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Our mission is to provide Soldiers, Civilians and their Families 
with a quality of  life matching with the quality of  their service.

Army Community Service (ACS)
Sponsorship Training

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
Welcome everyone, introduce yourself and thank everyone for attending.

Stress importance of this training that will facilitate collaborative PCS/ETS moves; reducing unnecessary stress for everyone to include the Family Member, Service Member, commander, unit and community.  
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Goals and Objectives

• Provide assistance during the reassignment 

process

• Know and use available resources  (ACS)

• Improve unit or agency cohesion & readiness

• Improve newcomer morale

• Assist in creating a more positive community!

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
REVIEW briefing objectives for briefing:
 
The briefing objectives are to increase your awareness of:
- Sponsorship Program’s mission and support offerings.
- The Commander’s, Installation TASP Liaison, ACS and Sponsor’s responsibilities.
- DoD and DA training resources and tools.
- DoD and DA relocation resources and tools for relocating personnel
- Availability of local resources and services. 

Instructor Notes: 
Define Newcomer:  For the purpose of this training, a newcomer is defined as a Military Service Member, Civilian and Family Member who has received permanent change of  duty station orders.
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What Is Sponsorship?

• Commander’s program  

(AR & AER 600-8-8)

• Crucial to mission readiness

• Officially assigned duty (on orders)

• Community effort

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
Sponsorship is a Commander's Program that has been congressionally mandated. It is an official duty and adequate time should be provided for the Sponsor.  The DoD adopted the AR 600-8-8, Total Army Sponsorship Program, as the guideline used for the eSAT.  All branches of service receive consistent training with prescribed duties and responsibilities; although, each Unit Commander still has flexibility to implement the Sponsorship Program as deemed necessary.
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Types of Sponsorship

• Youth – SLO & CYSS coordination for incoming youth

• Spouse – linked by interests & focuses for spouses
• Advance Arrival – Sponsor is provided before arrival.  

Initiate contact within 72 hours of sponsorship appointment

• Reactionary – Incoming arrives without assigned sponsor

• Outbound – Outgoing, in need of assistance or guidance

• Rear Detachment – Families receive when Soldier is 
immediately deploying upon entrance to new station

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
You may be surprised to find that there are actually five different types of sponsorship, although four are specified in the sponsorship regulation, AR 600-8-8.  Let’s talk a bit about each of these four types.

The Roles and responsibilities of each level will be described while taking the on-line eSAT and are detailed as well in the AR600-8-8.  
 
Define types of Sponsorship: 
 
Advanced Arrival Sponsorship occurs when an incoming Newcomer requests and is assigned a Sponsor prior to arrival at the new duty station. The Sponsor initiates contact within 72 hours of being appointed as Sponsor. The Sponsor provides assistance and resources as determined by the Needs Assessment.
 
Reactionary Sponsorship occurs when a Newcomer arrives in country or community without an assigned Sponsor. Will be offered to all Newcomers in ranks private through colonel, and civilian employees through grade 15, who arrive at an installation without an assigned Sponsor. IAW AR 600-8-8.
 
Outbound Sponsorship occurs before an outbound individual clears the installation and is in need of guidance and assistance.
 
Rear-Detachment Sponsorship is provided to incoming Families of deployed  service members and civilians in order to facilitate integration into the gaining installation/unit/community.
 
Youth Sponsorship is coordinated with Child, Youth and School Services (CYSS) coordinators. School Liaison officers to fully implement the Army Child, Youth, and School Services Youth Sponsorship Program.
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• Trained

• Equal or higher rank

• Similar MOS/background

• Same marital/family 

status

• Same gender

A Sponsor is:

•  PCSing/ETSing within 

60 days

•  Replaced by Incoming 

Soldier

•  New to duty station

•  Undergoing adverse 

actions

To  Be     ~~ or ~~      Not  to  Be:

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
A Sponsor is identified in writing by the unit and tasked to assist incoming personnel and their Families with in- processing, getting settled, and learning about the unit and community.

Consider different family structures such as single parent, dual military, EFMP, single Soldier

The five attributes listed on the slide should be considered ideal, but are not required, in order for a Sponsor to be selected and assigned. Every effort should be made to identify Sponsors with these qualifications in order to encourage mission success.

INSTRUCTOR NOTE:
(Reference handout: eSAT brochure “Ready. Set. Sponsor” as a resource reminder of where and how to begin the on-line training).  

