[image: image1.png]


36th Force Support Squadron Sponsor Checklist

Incoming Member:   




Expected Arrival Date:
· Email welcome letter (ASAP)
· Email newcomer needs assessment (ASAP)
· Email sponsor package from A&FRC (90-120 days prior to RNLT)

· Inquire about housing preference/advise on current policy (90-120 days prior to RNLT)

· Inquire about shipping vehicle (90-120 days prior to RNLT)

· Assist with/confirm lodging reservation (NLT 30 days prior to RNLT)
· Assist with/confirm loaner furniture and loan locker items (30 days prior to arrival)

· Set up General Delivery for mail (30 days prior to RNLT)

· Update CSS with arrival date and itinerary once finalized (NLT 1 week prior to arrival)

· Deliver welcome basket/visit in person within 24 hours of arrival (during COVID restrictions)
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