgings) from a friend or relative with a bona fide, 

standard written lease, in those instances when the friend or relative concerned does not jointly oc-

cupy the leased house or apartment. 

6. If a family temporarily leaves their safe haven location (to visit friends, go on a vacation, etc.) the family 

still receives lodging and M&IE allowances.  However, if they are renting a place at their safe haven 

location, they will not get reimbursed for the hotel at the vacation site.  But, if the family stops paying 

for lodging at their designated safe haven location and vacations someplace else, they will be reim-

bursed up to the allowable rate at their safe haven location, not at the vacation site. 

7. Receipts for lodging are required.  Lodging related items such as telephone and cable hook-up 

charges, deposit on a trash receptacle, etc., that are less than $75 are not required by the JFTR, how-

ever may be required IAW your agency regulations. 

8. Although receipts for M&IE are not required when you file your claim, it is recommended you save all 

receipts for the first month.  Should you need to request an increase allowance after the rates have 

been reduced to 60/30% it will be necessary for you to show your expenses. 

9. Furniture rental (NOT furniture purchase) is permitted as a reimbursable expense but is separate from 

the lodging allowance.  Contact your FSR for more details.   
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SUBSISTENCE EXPENSE ALLOWANCE (SEA) – CIVILIAN 

Some of the evacuation allowances for a DoD civilian employee hired state-side and their dependents are 

different than the evacuation allowances of a Uniformed Service member’s dependents.  Recommend DoD 

civilian employees/dependents read the JTR, Chapter 6 at (http://www.defensetravel.dod.mil/site/

travelreg.cfm) for more details on the Subsistence Expense Allowance (SEA) and other allowances.  Safe 

haven location and family size determine the amount of the allowable reimbursement. 

       Example family and safe haven location:  (actual dollar amounts depend on location) 

            Family Members:  Spouse, 14 year old, and 9 year old 

Per Diem rate:  lodging $100 per day and M&IE $50 per day 

Family gets hotel suite for daily rate of $175 

 

 COMMERCIAL RATE 

First 30 days:   The first evacuee is authorized up to 100% of the lodging rate or 150% if they qualify for the 

Special Family Compensation (see JTR), plus 100% of the M&IE per day.  Each additional evacuee 18 

years and older is entitled to 100% M&IE and each evacuee under age 18 is entitled to 50% of M&IE.  

Please note, the employee may choose to be the “first evacuee” if evacuated, even if evacuated after the 

depenedent(s).  There is only one “first evacuee,” except as provided under DSSR, Section 632.4(b) 

(“Tandem Couples”).  Only the first evacuated dependent is authorized a lodging allowance and receipts are 

required for the lodging. 

 For lodging, the spouse in our example is authorized $150 per day.  Since there are three dependents in 

the family, they qualify for the Special Family Compensation.   Since the authorized maximum lodging 

amount for this family is $150 per day, the spouse will not be reimbursed for the entire cost of the hotel 

suite ($175) because it exceeds the maximum allowable rate for the family. 

 For M&IE, the spouse is authorized $50, first child $25, and second child $25 totaling $100.  The family 

receives the entire amount. 

For days 31-180:  The first evacuee’s allowance remains at 100% (or 150% if qualified for Special Family 

Compensation) of the lodging portion but the M&IE drops to 80% for each evacuee 18 and over and 40% 

for each evacuee under 18 years of age. 

 The spouse is still entitled to $150 per day for lodging but since the cost of the hotel suite ($175) ex-

ceeds the maximum allowable lodging amount the spouse will not be reimbursed for the entire cost of 

lodging. 

 For M&IE, the rate has dropped and the spouse is now entitled to $40 per day, and both children are 

entitled to $20 per day totaling $80.  The family receives the entire amount.    
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 NONCOMMERCIAL RATE 

If an evacuated family is residing with friends or family members, for the first 30 days only, they 

are still authorized a lodging allowance in an amount equal to 10% of the lodging per diem rate 

for their area.  The family is also authorized the same M&IE allowances as described above; 

100/50% for the first 30 days and 80/40% for days 31-180. 

 

LOCAL TRANSPORTATION 

For a traveler authorized a local transportation allowance, transportation allowance is paid at a flat rate of 

$25 per day, per family regardless of the number of dependents in the family.  No receipts are required. 

