INSTRUCTIONS FOR DODDS-DSO OKINAWA TDY FORM

Step 1
The TDY request form is available at Okinawa-District Homepage, http://www.okinawa.pac.dodea.edu/ in “downloads” or if not, you can obtain a copy from your school secretary.  DO NOT attempt to modify or alter the form.  If the form is modified, it will be rejected and possibly cause delay in issuing the orders.  All the information must be filled out electronically.  http://www.okinawa.pac.dodea.edu/infoforms/content%20info.html
Step 2
After completion of the form, save it to your hard drive (click “SAVE AS” in file) and close.  

Step 3
Forward the request form/file via email to school Principal/Assist Principal for their approval (attach the form).


**Administrator’s only, may forward your request to Dr. Vaughn-Wiles directly.

Step 4
Block 17 stated as ”currently not approved”.  Principal/Assist Principal will select their name out of the list.  A handwritten signature is not required.

Step 5
Block 18 must be checked whether approved/disapproved by Principal/Assist Principal.

Step 6
After reviewed by Principal/Assist Principal, click “SAVE” and close the file.

Step 7
Forward the file electronically via email to “Okinawa TDY request” box in global address listing.  Only Principal, Assistant Principal, and Secretaries are authorized to send requests to DSO.


**For all travel requests, include all the source document(s) (email) as attachments along with the TDY request.

Step 8
Once the request is authorized by District Superintendent, the electronic copy of TDY orders will be forwarded via email to your Principal’s box (official school box) at each school.

Step 9
Each individual is responsible for making multiple copies for their ticket pick up and/or financial reimbursements.

**For all the Far East activities Travel, (Coach/Sponsor/Chaperone and Students) DSO Okinawa TDY form 2 must be filled out.  (The procedures are same as above)

**Submit the request no later than two weeks prior to departure date**

