DEPARTMENT OF THE ARMY
U.S. ARMY MANEUVER SUPPORT CENTER OF EXCELLENCE
14000 MSCOE LOOP, SUITE 316
FORT LEONARD WOOD, MISSOURI 65473-8300

ATZT-CS 04 0CT 200

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Memorandum of Instruction (MOI), Maneuver Support Center of Excellence
(MSCoE), Fort Leonard Wood Sponsorship Program

1. References:
a. AR 600-8-8 (The Total Army Sponsorship Program), 28 June 2019.
b. AR 600-8-11 (Reassignment, Rapid Action Revision), 18 October 2012.
c. AR 600-8-101 (Personnel Readiness Processing), 6 March 2018.
d. AR 600-8-105 (Military Orders), 22 March 2019.
e. DA Pamphlet 600-8-101 (Personnel Readiness Procedures), 6 March 2019.

2. Purpose. This MOI serves as the standing operating procedure for the installation
sponsorship program and defines the roles, responsibilities, and processes related to
the Total Army Sponsorship Program (TASP) and how TASP will be implemented within
the MSCoE.

3. Scope. The TASP aims to help Soldiers better integrate into the Army, assist them
as they transition to different units, and ensures they are assigned sponsors prior to
reporting to their next duty station. Obtaining a sponsor reduces the stress of reporting
to a new unit, enhancing resiliency and improving readiness among Soldiers and Family
members, and ensuring successful reception and integration into units and
communities.

4. Applicability. This MOI applies to all permanently assigned and attached personnel
within the MSCoE, Soldiers attending long-term (20 weeks or more) military schools,
and Students/Trainees graduating from their Initial Military Training (IMT), One Station
Unit Training (OSUT), or Advanced Individual Training (AIT) to their first unit of
assignment. As the National Guard and Army Reserve have independent sponsorship
programs, this policy does not apply for the National Guard and Army Reserve.

5. Roles and Responsibilities. Sponsorship is a Commander’s program.
Success of the program can be measured by hewcomer interviews, review of
sponsorship program survey results (via the TASP Module), and Organizational
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Inspection Program (OIP) results. Commanders and supervisors will ensure
that unit sponsorship coordinators, sponsors, and other leaders are trained to
execute their sponsorship duties. Commanders, Leaders, and Soldiers have
responsibilities to ensure an effective sponsorship program exists.

a. The Senior Commander is responsible for:

(1) Establishing and evaluating the Command Sponsorship Program on an
ongoing basis and providing support to make sponsorship a priority.

(2) Ensuring:

(@) Subordinate commanders establish sponsorship SOPs, providing
sponsorship for all permanent party Soldiers and graduates of IMT and their
eligible Family members, and to ensuring that an annual TASP inspection is
conducted as a part of the installation’s OIP.

(b) G1s or S1s update the TASP Module in the Army Career Tracker
(ACT) when locally-generated diversions/follow-on assignments alter inbound
Soldiers’ original gaining commands, implement processes to manage Soldier
diversions (not Army Command (ACOM)) level, and develop/facilitate additional
sponsorship SOP for unique unit requirements (not ACOM level).

(3) Designating a well-advertised location on the installation where
sponsorship materials and assistance are available to all military personnel and
eligible Family members.

(4) Monitoring the use of exceptions to policy (ETP). Under the
provisions of Army Regulation 600-8-8, paragraph 2-6l, ETP authority has been
delegated to Brigade Commanders to approve ETPs for outbound IMT Soldiers
and students, to include AIT, OSUT, Officer Basic Course (OBC), and Captains
Career Course (CCC) students. Approval of ETPs for permanent party Soldiers
will be retained by the MSCoE Commanding General (CG).

(5) Ensuring Department of the Army (DA) Civilian employees
undergoing a Permanent Change of Station (PCS) move will be offered an
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opportunity to participate in the Sponsorship Program.

(6) Ensuring that every departing Soldier will be offered out-sponsorship
assistance during out processing. Departing individuals will out-process as much as
possible on their own. Out-processing assistance will not include personal activities that
should be done by the departing personnel (for example, cleaning quarters, providing
childcare, or turning in vehicles).

b. The Garrison Commander is responsible for:

(1) Implementing the TASP and providing program oversight by incorporating
sponsorship into key Garrison measures and installation status reports.

(2) Appointing, in writing, a Primary and Alternate Installation Sponsorship Liaison
Coordinator (ISL). The ISL will be located within the Military Personnel Division,
Directorate of Garrison Human Resources.

(3) Monitoring/tracking/evaluating program effectiveness using Interactive
Customer Evaluation (ICE) and Army Career Tracker (ACT) in/out processing surveys.

(4) Coordinating with regional Army Community Services (ACS) directors and
Child Youth Services (CYS) program specialists reviewing sponsorship training
provided by ACS and youth sponsorship programs.

(5) Ensuring:

(a) Rear detachment sponsorship is provided to Family members during
deployment of Soldiers.

(b) ACS relocation readiness services are used to support sponsorship.

(c) Garrison website contains direct contact information of personnel requiring
sponsorship assistance.

(d) Sponsorship information is contained in orientation packets for new and
PCS personnel.

(6) Maintaining an Installation Unit Sponsorship Coordinator roster.
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(7) Monitoring the number of ETPs by location and the number of
trained/available sponsors.

(8) Conducting a quarterly Unit Sponsorship Coordinator meeting.

c. Brigade and Battalion Commanders and Command Sergeants Major (CSM) or
equivalent Leaders at similar Level Organizations:

(1) Ensure newly assigned military personnel (0-5 and below) are assigned a
sponsor and Family members traveling without their sponsoring Soldier are offered
sponsorship.

(2) Appoint, in writing, a Primary and Alternate Unit Sponsorship Coordinator.

(3) Ensure sponsors are designated in Army Career Tracker (ACT), counseled on
their sponsorship duties, have enough time to perform their sponsorship duties, and
have resources to carry out their sponsorship duties to integrate Families into the unit
and community. Any change in sponsor must be approved by the CSM.

(4) Communicate with counterparts at losing command, via ACT CSM Visibility
tool, to resolve any concerns which will hinder the Soldier's DA Form 5434
(Sponsorship Program Counseling and Information Sheet) from being completed in the
TASP Module in ACT.

(5) Validate and sign the ACT Sponsorship Report no later than the 5™ of every
month (CSMs will validate and Commanders will sign).

(8) Monitor, track, and evaluate the effectiveness of their sponsorship program
utilizing OIP results, ACT survey results, and Soldier interviews.

(7) Compile an annual TASP report and forward to next higher headquarters.
(8) Ensure:

(a) Like-gender, marital status, grade, and leadership positions are taken into
consideration when sponsors are assigned

(b) Rear detachment assumes responsibility for reception and integration
procedures during times of deployment and rear detachment sponsorship is provided to
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Family members during deployment of newly arrived Soldiers being sponsored.

(c) A trained sponsorship pool utilizing one of the three approved sponsor
training platforms (Army Learning Management System (ALMS), electronic Sponsorship
Application Training (eSAT), or Brigade Unit Sponsorship Coordinators.

(9) First-term Soldiers attend the hewcomers’ orientation briefing.

(10) Effective communication with the losing or gaining counterpart to facilitate a
warm hand-off of Soldiers undergoing PCS that require high visibility (expedited
transfers, compassionate reassignments, sensitive family issues).

(11) Maintenance of an installation unit sponsorship coordinator roster.

d. The Military Personnel Division, Directorate of Human Resources is responsible
for:

(1) Receiving and forwarding notification of assignment (Centralized Assignment
Procedures (CAP) Cycle) to the Garrison/Brigade CSMs and S1s for further
dissemination to the Battalion CSMs and S1s (both permanent party and Soldiers in
IMT).

(2) Ensuring Soldiers are informed about the sponsorship program and their
requirement to complete DA Form 5434 in the TASP Module in ACT.

(3) Referring departing Soldiers to the local ACS for relocation readiness
services.

(4) Inputting Soldier's Exceptional Family Member Program (EFMP) and Family
travel status in the TASP Module within the ACT system and stored in the ACT
database and updating as necessary.

(5) Verifying sponsor assignment in the TASP Module in ACT (the
Reassignment Processing Work Center Coordinators within the MPD Support and
Transition Centers (in/out) will perform this task).

(8) Inputting ETP data into the TASP Module in ACT for all Soldiers departing
the installation without an assigned sponsor (the Reassignment Work Center
Coordinators within the MPD Support and Transition Centers (infout processing ) will
perform this task).
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(7) Publishing and distributing reassignment orders to each Soldier and
organization named in the order with sufficient lead time (no later than 120 days from
report date for permanent party Soldiers or 14 days from graduation date IMT) to
execute the order in accordance with AR 600-8-105.

(8) Ensuring Soldiers complete the TASP out-processing survey in the TASP
Module in ACT prior to final out processing.

e. The Installation Sponsorship Liaison (ISL) is responsible for:

(1) Maintaining a communication link between Soldiers, the community, and
commands (losing and gaining).

(2) Granting/removing access to the TASP Module in ACT.

(3) Ensuring that all commands on the installation have a Primary and Alternate
Unit Sponsorship Coordinator.

(4) Addressing Family reception and integration matters.

(5) Monitoring trained sponsor population with all commands and advising units
on maintaining a trained sponsor population.

(6) Training Garrison/Brigade level Unit Sponsorship Coordinators on their
responsibilities and the use of the TASP Module in ACT via the “Train the Trainer”
methodology.

(7) Providing sponsorship briefs and ACT reports to the Garrison Commander
and Garrison CSM.

f. Garrison/Brigade/Battalion Unit Sponsorship Coordinators are responsible for;
(1) Coordinating and managing the sponsorship program within their unit.

(2) Receiving gains and losses rosters from the MSCoE G1 to confirm incoming
and outgoing Soldiers in the TASP Module in ACT.

(3) Ensuring:
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(a) Sponsors are assigned no later than 120 days from report date for
inbound Soldiers (permanent party) or within 5 working days of receipt of ACT
notification for IMT Soldiers.

(b) Newly arrived Soldiers complete the in-processing survey within the TASP
Module in ACT no later than 45 days after arrival to the unit.

(c) Outbound Soldiers have completed DA Form 5434 and the outbound
sponsorship survey within the TASP Module in ACT.

(4) Providing Garrison/Brigade//Battalion CSMs with a weekly sponsorship report
retrieved from the TASP Module in ACT.

(5) Keeping the commanders informed of the sponsorship program and problems
relating to sponsorship.

(6) Using the TASP Module within ACT as the primary sponsorship management
tool.

(7) Monitoring sponsor-Soldier relationship for both outbound and inbound
Soldiers via the TASP Module within ACT dashboards.

(8) Briefing outbound Soldiers on sponsorship process and roles and
responsibilities of both Soldier and sponsor.

