DEPARTMENT OF THE ARMY				489th Transportation Company (SPOC) 140‑1
31 Pecan Street
Jacksonville, FL 32211
01 June 2012

Unit Sponsorship Standing Operating Procedures


Applicability.  This SOP applies to all personnel in the 489th TC (SPOC)



[bookmark: _Toc467655884][bookmark: _Toc468611751]1. The 489th TC (SPOC) will use AR 135-7, AR 140-111, and USAR Regulation 140-6

2. The following administrative procedures apply to personnel of the 489th TC (SPOC) as indicated:

a. Sponsorship and In Processing.
(1) Upon receipt of the REQUEST Gains Report indicating that a new Soldier has been assigned (or orders attaching the Soldier), the UA/PSNCO distributes copies to the commander, 1SG, DARN, platoon sergeant, and sponsor.  
(2) The PSNCO mails a welcome letter to the new Soldier within 3 working days of notification of a newly assigned Soldier. The letter is printed as an original for each new Soldier. The letter will include the following enclosures:
(a) Map to the unit (TAB E).
(b) Current FY Battle Assembly and ECT schedule.
(c) Key personnel telephone list.
(d) Battle Assembly schedule.
(5) Make four copies of the welcome letter. Distribute the original and enclosures to the new Soldier, mail a copy without enclosures to the sponsor and First Line Leader (FLL). Place a copy on the 1SG’s desk.
(6) The PSNCO personally provides the unit welcome packet to the new Soldier upon arrival at the first Battle Assembly. The packet includes:
(a) USAR Form 62-R, Sponsor’s Guide and In Processing Checklist, with a copy of the unit’s unique in-processing requirements sheet
(b) Unit history sheet
(c) A list of general military standards
(d) Employment rights for Reservists
(e) DA Form 5435-R, Statement of Understanding, Selected Reserve Education Assistance Program for the Montgomery GI Bill
(f) Fact sheet describing SGLI, PX and commissary locations, and other benefits available
(7) After receiving a copy of the welcome letter and new Soldier notification information sheet, the sponsor--
(a) Telephonically contacts the new Soldier. If the phone contact is unsuccessful, mail the Soldier a note and contact the UA at (904) 726-6100 ext 4015.
(b) Advise the new Soldier about the Battle Assembly schedule and uniform (or when he/she can expect to receive uniforms (normally 60 days after requisition)). Ask if the Soldier needs transportation to the first Battle Assembly. Coordinate with the Soldier where to meet upon arrival at the Reserve Center prior to formation.
(c) Escorts the new Soldier to the 1SG’s office immediately after Saturday morning formation for initial orientation and ensure that in-processing will begin immediately. The 1SG reviews the welcome packet with the new Soldier and solicits questions, e.g., why the Soldier joined the Army Reserve and what they expect.
(d) Escorts the new Soldier to all in-processing stops, including the ARCD who completes the USAR Form 130-R. Introduces the Soldier to his/her platoon leader and sergeant, and eat the noon meal with the Soldier
(e) Escorts the new Soldier to the commander’s office upon completion of all in-processing stops, which will conduct an interview with the new Soldier and ensure that all in-processing action has been completed. The commander reviews unit standards, what he/she expects and how the Soldier can meet these expectations and documents results on DA Form 4856. Commander will then solicit questions from the Soldiers, e.g., why they joined the Army Reserve, and complete the interview portion of the USAR Form 130-R. Make this interview a positive discussion
(f) After the commander’s interview, the sponsor will escort the new Soldier to his/her FLL and relinquish control
(g) The sponsor will return the completed USAR Form 62-R and unit in-processing sheet to the UA for filing in the Soldier's MPF. The UA will furnish a copy to the ARCD
(8) The Soldier's rater or leader will provide the Soldier with a job description (prepare upon notification of new Soldiers arrival) describing their specific duties, standards of accomplishment and goals for the period.
NOTE: Soldiers will be given an updated job description annually based on their assignment or NCOER rating period. 
(9) New Soldiers who are non-PS are assigned to TTHS, account until departure to IET.

b. Family Days. During family days accomplish the following:
(1) Issue dependent identification cards.
(2) Update Defense Enrollment Eligibility Reporting System (DEERS).
(3) Present mobilization briefing to the family members.
(4) Provide a copy of the Family Mobilization Guide (TAB P).

c. Unit Newsletter.
(1) The unit’s monthly newsletter will identify who is newly assigned, recently promoted, reenlisted or extended, scheduled for reenlistment or extension, interview schedule for the upcoming Battle Assembly, beginning time and uniform of the next Battle Assembly.
(2) The UA will mail the newsletter 10 days before each Battle Assembly.

d. Employer Support of the Guard and Reserve (ESGR).
(1) Give each Soldier a copy of the ESGR pamphlet about job rights for Reservists as part of the in-processing packet and copy will be on the RT bulletin board.

