UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001

MCBO 1320. 3A
B 012
20 Aug 97

MARI NE CORPS BASE ORDER 1320. 3A

From Commandi ng Cener al
To: Di stribution List

Subj: SPONSORSHI P PROGRAM

Ref : (a) MCO 1320. 11E
(b) MCO P1700. 24A
(c) MCBO 1754. 3A

Encl: (1) MCB, Form 1320/9 (EF), Sponsorship Request
(2) MCB Form 1320/10 (EF), Fam |y Registration
(3) MCB Form 1320/ 11 (EF), Youth Sponsorship Request
(4) Cover Sheet for Sponsor Request and Fam |y

Regi stration Forns

(5) Sponsorship Assignnent Letter
(6) Command "Wel cone Aboard" Letter
(7) Sanple Letter of Introduction from Sponsor
(8) Sponsorship Checkli st
(9) Sponsorship Eval uation

1. Purpose. To establish procedures for the Conmand Sponsorship
Program as nandated by reference (a).

2. Cancellation. MCBO 1320. 3.

3. Summary of Revision. This Order contains significant changes and
shoul d be reviewed in its entirety.

4. | nf or mati on

a. Transferring Personnel

(1) The Sponsorship Programis designed to provide assistance
for transferring personnel before detachnent, during transit, and
after arrival at their new permanent duty station. Because of the
benefit it provides, personnel in the grades of E-1 through E-6, WO 1
and CWO-2, O 1 through O3, and all overseas acconpani ed personnel
will be assigned a sponsor. All other personnel will be assigned a
sponsor upon request.

(2) Personnel assigned to overseas unacconpanied tours wll
be given the opportunity to register their famly nenbers with the
appropriate regional Fam |y Service Center (FSC)
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(3) The CG MCCDC is assigned the responsibility in reference
(a) for operating the Regional FSC for the area east of the
M ssissippi River (mnus the state of Wsconsin).

b. | nbound Per sonnel

(1) Personnel assigned as sponsors provide information and
rel ocation assi stance to personnel enroute to Quantico for duty.
They assune the essential responsibilities for coordination with the
appropriate Base service facilities, for comunicating with i nbound
Mari nes and responding to their questions/requests, and for escorting
new arrivals through the check-in process. Additional specific
responsibilities may al so be assigned. Sponsors should be vol unteers
and hold the sanme grades and marital status as the Marines being
sponsored. However, the organization of the sponsor may not coincide
with the ultimte assignnent of the inbound Marine.

(2) Inbound Marines, except officer candi dates, students of
The Basi c School, and students attendi ng resident schools, wll
receive a command wel cone letter identifying their assigned sponsor.
Student personnel will receive wel cone packages fromthe appropriate
resi dent school at Marine Corps University (MCU) prior to arrival at
Quantico, and additional information during their "One Stop Check-in
Program "

5. Action

a. Director, Manpower Division will coordinate the MCB, Quantico
Sponsor shi p Program

b. Commanding Oficers and tenant units wll:

(1) Establish a unit personnel sponsorship programto include
a designated unit sponsorshi p coordi nator

(2) Stress the inportance of sponsorship and nonitor the
activities of the unit sponsorship coordinator and unit sponsors.
Provi de assi stance as required.

(3) Ensure review of all conpl eted personnel sponsorship
program eval uati ons and mai ntain copies of evaluations on file as
part of the command inspection program Ensure original eval uations
are forwarded to the Director, Manpower D vision.

(4) Uilize the Relocation Assistance Program (RAP) within

the FSC to the fullest extent. References (b) and (c) outline the
various relocation services avail able through the FSC.

MCBO 1320. 3A
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c. Qutbound

(1) The Mlitary Personnel O ficer, upon receipt of or
notification of PCS orders for personnel assigned to Quantico, wll
provi de MCB Form 1320/9 (EF), Sponsorship Request (enclosure (1))
wi th the advance copy of PCS orders to the unit sponsorship
coordinator. MCB Form 1320/10 (EF), Famly Registration (enclosure
(2)) will be provided to married personnel in receipt of
unacconpani ed orders. MXB Form 1320/11 (EF), Youth Sponsorship
Request (enclosure (3)) will be provided upon request.

