UNITED STATES MARINE CORPS
COMMAND ELEMENT
IT MARINE EXPEDITIONARY FORCE
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CAMP LEJEUNE, NC 28542-0080
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20 AUG 201

IT MARINE EXPEDITIONARY FORCE ORDER 1320.1B Ch 1

From: Commanding General
To: Distribution List

Subi: PERSONNEL SPONSORSHIP PROGRAM
Encl: (1} Enclosure (7) to bhe added to basic Ordexr

1. Bituation. In an effort to improve the Personnel Sponsorship Program within

II Marine Expeditionary Force (IY¥ MEF), a new reguirements list will be added to
the Order.

2., Mission. To add Enclosure (7) to this Order.

3. Execution, This change introduces a comprehensive list of requirements
identified to improve the Personnel Sponsorship Program., All personnel are
directed to utilize Enclosure (7).

4. Summary of Changes. Addition of Enclosure (7), and addition of paragraph
“c. {3) (e} Ensure all IT MEF Command Element (MCC 1F1) personnel utilize

Enclosure (7)".

. Filing Instructions. File this change immediately behind the promulgation

page,

G. S. JOHNSTON
Chief of Staff
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28 MAR 2013

II MARINE EXPEDITIONARY FORCE ORDER 1320.1B

From: Commanding General
To: Distribution List

Subj: PERSONNEL SPONSORSHIP PROGRAM
Ref: {a) MCO 1320,.11F

Encl: (1) Unit Sponsorship Coordinatoxr Appointment Lettex
{2) Sample Welcome Aboard Command Letter
{3} T MEF Transition Swart Pack
{4) NAVMC 11799 Sponsorship Request Form
(8} Sample Inbound Roster
{6) Sample Sponsor Assignment and Checklist

1. Situation

a, To provide guidance for the sponsorship of II Marine Expeditionary Foxce
{MEF) personnel under the Personnel Sponsorship Program (PSP} and ensure greater
accountability of roles, responsibilities, and procedures.

b, Cancellation, II MEFO 1320.1A,

2. Miggion., This Order provides policy for the operation and sustainment of
the PSP. This program serves both Marines and Sailors that receive orders to II
MEF as well as departing persomnel - ensuring that they receive timely
agsistance and information to facilitate their move. It is the responsibility
of the commander to ensure as seamless a transition as possible through
utilization of a command sponsored PSP,

3. Execution

a, Commander’s Intent. Marines and sgailors transferring to and from II MEF
and its subordinate units must be provided with sufficient information and
apsistance to properly prepare for relocation. Such information must be
provided far enough in advance to aid in their trxansition planning. 1In an
effort to formalize and operate within the gquidelines of the reference, a
proactive program that is designed to assist both inbound and outbound Marines
and Sallors of IT MEF ig enclosed.

b. Concept of Operations

{1) Sponsorship program information will be provided to each
transferring Marine along with the notice of permanent change of station (PCS)
transfer. In accordance with paragraph 4b(3) of reference {(a), participation in
the PSP is mandatory for Marines in the grade of 0-1 to 0-3, E-1 to E-6, and WO
to CWO-2; voluntary for all othexs. Inbound Navy personnel will be provided for
by Navy Personnel Center (NPC); however, commanders will ensure that NPC has
accurate points of contact in cases of additional unit sponsorship requirements,




'
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c. Tasgks

{1} Subordinate Commanders

{a) Ensure unit PSP is current and maintained in accordance with the
reference,

{b) Appoint a Unit Sponsorship Coordinator (USC) in writing (see
enclosure (1)) and ensure that this information is provided to your unit
installation’s Relocation Aggistance Program (RAP) Manager as well as the Family

Readiness Officer (FRO).

{(¢) Publish a Welcome Aboard letter. SYee enclosure (2) for a sample.

(d) Establish follow-up procedures to ensure service members have
been assigned a sponsor no later than 60 days prior to transfer and that
appropriate notification is made with gaining command point of contacls,
Commandexs should utilize their USC, as well as FRO and Senior Enlisted Advisor,

to maintain program relevancy.

(2) Unit Sponsorship Coordinators

(a) Complete gponsorship training through RAP Manager or web-based

e-Spongorship module found at
http://sso.militaryonesource.mil/MOS/f?p=SSO: CONSENT:0::::P1_ID:311,

(b} Ensure that pertinent information ig assembled and available for
inbound Marines. All USCs ghould keep close liaison with the unit FRO and
installation RAP Manager to maintain current information, Enclosure (3)
provides a sample Transition Smart Pack that can be tailored as needed. At a
minimum the USC will provide a command letter, a NAVMC 11799 Sponsorship Request
Form as listed in enclosure (4) and the current phone numbers to the RAP office,
FRO, and the command duty to all inbound personnel.

(c) The unit USC will receive and maintain current inbound/outbound
rosters and ensure that mandatory participants outlined in paragraph 3b(1)of
this oxrder are accounted for with a sponsor. Enclosure (5) provides a sample

roster,

{d) Agsign a sponsor as listed in enclosure (6), to the mandated
ranks as well as upon request by an inbound member. The USC must have a NAVMC
11799 fxom the inbound Marine and a training certificate on file for each
sponsgox. Whenever possible, the sponsor will be of the same grade and marital
status as the inbound person., The USC will work with the FRO and RAP Manager to
create a checklist of available information to guide the sponsor in assisting

inbound Marines,

{(3) Assigned Sponsors

(a) Complete one-time sponsorship training and ensure your USC has a
copy of your certificate.

