
Smith, Michael J.

Recipient@mail.com

Sender, J.J.

Sender, J.J.

Gm3jkl34. Step 1: Copy the code from the email

Step 2: Click the link to open the DoD SAFE website

THIS IS AN EXAMPLE ONLY 



Gm3jkl345 Step 3: Paste the code from the email, 
then click “Next.”



Your email address will be in this box.

The email address from our team.

Step 5. Upload your DD Form 5512

Step 4: Put a check mark in the box that says, “Encrypt every file.”

Step 6. Put a 
check mark in 

the confirmation 
box

Step 7: Click the “Send Drop-Off” button”



Step 8: Enter DDG124CHARGEON in 
both boxes, then click “OK.” 
(USE ALL CAPITAL LETTERS)



Your email address will be in this box.

The email address from our team.

5512.file 5512.file

You should 
now see a 

confirmation 
page. 

Please check 
your email. 

You should get 
a confirmation 

email soon.
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