Checklist to Help You Prepare for Your Move to Okinawa: 
	To Do
	Description/Information
	Check when finished

	Notify Okinawa District Office as soon as you receive notification of the job/transfer
	FAX from the US 011-81-98-961-1399 
or 011-81-98-936-6819
Telephone from US 011-81-98-961-1204 or 1953
Email: okinawanewstaff@pac.dodea.edu
	 

	Apply for Official Passports
	Check with DoDEA Personnel Center in Washington D.C., 4040 North Fairfax Dr. Arlington, VA 22203-1634 - Recruitment: (703) 588-3983 Fax: (703) 696-2699
	 

	Arrange for transportation of household items
	Contact Transportation at the nearest military installation, or check with DoDEA Personnel Center, 4040 North Fairfax Dr. Arlington, VA 22203-1634 - Recruitment: (703) 588-3983 Fax: (703) 696-2699
	 

	Obtain plane tickets
	Contact Transportation at the nearest military installation, or check with DoDEA Personnel Center, 4040 North Fairfax Dr. Arlington, VA 22203-1634 - Recruitment: (703) 588-3983 Fax: (703) 696-2699
Send arrival information to the District Office so we can arrange hotel and pickup at the airport.
	 

	Check District website for new information, changes, etc.
	www.okinawa.pac.dodea.edu
	 

	Visit New School
	You should be contacted by your sponsor if not call the Okinawa District Office at 098-961-1204
	 

	Apply for Advance Pay (Optional)
	You can receive an advance of your pay to help pay the initial costs of setting up a household in Okinawa. You apply for an advance of pay through the online application process at DAPS on the DoDEA website. Check with your school secretary for help with this process. https://hq-w4.dodea.edu/daps/
	 

	Get ID Card
	Paperwork from School.
	 

	Get Post Office Box
	Check with your school about procedures to get a mail box
	 

	Attend Housing Briefing
	Kadena Air Base, Bldg 217, 634-0582; Mass briefings are held on Thursdays at 1000. Contact housing office for application at kadena.housing@kadena.af.mil 
	 

	Driver’s License
	Attend briefing and pass test, 0900, Tuesdays, Schilling Rec Center, Kadena; Special Session for DoDDS Teachers on Monday, 18 Aug 08, at Building #908 from 1000 – 1130.
	 

	Apply for Temporary Quarters Subsistence Allowance
	This is an allowance you receive to reimburse you for expenses for lodging and food from the time you arrive in Okinawa until you move into your permanent housing. You apply for TQSA through DoDEA Allowance Processing System (DAPS), check with the school office for more information. https://hq-w4.dodea.edu/daps/
	 

	Buy a Car
	Good used cars are widely available on Okinawa. There are "For Sale" lots on Kadena and Foster and many used car dealers along Highway 58. Check with the school office or your sponsor on how to complete the paperwork to register a car. Expect to pay between $4-6,000 for a typical used car with 2 years of JCI insurance.  (You will be able to find cheaper cars as well.)
	 

	Appointments with Japanese Housing Agents
	Arrange through sponsor/school.
	 

	New Teacher Orientation
	Tuesday, 19 August; an introduction to DoDDS Okinawa and in-processing with the Pacific Region Personnel Center
	 

	Health insurance, life insurance
	Paperwork needs to be returned to the Pacific Region Personnel Center (see your school secretary)
	 

	File for travel expenses
	See school secretary for filing online.
	 