(2) Commanding Oficers

(a) Upon receipt of advance copy of PCS orders fromthe
Mlitary Personnel Oficer, ensure the transferring servi cenenber
recei ves an explanatory cover letter (enclosure (4)) with appropriate
MCB El ectronic Form 1320/9, 1320/10, and 1320/11 (encl osures (1),
(2), and (3)). This cover letter is derived fromreference (a) and
shoul d al ways acconpany/reinforce a brief oral explanation of the
program s benefits by a know edgeabl e SNCO or officer at the
reporting unit or organizational |evel.

(b) Provide the service nmenber with the admi nistrative
support to ensure the MCB Form 1320/9 (EF) is mailed/ forwarded to the
gai ning command in an expeditious and tinely manner; and/or ensure
the MCB Form 1320/ 10 (EF) (for unacconpani ed assignnments) is
forwarded to the Regional FSC if the servicenenber's famly wll
rel ocate to a geographical |ocation distant froma Marine Corps
installation.

(c) Establish followp procedures to ensure servi cenenbers
have been assigned a sponsor by the gaining command no | ater than 60
days before transfer.

(d) Direct each Marine to report to the FSC Rel ocati on
O fice, upon receipt of an advance copy of PCS orders, to obtain
current SITES (Standard Installation Topi c Exchange Service)
information on the gaining location and to attend a mandatory FSC
rel ocati on wor kshop.

(3) Director, Famly Service Center

(a) Maintain current SITES information and a copy of the
current "Wl cone Aboard" Package from each nmajor Marine Corps comand
for review by servicenenbers departing from Quanti co under PCS
or ders.

MCBO 1320. 3A
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(b) Provide training on the PCS process for both CONUS and
OCONUS noves and assi stance and information on all aspects of the
rel ocation process.
(c) Coordinate all youth sponsorship requests.
d. Inbound
(1) Tenant Commands that operate professional mlitary

resident schools will ensure inbound student personnel receive
appropriate "wel cone aboard” information prior to arrival.

(2) Director, Manpower Division

(a) ldentify and determ ne tentative organizationa
assignments for all inbound officers in the grade of WO-1 or O\ 2,
O 1 through O3, or upon receipt of a sponsorship request from an
i nbound officer. Coordinate assignnment of sponsor with the probable
future CO or division director.

(b) ldentify sponsorship assignnents using enclosure (5)
with a copy to the Director, FSC.

(c) Prepare and send "Wl cone Aboard" letters to al
of ficers upon notification of their PCS orders to Quantico, |ess al
of ficer students inbound to the MCU. Enclosure (6) contains a sanple
command wel cone letter.

(3) Mlitary Personnel Oficer

(a) ldentify and determ ne tentative organizationa
assignments for all inbound enlisted servicenenbers in the grades of
E-1 through E-6 and upon recei pt of a sponsorship request formfrom
an inbound enlisted servicenenber E-7 and above. Coordi nate
request for assignnent of a sponsor with the probable future unit’s
sponsor shi p coordi nat or.

(b) Using enclosure (5) identify sponsorship assignnents
with a copy to the Director, FSC.

(c) After a sponsor is identified, prepare and mail a
Command wel cone letter to the inbound Marine. This letter wll
contain the sponsor's nane and an invitation to the inbound Marine to
correspond with the Cormmand or directly with the sponsor. Enclosure
(6) contains a sanple format for this letter.

(4) Commanding Oficers/Division Directors

(a) Respond pronmptly to requests for sponsors fromthe
Director, Manpower Division (officers) and the MIlitary Personnel
O ficer (enlisted personnel).

MCBO 1320. 3A
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(b) Seek volunteer Marines to act as sponsors. Ensure a
sponsor is matched as closely as possible with the i nbound service
and famly nmenbers. Mrital status, famly conposition, pay grade
and MOS shoul d be consi dered when sel ection and assignnents are nade.
Provide a Sanple Letter of Introduction From Sponsor (enclosure (7))
and MCB Form 1320/ 13 (EF), (enclosure (8)) to assigned sponsors. The
encl osures are a guideline for suggested activities and are not all
i ncl usi ve.

(c) Ensure assigned sponsors and i nbound personnel are
provi ded adequate tine for the sponsor to famliarize the inbound
personnel with the Base and surrounding area. Ensure assigned
sponsors are avail able for approxi mately 30 days on either side of
the arrival of the inbound Marine.