3.  Although this SOP addresses and identifies specific actions by unit personnel, timeliness and good judgment must be exercised in all our actions, if we are to retain our Soldiers and be prepared for a call to active duty, to fight and win!
On Point, Worldwide!



BEN T. COWLEY
CPT, LG
Commanding














ANNEX A (UNIT SPONSORSHIP PROGRAM)

SOLDIER SPONSORSHIP

1.  PURPOSE.  The Sponsorship Program is designed to allow for the proper integration of a new Soldier into an 489th TC (SPOC).  Sponsorship is more than an administrative requirement; it is a program to welcome and orient new team members in order to hasten the development of their productivity and feeling of usefulness.  A well-orchestrated Sponsorship Program provides a positive first impression of the unit, its leaders, and the USAR. Leaders at all levels share in the responsibility for an effective reception, orientation, and integration program. The new Soldier’s PSG will assign a sponsor upon return and/or completion of AIT.  New Soldiers must know from the very first day, the FLL is their POC for resolving situations (i.e. pay problems, promotion questions, and etc.) beyond their control.  They need to be accustomed to taking orders from the FLL and looking to them for guidance as they progress in their military career. 

2.  CONCEPT OF OPERATION. From the day new members report to the unit, each commander, FLL, and veteran unit member is responsible for making sure they know they are both welcome and needed.

3.  SPONSORSHIP PROGRAM. IAW, new team members will report directly to the unit and remain there until AIT is completed. FLLs will stay in touch with the new team member by phone or email through the duration.

Sponsor Checklists (“R” FORMS ARE REPRODUCIBLE)

     a.  Soldier Checklist (see Figure 1-1).  Each newly assigned Soldier will have a sponsor appointed to complete the items on this checklist.

     b.  Leader Checklist Responsibility Card (see Figure 1-2).  Each newly assigned Soldier will complete this card which will be filed with the Soldier’s sponsorship checklist. 

     c. Commander Expectations (see Figure 1-3).  Each new/prior service Soldier will sign.

d. Sponsorship Log- (see Figure 1-4)The individual responsible for the sponsorship program (normally the first sergeant) will maintain a sponsorship log to assist in monitoring of unit sponsorship efforts. 


	APPLICABILITY
          A.  Non-prior service personnel will complete sections I and II.
          B.  Prior service/active component transfer and TPU-TPU transfer will complete sections I and II.

	Soldier's Name:                                                                              Appointment Date/Time:


	Section Assigned:                                                                           Para/Line:
 

	Sponsor's Name:                                                                             Date Assigned:


	
Section I A  Visit with Full-Time Unit Support Staff 

Initials    1.  Meet Readiness / Training NCO who will complete the following:
_____           a.  Initiate this checklist by completing the header information.
_____           b.  Make sure Soldier knows that  his/her FLL is their Sponsor.
_____           c.  Complete alert roster information.
_____           d.  Give Soldier the unit phone number.
_____           e.  Notify 1SG and FLL of new Soldier's information ASAP, but before Soldier's first BA.
_____           f.  Give Soldier New Soldier's Responsibility Checklist
_____           g.  Provide unit drill and annual training schedule.
_____           h.  Establish Unit Level Personnel File.
_____           i.   Provide emergency contact numbers of unit leadership _______________________________
_____           j.  Update Soldiers civilian employer information ______________________________________
                     
2.  Meet supply NCO who will complete the following:
_____           a.  Inventory Soldiers clothing and equipment: _______________________________________
_____           b.  Order prescription inserts for protective mask. (If applicable)
_____           c.  Issue OCIE/RFI field equipment___________________________________

Section I B  First IDT/Sponsor will accompany new Soldier throughout sponsorship period.)

_____     1.  FLL called Soldier on Date/Time: ____________ / ____________.
_____     2.  Meet PSNCO/DARN who will complete the following:
_____          a.  Prepare DA 4856 career counseling form:
_____          b.  Introduce new Soldier to 1SG.
_____          c.  Mail Family Welcoming letter.

              3.  The sponsor will:
_____          a.  Attend formations with new Soldier.
_____          b.  Discuss the day's schedule.
_____          c.  Tour USAR center.
_____          d.  Stay with the new Soldier until both Sections I and II are complete.