(9) Providing sponsors training and maintaining a roster of trained unit sponsors.

(10) Providing a roster of trained sponsors to the ISL monthly no later than the 3rd
working day of the month.

g. Sponsors are responsible for:

(1) Completing sponsorship training requirements from one of the available
sources (ALMS, Brigade unit Sponsorship Coordinator, or eSAT). (Supervisors will
annotate completion of sponsorship training in ACT). Sponsorship training via ALMS
will automatically be recorded in ACT.
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(2) Completing DA Form 5434, section 3, in the TASP Module in ACT within 3
business days (15 calendar days for IMT Soldiers of receiving ACT sponsorship
notification of assignment as a sponsor). Following-up with phone and/or email contact.
After making phone or email contact, assisting the Soldier by filling in blocks 1, 2, 4, and
5 of DA Form 5434.

(3) Greeting incoming Soldiers and their Family members and assisting during
initial in-processing. After initial in-processing, sponsors will provide assistance. The
sponsor will encourage and coach new arrivals.

(4) Adhering to sponsor checklist.

(56) Sponsoring no more than 5 Soldiers at the same time. Linking up with the
Soldier for up to 45 days after the Soldier’s arrival and integration into the unit and
community.

(6) Acknowledging receipt of Soldier in the TASP Module in ACT after initial face-
to-face meeting.

(7) Keeping their chain of command informed of their sponsorship progress and
in-processing and onboarding.

h. Tier | and Il Soldiers:

(1) Tier | and Il Soldiers are defined as:

(a) Tier I: Advanced Individual Training (AIT) and Officer Basic Course
graduates.

(b) Tier Il: Soldiers, Noncommissioned Officers (NCOs) and Soldiers in the
grades of Private to Staff Sergeant; Second Lieutenant to Captain; and Warrant Officer
One to Chief Warrant Officer Two.

(2) Will log into ACT upon receipt of an automated notification from ACT and
complete sections 1, 2, 4, and 5 of DA Form 5434. IMT OSUT/AIT Soldiers will initiate
DA Form 5434 in the TASP Module in ACT no later than the first week of Phase IV
training at their IMT location. IMT officers attending Basic Officer Leaders’
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Course/Warrant Officers’ Basic Course will initiate DA Form 5434 in the TASP Module
in ACT upon receipt of assignment instructions.

(3) Reply to sponsor's communication via email, phone, or another form of
communication. Contacting the School Liaison Officer at the email provided on the
welcome letter in the ACT Portal if they have school age children.

(4) Inform their Unit Sponsorship Coordinator if the gaining command and
sponsor have not established contact within 120 days of report date.

(5) Receive an outbound sponsorship brief from the Unit Sponsorship
Coordinator.

(6) Complete the out-processing survey located within the TASP module in ACT.
(7) Attend the newcomers’ orientation briefing.

(8) Complete the in-processing survey in the TASP Module in ACT within 45 days
of arrival.

i. The Civilian Personnel Advisory Center responsibilities:

(1) Ask the selectee if they would like a sponsor when a tentative job offer is
accepted and the selectee lives outside the commuting area (50 miles).

(2) Send the selectee the DA Form 5434 and have them fill it out and return it via
email to the Human Resources (HR) Specialist if the selectee lives 50 miles outside the
commuting area.

(3) Forward the DA Form 5434 to the selecting official and alternate selecting
official letting them know that their selectee has requested a sponsor and remind the
selecting official(s) that the sponsor should be someone in a grade equal to or higher
ranking and of the same gender as the selectee.

(a) The assigned sponsor will contact the selectee to introduce themselves,
verify the information on the DA Form 5434 and answer any general questions the
selectee may have and follow up with an email (it is recommended that they cc the HR
Specialist for tracking purposes).
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(b) The assigned sponsor has one of two options in regards to the Welcome
Packet either prepare a welcome letter and mail a Welcome Packet (obtained from
ACS) or email a welcome letter and request that ACS send the Welcome Packet.

6. Types of Sponsorship.

a. Advanced arrival sponsorship. This is the preferred type of sponsorship. The
gaining command assigns a sponsor prior to arrival of inbound Soldiers. This type of
sponsorship allows the command and the sponsor to become familiar with the specific
needs of the inbound personnel and identify the resources they need.

b. Out-sponsorship. Every departing Soldier will be offered out-sponsorship
assistance during out-processing.

c. Reactionary sponsorship. Should only be used as a last resort. A reactionary
sponsor will be assigned within 24 hours for first-term and junior enlisted Soldiers upon
arrival at the installation or as soon as the gaining command is made aware of the un-
programmed arrival.

7. Process.
a. Sponsorship will be conducted on a tiered approach:

(1) Tierl. Advanced Individual Training (AIT) and Officer Basic Course
graduates will have a sponsor prior to publication of orders. The CG, MSCoE has
delegated ETP authority down to Brigade Commanders on a case-by-case basis for
IMT Soldiers and students, to include AIT, OSUT, OBC, and CCC students, down to
Brigade Commanders on a case-by-case basis down to Tier | Soldiers.

(2) Tierll. Soldiers, Noncommissioned Officers (NCOs) and Soldiers in the
grades of Private to Staff Sergeant, Second Lieutenant to Captain, and Warrant Officer
One to Chief Warrant Officer Two require sponsorship at the unit level prior to
conducting their final out at the losing installation. The CG, MSCOE retains ETP
approval authority for Tier Il Soldiers.

(3) Tier lll. Noncommissioned Officers and Soldiers in the grades of Sergeant
First Class to Sergeant Major, Chief Warrant Officer Three to Chief Warrant Officer.
Five, and Major to Colonel may requests sponsorship.
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b. Commanders will not hold outbound Soldiers past report date pending sponsor
assignment. In situations where the gaining command has failed to assign a sponsor
prior to the Soldier’s final clearance from the losing installation, the Soldier will be
allowed to proceed with an ETP (Personnel action DA Form 4187). The reason for
the ETP will be recorded on the DA Form 4187 and within the TASP Module in ACT.

c. The web-based TASP Module in ACT (https://actnow.army.mil) is the Army’s
enterprise system for participation in the program.

(1) Soldiers will Log into ACT upon receipt of an automated notification from ACT
and complete sections 1, 2, 4, and 5 of DA Form 5434 (Sponsorship Program
Counseling and Information Sheet).

(2). AIT Soldiers will initiate DA Form 5434 within the TASP Module in ACT no
later than the first week of Phase IV training.

(3) Officers attending Basic Officer Leaders Courses/Warrant Officers Basic
Courses will initiate DA Form 5434 in the TASP Module in ACT upon receipt of
assignment instructions.

(4) Permanent party Soldiers will be assigned a sponsor within the TASP Module
no later than 120 days before their report date unless assignment instructions are
issued with less than 120 days, in either case a sponsor will be assigned in ACT not
later than 5 days.

(5) AIT/IMT Soldiers will be assigned a sponsor within the TASP Module 5
calendar days of receipt of the ACT notification announcing the inbound Soldier’s
pending arrival date.

(6) Soldiers being reassigned overseas will be assigned a sponsor within the
TASP Module no later than 120 days prior to Soldier’s report date.

(7) Soldiers who are un-programmed arrivals and first-termer and junior enlisted
Soldiers will be assigned a reactionary sponsor within 24 hours upon arrival on the
installation.

(8) Commanders must remain vigilant that Human Resources Command (HRC)
may delete a Soldier(s) assignment after approximately 2 weeks of not arriving at the
gaining unit and being in-processed. If this occurs, HRC will remove the Soldier(s) from
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their assignment and the entire sponsorship process must be reinitiated by the losing
command.
d. The criteria for selection of sponsors includes:
(1) Must be equal in grade or higher than Soldier.

(2) Of the same gender, marital status, and military career field of occupational
series as the Soldier.

(3) Familiarity with the unit, activity, and community.
(4) Should not be sponsoring over 5 Soldiers at the same time.
e. Soldiers are exempt from being selected as a sponsor for the following reasons:
(1) When being replaced by the inbound Soldier.
(2) If they are out-processing or within 90 days of PCS.
(3) Pending unfavorable actions or undergoing an administrative separation.
(4) Projected to be absent during the first 60 days of the Soldier’s arrival.
(6) Pending medical or physical evaluation board.

f. Following appointment of a sponsor, a welcome letter will immediately be available
to the Soldier via the TASP Module (any change to the appointed sponsor will be
approved by the Brigade CSM). This welcome letter will be followed by a more detailed
welcome letter from the sponsor.

g. If the gaining unit fails to assign a sponsor within ACT and does not contact
inbound IMT Soldier’s, the losing Unit Sponsorship Coordinator and command
leadership will contact the gaining command to get a sponsor assigned into ACT.

If a sponsor is not assigned to an outbound Tier | AIT/IMT Soldier or an Officer Basic
Course graduate, an ETP request will be submitted on a DA Form 4187 routed through
channels to the Brigade Commander for approval. Approved ETP requests will be
forwarded to the Trainee/Student Section, Military Personnel Division not later than 21

days prior to the class graduation date of IMT Soldiers and submitted to the MPD
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Sponsorship mailbox at usarmy.leonardwood.imcom.mbx.mpd-Sponsorship-
ETP@mail.mil. (Hand carried ETPs will be accepted if email service is down).

h. ETPs are discouraged as all Soldiers deserve to have a sponsor whether they are
inbound or outbound. - All requests-for ETP for Tier Il permanent party Soldiers will be
forwarded through the Soldier’s chain of command through the Human Resources
Support Center of the MPD to the MSCoE CG and submitted through the MPD
sponsorship mailbox at usarmy.leonardwood.imcom.mbx.mpd-reassignments@mail.mil.

i. Unit Sponsorship Coordinator(s) will provide commander(s) monthly reports on the
sponsorship status for both inbound and outbound Soldiers no later than the 5t of the
month and a copy of the signed report to the ISL not later than the 8" of the month.

j. The Unit Sponsorship Coordinators will update their Commander/CSM weekly on
the status of Soldiers without an assigned sponsor, placing emphasis on IMT Soldiers.

k. Command Sergeant Major will communicate with counterparts and maintain
visibility via the CSM visibility tool within ACT.

l. The MPD will publish orders 60-120 days from report date for permanent party
Soldiers and 14 days prior to report date for Students/Trainees (provided either a
sponsor has been appointed or an approved ETP has been received).

m. Travel/Transportation requires a minimum of 5 working days to get the Soldiers
their Government travel booked; this must be factored in when submitting an ETP for
processing.

n. Everything will be done to mitigate/minimize holdovers and get the
Soldier(s) to their gaining unit by their report date. Soldier(s) will not be held
past report date pending sponsor assignment. In situations where gaining
command has failed to assign a sponsor, the Soldier will be allowed to proceed
with an approved ETP.

o. If the Trainee/Student Section, MPD does not receive an approved ETP at least

21 days prior to the Soldier’s graduation date, the unit will plan and accommodate
holdovers.
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7. Proponent for this MOl is the Directorate of Garrison Human Resources,
Telephone: (573) 596-0132.