Command sponsored dependents are authorized reimbursement for transportation when required to travel 

from the safe haven location to obtain/renew a passport/military ID, or for medical screening required as a 

prerequisite to return to the member’s PDS.  No equivalent allowance is authorized for a civilian employee/

dependent. 

 

FILING VOUCHERS 

To receive reimbursement for evacuation expenses, families should complete DD-Form 1351-2.  Your local 

DMPO can assist with processing administrative and financial paperwork.  Air Force, Marine Corp and 

Coast Guard dependents should communicate with a service finance center, usually the one nearest to 

where the family is at safe haven, or where their DMPO is located.  DoD civilian families should contact their 

service or Agency HQ for further instructions. 
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CHANGING SAFE HAVEN LOCATION 

Changing a safe haven location can be difficult.  The Secretarial Process must also authorize/ approve all 

requests for evacuees to move from one safe haven location to another when circumstances warrant for the 

travel expenses to be reimbursed.  It requires requesting/notifying the service, DFAS, amending the family’s 

evacuation order and establishing a new safe haven allowance rate based on the new location. 

Unless the family is directed by their sponsor’s service/agency to move to a new safe haven, all transporta-

tion costs incurred as a result of moving to a new safe haven is the responsibility of the family/member. 

If a family is simply moving from one address to another in the same location area (i.e., from a hotel to a 

temporary apartment a few miles away), the above procedure is not required.  However, it is still necessary 

to contact the FSR to notify them of the change in address, phone number, etc. 

For families who want to move to a new safe haven, that will require traveling (either private or commercial 

transportation) from one safe haven location to another, the family is responsible for all transportation ex-

penses incurred in moving to the new safe haven location unless the service has approved the request in 

advance and in writing. 

Evacuees who initially stay with friends or relatives often later move to commercial accommodations as the 

evacuation period is extended.  This could result in changing the entire safe haven location (see paragraph 

above), but will at the very least, require a change in safe haven allowances. 

Evacuation allowances drop to 60/30% (for Uniformed Service member dependents) or 80/40% for civilian/

employee/dependents) of the per diem rate starting on the 31st day following the family’s departure from the 

host country.  It stays at the reduced rate throughout the duration of the evacuation, even if the family relo-

cates to a new safe haven. 

Contact your FSR if you plan on changing your safe haven location. 
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Travel Voucher Claims 

Once you’ve reached your designated safe haven you’ll probably need funds for lodging and meal expenses. 

If you are near a military installation regardless of service, the finance office can assist you in requesting a 

travel advance or submitting an interim travel claim.  

If your sponsor is an Army military member or civilian employee, or a DoD civilian employee, DFAS will han-

dle your evacuation payments.  If your sponsor is a Navy military member or civilian employees, the Navy has 

advised that members are encouraged to contact the Travel Processing Center-Hampton Roads, VA (TPC-

HR) voice (866)239-0303, fax (866)708-6985 to obtain information specific to their circumstances.  If your 

sponsor is an Air Force member or civilian employee, contact your nearest Air Force installation for instruc-

tions.  If your sponsor is a Marine Corps member or civilian employee, contact your nearest Marine Corp 

Base. 

 

TRAVEL ADVANCES FOR EVACUEES 

If you did not receive a travel advance, you can request one that will provide up to 80 percent of the estimated 

entitlement for 30 days at your safe haven location. This payment will be deducted from your first travel claim 

reimbursement. We encourage you to request only that percentage that will allow you to pay for known ex-

penses and to submit interim travel claims to receive additional funds later. 

To request an advance directly from DFAS, you must complete a Request for Advance form and Evacuation 

Information Verification Sheet (Appendix A). Be sure to provide the bank account information (routing number 

and account number), safe haven location, and children’s names and dates of birth. This form must be sub-

mitted under your name and Social Security number, not your military sponsor’s. 

The form, along with a copy of your evacuation orders, can be submitted to DFAS Rome (NY) by fax or email. 

Fax number: 315-275-0152 

Email: DRO-NEO@dfas.mil 

 

SUBMITTING AN INTERIM TRAVEL CLAIM 

Approximately 30 days following your arrival at your designated safe haven, you may submit a travel claim to 

receive per diem for your authorized travel, lodging and meal expenses. Safe haven allowance rates are 

based on your designated safe haven location per diem rate and the ages of your child/children. 

