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Korea District’s Guidance on 
Requesting Advance LQA via DAPS 

Update April 2008 

Per Headquarter (HQ) 
All DoDDS employees will request their Advance LQAs via DAPS. 

All supporting paperwork will be sent directly to HQ and a courtesy copy sent 
to the Korea District HR Division to be placed into the employee’s file. 

Important things to remember when you go into DAPS 
Ø Start/End Dates:  Make sure that you enter the correct starting and ending 

date of your current lease. 
Ø Reason for submitting:  If this is an initial request select “Initiate both LQA 

and PA”.  If it is a continuation of your lease select “Update Lease” 
Ø Make sure you add your dependent’s (SSN are optional) 
Ø Please copy the DAPS Advance LQA sample Employee Remarks Section 

1. List the start and end date of your current lease 
2. Length of the lease in months not years 
3. State whether or not utilities are included in your rent 
4. It is very important that you list the size of your quarters, whether square 

feet/meters or Pyong 
5. If utilities are not included in the rent: a) You will need to estimate the amount of 

each utility (gas/electricity/etc) for one month. b) Multiply each monthly utility 
estimate (gas/electricity/etc) by the 12 to get the estimate for one full year. 
(Please multiply it by 12 regardless how long your lease runs!) 

Ø You will need to have a local bank account when requesting Advance LQA 
for Korea as it will be too difficult transferring the money from your stateside 
account. 

Ø Before you send your lease to HQ, make sure that your rental lease bears the 
respective Housing Offices Stamp or Signature of Approval. 

Ø When sharing a lease ­ the one lease has to have both names on it and please 
do NOT divide the amount and do NOT use two leases!! 

Please have your school secretary scan/fax your completed Advance LQA Request to the 
appropriate HR Servicing Specialist at Headquarters and to our Office - Attention Robertta 

Uhl
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Advance LQA Guidelines 
Regarding Advance LQA Paid in WON 

6 March 2009 

Please remember - When you enter your Advance LQA amount, in WON, into 
DAPs: 

Ø DAPs will convert the WON into the current 
conversion rate, of the day; you are inputting 
your LQA Advance request into DAPs. 

Ø When Headquarters processes your LQA 
submission in DAPS, the same conversion 
daily rate of your initial submission will apply. 

Ø Headquarters will send the second page of the 
processed SF-1190 from DAPS, with the 
amount in WON (not the converted rate in 
dollars), to DFAS (payroll). 

Ø DFAS (payroll) will use the conversion rate of 
the pay period they are inputting the Advance 
LQA in payroll. 

Ø It is highly recommended that you get your lease 
in dollars or you will need to save your 
conversion receipt, until reconciliation, if the 
WON rate was very low at the time you converted your dollars into WON and you 
had out of pocket expenses to meet rental payment. 

Ø At the time of reconciliation, you will able to request the extra out of pocket expense. 

If you have, any questions please feel free to contact 
Robertta Uhl at 644­5858 or Frank White at644­5860
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DSN Telephone #:  644­5854  E­mail  Robertta.uhl@pac.dodea.edu 
Organization  Intended Recipient/s 

Scan/Email Coversheet  DoDEA Team B 

Amina Coleman / Chris Tinsley / Dorothy Hill 
Cc ­ Robertta Uhl / Frank White 

LOCATION: 

LQA SF 1190 Request sent via DAPS for the following schoolÊ 

¨DSO  ¨Seoul ES  ¨Seoul MS  ¨Seoul HS 

¨Osan ES ¨Osan JR/HS ¨Taegu ES/HS ¨Humphreys ES  ¨Joy ES 
NO. OF PAGES: Advance LQA Scan/Email Coversheet  (Incl. Header Page) 

SENDER REMARKS: 

Scanning the following SF1190 Request for: 

Name of Employee: ____________________________________________ 

SS#: ____________ ­ __________ ­ __________________ 

¨ Copy of the 1 st page of Old LQA Lease (If applicable) 
Effective ­ ________________ to________________ 