13 Enclosures D A. CALDWELL
1. ACT Sponsorship Process Map COL, GS
2. OIP Checklist Chief of Staff
3. Sample Appointment for Primary and Alternate
Brigade and Battalion Unit Sponsorship Coordinators
4. Sample Staffing Action of ETP to CG :
5. DA Form 5434
6. DA Form 4187 for CG Approval (Permanent Party)
7. DA Form 4187 for Brigade CDR Approval (Tier | Soldiers)
8. ACT Help Map (ISL)
9. ACT Help Map (CSM)
10. ACT Help Map (Brigade Sponsorship Coordinator)
11. ACT Help Map (Battalion Sponsorship Coordinator
12. ACT Help Map (Incoming Soldier)
13. Commander’s Handbook

DISTRIBUTION:

All TRADOC Schools, Garrison,
Brigades, Battalions, Companies,
Directorates, and

Personnel Staff Offices

ACT Sponsorship  OIP Sponsorship Sample DA Form 5434.pdf  Sample Staffing Sample DA Form
Process Map.pdf Checklist.pdf  Appointment for Pri Action of ETP to CG.p4187 for CG Approval
s : ol . L o
Sample DA Form ACT Help Map ACT Help Map ACT Help Map ACT Help Map ACT Help Map
4187 for Brigade CDR (sb).pdf (CSM).pdf (Brigade Coordinator)(Battalion Coordinatoi(lncoming Soldier).pd
PLF
MSCoe

Sponsorship Comm:

14




%ED T T, 10V Ul Jaipjog Jo 1diedel
MBU Ojul pajelbajul ’ | | sofipsjmouoe Josuodg
uone|jeIsu| sies
A|INJSS339NS JaIp|0S saye shep Gy 1IN i LAY b M_ } _5 19
£ foning diysiosuodg uoneyelsy 1oV U]
Buisssooud AUN M3U 0} sHodal JaIp|og - Kenung Buissesoid-inQ saje|dwio)
I3IpIoS

-u| seje|dwod JaIpjos
sainsua Jun Buiures uoiyeoo] psbueLie

Je Jalpjog sjeaw Josuodg

ejed d13¥nduj 9

Spediajunod 4SvL Yim Uosier 'g

39V 01 s1a1pjos Buiedsp Jajey ¥ :

(inQ) uonejdwon Asning Aisp ¢ a3ep podal o3 soud sAep gzl LN
m_gmo__a% 1 ‘[anel] Ajiwe4 pue 443 sepdn 'z

819|dWo9 ale $EG WI0H Y 1O SUoNass ||e Ajsp 'L 1 A9IPIOS/LS

E:uﬂE ﬁwﬂﬂﬂu‘ : ﬂ, uoReI0ge]|09 pleoqyseq diysiosuods [Dy zm 0l m_mEo ssjnquisip m_n_w\on_s_

Joyuow (Buiuresy/buiso) Jojeulpioos) diysiosuodg Jun pue -

uoster diysiosuods uoie|eisu| ‘1sjusd) Yo Juswubissesy

m € U0199S ‘PG Wiod vQ 8je|dwod
“otow:oawoEo_Hmo_Eo:EEm\AmHo,q

LOV Ul 68 ¥ ‘Z ‘) suondoes IV 10 sAep 2 ulyppa
¥E1G Wio4 v seye|dwoa pue TaIDN Soulon Aued jusueuliad
a1ep toaw._ 0} Lo:a sAep 0zl ._.._z Kunqibie yuswubisse sayan PUE UOKBIYoU JusWuBisse
18187 SWogja/\ puss pue dn-yui [enpiAipu| B ‘adS/AdIN Aq payjou ae t Senjs9a m_n_w\on__\/_
BuisOd-iosuods ayew |jim JojeuIpioo) JaIp|oS pue puewiwog buiso ISR
diysiosuods jun Buiures LoV uIyum

i - e - | Jenpinipu) BuiSOd (0) pue uogelfelsy !
el o e AT “ BuisoT (q) uopelfessul Buiures (e) : SYQ3/SINGOL
S = : ' 3} 030 0B SUOREIYNOU WB)SAS " ElA SUBRNASU)
s s = . ‘YepG w04 ¥Q o uonsjdwiod _---mm-w------}p.-“_..u ..... y.--.._“w.<l_ uswubisseal
NN S RUp—. S—— = 181p|0S BuISD Jojuow TR\ senssi OuH
S (1M Jojeuiplood diysiosuods Euuﬁ:. 433009 o | i
(S - 3 ; ‘
: S yun BuisoT ‘LOv UM AWYY Mx ~|

4 XaNNV
de|\ ss920.d diysiosuodsg | IV

el |



SPONSORSHIP OIP CHECKLIST

Proponent for Inspection: DHR/G1

ICI Date:

Commander Inspected:

ICI Inspector's Name:

Assumed Command:

SAV/SI Date:

Unit Name:

SAV/SI Inspector's Name:

Unit Phone Number:

SCI/SI Date:

Unit Representative:

SCI/SI Inspector's Name:

REFERENCES

AR 600-8-8, 29 Jun 2019

STANDARDS

“T"= 90% success rate of evaluated tasks with no failed critical tasks. “P"= 70% success rate of evaluated tasks with no failed critical tasks.
“U"= less than 70% success rate of evaluated tasks or one failed critical task.

UNIT OVERALL RATING

T P U

T P U

T P U

INSPECTION CRITERIA - SOLDIERS

Inspect|

UNIT

ICI

SAV/ SI

ScCl/ sl

LEVEL

GO

NOGO | GO NO GO

GO NO GO

REFER TO
REMARKS (LINE)

1. Are BDE/BN unit sponsorship coordinators (primary
and alternate) on duty apppointment orders? (par 2-8b)

ALL

2. Does BDE/BN Commander validate ACT Sponsorsh
report no later than the 5th of every month? (par 2-8h)

PALL

3. Does BDE/BN Command Sergeant Major review
the ACT Sponsorship Report weekly?(MONTHLY
for USAR) (par 2-89)

ALL

4. Have all assigned sponsors completed the required
training from one of the available sources and has that
training been documented in ACT? (par 2-12a)

ALL

5. Are sponsors assigned within 5 calendar days for
inbound Soldier? (IMT Soldiers) (par 3-4b)

ALL

6. Are sponsors for permanent party assigned within
120 days of inbound Soldier’s report date or within 15
days of report for TPU Soldiers? (par 3-4a, 3-4c)

ALL

7. Are outbound Soldiers completing the Outbound
Survey in the TASP Module in ACT (not applicable for|
U.S. Army Reserve)? (par 2-13 (a)(6))

ALL

8. Are inbound Soldiers completing the Inbound Survey
in the TASP Module in ACT within 45 days of arrival
(120 days for USAR)? (par 2-13 b(2))

ALL

9. Are outbound Soldiers completing DA Form 5434 in
the TASP Module in ACT (para 2-6) (not applicable for
U.S. Army Reserve)? (par 2-13a(1))

ALL

10. How many ETPs were initiated within the past FY
for inbound Soldiers?

ALL

11. How many ETPs were granted within the
past FY for outbound Soldiiers? (par 3-1b)

ALL

12. Were BDE/BN USCs trained by the Installation
Sponsorship Liaison or Army Community Service
(ACS) within the past FY? (par 2-10e)

ALL

13. Are ACS Relocation Readiness Services
supporting sponsorship with counseling, pre-move
destination information and overseas orientation
briefings? (par 2-3d through 2-3h)

ALL

FLW FORM CI
(Dated TBD)
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SPONSORSHIP OIP CHECKLIST

REMARKS AND FINAL COMMENTS

LINE

INSPECTION

ITEMS

REMARKS

EX

ICI

DD Forms 458 not being processed IAW MCM and AR 27-10 to higher. Recommendation:

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

FLW FORM CI - 04-14
(Dated April 2017)
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DEPARTMENT OF THE ARMY
@Brigade/@Battalion

@
FORT LEONARD WOOD, MO 65473-8929

MEMORANDUM FOR @

SUBJECT: Appointment as Primary @Brigade/@Battalion Unit Sponsorship
Coordinator

1. Effective @, you are appointed as the @Primary/@Alternate @Brigade/@Battalion

Unit Sponsorship Coordinator.

2. Authority: Army Regulation 600-8-8 (Installation Sponsorship Program), para 2-8b,
29 June 2019.

3. Purpose: To coordinate and manage the @brigade @battalion sponsorship program
in accordance with AR 600-8-8, paragraph 2-11a through 2-11m.

4. Period: Until officially relieved or released from appointment or assignment.

5. Special Instructions: None.

@Brigade/@Battalion Commander
@ @

Commanding



MSCoE STAFFING PAPER

SGS Control Number

ACTION OFFICER

COMMAND GROUP ACTION

Sponsorship - Request for Exception to Policy (ETP)

NAME @ ORDER NOTED | CONCUR| APPROVAL | DISAPPROVAL | SEE ME
ACTVITY | @ CG
DATE @ PHONE @ OFFICE SYMBOL @ DCG
TASKNUMBER SUSPENSE Cs
INFORMATION / APPROVAL AND SIGNATURE CSM
APPROVAL APPROVAL AND INITIALS SGS
SUBJECT:

1. Purpose: To request the Commanding General's (CG's) approval of EPT.

3. Discussion.

coordinate for a sponsor until the Soldier's departure.

Soldier's report date is @.

assignment.

2. Recommendation: That the CG sign the approve the DA Form 4187 (Personnel Action) attached at Tab A.

a. The gaining Command (@) has failed to assign a sponsor prior to the Soldier's final clearance.

b. Command leadership has most recently contacted with the gaining command's leadership on <date> and will continue to

c. Permanent Change of Station (PCS) orders should be published and distributed NLT 120 days prior to Soldier's report date.

4. Resource Impact. Timeliness of PCS orders to Soldier and Family members will not have sponsor until they reach the next duty

CHAIN OF COMMAND APPROVAL COORDINATION
COMMANDER/DIRECTOR INITIALS | DATE | OFFICE-RESPONSE-DATE (CONTINUATION)
FLW FORM 1416, JUL 2014 PREVIOUS EDITION IS OBSOLETE Page 1 of 2
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SPONSORSHIP PROGRAN COUNSELING AND INFORMATION SHEET

For use of this form, see AR 600-8-8; the proponent agency is Aéslstant Chief of Staff for Installation Management

the lime for reviewing instructions, searching exlsling data sources, gathering and maintaining the data needed, and
completing and reviewing the collections of Information. Send comments regarding this burden estimate or any other
aspect of this collection of information, including suggestions for reducing the burdens to'the Department of Defense,
Washington Headquarters Service, Executive Services Directorate, Information Management Division, 4800 Mark Center
Drive East Tower, Suite 02G09, Alexandria, VA 22350-3100. Respondents should be aware that notwithstanding any
other provislon of law. No person shall be subject to any penalty for falling to comply with a collection of informalion If it
does not display a currently valid OMB control number. Form instructions are located al
hitps://ako.us.army.mil/suite/doc/43173146 ) .