Ideally the Sponsor selected should not be PCS/ETSing within 60 days, replaced by the incoming Newcomer, new to the duty station or undergoing adverse action such as: administration separation, UCMJ actions or personal hardships of any kind. 
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Support and Responsibilities of Sponsors

Pre-arrival Support
• Be positive – 1st impressions count 
• Provide information
• ID special needs:

• 1st Duty Station
• 1st OCONUS assignment
• Deploying
• EFMP (let ACS EFMP manager know 

contact info)

Wiesbaden:  Your  home  in  Germany!
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Key Sponsorship Program Roles in ACT
Role Responsibility
Human Resource Command
(HRC)

• Issue assignment instructions per Army Regulations
• Officers:  Transmit RFO through TOPMIS daily
• Enlisted:  Process assignments through EDAS weekly

Installation Sponsorship 
Liaison (ISL)

• Grant/Remove ACT access to all Bde USCs and Bde CSMs
• Receive ACT notifications on all inbound/outbound Soldiers 
• Monitor Installation-level Program via Sponsorship Dashboard
• Maintain duty appointment orders for all Bde USCs
• Mitigate TASP issues with Soldiers, commands, and other installations
• Provide Garrison Cdr/CSM with ACT reports as required

Reassignment Work Center 
(RAWC)

• Counsel Soldier about TASP and requirement to complete DA Form 5434 in ACT
• Responsible for updating Family Travel status in ACT Sponsorship Portal
• Enters Orders Published Date and Exception to Policy data
• Refer departing Soldier to ACS for  Relocation Readiness Services

Brigade Unit Sponsorship 
Coordinator (USC)

• Responsible for assigning Battalion Unit Sponsorship Coordinators 
• Monitor Sponsor-Incoming/Outgoing Soldier activities via ACT dashboard
• Provide weekly ACT reports to CSM; ensure Cdr validates NLT 5th of every month
• Maintain monthly validated reports for OIP (inspectable document)

Battalion Unit Sponsorship 
Coordinator (USC)

• Responsible for identifying/assigning unit sponsors
• Create/Send Welcome Letter in ACT to inbound Soldier
• Monitor Sponsor-Incoming/Outgoing Soldier activities via ACT dashboard

Sponsor • Send unit specific Welcome Letter to Incoming Soldier
• Complete DA Form 5434, Section 3
• Communicate with Incoming Soldier throughout transition
• Complete Sponsor training in Army Learning Management System (ALMS)
• Meet inbound at pre-determined location and acknowledge receipt in ACT

Incoming Soldier • Read  all ACT Notifications (Sponsor, Family Travel, and Welcome Letter)
• Complete DA Form 5434, Sections 1,2,4, and 5 as soon as possible
• Completes Sponsorship Surveys (In-/Outprocessing in ACT)

Presenter Notes
Presentation Notes
This graphic describes the responsibilities for the TASP program within ACT by role.
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NLT 14 days prior to graduation 
date for IET/AIT Graduates 

ONLY

NLT 5 days after ACT notification 
for IET/AIT Graduates ONLY

NLT 180  days prior to report date  

NLT 120 days prior to report date  

Within 24 hours of appointment

Within ACT, Gaining Unit Sponsorship 
Coordinator will make Sponsor-PCSing 

Individual link-up and send Welcome Letter

Reassignment Work Center, Installation Sponsorship Liaison 
and Unit Sponsorship Coordinator (Losing/Gaining) monitor 
ACT Sponsorship Dashboard collaboration:   
   1. PCSing Individual reads Welcome Letter in ACT
   2. Sponsor completes DA Form 5434, Section 3
   3. Reports
   4. Family Travel updated, if applicable
   5. Sponsor Assignment Verification
   6. Survey Completion   (In-/Out-)

ACT system notification to Sponsor to 
complete DA Form 5434, Section  3

MPD/SPD distributes orders to BN 
S1/Soldier 

Within ACT, SM completes 
Out-processing survey

Reports to new Unit/ 
Installation

Gaining Unit 
ensures SM 

completes In-
processing 

Sponsorship Survey

SM successfully 
integrated into new 

Unit

Complete 
90 days 

unit 
integration 

Within 7 days of AI 

HRC issues  
reassignment 

instructions via 
TOPMIS/EDAS

Within 72 hours of AI

Within ACT, Losing Unit 
Sponsorship Coordinator will 

monitor PCSing Individual 
completion of  DA Form 5434, 

Sections 1,2,4 & 5 ACT system notifications go out to the 
(a) Gaining Installation (b) Losing 
Installation and (c) PCSing Individual

MPD/SPD receives 
assignment notification and 

verifies eligibility

Losing Command and SM are 
notified by MPD/SPD, verifies 

assignment eligibility and 
completes DA Form 5434 
Sections 1, 2, 4 &5 in ACT 

Sponsor  meet  Soldier 
at arranged location  

Acknowledge receipt of 
Soldier in  ACT

ACT Sponsorship Process

NLT 3 days from receipt 
of ACT notification for 

IET/AIT Graduates ONLY

Within 7 days of AI 

Presenter Notes
Presentation Notes
The ACT Sponsorship Pilot CONOP 

Performance Metric:
 Soldier on AI to Pilot Sites
 - Less than 90 days from report date 
 - 90 days to 180 days from report date  (AI issued with sufficient lead time)
 - Greater than 180 days from report date (AI issued with sufficient lead time)

 Soldier completion of DA Form 5434

 Soldier receipt of Welcome Letter

 Sponsor identified and validated
 - Unit Coordinator assignment of sponsor
 - Sponsor completion of DA Form 5434
 - Sponsor contact Soldier within ACT
 - Sponsor receipt of Soldier within ACT

 Survey Completion
 - Out-processing survey prior to departure
 - In-processing survey within 90 days after arrival.

http://www.clker.com/cliparts/d/b/5/6/1219800149560579432soldier%20aiming.svg.med.png
http://usarmy.vo.llnwd.net/e2/-images/2007/03/18/3387/size0-army.mil-2007-03-19-114325.jpg
http://71683.netministry.com/images/soldiers_clipart.jpg
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DoD Sponsor Pre-arrival ACT Resources 

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
The most important part of the Sponsorship Cycle is the Pre-arrival Phase!  The majority of the coordination and support should be provided prior to arrival.

