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1.0 Introduction

1.1 Background

The DoD eSponsorship Application & Training (eSAT) program was created to answer the many
challenges presented by the sponsorship program which were reported by commanders, units, relocation
assistance managers, sponsors, and newcomers. These populations make up the sponsorship stakeholder
community. This application includes the stakeholder ideas about training good sponsors and provides
the necessary tools and resources to operate a good sponsorship program. The eSAT application provides
an online training module and downloadable tools for use in the sponsorship process. eSAT was
developed as a joint effort by the Office of the Secretary of Defense, Military Community & Family
Policy and the Military Services.

1.2 eSAT Process Overview

Effective sponsorship should be available to every newcomer, be recognized as an important unit-level
duty, and help service and family members settle into the unit and community quickly. eSAT promotes
effective sponsorship in three easy steps.

Step 1 — Sponsor Registration and Training. eSAT registers every sponsor and presents a standardized
training module that each first-time sponsor must complete before the sponsor begins the sponsorship
process. Upon completion, the newly trained sponsor has access to a downloadable “Sponsorship Duties
Checklist”, and an official “Training Certificate” which can be saved and printed for official records.

Step 2 — Sponsor’s Sample Letter and Tools. eSAT provides the sponsor with sample letters and tools
for use in the sponsorship process. These include: needs assessments, congratulations on your new
assignment email, and various template Service-specific welcome letters. There are two types of needs
assessments, one to be used over the phone and one which is a fillable form to attach to an email. The
welcome letters vary by Service, family type, and destination. There is a special needs welcome letter as
well.

Step 3 — Reporting. Throughout the eSAT process, sponsorship metrics are gathered and are available to
relocation assistance managers and installation unit leaders. These metrics allow the relocation assistance
managers and units to track the number of sponsors trained and the training feedback.

Page 1



eSponsorship Application & Training (eSAT) User’s Guide | Version 3.3 —August, 2011
2.0 Sponsor Log in and Registration

Once an individual is selected for sponsorship duty, the first step in the eSAT process is for the sponsor to
log into the eSAT application and complete the registration.

The sponsor will be using a CAC enabled terminal, and after inserting the CAC card in the reader, the
sponsor may log into eSAT at http://apps.mhf.dod.mil/ESAT.

—

eSponsorship Application & Training

7N Training Sponsors to Assist Relocating Service Members and Their Families
- [

DoD Notice and Consent

9 1 donot agree. I have read and understood the statement and 1 agree to comply with all applicable
i ing use of the i ion from this web site.

Proceed 0 Appicaion | . <
e, PRHISARHB
“

OUR WEBSITES RESQURCES LEGAL AND SECURITY CONNECT WITH US ON:

[T 1€ Bd
= A

Once the consent statement is selected, the sponsor can “Proceed to Application.” The first page will be
the “Welcome” page.
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| Y

eSE(-)—nsorship Application & Training
£ -0-0-0-8-———

Without going any further the sponsor can access the “Sponsorship Duties Checklist.” From this page,
the sponsor also has access to a number of general useful links that will contribute to the success of the
sponsorship process. The user selects "Continue” to use the eSAT program.
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The application automatically detects if the sponsor has or has not previously registered in eSAT. If the
user is not registered, the sponsor must complete the “Sponsor Registration” page. This is a simple page
with dropdown menus for “Branch/Service, Rank/Rate/GS Grade, Installation and Unit.” Please
carefully review the installation and unit lists, if the installation or unit are not included, select the link for
“Installation or Unit Suggestion.” This brings up an email form which will be responded to within four
working days, if not sooner.

‘Sponsorship Application & Training

* First Name

* Last Name

* Branch/Service Nawvy
* Rank/Rate/GS Grade

Camp Lepune

* Installation

* Emall Address

* work Phone
DSN Phoae

Create/Update Registration | Certficate  Annual Traming Centficate Renewal  Tools _ %

OUR WEBSITES RESOURCES LEGAL AND SECURITY CONMECT WITH US ON:

Tip: Each time a sponsor returns to the system, the system prompts the user to update and save the
contact information stored on the “Sponsor Registration” page. If a user is switching a unit on the same
installation, the user must reselect “Service, Rank and Installation” before the entire unit list will
appear for the new selection. If the unit list does not reappear, select another installation, then go back to
your installation and the unit list will appear. The next step is to select “Create/Update Registration.”

Once the sponsor registration is completed or updated, the user selects “Create/Update Registration” at
the bottom of the page. eSAT confirms that the registration information has been saved. First time users
are then given the opportunity to “Continue to Sponsor Training.”