The public reporting burden for this collection of Information Is estimated to average 10 minutes per response, Including FOR OFFICAL USE ONLY

PLEASE DO NOT SUBMIT YOUR FORM TO THE ABOVE ADDRESS. SUBMIT COMPLETE FORM ELECTRONICALLY
VIA THE ARMY CAREER TRACKER WEBSITE,

DATA REQUIRED BY THE PRIVACY ACT OF 1974

"AUTHORITY: 10 U.8.C. 3013, Secretary of the Army, 10 U.S.C. 10586, Relocation assistance programs, AR 600-8-8, The Total Army
Sponsorship Program. ) : ) .
PRINCIPAL PURPOSE: Personnel service support. To counsel Soldiers about the sponsorship program and entitiements and provide contact information
to gaining battalion or activity of new members and their dependents. 3

ROUTINE USES: ' General disclosures permitted by the Privacy Act and the Army's systems of records notices apply. Disclosure of Pl may include
number and age of family members that may impact schools and local economy upon'Soldier reassignment. -

DISCLOSURE: Disclosure of personally identifiable information is voluntary. However, failure to provide identifying information may prevent
ability to assign a Sponsor and provide appropriate support upon arrival at new assignment,

CITATION: A0350-1b TRADOC Army Career Tracker (ACT) (January 24, 2017, 82 FR 8179)

1. NOTE: Soldjers/Family.members may retrieve information regarding their new assignment at Army Knowledge Online -

encounseled onthe
/Sponsorship Program

14

. pate

2: ARRIVAL INFORMATION TO ASSIST GAINING UNIT; If additional space Is necessary, please attach your décumentation fo the form)

a, | (Ranl/Name): ) ,amon assfgr{menl to (Gaining Installation):

and expect to arrive on/about (Month and Yeér):

b. Soldier's contact Information:

Current Unit/Address:

DSN Phone number: Cell Phone number (personal): - Email address (personal):

Other (i.e., Social Media):

Leave Address and Phone qumber at this address until:

c. Status (check one): !:l Married-accompanied D Slngle~acco.mpanisd4 I:I Marrled-unaccompaniad D Single-unaccompanied
: ) ’ * " Exceptional Family
d. Accompanied by Family members: NAME ; AGE SEX . RELATIONSHIP Member; Program (EFMP)

[[] Yes [] No
[__—_IYes DNO
[[]Yes [ ] No
DYes DNO
-DYGS [ ] No

3. GAINING UNIT/ACTIVITY INFORMATiON: If additional space Is necessary, please attach your documentation fo the form)

3. Gaining Unit/Activity: d. Unit 1SG/Supervisor:
b. Unlt 6DR/Supervisor: ‘ - o Phone number:
Phone number: ‘ ' . Emall address: .
Emall address: l , €. TASP Unit Coordinator:
_ ¢ Unitsponsor: . " Phong number:
Phone number: ¥ I . Email address:
Email address: - . ) f, Date of initial contact:
DA FORM 5434, JUN 2019 . PREVIOUS EDITIONS ARE OBSOLETE, . . PAGE 1 OF 2

APD LC v1.00ES
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4, LOSING UNIT/ACTIVITY INFORMATION: If additional space is necessary, please attach your documentation (o the for/'n)'

a. Losing Unit/Activily: L ¢. Unit 18G/Supervisor:
b. Unit CDR/Supervisor: - ' Phone number:

Phone number: ' ‘Email address:

Email address: ‘ ‘ ) d. TASP Unit Coorldinalor:

Phone number:

Email address:

5. FAMILY CONSIDERATIONS: If additional space is necessary, please attach your dogumentalioh lo the form) ' ' .
a. Housing requirements (check one): b. Pets: D Yes QTY I:I No _ G, Child care requirements: I:] Yes D No

I:l On-post housing |:| Off-post housing If yes, List pel(s) and Type(s): ) .
' e. Listof local schools: I::I Yes D No

d.' Spousal Employment info: |:| Yes |:| No
If yes, list type of work:

f.  Contact by Unit Famiiy Readiness Group (FRG): g. Additional comments:
If yes, list Email address: D Yes D No

DA.FORM 5434, JUN 2019 _ ' . . PAGEZOF 2

APD LC v1.00ES




[Attachments Menu_

PERSONNEL ACTION

For use of this form, see PAM 600-8; the proponent agency is DCS, G-1.

DATA REQUIRED BY THE PRIVACY ACT OF 1974

AUTHORITY:
PRINCIPAL PURPOSE:
ROUTINE USES:

apply to this system.
DISCLOSURE:

Title 10, USC, Section 3013, E.O. 9397 (SSN), as amended
To request or record personnel actions for or by Soldiers in accordance with DA PAM 600-8.

request for personnel action.

The DoD Blanket Routine Uses that appear at the beginning of the Army's compilation of systems of records may

Voluntary; however failure to provide Social Security Number may result in a delay or error in processing the

1. THRU (Include ZIP Code)
CDR, @Bn, @Bde
CDR, @Bde

2. TO (Include ZIP Code)
CDR, MSCoE
Fort Leonard Wood, MO 65473

3. FROM (Include ZIP Code)
CDR, @Co, @Bn, @Bde
Fort Leonard Wood, MO 65473

Fort Leonard Wood, MO 65473

SECTION | - PERSONAL IDENTIFICATION

6. SOCIAL SECURITY NUMBER
111-11-1111

5. GRADE OR RANK/PMOS/AOC

SCTRQEREE

SECTION Il - DUTY STATUS CHANGE (AR 600-8-6)

4. NAME (Last, First, M)
John, Doe A.

7. The above Soldier's duty status is changed from to

effective
SECTION lll - REQUEST FOR PERSONNEL ACTION

hours,

8. | request the following action: (Check as appropriate)

Service School (Enl only) Special Forces Training/Assignment Identification Card

ROTC or Reserve Component Duty On-the-Job Training (Enl only) Identification Tags

Volunteering For Oversea Service Retesting in Army Personnel Tests Separate Rations

Ranger Training Reassignment Married Army Couples Leave - Excess/Advance/Outside CONUS

Reassignment Extreme Family Problems Reclassification Change of Name/SSN/DOB
Exchange Reassignment (En/ only) Officer Candidate School Y Other (Specify) ]
_ — ) _ . “— | Exception to Policy (ETP) for
|:| Airborne Training I:' Asgmt of Pers with Exceptional Family Members Sponsorship

9. SIGNATURE OF SOLDIER (When:required) 10. DATE (YYYYMMDD)

SECTION IV - REMARKS (Applies to Sections I, I, and V) (Continue on separate sheet)

1. This command requests an ETP in order to receive PCS orders for the above named Soldier.

2. Justification: The gaining unit has failed to provide a sponsor for the Soldier within 120 days from the report date. In order to
publish and distribute Soldiet's orders, an ETP must be obtained. The unit sponsorship coordinators have contacted the gaining unit
on numerous occasions with no response as to the appointment of a sponsor and will continue to communicate with the gaining unit
with the goal of obtaining a sponsor prior to the Soldier's report date.

Dates of Communications with Gaining Unit Contact:

SISISINS)]

SECTION V - CERTIFICATION/APPROVAL/DISAPPROVAL

11. | certify that the duty status change (Section /i) or that the request for personnel action (Section /il) contained herein -
[ ] HAS BEEN VERIFIED RECOMMEND APPROVAL [ | RECOMMEND DISAPPROVAL | ]IS APPROVED [ ]IS DISAPPROVED
12. COMMANDER/AUTHORIZED REPRESENTATIVE | 13. SIGNATURE 14. DATE (YYYYMMDD)

ABLET. GO

SUPERSEDES DA FORM 4187, JAN 2000
AND REPLACES DA FORM 4187-1-R, APR 1995

Page 1 of 2
APD LC v1.03ES
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15. NAME OF INDIVIDUAL 16. SSN

Doe, John D. [11-11-1111
ADDENDUM - RECOMMENDATIONS FOR APPROVAL/DISAPPROVAL

a 1O ~Tb. FROM

CDR, @Bde CDR, @Bn, @Bde\
ALTHORITY Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473
c. ACTION: [ ] APPROVED [ | DISAPPROVED RECOMMEND: APPROVAL [ ] pIsAPPROVAL
d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
Thomas, Jack C. LTC
g. TITLE/POSITION h. SIGNATURE
Commanding
i. COMMENTS

Company and Battalion leadership will continue to work with gaining unit on sponsorship with goal being that Soldier has a sponsor
prior to arriving at next duty station.

a. TO b. FROM
CDR, MSCoE CDR, @Bde
AUTHORITY Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473
c. ACTION: [ ] APPROVED [ | DISAPPROVED RECOMMEND: APPROVAL [] pisaPPROVAL
d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
Jones, Jeffrey A. COL '
g. TITLE/POSITION h. SIGNATURE
Commanding
i. COMMENTS

Battalion and Brigade leadership will continue to work with gaining unit to obtain a sponsor for SGT @.

a. TO b. FROM
CDR, @Bde CDR, MSCoE
AUTHBRITY ~ |Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473
c. ACTION: APPROVED |:| DISAPPROVED RECOMMEND: D‘APPROVAL D DISAPPROVAL
d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
Martin, Donna G. MG
g. TITLE/POSITION h. SIGNATURE
Commanding
i. COMMENTS

Continue to work with gaining unit to obtain a sponsor for SGT @.
Forward a copy of this approved ETP to the Reassignment Section of the MPD via sponsorship email mailbox at
usarmy.leonardwood.imcom.mbx.mpd-reassignments@mail.mil.

a. TO b. FROM
AUTHORITY
c. ACTION: [ ] APPROVED [ | DISAPPROVED RECOMMEND: [ | APPROVAL [ ] pIsAPPROVAL
d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
9. TITLE/POSITION h. SIGNATURE
i. COMMENTS

DA FORM 4187, MAY 2014 Page 2 of 2
APD LC v1.03ES




Attachments Menl

PERSONNEL ACTION
For use of this form, see PAM 600-8; the proponent agency is DCS, G-1.

DATA REQUIRED BY THE PRIVACY ACT OF 1974

AUTHORITY: Title 10, USC, Section 3013, E.O. 9397 (SSN), as amended
PRINCIPAL PURPOSE: To request or record personnel actions for or by Soldiers in accordance with DA PAM 600-8.

ROUTINE USES: The DoD Blanket Routine Uses that appear at the beginning of the Army's compilation of systems of records may
apply to this system.

