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       9 December 1999

MEMORANDUM FOR  SEE DISTRIBUTION

SUBJECT:  21st TSC OSJA Sponsorship SOP 

1.  The sponsorship of incoming personnel is vital to the 21st Theater Support Command and this office.  This SOP describes the steps that will be taken to ensure that incoming personnel are properly cared for before, during, and after their arrival in country.  Advance notice and communication between sponsors and incoming personnel is essential in the planning and transition of the new personnel.  

2.  All personnel involved will adhere to the following:


a.  Upon receipt of assignment notification of an officer/soldier, the Deputy Staff Judge Advocate (DSJA)/Sergeant Major (SGM) will notify the Management Division of the name, rank, marital status, and number in family of the incoming officer/soldier.  The Management Division will ensure that a personnel file is created for the incoming soldier, which will include copies of welcome letters and orders.



b.  The Management Division will contact the respective Law Center OIC or NCOIC and notify them of the incoming personnel.  The Law Center OIC and NCOIC’s should select sponsors based upon rank (equal to or above) the rank of the incoming soldier.  Another factor to consider when selecting a sponsor for incoming personnel is the family makeup of the inbound soldier, i.e. a single soldier should sponsor another single soldier, and a soldier who has a family should sponsor incoming soldiers with family members.  Selected sponsors should not be within 6 months of their DEROS or ETS due to possible appointment conflicts.  



c.  The Management Division will prepare a welcome letter for incoming personnel for either the SJA or the SGM’s signature and mail it to the incoming soldier within 10 days of notification.  A copy will be filed in the soldier's file.  



d.  The appointed sponsor will send a welcome letter to the incoming person within ten days of being appointed and will send a copy via email to the Management Division.  Enclosed with the welcome letter will be an office roster, personnel data sheet (Encl 3), and unit patches.  (Unit patches can be obtained from the Management Division.)  Enlisted personnel will receive additional uniform items without cost by organizational supply during their inprocessing.  
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e.  The sponsor should have the incoming soldier fax a copy of the following:

- PCS orders and all amendments (including those for family members) for assignment to 21st TSC

- DA Form 2a and ERB, if enlisted, or DA Form 2-1 and ORB, if officer.



f.  The sponsor will coordinate for adequate temporary lodging for the incoming soldier and family within 60 days of their arrival.  The Law Center will notify the Management Division when this has been arranged.



g.  The sponsor will provide assistance to the incoming soldier and family, if any, until the soldier completes all inprocessing.  Problems or requests for additional assistance will be brought to the attention of the OIC or NCOIC of the respective law center as soon as possible. 



h.  Once the soldier and family, if applicable, has arrived the sponsor will accompany them throughout inprocessing, as needed.  The new member will be introduced to the SJA and SGM within 3 days of arrival.  The sponsor will schedule an appointment with the SJA and SGM for personnel being assigned to the MLC, SLC, NeLC, and NLC, as soon as practical after the soldier has inprocessed.

3.  To ease the administration for the assigned sponsor, we have attached a Sponsorship Checklist as Enclosure 2 for their use.  

4.  Attached is an Outprocessing Checklist (Encl 4) for use when our soldiers are getting ready to depart the command.  OICs/NCOICs must ensure that the Management Division receives copies prior to the soldier's departure.

5.  POC this headquarters is CW2 Tomeucci, Legal Administrator at 484-7425.

Encl:
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Enclosure 1

PRE-ARRIVAL CHECKLIST 
___  TELEPHONIC CONTACT:  Our standard should be “Call them before they call us”.  Some things to inquire about are family composition and size, EFMP enrollment, pet requirements, housing preference, and travel itinerary.  Request that they fax you a copy of their PCS orders to include amendments, current copies of DA Forms 2A and 2-1, ERB or ORB, as applicable.  Send copies to the Management Division.

___  THE WELCOME LETTER:  Prepare and send a personal welcome letter within 10 days of your appointment as sponsor.  Maximize use of electronic communication (e.g., email).  Send a copy of the welcome letter to the Management Division.  Consider sending a welcome packet along with the letter for efficiency.  Welcome packets can be obtained at your local Army Community Service (ACS).  Sponsors should also obtain unit patches to send as well.  21st Unit patches can be obtained from the Management Division.  Also see the following website for information about Kaiserslautern Area - http://www.kmc-online.com/.
___   HOUSING:  On-post housing arrangements can be made prior to the soldier’s arrival.  To accomplish this, send them a housing application or tell them to go to their local housing office to obtain an application.  Take the completed application along with a copy of the PCS orders to the housing office for placement on the respective waiting list.  Sponsors can also obtain printouts of available off-post rentals from the housing office for those soldiers that desire to reside on the economy.  Temporary housing arrangements should be made at least 60 days prior to the newcomer’s arrival.  Notify the Management Division once this has been done.

___   CHILDCARE:  Most on-post childcare arrangements can be made prior to the newcomer’s arrival.  Have the newcomer fax the names and ages of children along with a copy of the PCS orders and turn into the CDC office.  The main CDC office in your community should also maintain a list of certified home-care providers for those that desire this alternative.

