CHECKLIST FOR SPONSOR’S PERSONAL E-MAIL
Be sincere and friendly. Make recommendations and keep a positive tone. Put yourself in their place and provide the information you would need.

Don’t overdose on writing the e-mail; tailor it to what the newcomer needs to know.

Use personal tone; write as if you were sending an e-mail to a friend.

The e-mail should include, but is not limited to the following:

· Congratulate the newcomer on their assignment to you installation. Mention that you have been appointed as their sponsor and point of contact until they have in-processed and settled in.

· Include your duty and home telephone numbers as well email and fax numbers if available. Your current resident mailing address should also be included.

· Tell the newcomer a little about yourself and if you are married, give spouse’s name. Give names and ages of any children you have living with you.

· Ask for any information required on the Newcomer Needs Assessment Checklist that was not obtained during your initial contact.

· Encourage newcomer to call and /or e-mail you.

· Suggest the newcomer go to the local Army Community Service Center and ask for information about the new installation. Suggest attending a pre-departure class if one is offered at losing installation.

· Ask newcomer if there are any questions or special concerns that need your assistance. Offer to send additional information. Make sure you follow-up with request.

· Talk with the newcomer about economy housing, availability, cost, size, and resources that are available to them when they arrive at the new duty location.  Explain how LQA is paid and what it covers. 

· Tell newcomer about in-processing procedures.

· Ask newcomer to keep you informed of any change of plans. Provide your duty (DSN) and home (including area code) phone numbers and your mailing address so that the newcomer may easily contact you.