DISCLOSURE: Voluntary; however failure to provide Social Security Number may result in a delay or error in processing the
request for personnel action.

1. THRU (Include ZIP Code) 2. TO (Include ZIP Code) 3. FROM (Include ZIP Code)
CDR, @Bn, @Bde CDR, @Bde CDR, @Co, @Bn, @Bde
Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473

SECTION | - PERSONAL IDENTIFICATION

4. NAME (Last, First, Ml) 5. GRADE OR RANK/PMOS/AOC 6. SOCIAL SECURITY NUMBER
John, Doe A. PV2I@@@@@ 111-11-1111

SECTION Il - DUTY STATUS CHANGE (AR 600-8-6)

7. The above Soldier's duty status is changed from to

effective hours,

SECTION Il - REQUEST FOR PERSONNEL ACTION

8. | request the following action: (Check as appropriate)

Service School (Enl only) Special Forces Training/Assignment Identification Card

ROTC or Reserve Component Duty On-the-Job Training (En/ only) Identification Tags

Volunteering For Oversea Service Retesting in Army Personnel Tests Separate Rations

Ranger Training Reassignment Married Army Couples Leave - Excess/Advance/Outside CONUS

Reassignment Extreme Family Problems Reclassification Change of Name/SSN/DOB

Exchange Reassignment (Enl only) Officer Candidate School Y Other (Specify)

Exception to Policy (ETP) for

Airborne Training Asgmt of Pers with Exceptional Family Members :
Sponsorship

9. SIGNATURE OF SOLDIER (When required) 10. DATE (YYYYMMDD)

SECTION IV - REMARKS (Applies to Sections Il, Ill, and V) (Continue on separate sheet)

1. This command requests an ETP in order to receive PCS orders for the above named Soldier,

2. Justification: The gaining unit has failed to provide a sponsor for the Soldier within 30 days from the Soldier's graduation date.
In order to receive PCS orders, the unit must obtain an approved ETP and submit it to the MPD Trainee/Student Section NLT 21
days prior to the Soldier's graduate date. The unit sponsorship coordinators have contacted the gaining unit on numerous occasions
with no response as to the appointment of a sponsor and will continue to communicate with the gaining unit with the goal of
obtaining a sponsor prior to the Soldier's report date.

Dates of Communications with Gaining Unit Contact:

SISISISIS)

SECTION V - CERTIFICATION/APPROVAL/DISAPPROVAL

11. | certify that the duty status change (Section /l) or that the request for personnel action (Section /ll) contained herein -
[ ] HAS BEEN VERIFIED RECOMMEND APPROVAL [ | RECOMMEND DISAPPROVAL [ |IS APPROVED [ ]IS DISAPPROVED

12. COMMANDER/AUTHORIZED REPRESENTATIVE | 13. SIGNATURE 14. DATE (YYYYMMDD)
ABLET. GO

DA FORM 4187, MAY 2014 SUPERSEDES DA FORM 4187, JAN 2000 Page 1 of 2
AND REPLACES DA FORM 4187-1-R, APR 1995 APD LC v1.03ES

el F



[Attachments Menu |

156. NAME OF INDIVIDUAL 16. SSN

Doe, John D. 111-11-1111

ADDENDUM - RECOMMENDATIONS FOR APPROVAL/DISAPPROVAL

a. TO b. FROM
CDR, @Bde CDR, @Bn, @Bde\
AUTHORITY Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473

c. ACTION: [ | APPROVED [ | DISAPPROVED RECOMMEND: APPROVAL [ ] pIsAPPROVAL

d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
Thomas, Jack C. LTC

g. TITLE/POSITION h. SIGNATURE

Commanding

i. COMMENTS

Company and Battalion leadership will continue to work with gaining unit on sponsorship with goal being that Soldier has a sponsor
prior to arriving at next duty station.

a. TO b. FROM
CDR, @Bn, @Bde CDR, @Bde
AUTHORITY Fort Leonard Wood, MO 65473 Fort Leonard Wood, MO 65473

|:| DISAPPROVAL

c. ACTION: APPROVED [ | DISAPPROVED RECOMMEND: APPROVAL

d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
Jones, Jeffrey A. COL

g. TITLE/POSITION h. SIGNATURE

Commanding

i. COMMENTS

Continue to work with gaining unit to obtain a sponsor for PV2 @. Forward a copy of this approved ETP to the Trainee/Student
Section of the MPD via email to usarmy.leonardwood.imcom.mbx.mpd-Sponsorship-ETP@mail.mil NLT 21 days prior to Soldier's
graduation date.

a. TO b. FROM

AUTHORITY

|___'] DISAPPROVAL

c. ACTION: [ ] APPROVED [ | DISAPPROVED RECOMMEND: | | APPROVAL

d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)
g. TITLE/POSITION h. SIGNATURE
i. COMMENTS
None.
a. TO b. FROM
AUTHORITY

¢. ACTION: E] APPROVED [ | DISAPPROVED RECOMMEND: [ ] APPROVAL [] pISAPPROVAL

d. NAME (Last, First, Middle) e. RANK f. DATE (YYYYMMDD)

g. TITLE/POSITION h. SIGNATURE

i. COMMENTS

DA FORM 4187, MAY 2014 Page 2 of 2
APD LC v1.03ES
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TOTAL ARMY SPONSORSHIP PROGRAM (TASP)

INCOMING SOLDIER

Log into Army Career Tracker at https://actnow.army.mil

4 ASSIGNMENT
L NOTIFICATION
a) Within 72 hours of assignment,
SPONSORSHIP will appear in the left
navigation panel

b) Additionally, you will receive an Email
and Message in ACT notifying you of
your assignment

) Select TRACK from the left navigation,

then click MESSAGES to view your
Assignment Notification

4 FAMILY TRAVEL STATUS
a) If you have family members and are
- traveling overseas, this will notify you
of the status of your Family Travel
S\“ packet
o b)You will receive an Email and Message
(“ in ACT notifying you as the status is
updated

;

- 2 SPONSOR ASSIGNMENT &

WELCOME LETTER

a) Select TRACK from the left navigation,
then click MESSAGES to view your
Sponsor Assignment and Welcome
Letter

| b) Open the message and read the

Welcome Letter; you must the
message for the ACT to track this

action

- 5' . COMPLETE OUT-

PROCESSING SURVEY

a) Select SPONSORSHIP from the left

navigation, then click SURVEY

b) Click TASP OUT-PROCESSING
SURVEY

) Answer all questions
d) Click SUBMIT
e) Review the Completion Certificate

f) Print your Certificate by clicking PRINT
CERTIFICATE

CareerTracker

3 COMPLETE DA FORM 5434

a) Select SPONSORSHIP from the left
navigation, then click DA FORM 5434

b) Once a new form is opened, complete
Sections 1, 2,4, and 5

) You need to digitally sign the form
with your CAC to complete this action

d) Once all fields are complete and you
have signed the form, click SAVE

: 6 - COMPLETE IN-
PROCESSING SURVEY

a) Select SPONSORSHIP from the left
navigation, then click SURVEY

b) Click TASP IN-PROCESSING SURVEY
) Answer all questions

d) Click SUBMIT

e) Review the Completion Certificate

f) Print your Certificate by clicking PRINT
CERTIFICATE
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Chapter 1 - Sponsorship Introduction

Effective sponsorship has a direct and significant impact on unit readiness. Ensuring
proper sponsorship occurs both prior to, and upon arrival, and may reduce instances of
non-deployability for newly arrived personnel. Engaged leadership is vital to an
effective and successful sponsorship program.

‘This handbook defines the processes, roles, and responsibilities related to the Total
Army Sponsorship Program (TASP) and how it will be implemented within the Maneuver
Support Center of Excellence (MSCoE). It also provides Commanders, Leaders, and
Soldiers with recommendations to effectively implement and maintain sponsorship
programs within their respective units and formations.

TASP has numerous components as well as specific timelines that must be adhered to
so that incoming Soldiers are contacted as expeditiously as possible prior to their
Permanent Change of Station (PCS) (see figure 1-1). Advanced contact and
assistance has a direct impact on decreasing the stress and challenges associated with
a move to a different installation.



IC!(IH ‘ Within ACT, Losing Unit

- Y ' | Sponsorship Coordinator will
c Within 72 hours of Al ﬂ -
Saisi;fm“:ﬁl -,--;«_--_I'“-f.'ff ....... i monitor PCSing Individual
inslructions via | ACT system notifications go out to the } completion of DA Form 5434,

TOPMISIEDAS

¥
' H
. (2) Gaining Installation (b) Losing 1 Secions 124 &5
| Installation and (¢) PCSing Individual |

Losing Command and SMare Within ACT, Gaining Unit Sponsorship
z notified by MPD/SPD, verifics Coordinator wil make Sponsor-PCSing
“m“" "'V’ el assignment eligivlity and | o Individual fink-up and send Welcome Letler |
completes DA Form 5434
MPDISPD receives b p Al
assignment notification and oD et wvill NLT 180 days prior to report date
| verifies eligibility |

Reassignment Work Center, Installation Sponsorship Liaison and {
Unit Sponsership Coordinator (Losing/Gaining) menitor ACT

Sponsorship Dashboard collaboration: | | R TRACKER |
1. PCSing Individual reads Welcome Letier in ACT | Within 24 hours of appointment
2. Sponsor compleles DA Form 5434, Section 3 | dmm oo
- 3. Reports ! ! ACT system notification fo Spensorto |
MPDI/SPD distributes 4, Family Travel updated, if applicable ! complate DA Form 5424, Section 3 1
orders to BN S1/Soldier 5.Sponsor Assignment Verificalion  hemcupcrme | 00 T TTTTTTTTTTTITTT
‘ 6. Survey Completion  (In-/Out-)
Sponsor meet Soldler Gaining Unit
. Acknowledge recelpt of ensures SM
Soldier in ACT i 3 completes ! | it
{place Physical conlact | tu - In-processing | SMs uccessfully
date in Section 3) " | Sponsorship Survey | integrated into new

Unit

Figure 1-1. Sponsorship Crosswalk

Chapter 2 - Commander's Responsibilities

Sponsorship is a Commander’s program. As a result, Commanders have several
responsibilities to ensure an effective sponsorship program within their organizations.
Commanders will: ‘

1. Appoint a Unit Sponsorship Coordinator (primary and alternate) to coordinate and
manage the sponsorship program.

a. A Unit Sponsorship Coordinator will be appointed at every level of command.
Coordinators will be SPC (E-4) or above and will be placed on appointment orders.
Appointment orders will be kept at the brigade/battalion/company.

b. Commanders will ensure that personnel identified as the Unit Sponsorship

Coordinator have longevity with the unit and have been with the unit for at least 90 days.