You must submit a completed DD Form 1351-2 and Evacuation Information Verification Sheet with a copy of 

your evacuation orders citing your safe haven location. You must also include receipts for lodging and author-

ized individual expenses of $75 and over. 

Again, any military finance office can assist you in completing the required form and reviewing your submis-

sion package. 

 

mailto:DRO-NEO@dfas.mil
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Option 1:  Your travel claim package may be faxed, emailed or mailed to DFAS Rome. 

All relocation evacuation vouchers for Defense Agency Claims and Department of the Army and Department 

of Defense, including their dependents' claims, should be filed with DFAS-Rome Travel Operations Noncom-

batant travel.  Vouchers should be mailed or faxed to: 

 Defense Finance and Accounting Service-Rome  

 Travel Pay Operations  

 ATTN: Noncombatant Evacuation Operation (NEO)  

 325 Brooks Road 

 Rome, NY 13441 

 Fax: (315) 275-0152 

Questions regarding these vouchers can be directed to the Noncombatant Evacuation Operations (NEO) 

Team, Travel Pay Operations, DFAS-Rome. They can be reached at 1-888-332-7366 / DSN 699-4655 and 

Fax 317-275-0329.  

Fax number: 315-275-0152 

Email: DRO-NEO@dfas.mil 

 

Mailing address: 

 DFAS ROME 

 Attn: Travel/NEO Claim 

 325 Brooks Rd 

 Rome, NY 13441 

 

Option 2: If you would prefer your travel voucher  and orders be reviewed  for accuracy and completeness 

prior to submission to DFAS, please call the Fort Carson DMPO at: 

(719) 526-1945 

(719) 526-8502 

(719) 526-8325 
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FREQUENTLY ASKED QUESTIONS 

Is an advance per diem authorized to evacuated dependents?  An advance payment of safe haven al-

lowances authorized may not exceed the estimated authorization for 30 days at the safe haven/designated 

place as applicable. 

An advance payment of the safe haven allowance is authorized, normally up to 80% of the estimated allow-

ance for 30 days at the safe haven location.  However, usually that advance is taken out of the first submit-

ted reimbursement claim.  Therefore, if an advance is needed, recommend the smallest amount possible be 

taken. 

Why does the allowance decrease after 30 days?  The per diem rates were established to cover the cost 

incurred when living in lodging other than your home.  Expenses during the first month are higher when de-

pendents are getting settled (i.e., staying in high-cost hotel while searching for more suitable lodging, cost of 

utility hook-up, purchase food stables, etc.)  Following this initial period the percentage of the per diem rate 

provided is usually adequate to cover the cost of meals, lodging and incidentals.  A waiver to increase the 

reduced per diem can be requested. 

Why do per diem allowances for dependents vary between families?  Allowances at a safe haven is 

based on (1) safe haven per diem rate, (2) number of dependents, (3) age of dependents, and (4) amount 

actually spent for lodging.  Any change in one of these factors could change the amount of the allowance 

being paid. 

What allowances are covered by the safe haven allowance paid?  Besides the cost of a hotel room or 

apartment, the lodging portion of the safe haven allowance covers other charges that may or may not be 

added separately to your bill such as maid service, mobile home parking, utility connection, use and discon-

nection charges (electrical, gas, water, oil, sewer, etc.), monthly telephone user fees (not individual call 

charges), and cost of special user fees (cable TV and/or internet connection.)  Please note:  Be very careful 

with signing any kind of lodging lease.  Check to be sure it has a special clause permitting termination due 

to official government orders.  Recommend you check with your finance office for specifics. 

What entitlements are authorized to a dependent who turns 21 while at the permanent duty station 

or safe haven location?  A dependent who was moved at government expense to the member’s PDS out-

side CONUS and who turns 21 years of age at the PDS or at a safe haven location, is a dependent for 

transportation. 

How will I receive medical care while I’m an evacuee?  If you are a DoD civilian family member follow 

the guidelines for your personal health care coverage. 

Military family members are authorized to TRICARE prime coverage while at their safe haven.  The location 

of your safe haven determines where you receive that coverage.  Contact TRICARE (on-line or by phone 

(http://www.tricare.mil/1-800-600-9332)), explain your circumstances and find out what is available in your 

location. 

