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CEPOF-ZA 1 August 2019

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Far East District Policy Letter #6, Sponsorship
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1. References. &ZX.

a. Army Regulation 600-8-8, The Total Army Sponsorship Program, 4 April 2006.
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b. USFK Regulation 614-2, In-Processing Orientation Program, 11 January 2007.
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2. The manner in which we in-process arriving employees as they enter the District is
the first impression that we make on these new teammates. It is essential that the
District conducts in-processing as smoothly and professionally as possible for each new
employee. Our organization’s reputation spreads by word of mouth. The way we treat
our new employees will affect the number and quality of employees we receive in the
future.
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3. Supervisors will ensure every incoming employee or service member is assigned a
sponsor as early as possible. Sponsors will correspond with the employee to prepare
them for their transition into a new assignment. Sponsors will send out welcome
packets and answer questions about the District. When the new employee arrives, the
sponsor shall physically escort and assist with in-processing activities. Sponsors and
supervisors will conduct necessary coordination so that the new employee makes all in-
processing appointments and receives all needed training.
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4. The process of becoming a member of the District is the most important step any
new employee takes. It is essential for the long term strength of the District to give the
best treatment possible to incoming employees and their families.
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5. POC for this memorandum is Workforce Management Office at 755-6206.
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