It is common practice to appoint the unit strength manager to this role as they are
familiar with incoming/outgoing Soldier assignments.

c. A Unit Sponsorship Coordinator will be provided adequate time, equipment, and
support to conduct their duties by command.




2. Establish sponsorship programs throughout their command for all Soldiers and
Family members.

a. The sponsorship program is an important personnel function requiring
command involvement. When units deploy, the responsibility for assigning sponsors
remains with the unit’s rear detachment commander.

b. Sponsors will be provided to all ranks through Colonel (O-6) but are only
required for Private (E1) through Staff Sergeant (E6), Warrant Officer One (WO1)
through Chief Warrant Officer Two (CW2), and Second Lieutenant (2LT) through
Captain (CPT). Sponsors selected will be:

(1) In a grade equal to or higher than the incoming Soldier when practical;
sponsors will be in the grade of E4 or above.

(2) Of the same gender, marital status, and military career field or occupational
series as the incoming Soldier when feasible.

(3) Have completed Sponsorship training in ALMS.
(4) Familiar with the unit or activity and community.

(5) Be stationed on Fort Leonard Wood for at least 90 days and have a
minimum of 90 days of stability upon arrival of the sponsored Soldier.

(6) Responsible for no more than five newly arrived Soldiers at one time.

c. Commanders will establish a pool of reactionary sponsors. Reactionary
sponsors will be Army Learning Management System (ALMS) trained and used only in
extreme cases. The reactionary sponsor is typically utilized when the newcomer is
diverted or time between notification of assignment and arrival is significantly reduced.
The reactionary sponsor pool will consist of each rank so that, if needed, all incoming
personnel can be assigned a sponsor upon arrival.

d. Immediate face-to-face contact is imperative for a successful integration info
the unit. Commanders will ensure that sponsors meet incoming Soldiers as soon as
possible upon arrival to Fort Leonard Wood.

e. Commanders will provide the newly arrived Soldiers with adequate time for in-
processing. This should include minimizing family separation during this period fo allow
full integration at the new duty station (specifically field duties and temporary duty).

f. Commanders should establish a sponsorship feedback and recognition
program. Sponsors will receive feedback on their performance. The effective sponsor
should be recognized on the same basis as any other Soldier performing in an
exemplary manner. Recognition should be given by the appropriate commander and
support existing award policies. The act of sponsorship and integration for new Soldiers
and their Families is a low-cost but labor-intensive activity that, when performed with
care, knowledge, and sincerity will benefit the unit/activity, and Soldier and their Family.



3. Monitor and evaluate the program. Success of the program is directly impacted by
the efforts and emphasis placed on the program by commanders, command sergeant
majors, and first sergeants. In order to monitor and evaluate sponsorship programs
within their respective units, leaders will utilize the following tools:

a. The Sponsor Dashboard: The Sponsor Dashboard located on the Army Career
Tracker (ACT) website (https://actnow.army.mil) can be utilized to monitor the status of
incoming Soldiers to respective units, how far out they are from arrival, as well as how
many have received sponsors and have been contacted. Access can be obtained by
contacting the Unit Sponsorship Coordinator for access. Please see figure 2-1.

Summary of iIncoming Persennel;

DA Fourt 8434 IHCOMING PERSONNEL BPONSOR ASSIGNMENT IHPHOCE SSING SURVEY COMPLETION

pFLL  Asuiun i Complutod
100 days-91 daya

DO days-A1 days

Less lhan 30 days
EFEY Hot Assigned Hot Completed
nnnnnnnnnnn

4 Adtved - Physical
ontact Confrmad

Viaws ANl Views Al Views ANl View Al
Summar y of Culgoinyg Personas I:
BA PORM BASS . OUTGOMG PERIONHEL _OUTPROCESSING SURVEY COMPLETION

Hore than 180 days
(18 compinted

WO days 90 gays

(TE] tiot Comptated

FES  rat Startted 152| Ledsthan 80 days

Vierws Al Vierer Al Viaw ARl

Figure 2-1. ACT Sponsorship Dashboard

b. Sponsorship Surveys: Commanders have several different surveys available to
assess their sponsorship programs upon arrival of a newly assigned Soldier. The ACT
sponsorship website requires Soldiers to complete DA Form 7274 (Sponsorship
Program Survey) (see appendix B) within 14 days of arrival; additionally, battalion S1s
will have the hard copy of this form filled out by in-processing Soldiers upon arrival to
the unit. This copy will be forwarded to the battalion CSM for further analysis and
subsequently forwarded to respective company command teams. Information obtained
from this survey will be non-attribution and utilized to improve program execution.

c. Command Organizational Inspection Program (COIP): Commanders will
incorporate the sponsorship program into their annual OIP. The COIP occurs at
battalion level commands and above and will be utilized to assess the effectiveness of
the programs and processes and the adherence to current regulations, guidelines, and
policies.




Chapter 3 - Incoming/Departing Soldier's Responsibilities

Although sponsorship is a commander’s program, it is unable to succeed simply on the
efforts of the command. Sponsorship is only effective if there is two-way communication
between commands, sponsors, and incoming Soldiers. Incoming Soldiers must take a
proactive stance when it comes to contacting units/sponsors to ensure they have a
direct line of communication with their gaining organization. In order to facilitate this
two-way communication the following actions must be taken by the incoming Soldier:

1. Complete DA Form 5434. Within 3 days of receiving assignment instructions,
access ACT Sponsorship tab and complete sections 1, 2, 4 and 5 of the DA Form 5434
(Appendix C). DA Form 5434 is used to transmit sponsorship requirements to gaining
commands, allowing the organization the ability to assign a sponsor and facilitate
contact with the incoming Soldier. Ensure each portion is completed in its entirety so
that assigned sponsors can assist with and provide information on all aspects of the
upcoming transition (child care, schooling, pets, etc.). In addition to the automated DA
Form 5434 within ACT, a hardcopy of this form will be filled out with the BN S1 for
forwarding and action.

2. Maintain contact. Successful and effective sponsorship is accomplished with the
establishment and maintenance of two-way communication. Throughout the entire
transition process, incoming Soldiers must remain in contact with their assigned
sponsor and provide any changes to their status, to include their Families.

Chapter 4 - Unit Sponsorship Coordinator Responsibilities

This chapter describes the roles and responsibilities of the Unit Sponsorship
Coordinator. The Unit Sponsorship Coordinator plays a vital role in working with the
reassignments section at the local Military Personnel Division and units within their
command. The Coordinator is typically the unit strength manager for the organization;
this is beneficial as the strength manager already has oversight of incoming Soldiers
and the responsibility of assigning them to subordinate organizations. Unit Sponsorship
Coordinators should be placed on official appointment orders signed by their respective
commanders. Commanders will ensure that Coordinators have adequate time and
assets available to accomplish their duties.

1. Assign incoming Soldiers to units: Unit Sponsorship Coordinator will utilize the
sponsorship portal located on the ACT Website (https://actnow.army.mil) to assign
incoming Soldiers to specific units within their command. To accomplish this task
Coordinators will complete the following steps for each incoming Soldier to their
command:

a. Once logged into ACT sponsorship tab, click on the “incoming personnel”
hyperlinks which are the respective numbers associated with each timeframe (see
figure 4-1).
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Figure 4-1. Sponsorship Dashboard (Incoming Personnel)

b. When the list of incoming Soldiers is displayed it is necessary to edit the Gaining Unit
Identification Code to reflect the organization to which they will be assigned. Simply click
the “edit” button under the “Gaining UIC” column to manipulate this data (see figure 4-

2).

SPONSORSHIP

Sponsorship Dashboard
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Figure 4-2. Assign Gaining Unit to Incoming Soldier




c. When this step is completed a drop box will appear with available units within the
Coordinator’s organization. Select the appropriate gaining unit and press the “submit”
button to confirm the selection.

d. Ensure this step is taken for ALL incoming personnel identified within the ACT
system, regardless of associated timeframes. Coordinators should make changes if
unit assignments are amended.

e. This ACT requirement does not alleviate the responsibility of manually tracking
inbound personnel for the strength manager In accordance with applicable regulations,
policies and unit Standard Operating Procedures.

2. Assign sponsors to incoming Soldiers: Coordinators will appoint sponsors for
incoming Soldiers as their units are identified and NLT 5 days after the Soldier is
reflected as incoming within ACT. If incoming personnel are not reflected in ACT,
manual DA Form 5434s will be completed and forwarded to the respective commands
within 10 days of receipt.

a. For Soldiers identified as incoming within ACT, Coordinators will contact the
gaining command and request a sponsor. To accomplish this task within ACT, first

select the hyperlink for personnel who have not been assigned a sponsor (see figure 4-

3).

Sponsorship Dashboard

Stowr | 1CH - 1 CORFS HEAGQUARTERS[¥] [(Erenr

Summary of Incoming Personnel:

DA FORM 5434 IHCOMING P‘:‘RSORNEL SPONSOR ASSIGNMENT INPROCESSING SURVEY COMPLETION

Wersthan 181 days
RE) Cempleted

550 days 91 days

0 days-31 days
in Frograss
Lessthan 20 days

Arrived - Pending
Pl NotSuned Fhysical Contact

Hot Assigned ol NetCompisied

@ | Asived - Physical
Contzct Confrmad

View All View All

Figure 4-3. Appointing a Sponsor




b. Once, the names of unsponsored personnel has populated, “select” the
individual for sponsorship and click the “add” tab at the bottom to designate a
specific person to be appointed as sponsor for that individual (see figure 4-4).
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Figure 4-4. Select Soldier for Sponsorship

c. A pop-up screen will appear for the Unit Sponsorship Coordinator to assign a
sponsor (see figure 4-5). Complete all required fields and hit “submit” to assign a
sponsor. Only personnel within the Coordinator's command will populate when
assigning a sponsor for the incoming Soldier.

D@ Fern ;-I::A incoming Peivomal Survey C vEphetion Rty
View A v! e dn - o A ~i

Figure 4-5. Selectmg Sponsor




d. Oncea

sponsor has been selected, the Sponsorship Coordinator will receive a

prompt to send the Commander and/or the Command Sergeant Major welcome letter on
their behalf, which must be completed before assignment is confirmed (see figure 4-6). ,
A Welcome Letter dialogue box will display which will require additional data fields to be
populated (see figure 4-7). Ensure this is completed by previewing the letter for

accuracy, then

close the window (see figure 4-8), and click “submit.”