On this page, the annual training certificate can be renewed without taking the training again. When a
sponsor selects “Annual Training Certificate Renewal” the sponsor is taken to the “Certificate” page.
On the certificate page the sponsor can download and print the new certificate with the new training date.
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Tip: Returning sponsors must select the renewal button within 375 days of the initial training. If a
sponsor does not return within that time period, the sponsor is considered new and will need to take the
training in order to receive a new training certificate.
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3.0 Sponsor Training

First-time users of eSAT are required to complete the “Sponsor Training” module. The eSAT training
module is a self-paced, self-correcting training function that consists of 15 questions and takes about 20
minutes to complete. On each page, the new sponsor is provided with important information about the
sponsorship program. Most pages will contain at the bottom a question about the content and is given a
set of possible answers from which to choose by the user.

eSponsorship Application & Training

- B Training Sponsors to Assist Relocating Service Members and Their Families
—Q"" = -
k%—@-@ O-=

OUR WEBSITES RESOURCES LEGAL AND SECURITY CONNECT WITH US ON:

[ fIER

The new user selects an answer and then selects “Continue” to go to the next page.
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eSponsorship Application & Training

@ Training Sponsors to Assist Relocating Service Members and Their Families
o, -G- -
.- L .‘\ !

Sy I g
Spomsorstap Duties Checklst
Contnue » g Useful Links
_ §
RN —— »eazary OneSource
=
Mare s -
OUR WEBSITES RESOURCES LEGAL AND SECURITY

CONNECT WITH US ON:

[T IC B

If the user selects the right answer, the user is able to “Continue” on to the next question.
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eSponsorship Application & Training

o Training Sponsors to Assist Relocating Service Members and Their Families
o =0-Q-6-0-%
‘il

Spoasorship Duties Checklist

Useful Links

OUR WEBSITES RESOURCES LEGAL AND SECURITY CONNECT WITH US ON:

(T IC B

If a user selects an incorrect answer, the correct information is reinforced and then the user may
“Continue” with the training.
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At the end of the training, there is a short “Feedback Questionnaire.” This has to be completed before
the user can proceed to the “Congratulations” page.

eSponsorship Application & Training

. ) B Training Sponsors to Assist Relocating Service Members and Their Families
s = d@)— = !
&

» Sponsor Training Feedback

Sponsor Training Feedback for

Sponsorship Duties Checklist

he sponsor training. Before you continue to the d

this training to you as you fulfill your future sponsc

able certificate,

Useful Links
Miitary OneSource
Excelent © Good O Neutral © Far © poor Flan My Move
MitaryINSTALLATIONS
Comments are also appreciated.

Miitary Youth on the Move

Defense Travel Management
Office /Per Diem

Housing Referral

MOVE.MIL

TRICARE Beneficlary Web
Enroliment

Army OneSource

0 of 4000

LS. Air Force Services

Fleet and Family Support Center
Continve » | . <(EE—
.

Marine Corps Commurnity
% Senvices

Defense Logstics Agency

OUR WEBSITES RESOURCES LEGAL AND SECURITY CONNECT WITH US ON:

RAL4 o
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When the new sponsor has completed the eSAT training module, the new sponsor will see the

“Congratulations” page and be able to download a copy of the “Sponsorship Duties Checklist” and
obtain the “Certificate of Completion.”

—

es;)hsorship Application & Training
EY% 0-6-0-8-——-

After downloading the “Certificate of Completion”, the newly trained sponsor may close eSAT at this
point. If the sponsor has a newcomer assigned, then the sponsor should continue on to the sample tools

and correspondence provided in eSAT. Select “Continue” and use the “Sample Letters and Tools”
provided by eSAT for the sponsorship process.
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The “Tools” page has many documents for use by the sponsor. These documents are downloadable for
use by the sponsor in communicating with the newcomer. Examples of the documents can be found in
the Appendix. The documents include:

e An initial email message. A good idea is to copy and paste the initial email message directly
into the first email from sponsor to newcomer. The message has places to be filled-in by the
sponsor. The sponsor should always personalize all communications, as well.

e A needs assessment questionnaire. The first needs assessment is a checklist that a sponsor
might use when talking to the newcomer. This is only a guide for questions that the sponsor may
want to ask the newcomer. The questionnaire addresses important information in the process.

e A fillable form needs assessment. The second needs assessment is a Word document that can
be attached to an email such as the initial email message. When using the fillable form remember
to inform the newcomer that the document should be saved to a computer, edited and returned via
email.

e Sample welcome letters. The welcome letters are drafts that can be copied and pasted onto unit
stationary or into the body of an email. These samples are Service-specific and address single
service members as well as families with children. There is also a special needs welcome letter
and one for dual military families.

