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Tab 1:  CIP Checklist

Sponsorship Program Checklist

Proponent Agency is ACofS, G-1.

UNIT INSPECTED:  ________________________

DATE:  _________________

UNIT REPRESENTATIVE:  __________________
PHONE:  ________________

EVALUATOR:  ____________________________
  
PHONE:  ________________

Rating Criteria:  (Major Areas:  Items identified by the asterisk (*) on this checklist are considered critical during this evaluation.)

    o GREEN:  Strong/Solid program in place.  Little or no deficiencies.  

    o AMBER:  Program in place with only minor deficiencies.

    o RED:  Program in place with major deficiencies or reoccurring findings.

    o BLACK:  No program in place.

	Sponsorship Program Checklist
	Yes
	No
	N/A

	TASK:  Review Unit Sponsorship Program
CONDITIONS:  Given the mission to establish and maintain the Command’s Sponsorship Program.  

STANDARDS:  IAW the following references:

 1.  AR 600-8-8, Total Army Sponsorship Program

 2.  AR 600-8, Military Personnel Management

 3.  AR 600-8-11, Reassignment

 4.  AR 600-8-101, Personnel Processing (In/Out)

5.  Eighth Army Policy Letter #24 (Sponsorship Program)

 6.  19th TSC, Policy Letter #8 (Sponsorship Program) 
	
	
	

	Unit Level (AR 600-8-8)
	
	
	

	*1.  Has the unit commander or designated representative established a sponsorship and orientation program? (AR 600-8-8, Para 1-4)
	
	
	

	*2.  Is the unit commander or designated representative conducting sponsorship training? (AR 600-8-8, Para 2-3)
	
	
	

	*3.  Has the unit commander or designated representative appointed sponsors for officer/enlisted personnel of equal or higher grade, after receipt of assignment notification to unit? (AR 600-8-8, Para 2-8)
	
	
	

	4.  Do appointed sponsors have a minimum of 60 days to DEROS upon the arrival of the sponsored individual? (AR 600-8-8, Para 2-8)
	
	
	

	5.  Does the unit commander or designated representative ensure that the sponsor forwards a welcome letter and welcome packet within 2 weeks of assignment notification to unit? (AR 600-8-8, Para 2-11)
	
	
	

	*6.  Does the unit commander or his designated representative maintain sponsorship files with all incoming and outgoing correspondence? (19th TSC Policy Letter #8)
	
	
	

	7.  Has the unit commander or designated representative ensured that responses to known follow-up letters from the individual soldier being sponsored are dispatched within 

10-calendar day's receipt?  (19th TSC Policy Letter #8)
	
	
	

	8.  Has the unit commander or designated representative established procedures to ensure a unit orientation is provided to all newly arrived personnel within one week of soldiers’ arrival? (19th TSC Policy Letter #8)
	
	
	

	9.  Does the unit commander or designated representative ensure that the follow-up sponsorship questionnaires are completed and returned to 8th PERSCOM? (Eighth Army Policy Letter #24)
	
	
	

	Remarks:

	

	

	


Tab 2 :  19th TSC Policy Letter #8
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Tab 3

Correspondence from 19th TSC G1
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Tab 4

About SMS 

Unit Sample Sponsorship Matrix

(https://sms.korea.army.mil/main_ako.html)
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Tab 5

Sample Sponsorship SOP &

19th TSC SOP
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19th TSC SOP

Standing Operating Procedures

1.  Purpose.  To provide unit S1’s useful information/guidance to assist in developing their own sponsorship program. 

2.  Scope.  The sponsorship program is a vital aspect of maintaining a positive command climate. Commander’s are charged with the difficult task of maintaining a fluid sponsorship program where all soldiers (and families) are proficiently sponsored into the unit and are in the right spirit prior to beginning a new job. If soldiers are not properly sponsored, they will have a tendency to unnecessarily begin their tours with negative perceptions about the command.  Since it is every soldier’s duty to become a trained sponsor, commanders should actively tailor their sponsorship programs to actively promote full regulatory compliance with all sponsorship requirements.  When commanders promote and sustain the sponsorship program IAW 600-8-8, they discover the payoff proves immeasurable. 