Asa you sure you wish to assign this Sponsor? You must complele the \Wefcome Letter before assignmeghds completa,

Figure 4-6. Welcome Letter Verification

| Coordinator Signature Chatlie Conway

Welcome tetter ;

Please comp!ma the foltowing fietds io send the Wekome Letter,
These fields will populate into the PCSing Indiidual's Welcoma Letter, Usa the “Preview” button to see
the populated Wekome Letter, When you have completed a3 fields, selact the "Send™ button to send

| the Wekome Letter and complete Sponsor Assignment, The Sponsor Assignment vall not be complete
| until you send the Weltome Letter, Pressing "Close” will return you to the Sponsor Assignment ean:h.

| Instaliation , FTLEWS
Name of Directorate/Division/Unit INF BNSBCT, COARF ‘
Sponsor Phone Number #1 120456755
Sponsor Phone Number 82 937-654-3210

Coordinator Phone Number 81 7N

Coordinator Phone Number @2 888833-33&5

i Installation website link @1 lwlﬁew:\s md

| Instattation website link #2 heps linbosbetmd

Free-form text enlry Welceme to 3D Brigade, 2D Infantry

Division, FBCT Infantry Battalion, Rifle
Cempany A here ac Forv Lewis! He look
foxward to your jolning the team!

10




Figure 4-7. Welcome Letter
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{frou tan reach hinyher at 123- 456’?890 wos? 654 az:o.l <an be reached at ??7»777'777? or 8958-888-8888

the avent you cannpt reach your sponsor, !

your arrival, he/she vl assist you with local transportation, walk you through your in-processing, assist
ith sthedaling re&eﬁ{'ed appoﬂmer&m @ you to yo! ‘(h;my of command and co-workers. The
olowmm wilams! your omaxiont tha hsaamim 2] Jﬂﬂlvé:.uﬂ of https://infbnsbet.mit

‘readiness and execdt

'ntook!uwatdtommmalandwﬂohdyasmmmhww&rmrﬂoywnmu x
‘o‘::gg‘enaheskatetummmeotvounponwndwwmtvwhamawmmww ms duno

art of your transition; masqm:ommampmmacrmwmmrm 4
emember ,__,rwiarlv the Sponsorship Portal to mondor your Sponsorship NWS i

i ,e&mmoaosngadg.gowmwmn,sacr ,maam,mmmpanvkhma_
ferward to your ionnnp tiw. team!

Sincercly,
Charlie Conway

Figure 4-8 (ACT Welcome Letter Review)

11




e. In addition to appointing sponsors within ACT, and manually as required,
Sponsorship Coordinators will continually monitor ACT and gains rosters to ensure that
all incoming Soldiers have been appointed sponsors within 10 days.

3. Monitor in-processing sponsorship survey. In order to measure the effectiveness of
the organization’s sponsorship program, ACT has an automated Sponsorship Program
Survey to be completed by in-processing personnel. Coordinators must work with
commands to ensure these surveys are completed by the newly assigned Soldier.
Findings from these surveys will help further refine and improve the program within the
unit.

4. Unit Sponsorship Coordinator roles. The Division Sponsorship Coordinator will grant
access to at least two coordinators per brigade in ACT. Brigade Sponsorship
Coordinators will grant access to at least two battalion coordinators in order for them to
accomplish their assigned duties and responsibilities.

5. Outbound sponsorship. Sponsorship does not solely focus on inbound personnel; it
pertains to Soldiers departing the organization and installation as well. The same
amount of effort allocated to inbound personnel will be provided to those departing the
unit. Unit Sponsorship Coordinators will ensure that the DA Form 5434 for outbound
personnel and out-processing sponsorship surveys are completed and will monitor the
progress of sponsorship for the outbound Soldier and assist as necessary (see figure 4-
9).

Summary of Cutgeing Persennet

DA ForM 5434 OUTGOING PERYONNEL QOUTPROCESSING SURVEY COMPLETICH

£

M Compated 4| Mare thas 180 days

Comgietes
s Progress 3| 1i0dapziCdays

o ot Complatad

Pl fiot Santed 2| Lessthen 80 daye
./

Yiew AR View Al View Al

Figure 4-9. Outbound Sponsorship




Chapter 5 =Sponsor Responsibilities

The sponsor is the most vital component in a successful and effective sponsorship
program. Sponsors represent the first impression of the new organization for an
incoming Soldier. Only those individuals who can represent the gaining unit or
activity in a positive manner should be selected as sponsors.

1. Sponsor responsibilities pre-installation arrival. There are several tasks that need to
be accomplished by the sponsor prior to the actual arrival of the Soldier. The following
provide the required steps to be completed prior to inbound installation arrival:

a. Sponsor Training: Sponsors are required to be formally trained prior to assuming
duties as an appointed sponsor. Training will be completed upon notification of being a
sponsor which includes being identified as a reactionary sponsor for the unit. The
sponsorship training can be found at https://www.atrrs.army.mil/selfdevctr/ or through
Army Knowledge Online (AKO) (Self-Service-My Education-ATRRS). Search “Total
Army Sponsorship Training Course”, course number 1B-F43 (V).

Click “register” and fill out the application (see figure 5-1).

- -
/ k 3 "The Link To a Tralned and Ready Force”

SUPPORT PORTALS LOGON

Information For Course 1B-F43 (V)

[ Back to Course Listing | [ New Search |

School: 034 Location: , SAN ANTONIO, TX
Course: 18-F43 (V) Phase:
Course Title: TOTAL ARMY SPONSORSHIP TRAINING COURSE
Academic Hours: 2 DL Academic Hours: 2
Military Career D P Crs C Resident)
Military Career Development Crs Completion (DL):

View Course Prerequisites

© Class Schedule <) Nonconducted Classes ) Cancelled Classes ) Rescheduled Classes

i
i
i

I FY: 2015 School: 034 Course: 1BF43 () Phase: Course Length: 1 Weeks 5.0 Days
‘\ Course Title: TOTAL ARMY SPONSORSHIP TRAINING COURSE
| Class Maxil 0 Class Optii D Class o
Ciass  Prereqs Report Date Start Date End Date Capacity Class Type Street City State Zip !
Register 501 010ct 2014 01 Oct 2014 30 Sep 2015 9599 Intemet i

Figure 5-1. ATRRS Sponsorship Course

b. Sponsors will send a welcome letter to the incoming Soldier within 10 calendar
days of appointment. Welcome letters will be sent via ACT, USPS or email. ACT
instructions are as follows:

(1) Utilizing the ACT sponsorship web-portal (https://actnow.army.mil), sponsors
will identify the person they are responsible for assisting. They will “create a new
recommendation” to begin drafting a welcome letter (see figure 5-2).




CTACT EVALUATION | GETTING STARTED SPONSORSHIP

™My Notices Sponsor Vieow

Carger
MNo Maasarzes Avaiskle

To view » DA Form 2434, shek o the Narmp of tha |
and add ssditonal information to Secton 3. You are
the PCEirg Indiedust

Training

ro Massages Avaaabie

Sponsorship
2 Urcroad
Eponser Assigament sSent on 17 Fab I014 by Army Carger Trackes

Recommandation Kit
Recommendationa Sent

o Measages Avalania

! P r—" ! e Axt -l

Figure 5-2. Sponsor Page
(2) Next the sponsor will select the appropriate checkbox for the PCS-ing
individual (see figure 5-3).

| Create Recommandation Notice

Recommendation Type: @ Career ( Tralning High Priority ]
ginator: David Mas: Today's Date: 03 Feb 2014 Notice Explration:{03Feb 2015 |[H]
{subject:{ 1
Notas:

¢9|BIUIEZ

nd To PCSing Individuals:
556 JESSIE GONZALEZ

Figure 5-3. Recommendation Notice

(3) At this point the sponsor will create an email to the inbound Soldier. The
email must contain a work address, email and telephone number where the sponsor

may be reached. Sponsors are encouraged, but not required, to include their personal

email and telephone number to facilitate contact. Information requested on DA Form

5434 will be included with the letter. Other information that may be needed in advance
of arrival, such as in formation on the unit or activity, should also be provided. Sponsor
will select “career” and change the “notice of expiration date; he/she may place this as a

high priority as well (see figure 5-4).



Originator: David Madison Today's Date: 24 Feb 2014 Notice Expiration: 24Feb 2015
Subjecti: Welcome lo Fort Lawis!

‘Notes:

Ht

GRIBIU|EE |
‘Welcome to 30D Brigada, 20 Inf Div, Inf BY SBCT. A Rifle Company! We leok forvard to your joining the team! If I can be of assistance, please lat |
ma know, I can be reachad 123-456-7890. |

i
{

Send To PCSing Individuals:

[#]  ss6iessie conzatez

~CLOSE.

Create Recommendation H{ / £
Recommendation Type: (6 Caraar () Training High Priority ! ; >

Figure 5-4. Welcome Letter Initiation

(4) Once the letter is written simply scroll to the bottom of the window and

select the “submit recommendation” and then “close” buttons to complete the action (see figure

5-5).

Create Recommendation Notice

i CAR S S B LR
Waleema to 30 Brigade, 20 Iof Div, Inf 84 S8CT, A Rifle Company! Wa look forvard to your joining the taam! If I can ba of assistanze, pleasa let
;rne know. [ can be reached 122-456-7890.

_ Send To PCSing Individuals:
|[#]  ssejessie conzatez

1

B
! '
|

Figure 5-5. Welcome Letter Submission

c. DA Form 5434. Section 3 (Gaining Unit/Activity Information) of the DA Form 5434
must be completed by the sponsor. If the DA Form 5434 is not received via ACT, it will
be completed and sent to the applicable commander listed in AR 600-8-8, table 2-2.
The steps to complete this portion on the ACT portal are listed below:

(1) The sponsor is first notified they have a DA Form 5434 awaiting them from
the inbound individual. From the sponsor home page within ACT under the “My

“Notices” portal, on the left hand side, select the “DA Form 5434 — Form Creation”

hyperlink under sponsorship (see figure 5-6).
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SOLDIER | CARETR RESOURCES | SEARCH | ACE EVALUATION] [TGETTING STARTED) Ty
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Sponsership - RO s

DA FORI 5434 Form Crvamis 2464 15T 2 FOL T A Cxas EA AL T Ha Oats Avstanie

ACT Forms Viewer
Ha

Vi a3

torma o doad

Recommendation Kit

Recommaendsdons Sent
N Mesiages Avatakle

Figure 5-6. Initiated DA Form 5434

(2) Once the sponsor has received and read the notification (see figure 5-7)
they can close the document and proceed to complete section 3 of DA Form 5434.

C;wr.r ;
n Ueysbgas Ay eiale
Training m : lhtliu.bu iy =
e Marisges Avaiate Origisaton Army Catasr Tracker Priorityt Heemal

= 2 2my SRS 1

mn soralip

écts DA Farm 2434 % Farm Sraatisn

Feitfiaader Natens
WW Jl:”ll‘ hnmud Mb\ P‘nfm 5!11 inthl R.'l' Meﬂh?ﬁ ML Mnuwfnpl«- Bastion 3 of this feem.