MilitaryHOMEFRONT | Feedback/Help | FAQs | Administration

e
eSponsorship Application & Training

v*‘ P oo B, Training Sponsors to Assist Relocating Service Members and Their Families
i S 1
Welcome

SER GUIDE (PDF PRINT FRIENDLY VIEW (PDF
» Sponsor Registration » Sponsor Training » Sponsor Training Feedback » Training Certification » Tools

Tools

Sponsorship Duties Checklist
just download and save to your computer, edit to meet your needs and send

Initial Email Message Useful Links

The resources on this page are for you to use when corresponding with your newcomer. They are easy to use,
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« Sample -- Congratulations on your new assignment email message
Newcomer Needs Assessments
« A short questionnaire to be used over the phone.
« Afillable form for email purposes.
Sample -- Welcome Letters
United States Army
« single Service Member Moving - CONUS or Overseas
o Military Moving with Children - CONUS or Overseas
o Dual Miitary Moving - CONUS or Overseas
+ Moving with a Special Needs Family Member - CONUS or Overseas
o Civilian Moving with Children - CONUS or Overseas
o single Civilan Moving - CONUS or Overseas
United States Marine Corps
« single Service Member Moving - CONUS or Overseas
o Military Moving with Children - CONUS or Overseas
o Dual Miitary Moving - CONUS or Overseas
« Moving with a Special Needs Family Member - CONUS or Overseas
o Civilian Moving with Children - CONUS or Overseas
o single Civilan Moving - CONUS or Overseas
United States Air Force
« single Service Member Moving - CONUS or Overseas
o Military Moving with Children - CONUS or Overseas
o Dual Miitary Moving - CONUS or Overseas
«_Moving with a Special Needs Family Member - CONUS or Overseas

Military OneSource

Plan My Move

MilitaryINS TALLATIONS
Military Youth on the Move

Defense Travel Management
Office /Per Diem

Automated Housing Referral
Network

MOVE.MIL

TRICARE Beneficiary Web
Enrollment

Army OneSource
U.S. Air Force Services
Fleet and Family Support Center

Marine Corps Community
Services

Defense Logistics Agency

@ Internet | Protected Mode: On



eSponsorship Application & Training (eSAT) User’s Guide | Version 3.3 —August, 2011

4.0 eSAT Reports

4.1 Background and Overview

eSAT Reports are supported through a separate application called DIMS—the Defense Installations
Messaging System (DIMS), https://apps.mhf.dod.mil/dims. Authorized users access this URL when
accessing the reports in eSAT. New users, such as unit leaders or intro monitors, requiring access must
apply for access at https://apps.mhf.dod.mil/dims with a CAC, choose “I have read and understood...”
and “Proceed to Login”. A user must be approved before accessing DIMS and the eSAT reports.

Office of Communications & Outreach

elcome

DoD Notice and Consent

You are accessing a U.S. Government (USG) information System (IS) that is provided for USG-authorized use only.
By using this IS, (which indudes any device attached to this IS), you consent to the following conditions:

e The USG routinely intercepts and monitors communications on this IS for purposes induding, but not
Emited to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct
(PM), law enforcement (LE), and counteninteligence (CI) investigations.

At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disdosed or used for any USG-authornized purpose.

This IS indudes security measures (e.g., authentication and access controls) to protect USG interests--not
for your personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative
searching or monitoring of the content of privieged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or dergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for detais.

NOTICE TO USERS

Use of this system constitutes consent to security monitoring and testing.
Al activity is logged with your host name and IP address.

@ I do not agree. I have read and understood the statement and I agree to comply with all applicable
regulations concerning use of the information from this web site.

— ﬁ—
. 5
T, B
“

)

T,"S.\.gov About MCAFP / Privacy & Secunity / Disclaimer / Plug-Ins 6 C
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New User Registration Process

If you are a new user to DIMS, there is a registration process that you need to follow to gain access.
When you go to https://apps.mhf.dod.mil/dims the system will automatically detect if you are in the
system. If you are not, a “No Access” screen will appear.

Bookmark DIMS

Office of Strategic Outreach

Defense Installation Messaging System (DIMS)

‘ Velcome
yint User Guide eSAT Resources PMM/MI Content Manual Small Installation Guide USAREC Content Manual Newsletters FAQs Logout

} No Access

It appears that you do not have access to this
application.

