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Pre-Arrival Duties



1.           Initiate contact with incoming personnel within 24 hours of receiving their information from the S-GATE system.

2. _____Send an Army Community Services (ACS) welcome packet for the  community. 

3. _____Two hours prior to arrival verify with airlines that the flight is on schedule.

4. _____Tell the newcomers where you will meet them upon arrival.

5. _____Provide specific installation housing policies and cost of living information.

6. _____Provide specific unit, mission, duties and inprocessing details.

7. _____Sponsor the entire family.  Initiate contact between spouses and children, as appropriate.

8. _____ If  EFMP family, call ACS EFMP Coordinator for an appointment.





           Arrival and Post-Arrival Duties     



9. _____Greet the soldier and family members at the Airport and provide adequate  transportation for the soldier family members and baggage.

10. _____Inquire what specific needs and concerns the newcomers have.  If they don't know, try to determine the need and meet it.

11. _____Take the soldier and family to the temporary quarters you have arranged. If no housing/billeting arrangements were made, assist newcomer in finding some.  Accompany them to all prospectives quarters, both off and on post.


12. _____(Snacks and drinks are a nice gesture and add a personal touch, but it is a personal expense and your option to exercise).

13. _____Promptly provide any information requested.  Ask for assistance if necessary.  Do not ignore requests.

14. _____Within 24 hours after arrival, take newcomer to G1 on the first available duty day unless the soldier is on leave and does not wish to sign in.

15. _____Introduce newcomer to Company Commander, First Sergeant, Supervisors and staff as appropriate.


16. _____Ensure newcomer is scheduled for in processing and escorted to destinations as necessary.

17. _____Stop at the Housing Office and Army Community Service Center to acquaint the soldier and spouse with their services.


18. _____Take the soldier to finance and other in processing agencies


19. _____If time permits, a driving around the arena would be very helpful.

20. _____Take the soldier to the Commissary, Post Exchange, and Youth Center and  point out MWR activities to familiarize them with local attractions and 
childcare options.

21. _____Acquaint newcomers with the local school system and child care facilities, as    necessary.
 

22. _____Assist newcomers in obtaining a state safety inspection and registration of POV, as necessary

23. _____ If  EFMP family, call ACS EFMP Coordinator for an appointment.

24. _____If you are married and sponsoring a family, try to introduce the spouses. A dinner would be nice, but coffee and a chat are just as effective.    

25. _____Ensure they are aware of the newcomer’s brief with the Commander/ Command Sergeant Major.

26. _____Assist with temporary transportation until other means are established.