(d) Ensure assigned sponsors are properly trained. The
FSC Rel ocation Programw || provide sponsorship training to
i ndi vidual s or units upon request.

(e) Ensure MCB Form 1320/12 (EF), Sponsorship Eval uation
(enclosure (9)) is conpleted by the new arrival between 2 and 4 weeks
foll owi ng check-in. Retain a copy for conmand inspection purposes
and forward original to Director, FSC (B 012).

(f) Establish comrand/ unit check-in procedures which
ensure all incom ng personnel check-in with the installation FSC
Rel ocation Ofice and attend a mandatory Wl come Aboar d/ Newconer's
Orientation brief. See reference (c) for specific guidance.

(5 Drector, Famly Service Center

(a) Assist conmmandi ng of ficers/division directors/unit
sponsorshi p coordi nators and sponsors as request ed.

(b) Provide sponsorship training to units, divisions,
sponsorshi p coordi nators and sponsors as request ed.

(c) Conduct Wel conme Aboard/ Newconmers Orientation
briefings.

(d) Coordinate recei pt of sponsorship evaluations with
the CO s or sponsorship coordinator. Present sumrarized report of
eval uations to the Relocation Assistance Coordinating Conmttee.
| dentify trends and propose reconmmendations for sponsorship program

I nprovenent as appropri ate.

G B. BROMW |11
Chi ef of Staff

DISTRIBUTION: A plus 4 (25)
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COVER SHEET FOR SPONSOR REQUEST AND FAM LY REQ STRATI ON FORMS

From Conmandi ng O ficer
To: (Qut bound Servi cenmenber)

Subj:  MARI NE CORPS PERSONNEL SPONSORSHI P PROGRAM

Encl: (1) Sponsorship Request Form
(2) Youth Sponsorship Request Form (If applicable)
(3) Famly Registration Form (Unacconpani ed orders only)

1. The Marine Corps Personnel Sponsorship Programis designed to
assist transferring single and married Marines and their famlies
during the PCS process. The command to which you are being
transferred is ready to provide informati on and assi stance before,
during, and after arrival at your new duty | ocation.

2. Participation in the Sponsorship Programis mandatory for al
single and married Marines in the grades of E-1 through E-6, WO-1 and
CW 2, O1 through O3, and all grades transferring to an acconpani ed
overseas tour. However, the program has several benefits and all are
encouraged to participate to take advantage of the assistance

avail able to get your new tour off to a snooth start.

3. If you intend to participate in the Sponsorship Program either
on a voluntary or required basis, you are requested to conplete the
Sponsorshi p Request Form (enclosure (1)) and forward it to your new
unit address. Also forward the Youth Sponsorshi p Request Form
(enclosure (3)) if appropriate. Shortly after your request is

recei ved, you should receive a letter fromyour gaining command wth
i nformati on about your new duty station and the surroundi ng area.
The name and address of your sponsor should be enclosed. | would
encourage you to communicate directly with your sponsor.

4. |f you are being transferred to an unacconpani ed overseas tour
and your famly nenbers wll relocate to a residence geographically
isolated froma Marine Corps installation, you may register themwth
a regional Famly Service Center (FSC). Conplete and mail the Famly
Regi stration Form (enclosure (3)) to the address noted on the form
Your famly can receive tinely advice, guidance and assi stance during
the period you are away by using the toll-free information and
referral tel ephone lines. |If residing east of the M ssissippi R ver,
except in the state of Wsconsin, call 800-336-4663. |If residing
west of the M ssissippi River, including the state of Wsconsin, cal
800- 253-1624.

ENCLOSURE ( 4)
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(California residents call collect to 619-725-5361).

5. | recomend you contact the Relocation Assistance Program (RAP)
at the Quantico FSC as soon as possible. The Relocation staff wll
provide a SITES CGuide for your new duty |ocation which includes
detailed informati on on housing, the base, |ocal community, schools,
etc. In addition to Sites, the RAP office provides nonthly workshops
on the rel ocation process, videos of USMC bases for checkout,
assitance with obtaining a "wel conme aboard"” packet from your next

| ocati on and individual assistance with any concerns or questions you
may have about your upcom ng nove. The RAP Ofice is located in the
basenent of Little Hall (north end) and can be reached at (703) 784-
4961/ 62 between 0730-1630, MF

6. | sincerely hope that this programw || prove beneficial to you
and your famly.