To request access to this application, please
>>dick here<<.

If you encounter issues, please contact the MC&FP
Office of Strategic Outreach Helpdesk at (888) 363-
6431.

T é{
© soart M ivacy Jrity i imer / Plua-
l,S\.gOV About MC&FP / Privacy & Security / Disclaimer / Plug-Ins
‘ -

In the middle of the message, click on the red “Click Here.” This takes you to the “Account Request”
page for you to fill in your personal information.

Note: On the Account Request page, please fill in under Affliations, Relocation Assistance. You may
write notes in the comment box.
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P s o wm————- s s ..

T~ &) reos Goam . ” v 8|24 | X 8 Googe CX

Favorites €9 Account Request % v E) - = ap v fagev Saety> Toos~ @~

foica Tese mree eary Seoe

Select “Submit” and it takes you to the roles selection page.

Note: If you have any questions about the required information on this page, you can send a message
through the feedback/help link found on the top right hand side of the page
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Selecting a Role

The registration process requires the new user to select the role. On this screen the "User" box has
already been checked as every registrant is a user. The new user is required to select their role, listed
below, as well as the "Reports and Statistics' box to be able to view the information behind the
"Reports" tab in DIMS. Unit Leaders should ONLY select the role of “Unit Leader”.

Logout

Office of Communications & Outreach

Welcome

My Role Requests

Step 3 - Select Role for: DIMS

Defense Installation Messaging System (DIMS) is used by relocation assistance managers/personnel to communicate changes to information found on
MilitaryINSTALLATIONS.

Roles Requested by |
¥ User - Capability to use most basic functions of an application.

Primary Relocation Personnel - This person is responsible for obtaining and submitting changes to their PMM/MI file and for answering all clarification questions from
PMM/MI editors.

Alternate Relocation Personnel - This person(s) assist the primary relocation personnel in executing their responsibilities.
Family Center Director - This person is the Director or Deputy Director at the installation level Family Center. They have direct responsibility for the performance of the
relocation personnel in their centers.

Major Command Representative - This person is called different things by different services but generally a major command or regional person would be approved for a
group of installations under their comman:

Headquarters Representative - Generally the Relocation Program manager at headquarters for the various Services (Army, Navy, Air Force, Marine Corps, DLA and US
Coast Guard as well as MEPS and USAREC. These individuals have access to all the installations in their Service for oversight and monitoring.

{:} Unit Leader - A person trained and approved by the relocation staff who will monitor the sponsorship reports available in DIMS for eSAT. The unit leaders are individuals
appointed by the unit commander as a sponsor monitor or appointed by the relocation personnel to monitor 2 unit's sponsorship activities. The Unit Leader role has “read
only™ access to everything in DIMS except the reports which they can access as needed.

¥ Reports and Statistics - User can access and download the reports and data housed under the reports tab in DIMS.

Submit Cancel
Selecting "Submit” retumns you to Step 2 where you can request access to another application.

The available roles are:

Primary Relocation Personnel - This person is responsible for obtaining and submitting changes to their
PMM/MI file and for answering all clarification questions from PMM/MI editors.

Alternate Relocation Personnel - This person(s) assist the primary relocation personnel in executing
their responsibilities.

Family Center Director - This person is the Director or Deputy Director at the installation level Family
Center. They have direct responsibility for the performance of the relocation personnel in their centers.

Major Command Representative - This person is called different things by different services but
generally a major command or regional person would be approved for a group of installations under their
command.

Headquarters Representative - Generally the Relocation Program manager at headquarters for the
various Services (Army, Navy, Air Force, Marine Corps, DLA and US Coast Guard as well as MEPS and
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USAREC. These individuals have access to all the installations in their Service for oversight and
monitoring.

Unit Leader - A person trained and approved by the relocation staff who will monitor the sponsorship
reports available in DIMS for eSAT. The unit leaders are individuals appointed by the unit commander as
a sponsor monitor or appointed by the relocation personnel to monitor a unit's sponsorship activities. The
Unit Leader role has "read only" access to everything in DIMS except the reports which they can access
as needed.

Remember, before the new user hits "submit" there should be three "boxes" selected on the screen:
User, Role selected, and Reports and Statistics. When you select “submit™ the next step is to select your
installation(s).
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Selecting an Installation(s)

The final step in the registration process is to select the installation or installations for which you want
access. You must select at least one installation.

