
Suggested
Timeframe Port-to-Final Residence Flowchart

Once orders 
are received:

Recommended
to begin with
the Port-to-
Final Residence
Program 30
days prior to
arrival.

Contact the
Kadena
Military
Housing Office
for additional
assistance.

Member contacts 
the Kadena 

Housing Office.

Sponsor secures 
lodging for 

incoming family at 
the designated 

TLF.
Housing begins to 

process the application.

Housing available in 
member’s grade and 

family size?

Housing send 
welcome message 
with application 

process

YESMember selected 
housing option?

Housing send 
member offer

For additional assistance, contact Kadena Military Housing. Call DSN: 315-634-0582/0583 opt. 7 or Email: kadenahousing.customerservice@us.af.mil

NO
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Member has orders?

Wait until member has 
orders.

NO

Sponsor/Member submits the 
completed application with the 
supporting documents to the 

Kadena Military Housing Office.
YES

Sponsor picks up the keys 
from the Kadena Military 
Housing Office to view 

member’s options. (Return 
keys within 24 hours.)

Sponsor sends unit list & 
digital photos/video to 
member for selection

Check-in with 
your newcomer. 
Member has 48 
hours to submit 

a decision.

Submit member’s 
housing selection 

to the Kadena 
Military Housing 

Office.

NO

Housing sends 
Sponsor/Member 

the acceptance 
documents.

Is member able to e-
sign acceptance 

documents?

Member digitally signs 
and returns acceptance 
documents to sponsor.

YES

Sponsor requests Special Power of 
Attorney (SPOA) from member to 

continue with the process.

Cannot continue with the process.
Have the newcomer

check-in to the Kadena Military Housing 
Office upon arrival. 

SPOA provided?

NO

NO

Sponsor digitally 
signs on behalf of 

member

Sponsor sends 
signed documents to 

housing

On-base quarters 
available for move 

in?

Sponsor picks up 
keys 48 hours 

prior to arrival and 
prepares quarters.

Sponsor stops by the 
MCCS lending locker 

for a kitchen kit.

Sponsor picks up family from the 
airport and transports them to 

their quarters.

Family conducts move-in 
inspection

End of Process.

Sponsor secures a room at the designated 
TLF while quarters become available to 

move in.

Sponsor picks up family from the 
airport and transports them to 

TLF.

NO

YES

Sponsor contacts 
member to provide 

information on 
amenities and 
transportation 

available in TLF.

Sponsor picks up 
family from the 

airport and transports 
them to TLF.

Member checks in periodically
with the

Kadena Military
Housing Office to resume the 
housing assignment process.

YES

YES
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