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1.0.  References:  Local Policy

2.0.  General:  The first impression a newcomer gets of a unit comes from his or her sponsor. Since the needs of each newcomer vary, a sponsor must find out what those needs are and respond to them.
3.0.  Assignment As Sponsor:
3.1.  Send the member a welcome letter or E-mail (see attachment). The needs of each newcomer and family will be different, so you must find out what those needs are and then respond to them.  It's not good enough to just say "let me know what you need." Good sponsorship is proactive!

3.1.1.  Determine his/her needs by using the Needs Assessment Checklist (see attachment).
3.1.2.  Encourage him/her to visit the Relocation Assistance Manager at the Family Support Center for information.

4.0.  Send Sponsor Package. Send the newcomer a sponsor package. Due to the SITES web page, sponsor packages are no longer the monsters they used to be!  The only items that are routinely included in sponsor package are your personal letter, unit information, relocation information letter and special information requested by newcomer, which is not available to them elsewhere. Stop by the Army Community Services center, and pick up a newcomers package. This has plenty of good information that good answer most of the newcomer’s questions. The package should be sent ASAP.
5.0  Arrival.
5.1.  Secure dorm room (if applicable). Otherwise, confirm billeting reservation.

5.2.  The week prior arrival, reserve GOV (preferably the van).

5.3.  Personally meet the newcomer upon arrival. If you cannot make it, ensure at least the NCOIC or OIC will meet the member.
5.3.1.  It’s a good idea to bring a sign with the newcomer’s name on it.
5.4.  Date of arrival will be spent securing dorm room or billeting. No other in-processing will be accomplished.

5.5.  Accompany newcomer to orderly room/duty section and Air Force Element (AFELM).

5.6.  Introduce newcomer to commander, first sergeant, and fellow coworkers.

5.7.  Introduce newcomer to the Army Community Services (ACS) Center. 

5.8.  Make sure the new member checks with the housing office prior to renting an apartment.

5.9.  Provide a tour of the installation and familiarize newcomer with the local area.

5.10.  Encourage the newcomer and family to take advantage of the newcomers' orientation. They will experience a warm welcome, become more familiar with the local community, and make friends with others new to the installation.

Attachments:
1.  Sample Sponsor Letter
2.  Newcomer Needs Assessment Checklist
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