Office of Communications & Outreach

Welcome

[

My Profile My Role Requests

#

Installation Requests fc

* Branch United States Army -

All Army Installations
Aberdeen Proving Ground
Albany, NY MEPS
Albuquerque, NM MEPS
Amarilo, TX MEPS
Anchorage, AK MEPS

¥| Anniston Army Depot (Pending 05/10/2011)

Ansbach, United States Army Garrison
Atianta, GA MEPS

Baltimore, MD MEPS

Bamberg, United States Army Garrison
Baumholder, United States Army Garrison
Beckley, WV MEPS

Biue Grass Army Depot

Botse, ID MEPS

r

S

Submit and Return Cancel

Landstuhl Regional Medical Center
Lansing, MI MEPS

Letterkenny Army Depot

uttie Rock, AR MEPS

Los Angeles, CA MEPS

Loutsvile, KY MEPS

Mannheim SFAC

Mannheim, United States Army Garrison
McAlester Army Ammunition Plant
Memphis, TN MEPS

Miami, FL MEPS

Mivaukee, WI MEPS

Minneapols, MN MEPS

Montgomery, AL MEPS

Nashvile, TN MEPS

Boston, MA MEPS
Buffalo, NY MEPS
Butte, MT MEPS

New Orleans, LA MEPS
New York City, NY MEPS
Okdahoma City, OK MEPS
Camp Parks Omaha, NE MEPS

Camp Zama Pentagon - Army
Phoenix, AZ MEPS
Chariotte, NC MEPS Pican
Chicago, IL MEPS Pine
Cleveland, OH MEPS Prtsburgh, PA MEPS
Columbus, OH MEPS Portiand, ME MEPS

Dallas, TX MEPS Portiand, OR MEPS

Denver, CO MEPS Presidio of Monterey (DLI/FLC)
Des Moines, 1A MEPS Raleigh, NC MEPS

Carlisle Barracks

y Arsenal

ff Arsenal

Note: On this screen the words “Apply” and “Submit and Return” have different meanings. If you are
a user that needs to select installations for more than one Branch, then you will select the Branch, select
the installation(s) and select apply. This will allow you to then change the Branch and select another
installation. This function will be particularly useful for personnel involved with Joint Bases. If you are
only requesting access to one Branch, then after you select your installations, select the button labeled
“Submit and Return.” This action takes you to the “My Role Request” page so that you may check
your work.
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—@ Office of Communications & Outreach ’

Welcome Linda Rothleder

My Role Requests
Step 2 - Select Application

I available Applications My User Info I additional Information

AMS - This page lists the applications to
ASD which you currently have NOT been
MM * yser DER granted privileges under "Available
CMM_SSO TEST Applications™.

Conference Workshops * First Na ) e

CSRS It also lists the application roles you
Defense Installation Messaging * Last Name: have !egfusted, along with the
System status of those requestes, under "My
S *® Account Status: @ pending . Active . Inactive Application Role Requests”.

Lo alendas

= - * Lot Updoe of Accom st 510720 e
MARA approval email. Upon approval you
MCRFP Portal - 109t ote will have access to the requested
A My Application Role Requests e

olLeaming Application

T Appication Role Description Saws  Role  Appied LasiStatus P> o0 when you have made
Taxomony Maintenance W
WWRCTS - Reports and User can access and download the reports and data =R 10-MAY- o

DiMs Statistics housed under the reports tab in DIMS. Pending 11 10-MaY-11
User Capability to use most basic functions of an application. Pending - 10-MAY- 10 MAY-11

11
1-2

T &8
L.S;\.QOV About MCRFP / Privacy & Security / Disclaimer / Plug-Ins 6:

This page will have a note on it that your request has been submitted successfully. If you are satisfied
you should “Logout” upper right hand corner.

The applicant will receive an email that their application is pending. Once approved, the applicant will
receive an email informing them that they are approved. At that time the applicant can access DIMS by
visiting the URL: https://apps.mhf.dod.mil/dims.
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After logging into DIMS, the user selects the “Reports” tab. Available eSAT management reports are on

the left tool bar “Reports.” There are two reports available: “eSAT — Sponsor Training Feedback” and
“eSAT—Sponsors Trained by Installation.”

Tip: The messages, contacts, articles, major unit and photo gallery tabs are “Read only.” The unit
leaders will not see the create message and certification tabs.

Office of Strategic Outreach

Defense Installation Messaging System (DIMS)
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4.2 Available Reports eSponsorship Application & Training Reports (eSAT)

4.2.1 eSAT — Sponsor Training Feedback

The first report is “eSAT — Sponsor Training Feedback.” This report is the result of the feedback
question in the training module before the “Congratulations” page. The question has a comments box as
well and the results are displayed at the bottom of the report page. The comments are not shown here.
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4.2.2 eSAT — Sponsors Trained by Installation

The second report is “eSAT — Sponsors Trained by Installation.” The initial report shows all
installations and total numbers of trained sponsors by installation. The report is queried by date range,
branch, major command, and/or installation.

