
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: DoDDSOkinawa_newstaff@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. 

  

Get ID Card Paperwork from School.   

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

Attend Housing Briefing 

Housing Office (Kadena AB – Building 217) 
Main Office (Central Area) – Kadena Air Base 634-0582/0583 
(Other offices: Northern Area Satellite Office – Camp Courtney 
622-7317 and Southern Area Satellite Office – Camp Kinser 637-
3736) Kadena Office Hours: 0800-1530 Monday through Friday 
(closes at 1430 on Thursdays for training) 
For Off-Base Housing: Mass briefing every Mon-Wed-Fri at 0800 
in Bldg. 217. You can also go directly to off-base agents to look at 
houses anytime.  
For On-Base Housing: You must fill out an application (DD 1746) 
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with the housing office (this can be done before you arrive if you 
fax your orders with the application). 
The application can be obtained by visiting the Kadena Housing 
Office website at http://okinawamfh.com Additional information 
regarding housing can be found through the links from the Marine 
Corps Camps Services website at www.mccsokinawa.com 
following links for newcomers; the Kadena Services Links Page at 
http://kadenaforcesupport.com/links.html also offers important 
information for newcomers. 

Driver’s License 

Driver’s License: You must have a US Forces Japan Driver’s 
License to drive on Okinawa. Kadena Wing Safety Briefings for 
obtaining a Driver’s License are usually held every Wednesday at 
0800 in the Schilling Recreation Center, as part of their 
Newcomers’ Briefings. (There are also sessions on Fridays at the 
Wing Safety Office – Building 908 on Fridays at 1000, but space is 
limited, and sessions are first-come, first-serve until full.)  The 
Wing Safety office has offered to hold a special driver’s license 
briefing on Monday, 20 August 2012, for any incoming DoDDS 
teacher that has not already obtained a driver’s license.  Please 
plan on attending this session if you are still in need of your 
driver’s license.  It will be held in Building 908, which is across 
from the American Red Cross Office (near Burger King and the 24-
hour Shoppette.)The Kadena Safety Wing will provide a special 
Driver's License briefing for incoming DoDDS teachers on 
Monday, 20 August 2011, from 1430 - 1600 in Building 908. 
(Please note: you will NOT be in pay status for this session.)  

  

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. 

  

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/etc.   

New Teacher Orientation: 

Personnel Processing Session 

(morning) 

21 August (Tuesday) 0800 – 1500 – Personnel Processing Session 
(morning) will be held at the Kadena High School Information 
Center on Kadena Air Base.  This session is provided for all new 
CONUS hires and DoDDS transferees from off-island.  (During the 
morning session New Local Hires will be working at their 
respective schools.)   District Orientation to District Instructional  
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New Teacher Orientation: 

Systems Specialists and 

Curricular Materials 

(afternoon)  

21 August (Tuesday) 0800 – 1500 – Personnel Processing Session 
(afternoon) will be held at Kadena High School Information 
Center, Kadena Air Base.  This session is for ALL incoming teachers 
new to Okinawa (i.e., local hires, transferees, CONUS hires.)  
Incoming teachers will be in a duty/pay status for these briefings. 

 

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.   

 

 


