DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

Fort Sam Houston, Texas 78234-7625

MCCS-AB  


                         


               17 July 2003

MEMORANDUM FOR All Personnel, 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S

SUBJECT:  Sponsorship Program, Command Policy #13

1.  PURPOSE:  This policy letter provides standards for sponsoring incoming soldiers

to the 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S.  

2. SCOPE:  This policy letter applies to all personnel assigned as sponsors to incoming 

soldiers.

3. RESPONSIBILITIES:  All battalion staff personnel are responsible for assisting 

incoming personnel to ensure a smooth transition.

4. The Battalion Commander is responsible for the Command Sponsorship Program.

This program is designed to transition soldiers into the battalion as quickly and smoothly as possible.  Sponsors must be ready to provide as much information as possible to new arrivals.   Following all aspects of this program and policy letter will ensure soldiers and civilians are well prepared to begin their assignment in the 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S.  

5.  The Battalion Commander will:

a. Oversee all aspects of this program.

b. Ensure a sponsor is assigned to all incoming soldiers, be equal in rank, or higher

when possible, and have a broad knowledge of Ft Sam Houston and the Greater 

San Antonio Metropolitan Area.  

c. Write a welcome letter for all incoming soldiers.  The letter will include, at a 

minimum, a cordial greeting to the soldier and family (if applicable), a brief overview of the mission of the battalion, e-mail address and DSN phone number of the assigned sponsor, and the SITES homepage URL.  

d. Ensure sponsor has sufficient time and resources to fully support the soldier and

 his family upon arrival.  
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5.  The Command Sergeant Major is responsible for ensuring all Non-Commissioned 

Officers and Enlisted Soldiers are properly sponsored.  The Command Sergeant Major will:

a. Make a recommendation to the Battalion Commander about who should sponsor

the incoming soldier.  

      b.  Write a welcome letter for all incoming soldiers.  The letter will include, at a minimum, a cordial greeting to the soldier and family (if applicable) and a brief overview of the mission of the battalion.

c. Ensure sponsor is notified of his/her duties. 

d. Receive periodic updates on the status of the sponsorship of the soldier.

6.  The Company Commander and First Sergeant will appoint a sponsor from within the

unit for the incoming soldiers within 10 days, or sooner if required, after receiving the notification memorandum from the Battalion S1.  

7. The Sponsor will obtain a complete welcome packet from the ACS and write a

welcome letter to the incoming soldier.  Both will be mailed within 10 days or sooner if required, of being notified as the sponsor.  This letter will respond to any request for specific information from the sponsored soldier on the DA form 5434 (Request for Sponsorship).  The welcome letter will contain the following information:

      a.  Duty address and telephone number (include DSN)

b.  Home address and telephone number

c.  Address for incoming mail and inform the soldier to forward DA form 3955,

locator card to the Fort Sam Houston Post Office.

d.  The projected availability of the government and economy housing.

This information can be obtained from the Family Housing Office, DSN 471-5229 or Commercial 210-221-2341.

8. The Sponsor will:

      a.  Brief the Company Commander or First Sergeant on status of the new soldier.  Use of Sponsor Checklist is highly recommended.
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      b.  Maintain constant communication with the incoming person to determine changes in status.  Keep the command group informed.

      c.   Arrange to meet the newly assigned soldier upon their arrival at Fort Sam Houston. The sponsor will remain with the new soldier until they have provided for their immediate personal needs and comfort.

      d.  Introduce the new soldier to the Battalion Commander, Executive Officer, and

Command Sergeant Major.  Make an appointment with the Command Secretary for a meeting with the Commander and Command Sergeant Major.

9. The Battalion S-1 will: 

      a.  monitor the Sponsorship Program for the commander and report the status weekly.

      b.  Notify the commander of incoming soldiers as soon as possible, they must also ensure any paperwork provided by the soldier is quickly processed and returned to the incoming individual.  

      c.  Create a personnel file and maintain a copy of the Battalion Commander’s,

Command Sergeant Major’s, and sponsor’s welcome letter. 

      d.  Schedule the incoming soldiers inprocessing appointment with building 367. 