/| COWWANDI NG OFFI CER/ /
Copy to:

CO Respective Unit
Respective Division Director

ENCLOSURE ( 4)
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EPONSORSHIF ASSIGHMENT LETTER

From: Commanding General, Marine Corps Bage, (uantics
T

Subi | EFONSORSHIF ASSTGHMENT

Ref: (ml MCD 1320.11E
(bl MCBO i330.34

Encl: (1) Sample *"Nelcone Aboard® Letter from Sponsoy
(2} Sponsocrahip Cheoklise

1. You have been selested to #sponaor the following inbound Maripe
who will be veporting to (command/unit.) References (al and (b
provide guidance for your sponssrship aa@ ignment .

Nami: . Onit-
Telaphone (D3H/SO0M] : Mailing Address:
E-Mail (if avallable] -

1. Designation as a Eponsor 18 considered an homer, and am a Epatsor
you provide chat initial important comtast betwean She inksund
Marine, the family, the new home, andfor the new didty station. Eas-
ing the tranaitien to a new assigrment makes r ¥&le all the more
eritical. You will provige the Hirioe witch tﬁf" i

3. Withio 1 week of receipt of this letter, ¥ou are directed to
write or E-Mail a letcer of introductien. - Enclosure (1) im provided
Lo agsist you. Enclosure (2] eutlines yYour dutfies ap a sponsor.

4. I urge you to express a genuine interest in the Marine‘s nee=ds
until the Marine aettles intg our ar=a and vour unit.

5. Flease contact the Releecation Seaff at che Family Service Canter
Relocation Assistance Office, telepbone T84-4961 7632, They will pro-
vide information om hew to obtain a Quantico "Helcome Aboard” Fackage
for the Marine you are sponooring, and will provide any infarmatics
O aggistance yeu require to carry gut ¥our sponsorship ducies,

Signature

Copy to:
Dir, Family Service Center

O, Begpective Onit

ERCLOSURE [5)
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COMMAND "WELCOME ABCARD® LETTER/EFONSOR AOSISHMERT
Encl: Sponsorship Reguast Form
Dear

On bahalf of the Commanding General, welcone te the Croseroads of the
Harimg Corps! I am confident Four Dour of duty will be Personally
enjoyvakle and professionally preductive, wWe forvard ro working
wWith you, and I am confident ¥ou will bacems a valuable membar of our
command .

The most current and detailed information abogt relacating eo
Quantico i in the Quantico SITES guide [120+ pages). I BUBgast you
obtainm a copy of chisg Suide frem the Melocatisn fpoistance OFfice at
Four lecal Family Sarvies Cencar (or at the family centar of any
active-duty military inscallation, all service branches)], BITEE
information is also available on the world wide web ac Rttp: /e
dedic.osd.mil//sites/, In addition, you may want co TEQUERt a Queantico
"Weloome Alcard® Paskage fron your sponsor or from Quantico's Reloescs-
Llon Asslstance Program Dffice at DEN ZTR-4%61/62 ar 1-B00-336-466%,
Cur Belocacisen Asgistance acaff will aEslst you wich ary questicns ap
COnCerns you have abogs relosating to this command.

Bachelor quarters, including *ges bachelor® QUarters, are limited ac
Quantico. @ susgest you coptact the Bachelor Bous: Branch at Dsw
2TH-F14B/4% or TOF-TRA-3148/749 to determine availabi ity of guarters
Pricy to areival.

Peneral information op temporary lodging abosrd Quantico (The crogg-
roads Innd and Rousing [on/off base) fi= included in the SITES Guide.
Ta b= placed on the houging walting 1ist, iruu Tust Fepsct bo ohe
Bousing Office in person., You Ay "chack-in for housing purposes
only* pricr to offically checking in for duty. Present your crders
and detachment verificatissn at the Reception Center (Military
Perscnnel, Little Halll te receive suthorization ce check-in with the
Housing Office; civilian attire ip & riste. Yeu wust also check-
in with che Housing Office prior te Eﬁging A rental or purchass

agreemant ,
{Include *sponscr® parasraph fer RANdALSTY SpORSOT ranks and when
Fesponding to Regquest fap 82r Form £rom other ranks.|
Your sssigned sponsor is- Grade/Mame :

Unic/Branch:

B
Work Fhone —
E-Mail [werkl:

ENCLOSURE {6}
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Your spofsor will contact yeu soon and will be available to asmise
¥ou land yeur family) prior te relocating to Quancice and following
¥our arrival in the area. Plaass keep your sponsor advised of POUE
Plana and relosatisn nesds. If you have not eomplated & qumuruuf
Requast Form (enclesure (1)}, please complecte the form and ferward it
to your sponsor.

