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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  Standard Operating Procedures (SPONSORSHIP)

1. SCOPE & DEFINITION. 

a. SCOPE. Effective sponsorship is a critical program to enhance unit retention in the Army Reserve.  Every Soldier (TPU and AGR) civilian employee and contracted employee assigned to the command is assigned a sponsor by the Army Reserve Career Counselor (ARCC) or Command Career Counselor (CCC) or appropriate civilian leader. The ARCC / CCC is the unit sponsorship coordinator and is responsible for the execution of unit sponsorship.

b. DEFINITION. The Unit Sponsorship Program ensures that newly assigned personnel are quickly and efficiently integrated into a unit to contribute to the readiness of the unit.  The program gives a new Soldier or civilian employee the first impression of the morale and organization of the unit.

c. This SOP applies to all personnel assigned to the 84th Training Command (84th TNG CMD), and its subordinate units. 

2. PURPOSE. 
a. To provide guidance and procedures on how to sponsor TPU Soldiers, AGR Soldiers, civilian employees and contracted employees within the 84TH TNG CMD.

b. To insure all Commanders, Commandants, Sergeants Major, First Sergeants, Duty Appointed Retention NCOs (DARNs) and civilian leaders understand the procedures for sponsoring new personnel.

3. STANDARDS.    
a. Sponsorship of all newly assigned TPU Soldiers, AGR Soldiers, civilian employees and contract employees IAW AR 600-8-8 and USARC Regulation 140-6.

b. USAR Form 62-R, (Sponsor’s Guide & In-Processing Checklist) is used to ensure execution of all in-processing of new TPU Soldiers. The Unit Administrator (UA) or records clerk will file the completed checklist in the unit’s Army Records Information Management System (ARIMS) and retain for one year.

c. The Civilian Personnel Advisory Center (CPAC) identifies the point of contact (POC) for In-Processing; however upon notification that a new civilian person is hired, commanders ensure that the senior civilian in the section assigns a sponsor.  Sponsorship for civilians mirrors the procedures for an AGR Soldier.

d. Sponsorship of contracted employees will mirror AGR Soldiers and civilian employees.
4. REFERENCES.
a. USAR Regulation 140-6, US Army Reserve Retention and Transition (RT) Program, 
1 MAR 06
b. AR 600-8-8, The Total Army Sponsorship Program, 21 OCT 04  
c.  84TH TNG CMD In and Out Processing SOP, 28 July 2005 (Draft)

5. FORMS.
a. USARC Form 62-R,  Sponsor’s Guide and In-Processing Checklist, 1 MAY 00 (Enclosure #1)
b. USARC Form 62-1-R,  Unit Sponsor List, 1 OCT 99 (Enclosure #2)
c. USARC Form 62-2-R, New Soldier Sponsorship Log, 1 OCT 99 (Enclosure #3)
d. USARC Poster 6-R, USARC Retention Action Chart, 1 MAY 03 (Enclosure #4)
e. USARC Form 83-R, Army Reserve Career Plan, 1 MAY 00 (Enclosure #5)
f. USAR Form 130-R, Reenlistment Eligibility Worksheet, 1 JUL 03 (Enclosure #6)
g. DA Form 5123-R, In & Out Processing Records Checklist, June 2003 (Enclosure #7)
h. DA Form 5123, In & Out Processing Records Checklist, June 2003 (Enclosure #8)
6. RESPONSIBILITES.
a. Unit Commander/Commandant will:

(1) Ensure that the Unit Sponsorship Program is functional.

(2) Discuss unit sponsorship with both the supporting ARCC and the 84TH TNG CMD  CCC at battle assemblies and off duty as necessary.

(3) Provide personnel and administrative support as necessary to support the sponsorship program.

(4) Welcome new Soldiers to the unit during the first battle assembly by conducting an initial interview and introducing them in formation.

b. Sergeant Major / First Sergeant (1SG) and/or Senior NCO will:

(1) Select Soldiers to serve as sponsors who represent the unit in a positive manner, are familiar with the unit and demonstrate high standards in personal appearance and military bearing.

(2) Conduct a personal interview with each new Soldier during first scheduled battle assembly.

(3)  Review and explain Army Reserve service obligations in DA Form 3540 (Certificate and Acknowledgement of US Army Reserve Service requirements and Methods of Fulfillment)(Enlisted only).

(4) Ensure battle assembly and AT schedules are provided to the Soldier, in addition to attendance requirements.

(5) Ensure that non-qualified Soldiers are scheduled for training either through the unit or  the Trainees, Transients, Holdees, Students (TTHS) account.

c. ARCC / CCC. The ARCC / CCC has the primary responsibility for execution of unit sponsorship and accomplishes the following:

(1) Coordinate sponsorship of new Individuals before the first battle assembly; ensure timely contact and follow-up to make sure each individual feels welcome.

(2) Within one day select a sponsor from the sponsor list provided by the 1SG.

(3) Prepare and mail a welcome letter to the new individual within three (3) days after receipt of notification identifying new individual for assignment/attachment that includes the following: strip map to the unit, battle assembly and annual training (AT) schedules and a list of key unit personnel with telephone numbers.

(4) Provide a copy of the welcome letter and a copy of the Reservation Processing Applicant Information Sheet (a REQUEST generated data sheet) to the sponsor and to the Unit Administrator to be filed in the new Soldier’s MPRJ..

(5) Provide a welcome packet at the beginning of the Individual’s first battle assembly or first visit to the unit.  Include copies of the unit SOPs, policy memorandums, unit history, patches, crests, etc.