10. Additional Information:  SITES WEB Link.  This URL will provide interesting

information about living in San Antonio. It has links to several web sites and is invaluable to incoming personnel.  The sponsor will encourage the incoming person to use this site whenever possible.  http://www.dmdc.osd.mil/sites/owa/ShowPage?p=INDEX&p_SID=BZXFJSOFVOLH






JOHN M. COLLINS







LTC, MS







Commanding 
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This is the Sponsorship Checklist.  Sponsors must complete this checklist prior to the arrival of incoming personnel. The Sponsor must also update the commander every two weeks on the status of each event.

PRIOR TO ARRIVAL

A.___ Letter from Commander sent.

B.___ Letter from Command Sergeant Major sent.

C._  _ Sponsor Letter and welcome packet sent.

D.  __Telephone contact with incoming person.

E.___ E-mail Contact with incoming person.

F.___ Reservations made at Fort Sam Houston Lodging, or off-post.

G.___Notified of date and time of arrival.

UPON ARRIVAL

A.___  Ensure incoming soldier is properly processed.

B.____Ensure incoming soldier receives chain of command briefings.

C.____Ensure incoming soldier is scheduled for newcomer’s briefings

D.___Ensure incoming soldier is scheduled for CTC/SCTC.
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MEMORANDUM FOR Staff Sergeant Sponsor

SUBJECT:  Sponsorship

1.  You have been appointed as a sponsor for (Rank/Name)________________________.

The soldier is projected to arrive to the 187th Medical Battalion in (month/year)__________.  He/she is tentatively projected for assignment to the unit.

2.  To acquaint you with your responsibilities, a copy of the sponsorship SOP is enclosed; become familiar with them.

3.  Questions pertaining to the Sponsorship Program should be addressed to the PAC.

FOR THE COMMANDER:

                                            


I.M. ADJUTANT







1LT, MS







Adjutant

(SAMPLE SPONSOR APPOINTMENT MEMO)

DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

         REPLY TO                                  Fort Sam Houston, Texas 78234-7625

         ATTENTION OF

    



            July 17, 2003

Commander, 187th Medical Battalion

Captain Will I. Train

2031 Anystreet USA

Anywhere, Tx 12345

Dear Captain Train:

     Congratulations on your assignment to the 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S.  Please accept our warmest and most sincere welcome to our dynamic battalion.  We are excited to have you join us in accomplishing our mission to train the world’s best medical soldiers.  Your talents and enthusiasm will be put to good use during your tenure with the soldiers in your company.

    Please feel free to contact your sponsor, (Sponsor’s name) at (Sponsor’s telephone number).  Additionally, if you need any help coordinating your transition to our battalion, please feel free to contact the Battalion Executive Officer as well, at 210-221-1677 during duty hours.

    We ask that you acknowledge receipt of this letter and maintain contact with your sponsor while planning your move.  Should you desire to look up information on the community, the SITES home page has lots to offer.  Their URL is http://www.dmdc.osd.mil/sites/owa/Installation.prc_Home?p_SID=&p_DB=P.  The command will do everything possible to assist you in your move.  Give us your questions and identify your needs.  

    Once again, welcome.  I expect great things from you as the (Position Title).  I will ensure you are provided an environment to excel.  We look forward to your arrival.







JOHN M. COLLINS







LTC, MS







Commanding

(SAMPLE LETTER FOR INCOMING OFFICERS)
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DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

          REPLY TO                      Fort Sam Houston, Texas 78234-7625

          ATTENTION OF

    



            July 17, 2003

Office of the Command Sergeant Major

Sergeant First Class John B. Free

2031 Anystreet USA

Anywhere, Tx 12345

Dear Sergeant First Class Free:

    Congratulations on your assignment to the 187th Medical Battalion, 32d Medical Brigade AMEDDC&S.  On behalf of the Battalion Commander, LTC John M. Collins, I would like to extend to you and your family a hearty welcome.  I am sure you will enjoy your tour of duty at Fort Sam Houston, which has some of the most modern facilities found in the U.S. Army today. 

