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SPONSOR’S DUTIES CHECKLIST
POC:  Command Sponsorship Coordinator (CSC)
You have been selected to sponsor a new Milius Shipmate.  Our goal is to make the adjustment to the local area and the ship as friendly and supportive as possible.  To achieve this, the following steps should be used as guidelines.  The Command Sponsorship Program Coordinator (CSC) will make initial contact and send out the Welcome Aboard Package to the perspective gain crew member.  As you complete the tasks, please note the dates and fill in.  This checklist will be turned into the CSC when complete.

For Married and/or crew members with dependants

· Determine when the PG will arrive?  Date:________  Time: ________

· What command or area is the PG coming from?  __________________________

· Will the PG be accompanied with his/her family/dependants on this tour?_______

· Will the PG be living onboard or out in town?________________________

· Will the PG require any special assistance in getting his/her family to the area?

_________________________________________________________________

· Obtain PG’s valid mailing address and current email.  Contact the PG via email/personal letter or phone call, welcoming them to the ship and offering assistance in helping with all aspects of getting settled. _____________________

__________________________________________________________________


(note: a people search is located on NKO, but CSC will be the first to contact)

· Does PG have dependants that are in the “Exceptional Family Member (EFM)” Program? _________ If yes, contact our Command EFM Coordinator with info.

· As soon as information is available and the PG has returned the “Prospective Crew Member Info” sheet, assist the PG in obtaining info on housing, schools, temporary lodging, daycare info, etc.  If you require help in this area, then contact your LPO, LCPO, or the Cmd Sponsorship Coordinator.

· Give the new crew member this info:

Fleet & Family Service Center, 
http://www.cnrsw.navy.mil/fsc
Naval Base San Diego

Phone:  619-556-7404

3005 Corbina Alley, Ste. 1

San Diego, CA 92136

· In the uniform of the day, meet the crew member and family first upon arrival in the area, then again on the quarterdeck the day of arrival on the ship. (If ship operations/commitments allow)

· Bring PG to Admin for check-in sheet and processing.

· Coordinate with the MAA or Duty MA on assigning a berthing and rack ensuring the rack has clean sheets, pillow, pillow case, rack curtains, and a blanket.

· Assist the PG in obtaining a Base Decal if PG has a vehicle.  

· Assist in turning in financial, health and service records and submitting travel claims in Admin.

· Accompany the PG to meet with Command Master Chief and ship’s ball cap.

· Take the new crew member on a brief tour of the ship, especially working spaces, berthing compartment and head, mess decks, ship’s store, and other appropriate spaces.

· Brief the crew member on meal hours, quarters, necessary musters, working hours, liberty, duty section rotation and other shipboard routines.  Also discuss the importance of OPSEC on ship’s movement, schedules, etc.

· Discuss the OFF LIMITS AREAS and where to go/where not to go.

· The above list contains only the minimum requirements, and in no way is meant to restrict your activities above and beyond those listed when such action will provide the individual concerned with better service and assistance.  This is our new shipmate, let’s take care of them. For any questions or concerns, contact the Command Sponsorship Coordinator.
For single crew members

· Determine when the PG will arrive?  Date:________  Time:________

· What command or area is the PG coming from?  __________________________

· Will the PG be living onboard or out in town?_________________________

· Will the PG require any special assistance in getting to the area?

_________________________________________________________________

· Obtain PG’s valid mailing address and current email.  Contact the PG via email/personal letter or phone call, welcoming them to the ship and offering assistance in helping with all aspects of getting settled. _____________________

__________________________________________________________________


(note: a people search is located on NKO, but CSC will be the first to contact)

· As soon as information is available and the PG has returned the “Prospective Crew Member Info” sheet, assist the PG in obtaining info on housing, temporary lodging, etc.  If you require help in this area, then contact your LPO, LCPO, or the Cmd Sponsorship Coordinator.

· Give the new crew member this info:

Fleet & Family Service Center, 
http://www.cnrsw.navy.mil/fsc
Naval Base San Diego

Phone:  619-556-7404

3005 Corbina Alley, Ste. 1

San Diego, CA 92136

· In the uniform of the day, meet the crew member and family first upon arrival in the area, then again on the quarterdeck the day of arrival on the ship. (If ship operations/commitments allow)

· Coordinate with the MAA or Duty MA on assigning a berthing and rack ensuring the rack has clean sheets, pillow, pillow case, rack curtains, and a blanket.

· Bring PG to Admin for check-in sheet and processing.

· Assist the PG in obtaining a Base Decal if PG has a vehicle.  

· Assist in turning in financial, health and service records and submitting travel claims in Admin.

· Accompany the PG to meet with Command Master Chief and ship’s ball cap.

· Take the new crew member on a brief tour of the ship, especially working spaces, berthing compartment and head, mess decks, ship’s store, and other appropriate spaces.

· Brief the crew member on meal hours, quarters, necessary musters, working hours, liberty, duty section rotation and other shipboard routines.  Also discuss the importance of OPSEC on ship’s movement, schedules, etc.

· Discuss the OFF LIMITS AREAS and where to go/where not to go.

· Coordinate with the MAA or Duty MA on assigning a berthing and rack ensuring the rack has clean sheets, pillow, pillow case, rack curtains, and a blanket.

· The above list contains only the minimum requirements, and in no way is meant to restrict your activities above and beyond those listed when such action will provide the individual concerned with better service and assistance.  This is our new shipmate, let’s take care of them.  For any questions or concerns, contact the Command Sponsorship Coordinator.
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