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DEPARTMENT OF THE ARMY
HEADQUARTERS, 4TH INFANTRY DIVISION (MECHANIZED) ARTILLERY

FORT HOOD, TEXAS 76544

                        REPLY TO         

                        ATTENTION OF

AFYB-DA-CO







15 July 2002

MEMORANDUM FOR:  SEE DISTRIBUTION

SUBJECT:  Command Guidance Memorandum 1-3-02, Sponsorship.

1.  REFERENCES:


a.  AR 612-11.  Reassignment Processing and Army Sponsorship Program


b.  DA PAM 612-1, Army Sponsorship Program

2.  STAFF PROPONENTCY:  DIVARTY S-1 

3.  PURPOSE:  To establish and standardize procedures for conducting an effective sponsorship program for incoming soldiers and their families with the DIVARTY.

4.  SCOPE:  This command guidance memorandum applies to all personnel assigned or attached to the 4th Infantry Division Artillery.

5.  GENERAL.  The Army Sponsorship Program offers us the opportunity to foster the partnership that exists between the Army and Army families.  This one initiative, if done properly, can have a positive effect on the attitudes of our soldiers and their families.  We can demonstrate our concern for their welfare as they begin a new assignment. 


6.  POLICY:  


a.  A Battalion/Battery level sponsorship program will be established in accordance with AR 612-11 and this command policy memorandum.  Sponsorship programs will include all service members and families in pay grades E1 through O6.  This includes both married and single service members.

7.  OBJECTIVES:


a.  Assist the service member and their families during the relocation process.


b.  Minimize delays, problems, and distractions occurring during relocation and transition at the new assignment location.


c.  Provide means of sponsor support for families separated from the service member by virtue of duty or travel requirements.

8.  PROCEDURES:


a.  Selection of  a Sponsor.
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(1)  Only those individuals who can represent the gaining unit in a positive manner will be selected as a sponsor.  If possible, volunteers should be used.



(2)  The sponsor selected will be-




(a)  In a grade to or higher than the incoming service member.




(b)  Of similar military background.




(c)  Familiar with the unit and community.



(3)  The sponsor will not be-




(a)  The person being replaced by the incoming service member.




(b)  Within 60 days of PCS/ETS.



(4)  Sponsorship Training.  Commanders at all levels will ensure sponsors are adequately trained to perform tasks related to sponsorship.  Sponsors may be trained by Fort Hood Community Service (ACS) office on a by-request basis.  If training through ACS is unavailable, commanders will train their own sponsors.  Training will include items felt necessary by sponsors chain of command, ensuring sponsor quality at all times.


b.  Sponsorship Election.  A service member may choose the degree of sponsorship desired utilizing DA Form 5434 (Request for Sponsorship) sent to the soldier as part of the welcome packet.  The following choices may be made:



(1)  Full Sponsorship.  If full sponsorship is requested, the service member desires contact from a sponsor as soon as possible.  The sponsor request form will indicate immediate contact if desired, and those items of specific concern to the newcomer will be checked.  The service member must also provide information necessary for the contact between the sponsor and the person or family being sponsored.



(2)  Limited Sponsorship.  When limited sponsorship is chosen, the service member will be sponsored, but the process will not start until arrival at the new duty station.  On arrival, the sponsor will meet the newcomer and provide assistance.


c.  Reactionary Sponsorship.  The unprogrammed arrival of service members will result in the initiation of reactionary sponsorship.  The gaining unit will appoint a sponsor and sponsorship will begin.


d.  Welcome packets.  All incoming service members will be provided with a welcome packet.  The welcome packet will be prepared in an appealing format and consist of, but not limited to, the information below.



(1)  A welcome letter from unit of assignment.
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(2)  A welcome letter from sponsor.



(3)  Local publications describing the area and facilities.



(4)  An installation map. 



(5)  An installation guide or directory providing locations, phone numbers, hours of operations of key services (i.e. guest housing, post or unit staff duty offices, Post Exchange, Commissary).



(6)  Latest edition of the post newspaper.



(7)  Army Community Service handouts.



(8)  DA Form 4720-R ( Installation Fact Sheet)



(9)  Military and civilian public transportation schedules.



(10) Housing information.



(11) Local laws concerning vehicle registration and operation.



(12) Local fire arms laws and restrictions.



(13) Family member employment information.



(14) Local schools.


e.  Sponsorship checklist.  A sponsorship checklist will be utilized and maintained for 3 months after arrival.


f.  Follow-up Questionnaire.  A follow-up questionnaire will be completed by the newly assigned service member upon arrival at the gaining unit.  The questionnaire will be maintained for three months after arrival.

9.  To maintain an effective sponsorship program we must continue to foster an attitude of caring leadership.  Leaders at all levels must be involved to assure that we follow through in sponsorship activities.  The benefits will manifest themselves in a sense of belonging, a positive outlook, and improved teamwork within the DIVARTY.


10. POC this memorandum is CPT Hodek, DIVARTY S1, 288-2939.







KEVIN P. STRAMARA







COL, FA







Commanding
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