GUIDELINES FOR MILITARY SPONSORS

Pre-Arrival

Once you have been assigned as a sponsor, consider the following:

  (1) Draw upon the knowledge gained from your own experience as a newcomer.

  (2) Draw upon previous experiences with the sponsor program. (If you have not found previous sponsors helpful, decide what was lacking and try to make improvements.)

  (3) Ask others who have served as sponsors for suggestions or help in meeting your requirements.

  (4) Contact the person you are sponsoring as soon as possible via telephone, Naval message, the online Sponsor Forum, or any other reliable means.

  (5) Write a "Welcome Aboard" letter to your new shipmate and forward a copy to the Sponsor and Command Indoctrination Coordinator. Some points to include are

      (a) Introduce yourself and give a warm welcome aboard.

      (b) Provide the member information on how they may contact you.

      (c) Find out if member’s family members will accompany them (i.e., ages, mode of transportation), and estimated date and time of arrival at new duty station.

      (d) Inform the member of the new mailing address to complete change of address forms.

      (e) Provide any other special information that would be helpful.

  (6) Provide follow-up letters or phone calls, as necessary, in order to answer any questions the new member may have.

  (7) Check on housing availability and inform the member if housing will be available upon reporting or if temporary lodging arrangements will be needed. If necessary, help the member with arrangements. Make sure the new member checks with the housing referral office prior to renting or buying a house.

  (8) Confirm flight arrival time by calling the airlines (if applicable).

  (9) If you and the new member are both married, ask your spouse to communicate with the new member's spouse. Children may also enjoy corresponding with other children.

  (10) Act as a liaison for the new command member.  If the new command member has questions you cannot answer, refer the member to the correct source.

  (11) Make reservations at the Navy Lodge/local motel/hotel for arriving families or Bachelor Officer Quarters/Bachelor Enlisted Quarters (BOQ/BEQ) for single personnel, according to the member's desires.

  (12) Request that the new member acknowledge receipt of materials and keep you informed of itinerary, reporting date, and special needs.  Keep FM1 updated on any changes.

  (13) Perform other duties as recommended by your command to make the relocation even more successful.

  (14) Get the new service member’s email set up prior to entrance on duty.

  (15) Get the new service member’s telephone number and voice mail set up.

  (16) Work with supervisor to identify work space and set up with supplies as necessary (calendar, paper, etc.).

  (17) Ensure IT equipment (including network ID) is in place and operational.

  (18) Provide directions to Pass Office/Base Security.

  (19) Explain where new service member can park on the first day.

Arrival

Upon the arrival of the individual consider the following:

  (1) Ensure transportation (i.e., Government vehicle, Base Shuttle Service, etc.) is available from place of arrival to the command and temporary lodging, if the member requests it.

  (2) Meet the incoming individual and/or family at arrival point, if required.

  (3) Accompany the member to temporary lodging.

  (4) Assist the member in finding a place to eat.

  (5) Furnish the member/family with a base map, indicating areas of interest. Familiarize the new arrival with base facilities.

  (8) Before departing, ensure the member has information on how to contact you.

  (9) Assist in the arrangement for temporary transportation, if required.

  (10) Assist the member in locating the exchange or commissary for immediate needs, if required.

  (11) Assist the new arrival with check-in procedures.

  (12) Introduce the member to the people in the command.

  (13) Remember the feeling and confusion that you experienced when you first arrived, and try to be as helpful to this person as you can.

Post-Arrival

Once the relocation has taken place, you should consider the following:

  (1) Continue to assist the member during the first few weeks or months with other needs (i.e., registering a car, moving into permanent housing).

  (2) Do everything possible to continue to help the new arrival "settle in."

  (3) Ensure new service member is enrolled in the Command New Employee Orientation Program as soon as possible.
