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                                          Code 00

NAMTRAGRUDET MAYPORT INSTRUCTION 5351.1B

Subj:  NAMTRAGRUDET SPONSOR/INDOCTRINATION PROGRAM

Ref:   (a) OPNAVINST 5351.1

       (b) NAMTRAGRUINST 1740.1B

Encl:  (1) NAMTRAGRUDET Mayport Sponsor Assignment Letter

       (2) Sample Welcome Aboard Letter

       (3) Sponsor Welcome Aboard Letter (local area)

       (4) Sponsor Check List 

       (5) Sample Check In/Out Sheet

       (6) Sponsor/Indoctrination Critique

       (7) Sponsor/Indoctrination Program Flowchart

1.  Purpose.  To ensure that newly reporting personnel and their families are provided with essential command support and local area information prior to and upon arrival.

2.  Cancellation.  NAMTGDMYPTINST 5351.1A.  

3.  Discussion.  The first impression of newly assigned personnel is extremely important.  To ensure a smooth transition to the Jacksonville area and the command, NAMTRAGRUDET Mayport will provide all newly assigned service members with a sponsor and guidance on how to perform the duties of a sponsor.

4.  Action
    a.  Administrative supervisor shall:

        (1) Ensure that a sponsor is assigned by the Senior Enlisted Advisor using enclosure (1) and (7) within five working days after receipt of orders.  The following sponsor guidance shall be used:


 (a) The sponsor shall be of equal or higher Rank/Rate, when practical.


 (b) Reporting member with dependents shall be assigned a sponsor with dependents.

NAMTGDMYPTINST 5351.1B

     
(c) Sponsor shall be available at the time of check in, and for at least one week thereafter.   

       (2) Ensure that enclosure (1) NAMTRAGRUDET MAYPORT SPONSOR ASSIGNMENT LETTER is properly routed thru chain of command.

       (3) Ensure that the appropriate sponsor and the Officer in Charge’s welcome aboard letters along with welcome aboard package are prepared and mailed within three working days after assignment of sponsor.

   b.  Sponsor shall:

       (1) Draft a personal letter to incoming shipmate following the guidance in enclosure (2) if from outside local area and enclosure (3) if from local area.  Contact incoming member by phone if possible and verify that members needs are known and have been met.  Meet service member as soon as possible after their arrival in the local area if they are unfamiliar with Jacksonville and Mayport.  Follow enclosure (4) The Sponsor Checklist to prevent missed steps during the check-in procedures.


  (2) Arrange to be available on members check-in to the command and make it your responsibility to introduce them to their shipmates.  You should insure that every effort is made to ease their transition into this command and the Jacksonville area. Guide member through enclosure (5) NAMTRAGRUDET MAYPORT CHECK-IN/OUT during their check-in.  Inserting appropriate points of contact for each command billet will assist them and you. 


  (3) Provide member with enclosure (6) the Sponsor Indoctrination Critique NAMTRAGRUDET MAYPORT.  Ensure that it is completed within 5 days and returned to the detachment Senior Enlisted Advisor to allow for improvements in our check-in procedures.  Enclosure (7) is provided to assist you in ensuring that a successful check-in and indoctrination occurs.








C. A. ALDERSON

Distribution:
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          NAMTRAGRUDET MAYPORT SPONSOR ASSIGNMENT LETTER



 DATE:

From:

To:

Subj:  ASSIGNMENT AS SPONSOR

1.  You have been assigned as a sponsor for:

RANK/RATE __________ NAME _______________________________________________________

EDA ________________ FROM _______________________________________________________

2.  The first impression of newly assigned personnel is extremely important and can have a significant impact on future performance.  As a sponsor, you will usually be the first point of contact for newly reporting members.  You have the essential task of making his/her first impression of NAMTRAGRUDET Mayport a positive one.

3.  Enclosure (4) and a copy of the individual’s orders are provided to assist you in your responsibilities as a sponsor.  A welcome aboard letter will be mailed to the reporting individual using enclosures (2) or (3) as appropriate for him/her to complete and return to you.

4.  Sign the attached Welcome Aboard letter and return it to Administration Office for mailing.  You are encouraged to add your own personal letter.


Enclosure (1)
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SAMPLE WELCOME ABOARD LETTER

From:  

To: 

Subj:  WELCOME ABOARD

    I want to welcome you to Naval Air Maintenance Training Group Detachment (NAMTRAGRUDET) and the Mayport/Jacksonville area.

    I have been assigned as your sponsor.  A “Welcome Aboard” Packet is enclosed which I hope will answer the many questions, which are on your mind.  I urge you to contact me at your earliest convenience to provide me with the following personal information, which will allow me to better assist you.

    How can you be contacted at work?  On leave?

    Do you have any dependents?  How many?  What are their ages?  Will they accompany you?

    What will be your mode of transportation?  Transportation cost from the airport to the base varies from $25.00 for an airport limousine to upwards of $45.00 for a cab.  It is recommended that you plan accordingly for this expense.  Remember, save your receipt so you can be reimbursed for this expenditure on your travel claim.

    In closing, if there is any way I can be of further assistance, please do not hesitate to call or write me at the following address:


Sponsor Rank/Rate Name 


Naval Air Maintenance Training Group Detachment 


PO Box 047


Naval Station 


Mayport, FL  32228-0047


Office: Commercial (904) 270-6330


Autovon 960-6330

    I am looking forward to your arrival and ready to assist you in your check-in process.