Office of Strategic Outreach

Defense Installation Messaging System (DIMS)

S (Technical Assistance Only) User Guide eSAT Resources PMM/MI Content Manual Small Instaliation Guide USAREC Content Manual Newsletters FAQs Logout

Create Message | Messages | Certification | Articles | Contact Information | Major Unit Listings |  Photo Gallery | TS aoita)

Criteria

Reset Critesia
‘ Branch of Service ALL E

Installation ALL -
Sponsor Trained (Start Date) 01 JUL-2011 00:00 = 3

(DD-MON-YYYY HH24:MI) ,

T , < —
jsers by Servic Sponsor Trained (Ending Date) 01"AUG-2011 23:59 = e o
(DD-MON-YYYY HH24:MI) M
Go

‘ Sponsors Trained by Installation
1-175
| Service 4 # Trained Installation
Army 2 1
2

o~
)

"

Ve N
& a

Selecting an installation from the list will produce a report with information on the sponsors trained.
Selecting an installation brings up the “Sponsors detail report” shown on the next page.

Page 21



eSponsorship Application & Training (eSAT) User’s Guide | Version 3.3 —August, 2011
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Sponsors for Camp Arifjan Kuwait (01-JUN-2011 00:00 to 02-AUG-2011 23:59)
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A “Service Total” is provided at the bottom of the report. The report can be sorted in DIMS e.g. the Unit
column can be sorted to group all sponsors by unit or a “Download” link allows the user to download a
comma separated values (*.csv) version of the report that can be opened in Microsoft Excel.

5.0 eSAT Summary

eSponsorship Application & Training (eSAT) is a simple to use online training module supported by
downloadable sample letters and tools to be used by a sponsor to facilitate the process. There are reports
available for relocation personnel, unit leaders, major commands and service headquarters to use in
tracking the numbers of sponsors trained. In order to use the reports, a person must be registered in the
Defense Installation Messaging System (DIMS). The reports contain Personal Identifiable Information
(PI1) and must remain in a secure environment. All questions about eSAT should be directed to your
Service’s Headquarters Relocation Program Manager.
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6.0 Appendix eSAT Sample Letters and Tools

The screenshots that follow are examples of the tools and letters available on eSAT.

6.1 Sponsor Duties Checklist

Sponsor Checklist

O—

Sponsorship is a vital component of the mobile military lifestyle. Relocating is a very
stressful experience for both the service member and their family. Yowur role as a
Sponsor will help smooth the way for a quick and efficient transition to the new location
and the new job.

The following Sponsorship Duties Checklist will help you successfully execute your
duties as a Sponsor. Please keep it handy and review it often as you work through the
sponsorship process. The checklist is divided into Pre-Arrival, Arrival, and Post-Arrival
tasks.

Pre-Arrival

0O Complete Sponsor Training at http: //apps mhf dod._mil/esat

0O Contact the newcomer via phone or email to say hello and explain the
sponsorship process.

0O Ask questions about the newcomer needs and farnily needs. You might consider
sending the r nent qu s (dowr dable from the eSAT tools) to
the newcomer via email or use it as a guide for you phone conversation(s).

0O Compose and send a welcome letter based on the newcomer's needs and your
unit's procedures. You should consider using the draft letters in the eSAT tools
as a guide.

0O Make temporary lodging arrangements for the newcomer and family and
communicate details by personal email or phone.

0O Arrange a post office box for newcomer and communicate details by personal
email or phone.

0O Brief supervisor about sponsorship process details and if there are any problems
that have been encountered.

o] o2 [O]le)
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6.2 Congratulations on your new assignment email

igs Review

View PDF

pear

Congratulations on your new assignment and e to (fill in ) is (Fill in name)
and I will be your sponsor. My job is to make your transfer here as easy as pos: I am sure that you
have many questions about your new job and the surrounding community. 1 will do my best to research

and answer all of your questions.

To provide you the most valuable and relevant information and support, I've attached a fillable form

that asks for information about you, your family (if you have one), and your travel plans. Please fi
the form, save it, and return it to me at your earliest convenience. Please provide your contact
information including email and phone numbers.