___   TRANSPORTATION:  Advise newcomers to ship their POV and hold baggage items early so they arrive shortly after settling in.  Rental car expenses are sufficiently lower in the states compared to costs here in Germany.  All newcomers should be informed of the requirement to possess a valid stateside driver’s license in order to obtain a USAREUR driver’s license.  This includes all eligible dependents.  Some CONUS installation have driver’s license testing stations where they may obtain their USAREUR driver’s license in advance (i.e. Ft Hood, TX). See the following website for advance studying of the USAREUR driver’s regulation prior to arrival.  http://rmv.hqusareur.army.mil/drivrman/190-34j.htm .  The cost and requirements to obtain a German driver’s license are both high and timely.  The average costs range from $1200 - $1500 and may take as much as two weeks to complete the necessary driving lessons and schooling.

___   MAIL:  Establish a mailbox for the newcomer by providing the mailroom a copy of PCS orders.  Sponsors may also establish an email account prior to arrival by coordinating with your local IMO.

___   FIRST CONTACT:  Personally meet newcomers at central community pickup point.  Be on time and prepared to transport family members and luggage.  Consider meeting newcomer’s with concurrent travel of dependents in Frankfurt to assist with theater in-processing.  This may be especially important for single soldiers traveling with small children.  Try to schedule appointments to meet the chain of command prior to arrival to make the first day as painless as possible.  Cut soldiers loose after the minimum in-processing goals have been met to settle in and recover from their travel.

Enclosure 2

IN-COUNTRY SPONSOR CHECKLIST 

___ Escort the new arrival to the locations listed on the local unit's inprocessing checklist.

___ Introduce the newcomer to Commander, First Sergeant, and fellow co-workers.  Contact the secretary at OSJA for a meeting with the SJA and DSJA (for officers).  Senior NCO’s should contact the SGM for a meeting with him and the SJA.

___ List of items to submit the OSJA Management Division


__ New address and phone number when available


__ Copy of last NCOER/OER as applicable


__ Completed DA 647-1, Personnel Register Card


__ APFT card


__ CTT


__ Weapons qualification


__ Personnel Data Input Sheet (Encl 3)


__ SF 312, Classified Information Nondisclosure Agreement


__ DA Form 2543, Briefing/Rebriefing/Debriefing Certificate

__ DA Form 873, Certificate of Clearance and/or Security Determination (yellow form found in your personnel records)

___ Assist in permanent house hunting.  Make sure the new member checks with the Housing Office prior to renting a home or apartment.

___ Take the soldier and/or family to ACS Lending Closet.

___ Orient the new soldier to the unit and the mission.

___ Acquaint the soldier and family with the local school system and child care, if necessary.

___ Assist in inspection and registration of POV, and obtaining a USAREUR driver’s license.

___ Familiarize the soldier and family with the location of the PX/BX, commissary, bank, thrift shop, hospital clubs, and dining facilities.

___ Encourage the newcomer and spouse to take advantage of the Newcomer’s Orientation offered by ACS.  They will become more familiar with the local community and may make friends with other newcomers.

Enclosure 3

PERSONNEL DATA INPUT SHEET - 

Last Name _______________________________ PMOS __________________ 

First Name_______________________________ SMOS __________________

MI______________________________________ ETS     __________________

SSN_____________________________________ BASD __________________

Birth Date _______________________________ BEPD ___________________

Sex _____________________________________ DOR  ___________________

Commission (direct/ROTC) ________________  Bar (State) _______________

Previous Assignment/position  ___________________________________________________

From _____________________________ To ________________________________________

Highest Military Education __________________________ Date Completed _____________ 

Location _______________

Highest Civilian Education ________________Type Degree Obtained __________________

Military Awards_______________________________________________________________ ______________________________________________________________________________

Marital Status________________________ # Dependents_____________________________

Spouses Name __________________ Spouse’s Occupation ____________________________

Children’s Names ______________________________________________________________

Home Address (Local – Street and #) ______________________________________________________________________________

Home Address (City/zip) ______________________________________________________________________________

Home Phone (Local) ______________________________________________________________________________
Emergency Contact Name and phone # (of person not living with you) ______________________________________________________________________________
Arrival Date ___________________________________________________

DEROS _______________________________________________________

Branch Office __________________________________________________

Work Phone # __________________________________________________

Work Email Address ____________________________________________

Duty Position Title ______________________________________________

Enclosure 4

OUTPROCESSING SOLDIERS

Outgoing soldiers need to provide a copy of the following to the Management Division, OSJA, 21st TSC prior to departure:

___ Copy of all PCS orders and amendments

___ Copy of award if not processed by OSJA, 21st TSC

___ Completed DA 647-1, Personnel Register Card

___ SF 312, Classified Information Nondisclosure Agreement

___ DA Form 2543, Briefing/Rebriefing/Debriefing Certificate

___ Copy of last NCOER/OER if not processed through OSJA, 21st TSC

OFFICE OF THE STAFF JUDGE ADVOCATE


21st Theater Support Command


APO AE  09263