Sincerely,


SPONSOR NAME


Enclosure (2)
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SPONSOR WELCOME ABOARD LETTER (LOCAL AREA)

DEAR___________________________

    I have been assigned as your sponsor and I would like to welcome you to NAMTRAGRUDET Mayport.  Please contact me at your earliest convenience to better assist you.

How can you be contacted at work?  On leave?

    If there is anyway I can be of future assistance, please do not hesitate to call or write me at the following address:


        SPONSOR RANK/RATE NAME

        NAMTRAGRUDET MAYPORT

        NAVAL STATION PO BOX 280047

        MAYPORT FL. 32228

        Phone 904-270-6330 or Autovon 960-6330

        Home phone optional 

    I am looking forward to your arrival and am ready to assist you anyway I can.


Sincerely,


_______________________________


SPONSOR NAME



Enclosure (3)
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                      SPONSOR CHECK LIST

______________________     ______________________           ______________________  

Reporting Individual    
Sponsor Name 
Estimate Date of Arrival

____  1.  Sign the Welcome Aboard Letter and return it to Admin Office.

____  2.  Provide answer and response to letters or messages received from the reporting  individual promptly.

____  3.  If requested, arrange for temporary lodging.  Provide information concerning military and civilian housing in the Mayport area, (i.e. the cost to buy or rent and the availability of military housing).  Contact the Naval Station Housing Referral Office, Phone 270-5738, for information and to obtain application forms for Military Housing.  If the prospective member is single, ensure adequate quarters are reserved.

____  4.  Help the new member locate the personal property office to check on status of any household goods and/or POV shipment, phone 270-5636.

____  5.  Arrange to meet individual upon arrival.

____  6.  Ensure transportation is available from the place of arrival to NAMTRAGRUDET Mayport.

____  7.  Assist individual in completing lodging arrangements.

____  8.  Escort individual throughout check in period.

____  9.  Provide tour of base including NEX, Post Office, Dining Facility, etc.

____  10. Escort individual and or assist in arranging appointments to meet with:

                a.  OIC

                b.  AOIC

                c.  CMC

                d.  CPOINC

                e.  Phase Chief

____  11.  Assist individual as long as necessary.  Periodically, make a point of contacting the individual and ask what help they might need.

____  12.  If you are on leave or TAD arrange for alternate sponsor.  Notify individual of alternate sponsor identity, telephone number and address.  Notify CPOINC of alternate sponsor.

                                             Enclosure (4)
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NAMTRAGRUDET MAYPORT CHECK-IN/OUT
NAME/RATE:__________________________DATE REPORTED/DEPARTED:_______/_______

REPORTED FROM/TO:___________________________/_____________________________                



                IN     OUT  

ADMIN/ESO/MAN-HOUR ACCT                                                                               :      :       :
WATCHBILL COORDINATOR
:      :       :
CAREER COUNSELOR 
:      :       :
PRT COORDINATOR
:      :       :
URINALYSIS COORDINATOR                                                                                   :      :       :
MCP COORDINATOR                                                                                                  :      :       : 


DAPA




     :      :       :


ISD




     :      :       :
TRAINING P.O.




     :      :       : 


PHYSICAL SECURITY COORDINATOR


     :      :       :
ISSO




     :      :       :
COMMAND FINANCIAL SPECIALIST


     :      :       : 

CHIEF PETTY OFFICER IN CHARGE 4030/1066

                 :      :       : 


COMMAND MASTER CHIEF


                 :      :       :


ASSISTANT OFFICER IN CHARGE                                                                           :      :       :  

OFFICER IN CHARGE                                                                                                  :      :       :




NAVAL STATION CHECK-IN
                 IN     OUT  

PSD



                 :      :       :

DISBURSING 
                 :      :       :

MEDICAL/DENTAL



                 :      :       :

BEQ (1394)



                 :      :       : 

HOUSING REFERRAL



                 :      :       :


Enclosure (5)




                 NAMTGDMYPTINST 5351.1B


                SPONSOR/INDOCTRINATION CRITIQUE


                     NAMTRAGRUDET MAYPORT


Your help is requested in evaluating the effectiveness of the Sponsor Program of NAMTRAGRUDET Mayport.  We ask you to complete this questionnaire based on your experiences on your recent PCS Transfer.  Provide this form directly to the CMC.

RANK/RATE:  ___________ NAME:_______________________________  DATE:  ____________

1.  Did you receive a welcome aboard package from this command?           YES/NO

2.  If yes, was the information received in time to aid you in advance.  YES/NO

3.  Were you contacted by your sponsor prior to reporting?                YES/NO

4.  Was your sponsor available when you reported to this command?  YES/NO

5.  Was your sponsor knowledgeable about this command, the local 

community and was he/she able to answer your questions?               YES/NO

6.  Do you feel that the check-in/indoctrination provided adequate information?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.  Do you feel that you received adequate information from base facilities?  (MWR, Housing, PSD, etc.)






Enclosure (6)
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________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.  Do you have any recommendations for improvement.

________________________________________________________________________________________________________________________________________________________________________________________________

                              2  

 Enclosure (6)