If you da mot hear from veur sponsor in a reasonable pericd of tims,
Please contact (Officers: Manpower Dlvision, DEN 278-2367/% or
1-T03- TEB4=-2007/%; Enligesd; Military Persomnel, DSH 378-26B2/E3 ar
1-TOI-TEd -2E03 /81

1f you report for duty durimg normal ducy hoirs (M-F 0736-1630),
rapart to the Personnel Cfficer as the Command R-u-::ﬁ';iﬂn Ceanter, .
Little Hall (Base Theatrel, Bldg, 2034. Afcar duty Is, E@part to
the Command Duty Officer in room 114 Lejeune Hall, Bldg. 3356 (DSH
d78-270T or commercial TO3-Te4-2707). Military perscanel must report
in the Alpha unifoem regardless of the wniform BEdaes

1 assure you we consider the safety and well being of cur Marines ang
thelr families te be of utmost imgortance -- sspecially during che
relocation process. If you should need help or advice during your
relocatien, contact yewur sponsor andd/or the Quantico Relocation
hosiotance Office. If there is ary way I can ba of assictance,
please do not hesitace te call me at {DSH/COM. ... |

Elncerely,

Signature block

ENCLOEURE (6)
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EAMPLE LETTER OF INTRAODUDCTION FROM SPONSOR
{Date)

[Sponsored HMarine's Crade and Hame)
[SEreet addrads]
[City, state, ZIF ocodel

Daar (Orade and Nam=|,

Welsome to |enter unit or activity] and ta Guantico. § have bean
asgighned as T dponasor. (The remaindsy oF rhig raph shogld
contain & brief susnary of the unit's missisn, aok viciea and oom-
mente abouk Quanties.] .

I was informed that a command "Welcems Aboards latter was mailad to
¥You with a Spessorship Request Form. Let me koo Ef you recaived it
ard if you've completed the information requasted of the form. Thar
information will help. determine what infermation Lo include in your
"Weleotms Aboard® packet., I'1]1 be happy to mail che packet to yeu or
you can pequest a packet directly from che Belocation Progran Offiea
l'b.li-ﬂnti-m'- Family Service Center (FSC) [1-800-336-466) or DEN
ATH-4981762] .

|Enter appropriate persomal information, You should include Eath
your werk phone ¥'s, DSN and compercial, hene fl:u:m-l- ¥ and mailing
address. If you have a work and/or home E-Mai address, you may want
te include that. Include any other perscmal items of intersse. )

[If sponsorimg a family with children, include;)
If you have children between the ages of S to 10, our Youtk Eponeor-
ship Program will provide a volunteer youth apsnsor. I've snclosed a
Youth Sponsorabip request form. If you'd like to participats in this
am, complets the form and mall it to United States Marine Corps,
Famlly Service Center, Attn: RAP, 2034 Barnets Ave ., Quanties Vi
2Z134-5003. You can alsc fax it to F3C, AbEns RAP at DEN 27TA-44134
ar 1-T03-T84-4434.

I encocurase you (amd your farily, if married] to visir the NEarat
F3C Relocation Office te pick up your copy of Quantico's SITES guida.
The guide includes very detailed information (130w pages) for perscm-
nel relocating to Quantico. The information ahould angwer many of
your questicns., This office should be able te Frovide sddisional
Aefistance you may need while getting ready to POS,

If E:u have any questicne which have pet beap answatred by cha SITES
[ Y

&r the welcone packet., let me know and I will ery to send Ehe
nacesoary informacies,

ENCLOSTIRE (7]
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If I can be of assistance in any other
hesitate to write, call or E-Ma:il. way right row, please do not

Singerely,

ENCLOSURE (7]
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