Check ACT for incoming soldier’s completion of form5434 called form update so you can complete section 3.
Can’t put a future date for physical contact and is locked once entered.

Communication between the Sponsor and newcomer is crucial in this phase and should be established immediately; however, should not exceed a maximum of 10 days from time of appointment as a Sponsor. 

INSTRUCTOR NOTE:
Before discussing this eSAT slide, ask the class to discuss their own Sponsorship experiences, both good and bad (3-5 minutes).  Use their examples to introduce the resources that are now available, through eSAT, to make each attendee a well-prepared sponsor.  Refer to the eSAT brochure “Ready. Set. Sponsor” with website located on the bottom red line as a take-away reference.  
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Support and Responsibilities of Sponsors
Pre-Arrival Support

• Follow up with phone call/email
•  Send Welcome packet- digital options available through            
    ACS 
• Optional:  Communication from your spouse or child to 

theirs
• Determine who is making the lodge reservation (60 

days in advance, pets?) 
http://www.wiesbaden.army.mil/sites/about/lodging.asp

• Obtain post office box- send orders to 
usarmy.wiesbaden.imcom-
europe.mbx.community-mail-room@mail.m

• Assist with CYSS or school pre-registration
• Suggest items for unaccompanied baggage

Wiesbaden:  Your  home  in  Germany!

http://www.wiesbaden.army.mil/sites/about/lodging.asp
mailto:usarmy.wiesbaden.imcom-europe.mbx.community-mail-room@mail.m
mailto:usarmy.wiesbaden.imcom-europe.mbx.community-mail-room@mail.m
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On Arrival Day

• Meet at designated arrival area in accordance 

with official guidance (@ Lodge when shuttle bus 

arrives)

• Provide installation tour and shuttle bus 

information

• Provide newcomer information

– In-processing and ACS support

• Answer questions and be available

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
Ensure that you arrive early at the designated area! 

Remember to consider the needs of long distance travelers who may have pets, children and special requirements. These may include: food, water, clothing, etc.  

A brief installation tour by foot or POV will provide the Newcomer with essential information on key facilities.   Provide Newcomer information such as In processing process and times and Host Nation Orientation. 

Be sure to provide the Newcomer with YOUR phone number, Unit and emergency contacts.
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What Not To Do

DO NOT:
– Lend your POV to Newcomer
– Lend money/pay their bills
– Act as a personal chauffeur
– Spread rumors or be negative
– Be afraid to ask for help

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
Being a Sponsor does not mean being a personal maid or chauffeur.
 
INSTRUCTOR NOTE:  Solicit  examples of things that they think they should not do. Remind them to maintain a professional and personal boundary when Sponsoring.  
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Sponsor Post-arrival Duties 

• Accompany newcomer to in-processing
• Introduce newcomer to unit and/or 

FRSA/FRG if available
• Provide information on places to eat and 

things to do in the local community and 
places to avoid

• Maintain contact until no longer needed

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes
At this phase of the Sponsorship Cycle, be sure to accompany the Newcomer to in processing and highly encourage spouse attendance. Introduce Newcomer to Unit.

INSTRUCTOR NOTE: During ALL phases of the Sponsorship Process, it is essential to consider the special needs and requirements of the Newcomer and Family. This may include CYSS, Veterinarian Services, Spouse Employment, Health Clinic, Religious Service, etc. 

Consider what did and didn’t work for you and your family during your last PCS.  Do for others what you would like to have done for yourself. 

Emphasize that the Sponsor-Newcomer relationship ends when the Newcomer determines that the need is no longer there.
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ACS Resources

• Information & Referral

• Financial Readiness & 

AER

• Relocation counseling 

& services

• FAP & New Parent 

Support Program

• EFMP

• Lending Closet

• MOB/DEP

• Volunteer Corps

• Employment List

• German classes

• Local tours

Wiesbaden:  Your  home  in  Germany!

Presenter Notes
Presentation Notes

Discuss programs available at your installation, to include: Host Nation Orientation and Newcomer Briefs.

Emphasize that the ACS Relocation Program Manager has additional resources available.
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Sponsorship

Do your homework!
Know your newcomers before they arrive.

“Be on Point”
First impression…lasting impression!

Create a more positive community!
Just remember what
YOU & YOUR FAMILY

needed when 
you came here !  

Wiesbaden:  Your  home  in  Germany!
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