    Please feel free to contact your sponsor, (Sponsor’s name) at (Sponsor’s telephone number). Additionally, if you need any help coordinating your transition to our battalion, please feel free to contact the Battalion S1.  

    We ask that you acknowledge receipt of this letter and maintain contact with your sponsor while planning your move.  Should you desire to look up information on the community, the SITES home page has lots to offer.  Their URL is http://www.dmdc.osd.mil/sites/owa/Installation.prc_Home?p_SID=&p_DB=P.  The command will do everything possible to assist you in your move.  Give us your questions and identify your needs.  

    Once again, welcome.  I expect great things from you as a strong member of the 187th Medical Battalion team.  I will ensure you are provided an environment to excel.  We look forward to your arrival.

            




JACKIE  McFADDEN







CSM, USA







Command Sergeant Major

(SAMPLE CSM LETTER)
DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

   REPLY TO                             Fort Sam Houston, Texas 78234-7625

      ATTENTION OF
July 17, 2003

Commander, 187th Medical Battalion

SSG John Doe 

504th FSB

Fort Bragg, North Carolina 12345

Dear Drill Sergeant John Doe:

    Congratulations on your assignment to the Drill Sergeant Program and welcome to the 187th Medical Battalion, Fort Sam Houston, Texas.  It is a pleasure to welcome you to such a unique training battalion.

    You are facing the most challenging and rewarding tour of your career.  This Drill Sergeant Guide was designed to help answer many questions associated with your assignment as a drill sergeant and will serve as a source of reference while you fulfill this position.

    As a noncommissioned officer, you are the backbone of the Army, you set the standards for the Army Values.  The Army standards of excellence begins with the Drill sergeant.

    Again welcome to the 187th Medical Battalion and congratulations on your highly motivated assignment.

“TRAIN TO SAVE”

JOHN M. COLLINS

LTC, MS

Commanding

(SAMPLE LETTER TO INCOMING DRILL SERGEANTS)

DEPARTMENT OF THE ARMY

Headquarters, 187th Medical Battalion, 32d Medical Brigade

U.S. Army Medical Department Center and School

   REPLY TO                              Fort Sam Houston, Texas 78234-7625

   ATTENTION OF

July 17, 2003

Name

Address (incoming soldier)

 Dear __________________:   

     Welcome to 187th Medical Battalion, 32d Medical Brigade, AMEDDC&S.  You will be assigned to ____________________.  I have been assigned as your sponsor to provide you any assistance needed and to make sure you have a smooth transition.   Let me know specifically what information or help you need.  My goal is to make this the best PCS of your career.  

     A welcome packet is enclosed with more information about the installation and the community.  In addition, you can find out much more information about Fort Sam Houston online at the below websites.

http://www.cs.amedd.army.mil/banner.aspx?link=/Default.aspx http://www.dmdc.osd.mil/sites/owa/Installation.prc_Home?p_SID=&p_DB=P.  

    Please let me know what your specific questions are concerning spouse job opportunities, schools, housing, etc.  As your sponsor I will be happy to assist you in any way to make your move as pleasant as possible.  I look forward to meeting you on your arrival and having you as a part of our team.  Have a safe trip and enjoy your PCS leave.  If there are any questions or concerns you may contact me at the following:

    Work:  DSN 471-XXXX, Comm (210) 221-XXXX, email:  xxxx@AMEDD.army.mil

Home:  (210) xxx-xxxx

                                                                                    Sincerely,

                                                                                    Sponsors Sig Block
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