3.  Responsibility:  Sponsorship Managers at the Brigade, BN and Company level:

a. The unit commander will appoint (in writing) a sponsorship manager upon assuming command.  

b. Sponsorship managers will do the following:  

1. Oversee the proper filing of all sponsor files

2.  Keep record of all SMS certificates, in processing surveys, out-processing surveys, welcome letters and Unit training rosters (by name and by date).

3.  Sponsorship managers will coordinate with unit S1s/PAC to ascertain the most accurate data on incoming and outgoing personnel.  See AR 600-8-8 for additional details concerning out processing procedures. 

4.   To seal ones understanding of who a sponsorship manager should coordinate with to obtain verifiable information to validate sponsorship statistics, refer to:

a. Coordinate with the unit S1 or PAC to

retrieve copies of welcome letters sent to officers and senior NCO’s.  File welcome letters hardcopy or via email.  Remember, you must establish a traceable record to validate the statistics you submit for QTB.  A verifiable record will also assist with the annual CIP program. 




b.  Coordinate directly with the unit PAC to generate the appropriate query to accurately assess all inbound and outbound personnel.  Assign sponsors as soon as you find out an inbound is enroute.  Also, generate the appropriate query to assess total current assigned personnel.  Throughout the quarter, you will need to have a strong feel understanding as to who is in the command and who has actually been sponsored.  The CG’s heartbeat is to know how many personnel are sponsor trained and how many newly arrived soldiers have been sponsored.

c.  Coordinate with the unit S3 to determine the methodology of collecting, and maintaining the monthly/ quarterly sponsorship requirements as you prepare for the quarterly QTB and the annual CIP.  Determine the methodology by which files will be maintained regarding SMS certificate management, survey management, and unit training management.

c.  Inbound.  Soldiers who are identified as inbounds should immediately be assigned a trained sponsor of equal rank and experience.  Managers should insure all newly arriving soldiers (enl/ofcr) are of equal rank and experience. (Trained sponsor is defined as:  SMS certified; trained by SMS certified; appointed by commander) Units must be prepared to account for soldiers arriving without a pinpoint, and must train soldiers to serve as reactionary sponsors.

d.  Sponsorship training should occur quarterly and as needed.  Managers and commanders should be aware of the different types of sponsor training IAW 600-8-8, to include reactionary training.  All forms of training must be addressed.

e.  Managers should develop their unit sponsorship programs according to the intent of their commander and the 19th TSC commander.  See the 19th TSC Sponsorship letter #8 for the CG’s intent—this will assist you as you build a program for your commander.  At a minimum have the following in your unit program:


1. Orders appointing you as the Unit Sponsorship Manager (in writing, signed by commander)


2.  Unit SOP and your commander’s sponsorship policy


3.  Personnel files on all soldiers in unit with corroborative sponsor documents


4.  Copies of orders of assigned sponsor managers at the BN and company level


5.   Copy of the 19th TSC Policy Letter #8


6.   Copy of the 19th TSC CIP checklist


7.   Copy of the 8th Army Sponsorship checklist


8.   Copy of AR 600-8-8


9.   Instructions on how to log into and affect SMS


10. Published tracking system to determine total number of trained sponsors and number of inbounds sponsored; This is a CG mandate—please develop a system at your level that works well for you.  Bottomline:  Both areas will be tracked during the quarterly QTBs and the annual CIP.


f.  As a final note, understand that the regulation still applies, even though SMS has alleviated many of the steps required in the sponsoring process.  

Tab 6  Sponsorship Regulation

AR 600-8-8

http://www.usapa.army.mil/pdffiles/r600_8_8.pdf
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