(6) Provide the Unit Family Readiness Liaison Officer with information about the arrival of the new Individual and any known family members.

(7) Give the USAR Form 130-R to the commander before the commander’s interview with the new Individual(s). 

(8) Begin the in-processing of new Individuals during the week before first battle assembly, if possible.

(9) Sponsor FTS Personnel.  In addition to the welcome letter, provide them with housing information, if necessary.  If no other FTS personnel are assigned or available at the unit to act as the person’s sponsor, the next higher headquarters will provide a FTS sponsor.

(10) Notify the First Line Leader (FLL) of the newly assigned individual.

(11) Notify the designated sponsor of the newly assigned individual.  

(12) Train all unit leaders on responsibilities of and the importance of effective unit sponsorship.  

(13) Train sponsors selected by the 1SG and maintain a list of trained sponsors.

(14) Assign a trained sponsor to every newly assigned Soldier.

(15) Ensure USAR 62-R (Sponsor’s Guide & In-Processing Checklist) is completed within 60 days from initial battle assembly and provide copy to UA and 1SG.

(16) Maintain USAR Form 62-1-R (Unit Sponsor List).

(17) Maintain USAR Form 62-2-R (New Soldier Sponsorship Log).

(18)  Ensure initial counseling requirements are completed IAW USAR Poster 6-R (USAR Retention “Action Chart”) and documented on DA Form 4856.

(19) Brief Soldiers in the Trainees, Transients, Holdees, Students (TTHS) account of their responsibilities. 

(20) Inform unit leaders on the status of their sponsorship program.

(21) Correspond with Initial Active Duty for Training (IADT) Soldiers upon their completion of MOS training NLT 30 days after Release from Active Duty (REFRAD).

(22) Identify all newly assigned TPU personnel using Retention Management Software (RMS)

(23) Verify recruiter initials USAR Form 62-R when they escort new Soldiers to the unit.

d. First Line Leader (FLL) will:

(1) Contact the new individual prior to first battle assembly.

(2) Provide and explain the job description and answer questions for the new individual.

(3) Ensure sponsors complete all sponsorship tasks.

(4) Complete the initial interview during the individual’s first battle assembly.

(5) Assist the individual in developing a career plan using life cycle management counseling.

(6) Conduct a FLL interview as identified on the USAR Poster 6-R.

e. 84TH TNG CMD G-1. The G-1 will provide the CCC / ARCC the AGR pending gains and civilian employee pending gains to the Command. In addition, the G-1 will provide the CCC / ARCC all the support necessary to fully sponsor newly assigned personnel.

f. HRNCO. The HRNCO will provide the CCC / ARCC the AGR pending gains to the Command. In addition, the HRNCO will provide the CCC / ARCC all the support necessary to fully sponsor newly assigned personnel.

g. Unit Administrator (UA). The UA will provide the CCC / ARCC the TPU pending gains to the Command. In addition, UA will provide the CCC / ARCC all the support necessary to fully sponsor newly assigned personnel.

h. Sponsor.  Ideally, the sponsor will be an individual in the same section or squad and of the same grade as the newly assigned person.  The sponsor will:

(1) Contact the new individual before first battle assembly.

(2) Ensure the new individual completes in-processing, using USAR Form 62-R.

(3) Schedule mandatory interviews with the Commander and/or First Sergeant and ARCC / CCC.  
7. PROCEDURES:
       a.. Once an individual has been identified to be assigned to this command by the G-1, HRNCO or UA the following procedures will take place.

(1) The CCC / ARCC for each command, will assign a Sponsor to the new individual within one working day.

(2) The CCC / ARCC or the DARN, for each command, will send a Welcome Letter and Welcome Packet to the new individual within 3 working days. 

(3)  The CCC / ARCC for each command, will notify the Sponsor and the FLL about the newly assigned individual. 

(4)  The Sponsor and FLL will contact the newly assigned individual prior to their report date to the command. 

b. Once the individual reports to the command the following procedures will take place.

(1) Sponsor will ensure new individual receives In-Processing Checklist and initiates In-Processing procedures IAW the 84TH TNG CMD In-Processing and Out-Processing SOP.

(2) FLL will conduct initial counseling with new individual and assist the Sponsor with In-Processing the new individual.

(3) The CCC / ARCC or the DARN will contact Family Readiness with information about the new individual and any known family members.

(4)  The CCC / ARCC or the DARN will counsel the new individual within 60 days.

(5) The CCC / ARCC or the DARN will ensure the USARC 62-R is completed within 60 days and a copy is provided to the UA or HRNCO.

(6) The Sergeant Major, First Sergeant or Senior NCO will counsel the new individual within 60 days using the DA Form 4856 generated in the Retention Management System (RMS) program.

(7)  The Commander, Commandant or Directorate will counsel the new individual within 60 days using the DA Form 4856 generated in the Retention Management System (RMS) program.
(8) The CCC / ARCC or the DARN will annotate the USARC Form 62-2-R that In-Processing is completed. 
8. TRAINING:  

(1) Sponsorship Training will be conducted twice a year by the CCC / ARCC or the DARN for each command.

(2) The CCC / ARCC or the DARN for each command will ensure the Sponsors are fully trained to perform their duties and ensure all new personnel are efficiently sponsored into their new command.
9. POINT OF CONTACT for this action is SFC Name, (502) NUM-BERS, FAX (502) NUM-BERS, or email email@usar.army.mil. 

FOR THE COMMANDER:
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Chief Executive Officer
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Cdr, 104th DIV (IT)
Cdr, 70th DIV (FT)
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