You can remain enrolled in your overseas TRICARE region for 60 days and still receive service anywhere in 

the US.  Recommend after DoS makes the decision to extend the evacuation at the end of the first 30 days 

that you enroll in your local safe haven region sometime before the 59th day of your evacuation.  If you do 

not re-enroll in the new area, and the evacuation extends beyond 60 days, your will be automatically con-

verted to TRICARE Standard. 

You may experience difficulties with TRICARE when trying to make an appointment in the States while still 

enrolled in your overseas TRICARE location.  If you are unable to convince TRICARE that you are author-

ized to remain enrolled in your overseas TRICARE region, show the TRICARE official a copy of the TRI-



24 

 
DTS AUTHORIZATION  

FOR MILITARY MEMBER 
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Duplicate Payment Certification 

Evacuees might be reimbursed expenses from several commercial or government sources.  The in-

tent of this certification is to clarify the term “duplicate payment” and aid in the prompt processing of 

travel claims associated with the June 2012 Waldo Canyon Wildfire limited evacuation.  A duplicate 

payment is a government payment claimed by a traveler for an expense paid to the traveler for the 

same expense by another entity (According to JFTR/JTR 1030).  Additionally, expenses reimbursed, 

or to be reimbursed, by another entity must not be paid by the government/ARMY.  Any debts cre-

ated from duplicate payments do not qualify for remission/waiver rights.  The traveler is financially 

responsible for returning duplicate payments received, including any allowances covered in the 

JFTR or JTR. 

Travelers filing claims must certify statement 1. or 2. and statement 3. 

I, ______________________, certify that I HAVE received payments from another entity in the  

     amount of ­$____________________. 

Payments received are as follows: 

Agency/Organization  Type of Reimbursement   Amount 

_____________________ 1.   ___________________ $   __________________ 
_____________________ 2.   ___________________ $   __________________ 
_____________________ 3.   ___________________ $   __________________ 
_____________________ 4.   ___________________ $   __________________ 
_____________________ 5.   ___________________ $   __________________ 

 
 I,______________________, certify that I HAVE NOT received payments from another entity reim-

bursing travel expenses incurred while evacuating 
 
 I, ______________________, certify that I will contact finance within 10 days of receipt of pay-

ment from another entity for a determination of the duplicate amount owed.  Payment of the du-
plicate amount is expected to be made by personal check or money order at that time. 

 
 I understand failure to complete this duplicate payment certification in its entirety may result in de-

nial of claimed expenses.  I also understand there are severe criminal and civil penalties for 
knowingly submitting a false, fictitious, or, or fraudulent claim (U.S. Code, Title 18, Sections 287 
and 1001 and Title 31, Section 3729). 

 

______________________________ 

Claimant (Signature and Printed Name )  
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CIVIL AUTHORITY EVACUATION ORDER AND TERMINATION ORDER 
 

 
 

ARMY assigned personnel residing off base who were evacuated during the June 2013 Colorado Wildfires 

must complete the following information: 

 

I, __________________________________________________(name), with address located at 

 

_______________________________________________________, (complete street address, city, state 

 

and zip) in the subdivision of  _______________________________( e.g., Black Forest, etc.) certify I was 

ordered evacuated by competent state and local authorities of the State of Colorado due to 

 

the Colorado Wildfires on _________________________________________(time and date). 

 

Note 1:  4th ID ordered evacuation date was 11 June 2013.  This order was not retroactive and evacuation 

entitlements may not start earlier than 11 June 2013. 

Note 2:  Pre-evacuations do not allow per diem reimbursement. 

 

 

I was allowed to return to my residence, listed above, by competent state and local authorities on 

 

____________________________(date and time). 

 

 

I understand failure to complete this certification accurately in its entirety may result in denial of claimed ex-

penses.  I also understand there are severe criminal and civil penalties  
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ACRONYMS  

 

BAH – Basic Allowance for Housing 

DA – Department of Army 

DFAS - Defense Finance and Accounting Service 

DoD – Department of Defense 

DoDFMR – Department of Defense Financial Management Regulation 

DoS – Department of State 

FSA – Family Separation Allowance 

FSR – Family Support Representative 

HQ – Headquarters  

HQDA – Headquarters DA 

JFTR – Joint Federal Travel Regulation 

JTR – Joint Travel Regulation 

M & IE – Meals and Incidental Expense 

NEO – Non Combatant Evacuation Operations 

PDS – Permanent Duty Station 

POC – Point of Contact 

UB – Unaccompanied Baggage 
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