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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. 
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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. 
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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. 
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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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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 
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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-
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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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