
U.S. Deoartment of State

HOME SERVTCE TRANSFER ALLOWANCE (HSTA) (DSSR 250)

Al lowab le  expenses  under  the  HSTA are  ca lcu la ted  here  to  p rocess  a  c la im on the  SF-1190.  See gu ide l ines  on  Page 3 .

Flat Rate (No Receipts Required) or l temize (DSSR 251.2a, receipts required)

Wi thout  Fami ly  ($500) Without Family:  Lesser of One Week's Salary or GS-13, Step 10

With Family:  Lesser of Two Weeks'  Salary or GS-13, Step 10Wi thout  Fami ly  ($1 ,000)

4. Wardrobe Exoense Portion Previous or Next Post & Transfer Zone

Current Post & Transfer Zone

Employee W/O Family Employee With One El igible Family Member

Employee With Two or More El igible Family Members

5. Subsistence Expense Port ion

a. Under Flat Rate Method, Use Per Diem For U.S. Post Of Assignment

n , u s e C o N U S P e r D i e m R a t e i f T r a n s f e r r i n g t o w i t h i n t h e 4 8 c o n t i g u o u s
Uni tedSta teso fD is t r i c to fCo lumbia .  l f t rans fer r ing tonon- fo re ign ,ou ts ideCONUSlocat ion(DSSR251.1c) ,useper

diem for that non-foreign locat ion

Flat rate method: Limit  of  30 days with no extensions; agency may l imit  to fewer days, No support ing documentat ion

need be submitted. Agency should ver i fy occupancy of temporary quarters and may require employee to keep receipts.

Dai ly amount (percentage of U.S. post of  assignment per diem): Ini t ia l  occupant.T5o/o; each addit ional occupant25%.

Actual Subsistence Method

Days 1 Through 30 Occupant(s) Percentage % Allowed Maximum Al lowed

Department of State

3. Miscel laneous Expense Port ion

In i t ia l  Occupant 1 100% of Per Diem

Family Members 12 & Over 75"/o of Per Diem

Fami ly  Members  Under  12 50% of Per Diem

Maximum Dai ly Family Rate \

Days 31 Through 60 (And Days 61 Through 120 With Agency Approval)

Occupant(s) x Percentage%Allowed

DS-250
06-2007

Sample of worksheets for actual subsistence method. Claim should be for 30 day periods, Taxes on lodging
may be reimbursed i f  maximums under actual subsistence method only -  not under f lat  rate method.

Maximum Al lowed

Ini t ia l  Occupant 7Soh of Per Diem \

Family Members 12 & Over 50% of Per Diem

Fami ly  Members  Under  12 40oh of Per Diem

Maximum Dai ly Family Rate
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DATE
(mm-dd-yyyy)

(A)

Lodging

(B)
Per Day

Meal/LaundrylDry
Gleaning Statement

(c)

Total Per Day
( A + B )

(D)
Maximum

Daily Family
Rate

(E)
Maximum

Daily Al lowance
(Lesser of G or D)

S S $ s $

S S $ b $

S S s $ S

S q $ S s
S q D S $

6. Lesser of:  penalty per terms of lease orthree months'  rent

Authoriz ing off ic ial  cert i f ies the fol lowing: (a) the employee's transfer to the United States wag Qu9 solely. to act ions
by the empioying agency and to unusual conOii ions ful ly beyond the control  of  the employee; and (b) the terminat ion of
tlie lease and Odpa-rture-of the employee did not result irom any specific actions by tfe employee to--seek a curtailment
of the assignmer-it for transfer or p'romotion; and (c) lhe employ-ee was n-ot negligent in promptly.notifying the landlord of
the intent t6 terminate the lease dfter receiving an official notice of transfer, and (d) all reasonable steps were taken by
the employee to dispose of the quarters by sublease or assignmen! to others; and (e) both the employee and employing
agency maoe reasonable efforts'to avoid ifre tutt lease penal-ty by delaying the employee's transferto the United States.

Authoriz ing Off ic ial 's Signature Dale (mm-da-yyyy1

7. Remarks

8. Employee Certification Statement (see exception at DSSR 251.1b) ln order to be eligible for a grant of the home
servicb transfer al lowance al l  cert i fy that I  agree to complete 12 months in United States Government service fol lowing
the effective date of my transfer to-a post in the United States or other non-foreign area, unless separated for reason
beyond my control  whi-ch are acceptable to my employing agency. Fai lure to comply wi l l  result  in my l iabi l i ty for
repayment of this al lowance.

Employee's Signature Date (mm-dd-yyyy)

9. Guidel ines for the Home Service Transfer Al lowance

o See special definition for "United States" for this Chapter (DSSR 251.1c)

o Employee must sign agreement to work twelve addit ional months for the Federal  Government
(252.5b except ion at DSSR 251.1b)

a Consists of four parts:  (a) Miscel laneous Expense Port ion (b)Wardrobe Expense Port ion
(c) Subsistence Expense Portion (d) Lease Penalty Expense Portion
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MISCELLANEOUS EXPENSE PORTION

o Two ways to claim: (1) Flat rate or (2) l temizat ion

o Flat rate: No receipts required; $500 without family;  $1,000 with family

a l temizat ion: Receipts required; Limits are based on salary (DSSR 252.1).  Al lowable expenses
l isted in DSSR 251.2a

o May be paid between foreign locat ion and U.S.

WARDROBE ALLOWANCE

o Paid only when transferr ing across two transferzones (1 to 3 or 3 to 1)

o May be paid between foreign locat ions and certain non-foreign areas outside conterminous U.S.

a Never paid to conterminous U.S. (48 cont iguous states + the Distr ict  of  Columbia) which is zone 2

o Zones for foreign areas found in DSSR 920, column 4

. Zones for non-foreign areas found in DSSR 252.2

o Paid as f lat  rate depending on family size, no receipts required (see DSSR 252.2for current amounts)

SUBSISTENCE EXPENSE PORTION

o Paid only when transferring from foreign post to the United States (DSSR 251.1c).

o Paid by ei ther Actual subsistence method or Flat rate method

lf Agency offers both methods, then employee chooses method of reimbursement prior to commencement of

HTSA,

lf Agency does not offer both methods, Actual Subsistence Method is used'

o Actual Subsistence Method Paid up to 60 days with an addit ional 60 days al lowed with agency
approved receipts required for lodging; certified meal/laundry/dry cleaning statement required, but
no receipts.

o Flat Rate Method No receipts required, l imited to 30 days.

LEASE PENALTY EXPENSE PORTION

o Paid from post in foreign area to United States

a Authorizing official must certify in writing to five statements in DSSR 252.4

o Amount al lowed l imited to terms of lease or three months'  rent,  whichever is less
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