2o U

Baeamumandalion Kit

Recommendations S=nl
fiz ssaigas £y sata

Leese |

Figure 5-7. DA Form 5434 Notification

(3) The next step is to input the necessary information into the DA Form 5434,
section 3. The sponsor will enter the ACT portal under the sponsorship tab and click on
the name of the individual they have been appointed to sponsor (see figure 5-8).
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down to section 3 an

Figure 5-8. Inbound Soldier

DA Form 5434 is displayed. The sponsor can then scroll
d complete fields a through e (see figure 5-9), and scroll to

the bottom of the page and click “save.”

[ GAINING UNITIACTIVITY INFORMATION:

If addﬁo.’iéfjsp;c; a's necessary, Eése ana&ﬂ?our Ea&t};:lenratm lo the

. Gaining UnitiActivity:

@ Ut ISCSuperisor

Phone number.

i - Uni COR'Supenfsor.
>§ Phone numger. Email address:
£maﬂ address: 2. TASP UnitCoosdinator
SFC COMWAY , CHARLIE
¢. Unit sponsor Phene numier.
Phone number, Email address:
Email adgress; I Dale ofinibal contact
" _F__eb ZQH

* Figure 5-9. DA Form 5434, Section 3

(5) Once the sponsor has saved the data, he/she can return to the sponsor
screen and verify section 3 has been completed. The sponsor will initiate telephone or

email contact within three

days after being notified of sponsorship duties.

d. The sponsor will answer follow-up correspondence from the incoming Soldier

within 10 working days of

receipt of correspondence.
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2. Sponsor responsibilities upon installation arrival. Several actions occur once
the Soldier and their Families arrive to the installation. Depending on the specific
needs and how sponsorship was performed prior to arrival, the inbound individual
may require additional assistance after the initial greeting. Some of the installation
arrival tasks that should be completed include:

a. Sponsor will greet the incoming Soldier and Family upon arrival. Specifics
(arrival time/date) should be worked out between the sponsor and incoming
personnel prior to arrival. Once physical contact is established, update ACT
accordingly.

(1) Log into the ACT sponsorship portal and locate the sponsored Soldier
and click the “edit” button under the Physical Contact tab (see figure 5-10).

.

TEOLDIER | CARLCRAESOURLES | STAREH | ACTEVALUATION | CITTING STARIID

My Hoticas (3} [l Sponser View B

Cateer To e 0 DA Facen 144, i o the Kami of thy inckridal et e Fovms ol £ad & Bn Fovm Vipsar beicer A4 9t e, yos ¥ be 20 13 yiew B plommation satine] by B POZay lageitint

Ka Messagat Arpate #5405 aiteryl e foratiof 1 Settion ) Yt Y segarad M Jernsied o8 2o it et ) It 1F o b pemmmarenly fegrdafnd oy Ay Comner Tachy e e Vs Liw s o by
P FCSng v :

Tralning

N tsviagen Avnats

QA Form S M Detaily

Sponsorship

Pl B

O Form 2424 ~ Fovm Updatn -Sae1 57 15 P16 2000 by ey Corns Trasiar
4 Prem S04 - Foem Updite 2ot 28 15 Fa 2340 by Ary Caew Tauw
T Foem S0 = P Cryation et 22 13 Pyl 5000 3y Aoy Saownr Trpsie
Semtadt dnreit Jart 15 W Fas i Sy Ay Sows T

Tieend | {etena [y i

Lomgena Tezgwer Sampang

Figure 5-10. Sponsor Physical Contact
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(2) On the edit page, choose the calendar option and the corresponding date
physical contact was made with the Soldier. Once the date has been
annotated, press “submit” to save the changes (see figure 5-11).

[ sponsor View [

To vigw 2 DA Form 2434, chak on the Nama of the Individual and the form wi oad in tha Form Viewer biiom. AL thal tims, you 1l b able 19 vies 12 formatien i by ihe PCSrg Individual
2 a4 zdatonal information 1o Section 3. You are requved 1o compiate alitems in Secton 3. Inem 31wl be sutomativaly popuiated by Army Career Trazkerwhen tha Welooma Letler s resd by
1 P g Individial

DA Form 5434 Detalls
[l_mj
Liald Fspu !
lowe s TR (s ot (s e Selond St iielconi)

14 Fatusglf014
GONZALEZ JESSE  3ID4D 856 inProgresy  Complated Compialed Complated Corplated Compated

Figure 5-11. Physical Contact Date Edit

b. Sponsors of first-term Soldiers will take a more involved role in order to orient
inbound Soldiers to their new surroundings, in all aspects of Army life, and to provide
support and assistance during the transition period. This has the potential to mitigate
the risk of the likelihood or opportunity for sexual assault, misconduct and suicide
gestures/attempts during the Soldier’s first year in the unit.

c. The sponsor will familiarize the new Soldier with the local policies and discuss
unit SHARP procedures and resiliency programs to include “l am Strong” and “Not in
my Squad”.

d. The sponsor will familiarize the new Soldier and their Family to the unit or activity

and community, including an early visit to ACS. This general orientation should be in
addition to the formal orientation briefings the new arrival receives during in-processing.

e. Escort the Soldier and their Family to temporary lodging as needed, and ensure
basic needs are met (meals, pets, and emergency contact numbers).

f. Aésist with children’s school selection, school registration or Community Youth
Support Scheme registration (if applicable). '

g. Assist with locating temporary transportation (public transportation, carpool, rental
car, etc.), if needed.
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h. Provide a tour of the community. Ensure to include places relevant to the person being
sponsored (PX, gas station, medical treatment facility, gym, commissary, veterinary services,
etc.).

3. Sponsors will continue to assist new Soldiers until no longer needed by the individual
or their Family (as determined by the new arrival) or officially relieved of duties by the
unit commander.

Chapter 6 — Best Practices for Sponsorship

1. Creating policy letters that clearly states the commander’s intent and expectations, as
well as the duties and responsibilities of subordinate commanders. This holds
commanders accountable for the effectiveness of their programs as well as creates a
baseline for which to develop their own programs. Below are a few essential aspects to
include in a sponsorship policy letter:

a. Every incoming Soldier and Family member is sponsored prior to and upon ‘
arrival.

b. Brigades and Battalions designate and appoint in writing a Unit Sponsorship
Coordinator (primary and alternate).

c. Sponsors will be appointed within 5 working days from receipt of a sponsorship
request or the date the Soldier is identified as a gain to the unit.

d. Sponsors have 10 working days from designation to contact the inbound Soldier.

2. Sponsor/New Service Member link-up will occur during installation in-processing. The
importance of physical contact between the inbound and sponsor prior to unit/activity
arrival cannot be understated. Demonstrating the importance of taking time to meet a
newly arrived Soldier and their Family upon arrival to the installation represents the
command in a positive light and aids full integration into the organization.

3. A Command representative administers the survey during in-processing to assess a {
Service Member's satisfaction with their sponsorship experience. It has been observed !
that once Soldiers arrive to the unit, there are challenges with completing the ACT ‘
sponsorship portal’s sponsorship survey. Completing surveys during in-processing allows
inbound members the time to immediately highlight area of potential improvement and
helps to solve challenges early in the process. Having a command representative
administer these surveys enhances the emphasis of the sponsorship program and helps
the incoming individual successfully integrate into the unit. |
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4. G1 produces sponsorship reports containing statistics based on survey results;
sponsorship reports are compiled, analyzed and disseminated to BDE command teams
and S1s in order to ascertain the effectiveness of unit sponsorship programs. Surveys
will be non-attributional and will be used to improve programs. Those programs and
processes demonstrating exemplary performance will be shared across the installation so
that all may benefit.
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Appendix A: DA Form 5434, Sponsorship Program Counseling and Information
Sheet

SPONSORSH]P PROGRAM COUNSELJNG AND INFORMATION SHEET
Ti's fom, see AR E00-5-5; e proponent agancy Is

DATA REQUIRED BY THE PFRIVACY ACT OF 1974

AUTHORITY: Tite §, USC Eecten 301.
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u
i
=
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Emal sdcrest: |
6. FAMILY CONSIDERATIONS: ¥ 20000nsf 0908 /3 NeCesiary, padte 3T3CH yOur COCUTENtaSon o the Bam)
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Appendix B — DA Form 7274, Sponsorship Program Survey

SPONSORSHIP PROGRAM SURVEY
For us2 of this form, see AR E0J-3-; the proponent agency Is ACSIM.

UNIT ORACTIVITY

RANK/GRADE

This survey is being conductad as part of a centinuing effort to improve the sponsorship program,
INSTRUCTIONS: Chack the aporopriale dox for each question or wrile in iha Informaion requasted,

1. \Veregmoﬂ'emdaﬁmsuremefbefm of atter amval?
Yeg

[] ves, tunt gecinaa [N

2. 1 you Rad 3 8pons0r, when ola Tiat sponsor frst contadt you?

4. How Nelpful was your naw LNt of 3ciivRy ouning your FCS move?

2 90 or more gays priod bo my anmtval

3. Extremaly hepiul

T [[t. Less an €0, bt more than 30 days pace D. Very heighs

[ [|c— 30 or ess days prior ©. Moderalley haiphs
| [] 8 upon amval at the nstalation 0. Sikghty heiphs
3. How helpfls was youT sponsoy g your PCS move? € Notat all heprul

2 Do2s not apply; | did not have 3 sponscr

£. How helpful was your oid unit of acivity curlng your PCS move?

b. Extrzmaly helpil 3 Extremely hephul
. vary helphil b, very neioha

o Moderataly nelphul <. Moderatey haiphs
€. Sightly heipfu 0. Siighty heiphd

1. Not at 3t nelphi - € Notatall hephl

6. Using the scale baiow, Indcats how heipful each type of servica below was fof YOU jand your famity)? Mark a response for eash,

a, [¥d not nead the senvice
b. Service was not availabie

¢. Exramey nelpfu
d. Very nalps
&. Moderately heiphul
1. Siighty hejphu
g Notat al haiphs s . 3 : . 5 .
6T om yOur Eponect
Welcome packet
Ins3laton newcomer orentaton
Unt crentation
ACS Cuesseas crientalicn brefngs
ACS Giereeat viEo
ACS NOMAGUa! TERCalon Couseing

ACS auiomated relocaton informaton system

7. Overak, how satsified are you with the sponsorshp assisiancs you
recaived at your current lecason?

E. Ovaral, how well Is tha sponscrship program working?

3 \ery satisfed 3 Very wel
b, Satisfled b Wel

¢. Nelther salisfied nor dssatshied C. Not sur2

g Dissatsfied o Poory

& Very dissatisfled e Vesy pootty

9. \Wny Is he sponsorehip program nol working well? Mark al that apply.

a_Does nat apply; Its werking wel

b. Sponscrs are not carenuly selected

©. Spensors are pot well Informed of trained

4 5ponsors do rol (ke tha Jcb sanously

€._Commandefs do not fuly supocrt the program

| 1. Sciolers or civilan empioyess g0 not know about it

g. Other reason

DA FORM 7274, JUN 1993

ArDLCv20!
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