CONTINUED ON OTHER SIDE

	SOLDIER CHECKLIST                                                                           SPONSORSHIP PROGRAM CHECKLIST


Figure 1-1


	   
_____               f.  Ensure Soldier completes Leader Checklist and returns it to the First Sergeant.

_____        4.  Introduce Unit Commander.
_____             a.  Conduct Orientation Interview.
_____             b.  Discuss Mission, Policies (attendance, ethics orientation, hand out ethics card, etc.)

_____        6.  Introduce First Sergeant.
_____             b.  Discuss Policies (uniforms and appearance, etc.)
_____             c.  Make sure Soldier understands and engages in Unit policies

_____        7.  Meet section leader and Soldiers.
    
Section II  PS/ Soldiers Returning from AIT_  
                 1.  FTS readiness NCO/admin specialist will:
_____            a.  Obtain mobilization packet information.
_____            b.  Review pay records/direct deposit.
_____            c.  Review personnel records.
_____            d.  Complete MOSQ other School Application (if required).
_____            e.  Request Security Clearance (if required).
_____            f.  Change Training Pay Code (upon return from AIT only).

                   2.  Supply NCO will:
_____              a.  Issue Organizational Clothing and Individual Equipment (OCIE) and tools.
_____              b.  Assign weapon.
_____              c.  Assign protective mask. Ensure prescription inserts are with mask or on order.
_____              d.  Prepare clothing record file.

                   3.  Section sergeant/first line leader (sponsor) will:
_____              a.  Review BA training program.
_____              b.  Record new Soldier information in NCO handbook/leader book.
_____              c.  Review future training/unit events.
_____              d.  Exchange home and work phone numbers.
_____              e.  Discuss responsibilities of being a Soldier regarding: APFT, weight control, staying drug free,
                             BA attendance, and what to do if the Soldier has a drill conflict.

                   4.  Sponsor will:
_____              a.  Review sponsorship checklist for completeness.
_____              b.  Discuss any questions the new Soldier may have.
_____              c.  List any questions that need to be addressed:_____________________________________ 
                             ________________________________________________________________________.
_____              d.  Return this checklist to the First Sergeant when complete.











	Completion Date:                                                                        Sponsor's Signature:


	Confirmation Date:                                                                     First Sergeant's Signature: 


	NAME:

	MOS:

	JOB TITLE:


	SSN:

	AGE:

	MARITAL  STATUS:

	NO. OF DEPENDENTS:


	ADDRESS:



	HOME NUMBER:


	
	WORK NUMBER:


	INITIAL THE FOLLOWING WHEN YOU, THE SOLDIER, COMPLETE THEM:
_____ PROVIDE FAMILY WITH YEARLY TRAINING CALENDAR.
_____ PROVIDE EMPLOYER WITH YEARLY TRAINING CALENDAR.
_____ PROVIDE UNIT WITH MEDICAL TAG/ALERT INFORMATION.
_____ PROVIDE FAMILY WITH UNIT PHONE NUMBERS.
_____ OBTAIN PHONE NUMBER OF FIRST LINE LEADER.
_____ OBTAIN PRE-IET AND SHIP DATES FOR IADT.
_____ OBTAIN NEXT BATTLE ASSEMBLY DATES.
GIVE THIS CARD BACK TO YOUR SPONSOR
PRIOR TO COMPLETION OF FIRST DRILL

	LEADER CHECKLIST                                                                                                 Soldier's Responsibility Card


Figure 1-2

	The Commander expects the following from you:

1.  Complete all requirements on the front of this card.
2.  Maintain good physical condition.
3.  Maintain proper body weight.
4.  Take care of your uniforms and equipment.
5.  Stay drug free.  We do frequent, unannounced urinalysis testing.
6.  Ask questions if you do not understand something.
7.  Attend every drill.  You are now a valuable member of our team.
8.  Spread the word about the United States Army Reserve, and its benefits.
9.  Refer a friend.  We need more good Soldiers like you. 
10. To inform him about your first drill, initial experiences, likes, and dislikes, list them 
below:



______________________________________________________________________________

New Soldier's signature: ____________________________________



Figure 1-3



	Soldier's Name
	Date Enlisted
	Name of Sponsor
	Date First drill attended at unit
	Checklist Returned Filed Yes/No
	Sponsorship Complete Signature of 1SG

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Figure 1-4
H-4                                                                         USARC Pamphlet 140-1