Once I receive your form, | will contact you to discuss the information and answer any questions you
may have. Please feel free to call me to discuss your needs, if you do not wish to fill in the form. Or let
me know a good time to call you to discuss your move.

In the meantime, and throughout the process, please contact me if you have any questions or items that
are not addressed in the needs assessment, (fill in email) and (fill in phone number{s)).

To help you get started on your research, | highly recommend that you visit the following websites:

MilitaryINSTALLATIONS has a wealth of information on our location including all the important phone
numbers.

Plan My Move is a web based application filled with resources, important articles and tips to help make
your move easier. Additionally, there is a calendar to help you track important dates.

Military OneSource has other resources and consultants that can answer any question 24/7 by calling 1-
800-342-9747.

Military Youth on the Move is wonderful if you have children. It is designed especially for them to ally
any fears or anxieties that they may have about moving.-

To apply for housing please go to the nearest installation housing office with a copy of your orders and
fill out DD form 1746, i tion for Assignment to Military Housing. If you do not have access to a
housing office, let me know and | will assist you with the process through our housing office.

If you need child care, you can complete a DD form 2606 up to 30 days before you PCS.
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6.3 Phone Needs Assessment

Needs Assessment Checklist
Q- 6-0O—

Sponsorship is a vital component impacting unit and family readiness.

The following Needs Assessment Checklist will help you successfully execute your
duties as a Sponsor. Please use it as a guide when contacting your newcomer to
collect the information you will need to help the family with a successful move.

Questions to Ask

O Family Status: single, single parent, married, married with children, other family
members, any with special needs or circumstances

O Number and Ages of Children: special interests of children, are you interested
in youth sponsorship

O Family Pets: how many, travel arrangements, boarding needs, discuss any
quarantine requirements at destination

QO Travel Information: Car, plane, anticipated arrival date, transportation/pick-
up/meeting arrangements, passport/visa needs, shipping cars

a

a

Contact Information: Phone(s), email addresses, mailing address,
alternate/emergency contact information

Do you nee%qrﬁnformation on any of the following:

o] 1= |ojio)
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6.4 Email Needs Assessment

Transferee Needs Assessment

Move to each field and type in your information. The fields will automatically expand as you
type. Once you have completed the form, please click the Microsoft Word "Save" icon, or
select File then Save from the Microsoft Word menu. Once saved, email the completed form to
your sponsor.

First Name:

Last Name:

Service: Select...
Rank/Rate/GS Grade:
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6.5 Welcome Letters

6.5.1 Example -- Army single service member moving CONUS or Overseas.

It has been a pleasure communicating with you over the past few weeks since I was assigned as your sponsor and thank
you for sending me information on your travel plans and needs upon arrival. In this letter, I am including the requested
information. As your sponsor, I will assist you with your move, in-processing, and settling-in needs. I am happy to
answer any questions you have. I can also help you with arrangements for temporary lodging, housing, setting-up a
temporary Post Office Box, pickup at the airport and anything else you may require.

Please review the MilitaryINSTALLATIONS web pages for the most current information on military installations worldwide.
This site includes information on your new Location; Health and Wellness; Educational and Training opportunities;

Household Goods; and Housing along with photos of the installation. You can find links to installation videos and create a
customized downloadable booklet of information to carry along on your trip. There is a listing of major units and contacts
for important programs and services so that you can email or call any of the offices directly if you need more information.

You might consider using the Plan My Move application. On this website you can create a custom moving plan or use the
standard 90-day calendar. It has articles, helpful tips, and links together all the resources that you need to complete an
efficient and cost effective move.

You should definitely visit the Army/Military OneSource website. You may call 1-800-342-9647 for assistance 24/7.

In addition to the web resources, further assistance in planning your move, critical information and numerous resources
can be found at Army Community Services. Please visit the nearest Army Community Service (ACS) office for guidance in
planning your move and information on your new location. If you are not currently located near an ACS, contact the
nearest military Family Center of any uniformed service for information/assistance in planning your move. You can find
information on most military Family Centers through MilitaryINSTALLATIONS.
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6.5.2 Example -- Marine Corps married or single service member with children moving
CONUS or Overseas.

I@ a9 o — mc% Word ™
Home Tsert Pagelayout References Malings  Revew  View  POF 9
Dear 2
o

It has been a pleasure communicating with you over the past few weeks since I was assigned as your sponsor and thank
you for sending me information on your travel plans and needs upon arrival. In this letter, I am including the requested
information. As your sponsor, I will assist you with your move, in-processing, and settling-in needs. I am happy to
answer any questions you have. Some of the tasks that I might perform for you are arrangements for temporary lodging,
housing, setting-up a temporary Post Office Box, pickup at the airport, assistance with your child care and pet needs, and
anything else you may require.

