	Name (Last, First, Middle)
 
	Grade
	Date of Discussion

	Organization
 
	Name and Title of Supervisor

	Purpose: To discuss duties and responsibilities of being a sponsor and to ensure civilian employees are adequately sponsored.

	Key Points of Discussion:
● Name and grade of civilian you are sponsoring is __________________________________________.
● You never get a second chance to make a good first impression.
● You need to develop and maintain a positive attitude.
● You should do the best job you can in making the newcomer's transition into the organization and community as smooth as possible.
● If the newcomer is unaccompanied, you need to provide him or her just as much information and help as you would provide an accompanied individual. 

	Plan of Action: (Outlines actions that the sponsor will take to reach the agreed-on goals.) The following are minimum duties and responsibilities you are expected to perform as a sponsor:
● Follow the instructions in AE Regulation 600-8-8, section III, and USAREUR Pamphlet 600-8-8.
● Try to make initial contact with the newcomer within 72 hours by telephone or e-mail if contact information is provided. Use of Government resources for this purpose is authorized.
● Write and mail a sponsorship letter within 5 workdays. Provide a copy to the supervisor in your organization.
● Attend sponsorship training at the local ACS office.
● Continue to keep in contact with the newcomer. Answer questions and provide information.
● Make arrangements to meet the newcomer, and let the newcomer know who will meet him or her and where the meeting will take place.
● Greet the newcomer on arrival. Make arrangements for temporary billeting for the newcomer and his or her family.
● Take care of the newcomer's immediate needs (such as money exchange, food, personal necessities, and emergency contact numbers).
● Provide assistance in locating a newcomers-orientation packet, which will include a guide to conversational language for the host country.
● Make arrangements for the first meal. You should ensure they know where they can eat and how to get there.
● Assist the newcomer during in-processing. All assistance within reason should be provided.
● Familiarize the newcomer with the local community (for example, post exchange, commissary, hospital, dental clinic, education center, schools).
● Assist the newcomer with transportation related to in-processing. This may mean providing transportation yourself or using community or local public transportation.
● Assist the newcomer in obtaining car insurance.
● Assist the newcomer in getting his or her POV when it arrives.
● Make arrangements for someone else to assist the newcomer if you are unavailable.
● Return to your supervisor, report successful accomplishment of sponsorship, and receive feedback on your performance as a sponsor.

	Closing the Session (verification of face-to-face discussion between the supervisor and sponsor about responsibilities and goals for civilian sponsorship program):
Remarks:
Signature of Sponsor: ____________________________________________ Date_________________
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Supervisor Responsibilities (responsibilities in implementing the plan of action):
● Provide the necessary resources to accomplish the above plan of action.
● Provide adequate time for the sponsor to accomplish sponsorship duties.
Signature of Supervisor: ____________________________________________ Date_________________ 

	Assessment: (Did the plan of action achieve the desired results? This section will be completed by the supervisor and the sponsor counseled. This section provides useful information for follow-up counseling.)
Supervisor:____________________________ Sponsor: _________________________ Date:_________
NOTE: Both the supervisor and the sponsor should keep a record of the counseling. This document will be kept for 1 year and will be subject to inspection during command inspection program inspections. This document is for civilian sponsors and is used in place of DA Form 4856.