¨ LQA: 
Effective ­ ________________ to________________ 

# Months _____        Size of Quarters/Pyong _______ 

Utilities included Yes _____ No _____ 

Rent: _______________      Utilities: _____________ 
Thanks, 

Employee’s Signature  (Date) 

www.pac.dodea.edu
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Korea District 
Instructions on Requesting 
Advance LQA via DAPS 
Log on to the www.dodea.edu/home home page
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Ã Select Human Resources



C:\Documents and Settings\chad.jimison.PACDSDODEA\Local Settings\Temporary Internet Files\OLK3D5\2008 ­ Korea District Advance LQA Guidance and Request Packet.doc  ­ 7 ­



C:\Documents and Settings\chad.jimison.PACDSDODEA\Local Settings\Temporary Internet Files\OLK3D5\2008 ­ Korea District Advance LQA Guidance and Request Packet.doc  ­ 8 ­



C:\Documents and Settings\chad.jimison.PACDSDODEA\Local Settings\Temporary Internet Files\OLK3D5\2008 ­ Korea District Advance LQA Guidance and Request Packet.doc  ­ 9 ­ 

Ã Select Online Employee Access
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Select: DAPS Ä
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Ã Enter in your information
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Select: 

Create  SF1190sÄ
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Ã Select: TQSA 

Select: 

Ã Living Quarters Allowance (LQA)
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LQA 

Your email address will be (firstname.lastname@pac.dodea.edu) 

Enter your mailing Address 

LQA
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Ø For Initiating both LQA and PA: The Start Date will 
be the first date you will occupy your permanent 
quarters. The Start Date is the day after your 
Stop/Terminate TQSA. 

Ø End Date is the date your contract expires or the 
date you move out of permanent quarters. 

Ø If you are updating/renewing your LQA lease: 
Make sure that there are no gaps or overlaps in days 
between End Date and Start Date of your new and old 
leases. 

Ã Select Initiate both LQA and PA  for your 1 st Submission 

Ç Select Update LQA for renewing your lease 

Å Select Terminate LQA  for your Final Submission 

Ø  Make sure that you list all of your dependents’ information 

Ø Dependents’ information will automatically populate on future submissions
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Requesting LQA or Advance LQA  Effective 11 Sep 03 – 10 Sep 05 State how many months ­ 24 Months 

Size (state if not in feet or meters) 54 Pyong / State if utilities are included or not included in the rent 

Requesting Stop/Terminate LQA  Effective Date 10 Sep 05 

Ã Select as appropriate
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Ã Select as appropriate
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Ã Select as 
appropriate
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Ã Enter number of  rooms If the landlord gives your house/apartment size in Pyong enter that amount in 
the remark section above.  If in Square Feet/Meters enter in the block 

provided Ä
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ÃYou must complete if you share quarters 
and expenses with your spouse or another 
person.
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List your bank’s  name 

Make sure bank’s address is correct 

Å Please enter your bank Routing Number 

Å Select either Savings or Checking here 

Å Please enter your Account Number 

Ø Once you have completed all the above information PRINT a copy for 
your file and one for your school secretary 

Ø Then Click on WORKSHEET
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Ø This screen will pop­up if you have not entered all required 
fields 

ØClick on the arrow key at the top left hand corner of the screen 
as this will take you back to your SF1190 so that you may enter 
in the required dates 

LQA 

Ä
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Continue – Ignore the above remark È
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Click on SubmitÄ
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Ø The “Changes saved!” means you have successfully completed and submitted 
your SF 1190 on­line. 

Ç Click on Check Status
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Ø Check status each time you submit your SF 1190 via DAPS. 
Ø Your SF 1190 was not transmitted if it does not appear in the “List Forms 
to Status” blocks above with either DRAFT or SUBMITTED. 

Ø Go to Edit SF 1190s if it is listed in Draft Status and submit. 

Ç Log out of DFAS 
after you checked 

status.