Please review the MilitaryINSTALLATIONS website for the most current information on military installations worldwide.

This site includes information on your new Location; Health and Wellness, including our special needs population; Child
Care; Youth Services; Education; Employment; Family Issues; Household Goods; and Housing along with photos of

the installation. You can find links to installation videos and create a customized downloadable booklet of information to
carry along on your trip. There is a listing of major units and contacts for important programs and services so that you can

email or call the relocation office, housing office, transportation office, finance office or any other office for further
information.

You will also find the Plan My Move application very helpful. On this website you can create a custom moving plan or use
the standard 90-day calendar. This calendar is a neat tool, as it has articles, helpful tips, and links to better prepare you

for your move. Using both MilitaryINSTALLATIONS and Plan My Move, together these resources will help you complete an
efficient and cost effective move. Another very helpful website is Military Youth On The Move for households with children.

You should definitely visit Military OneSource. You may call 1-800-342-9647 for assistance 24/7. Valuable information
can also be found at Marine Corps Community Services.

‘
Page10f1 | Words 630 | D

« o mld

Page 28



eSponsorship Application & Training (eSAT) User’s Guide | Version 3.3 —August, 2011

6.5.3 Example — Air Force civilian married or single with children moving CONUS or
Overseas.

- - T — G OSOIE VYOG —

Dear

information. As your sponsor, I will assist you with your move, in-processing, and settling-in needs. I am happy to

anything else you may require.

and Housing along with photos of the installation. You can find links to installation videos and create a customized
downloadable booklet of information to carry along on your trip. There is a listing of major units and contacts for
important programs and services so that you can email or call the relocation office, housing office, transportation office,
finance office or any other office for further information.

standard Plan My Move 90-day calendar. The website has articles, helpful tips, and links together all the resources that

households with children.

You should definitely visit Military OneSource. You may call 1-800-342-9647 for assistance 24/7. Valuable information
can also be at Air Force Services.

It has been a pleasure communicating with you over the past few weeks since I was assigned as your sponsor and thank
you for sending me information on your travel plans and needs upon arrival. In this letter, I am including the requested

answer any questions you have. Some of the tasks that I might perform for you are arrangements for temporary lodging,
housing, setting-up a temporary Post Office Box, pickup at the airport, assistance with your child care and pet needs, and

Please review the MilitaryINSTALLATIONS web pages. This website includes information on your new Location; Health and
Wellness, including our special needs population; Child Care; Education; Employment; Family Issues; Household Goods;

You will also find the Plan My Move website very helpful. On this website you can create a custom moving plan or use the

you need to complete an efficient and cost effective move. Another very helpful website is Military Youth On The Move for
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6.5.4 Example — Navy civilian single moving CONUS or Overseas.

u o - —_— e ——— —_— 3 o R —— e —

Home et Pagelawost References Malings Revew  Vew  POF @ §
Dear

It has been a pleasure communicating with you over the past few weeks since I was assigned as your sponsor and thank
you for sending me information on your travel plans and needs upon arrival. In this letter, I am including the requested
information. As your sponsor, I will assist you with your move, in-processing, and settling-in needs. I am happy to answer
any questions you have. Some of the tasks that I might perform for you are arrangements for temporary lodging,
housing, setting-up a temporary Post Office Box, pickup at the airport and anything else you may require.

Please review the MilitaryINSTALLATIONS web pages. This site includes information on your new Location; Health and
Wellness, Education including technical training; Household Goods; and Housing along with photos of the installation. You
can find links to installation videos and create a customized downloadable booklet of information to carry along on your
trip. There is a listing of major units and contacts for important programs and services so that you can email or call the
relocation office, housing office, transportation office, finance office or any other office for further information.

You will also find the Plan My Move application very helpful. On this website you can create a custom moving plan or use
the standard 90-day calendar. It has articles, helpful tips, and links together all the resources that you need to complete
an efficient and cost effective move.

You should definitely visit Military OneSource. You may call 1-800-342-9647 for assistance 24/7. Valuable information
can also be at Fleet and Family Support Centers.

In addition to the web resources, further assistance in planning your move, critical information and numerous resources
can be found at any military Family Center. Please visit the nearest Fleet and Family Support Center (FFSC) for guidance

e
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Please note: There are also letters for families moving with a special needs family member and dual
military families moving. The dual military letter is not pictured here.

6.5.5 Example — Air Force moving with a special needs family member.
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