All LANTDIV Officers:  Ms. Julia Johnston (FM1), our Sponsor Program coordinator for both civilians and military, has prepared the following information to clearly define our program, and to assist sponsors in doing the best job possible to welcome new personnel: 

The employees of the Atlantic Division, Naval Facilities Engineering Command, are a high priority for Rear Admiral Phillips, Commander, and the Executive Steering Group (ESG).  For new military members reporting to LANTDIV, it our goal to facilitate a smooth transition and assimilation into the new command, to set the stage for a positive attitude at the beginning of the tour and create an atmosphere for continued success.  In concert with the recent revitalized efforts towards the New Employee Orientation Program, it is appropriate that we take a new look at our Military Sponsor Program.  To ensure our program is responsive to the needs of our incoming military personnel, the following procedures are now in effect:

· Upon receipt of orders, FM1 will contact CE (for LANTDIV personnel) or the respective ROICC (for ROICC office personnel) and request a sponsor.  Basic background information will be provided so that an appropriate sponsor may be selected.  Points to take into consideration when selecting a sponsor:  (1) Sponsor should be of the same marital status.  (2) Sponsor should be the same paygrade.  (3) Sponsor should NOT be the person the individual is slated to relieve.  While compliance with points (1) and (2) may not always be possible due to limited staffing, compliance with point (3) is required.  The sponsor should remain on board the command for at least 4 months after the arrival of the incoming person to assist with transition. 

· Guidelines for sponsors are attached and will be provided to the designated sponsor by FM1.  These guidelines list the specific information that a sponsor should provide and offer suggestions for making the incoming service member's transition a smooth one.

· Within 10 days of being assigned as a sponsor, the sponsor should contact the incoming service member via telephone or e-mail to introduce himself/herself.

· Within 30 days of being assigned as a sponsor, an informal "welcome aboard" letter should be sent to the incoming service member with a copy to FM1.  A sample letter is attached.  This is merely a guide - format and information provided should be adjusted as necessary.

· Within 30 days of receipt of orders, a formal "welcome aboard" letter will be drafted by FM1, sent to the ROICC for chop, then forwarded to 00/09 for signature.

· Upon arrival of the incoming service member, contact FM1 (322-8120) so that a record in NEAMIS may be established.  It is imperative that the new service member's email account be established prior to arrival on board.  The on-line New Employee Orientation will be issued automatically to this account when the service member is added into NEAMIS.  The check in sheet and bio form will also be sent to this account.

· The incoming service member will be automatically enrolled by FM1 in the next session of New Employee Orientation.

Formal sponsor training will be addressed in the future.  In the meantime, please familiarize yourself with the attachments and forward any questions to FM1 (J. Johnston, 322-8120).