(b) Make contact with the inbound membexr in a timely manner and
provide the information as designated by the USC.

(¢} Utilize the USC, FRO, and RAP Manager to answer any questions or
concerns.
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{d} Coordinate with direct supervisor regarding all absences from
sponsor’s work section in support of sponsorship duties.

4, Administration and Loyistics. Recommendations concerning the contents of
this order may be forwarded to the Commanding General via the appropriate USC

cooxrdinator.

5. Command and Signal This Orxder is effective the date signed.

L
— e
- P
(37 N
B

N. " COOLING\
Chief of Sﬁﬁff

Distribution: A
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SAMPLE UNIT SPONSORSHIP COORDINATOR APPOINTMENT

{On Unit letterhead)

88IC
DATE

From: Organization/Unlt Commandexr
TGO Individual Assigned

Subj: UNIT SPONSORSHIP COORDINATOR APPOINTMENT
Ref: (a) MCO 1320.11F

1. You are hereby appointed to perform as the Unit Sponsorship Coordinator for
this command, You will be guided in your duties by the details outlined in the
reference.

2. Ensure all assigned sponsors are appropriately identified and assigned. You
will liaison between the Relocation Assistance Program (RAP) Manager and
agssigned sponsor to ensure proper training occurs.

3. Utllize the Family Readiness Officer (FRO) for this unit ag a rescurce in

the execution of your duties. The FRO is the primary source for readiness
Marines and their families,

J. P. EXAMPLE

Copy to:
RAP Office
FRO

Encl (1)



I want to welcome you to the Command Element, II Marine Expeditionary Force (11
MEF), Camp Lejeune, North Carolina. I am pleased to have you as a member of our team and
look forward to your contributions, Iam confident you will find your assignment to I MEF to

be both challenging and rewarding.

The Marine Corps Base, Camp Lejeune area diverse opportunities for training as well as
many recreation and family options. You will soon be receiving & Welcome Aboard package
tailored to meet your needs and ensure your smooth transition, I encourage you fo use the
resources listed within and do not hesitate to contact your sponsor or the command with any

concerns.

Should you desire additional information you can contact the Family Service Center’s
Relocation Assistance Program, commercial phone number (910) 449-9704. Additionally, you
can find a Welcome Aboard Video for the Camp Lejeune area located on the Mavine Corps
Community Services — Camp Lejeune website at: htip://www.mccslejeune.conv/relo/index.html.

If you have any questions in the interim, please feel free to contact the 11 MEF Manpower
Office at commercial phone (910) 451-0193 or 451-0200/DSN 751-0193/0200.

I consider the safety and well being of our Matines to be of the uimost importance. If
you should need help or advice during the relocation process, please contact your sponsor or the
nearest Family Service Center.

Semper Fidelis,

Major General 1. M, General
Commanding General, Il Marine Expeditionary Force; and
Commander, United States Marine Forces Africa

SAMPLE

Encl (2)




Welcome to 1T Marine Expeditionary Force located In Onslow County in southeastern North Carolina. Camp
Lejeune and the City of Yacksonvlle are adfacent to the New River flowing to the Onslow Beach area.
Camp Lejeune accuples about 153,439 acres with 14 miles of beach on the Atlantic Ocean.

VWalcome Aboard Boaklets This bookiet contalns Information about relocating to the Camp Leleune area and Important
phone numbers you may need. Please visit the followlng website to review the Welcome Aboard Booklet (PDF):

Lo/ v di arines.mil

Inprocessing Procedures

All persennel reporting to Camp Lejeune must report to the Camp Lejeune Receptlion Center, Molly Pitcher Road, Bldgs 59
and 60. Because each unit has thelr own procedure for processing parsonnel be sure to contact your sponsor with any
specific questions, Ensure you bring with you your orders and report In the service "A" uniform, Make sure your orders are
indorsed with the date and time of arrival, It is a good Idea to bring your travel fog as it will assist in fillng your travel

clahm.

Personnel who arrive o Lhe wieekend or a holiday should have orlginal orders endorsed by the duty officer located In the
Camyp Lefeune Reception Center, Bldg, 59/60, Molly Pitcher Road, 910-451-8609.

Al military members are required to attend & mandatory Matlne Corps Communily Services (MCCS) brlef upon check-tn,
Spouses are encoliraged to attend. Brlefs are held Monday - Friday, ance a day at 10:00 a.m.

If you plan to take leave Immediately upon arrival, it Is Important that you check Into the command first,

Reminder; Visit the Personal Readiness and Community Support Services' Relocation Assistance Proagram Center, located
at 40 Brewster Boulevard - Phone 910-449-9704 or {DSN) 312-752-9704, and plckup your Welcome Abeard Package. This
package will include maps of the area, and many other booklets, flyers and pamphlets about the area. Inquire about the
use of the Loan Locker, Hours: Monday-Friday, 7:30 a.m. - 4:00 p.m.

Travel Planning

Temporary Lodging - Camp Lejeune's temporary lodglng facliity, Lefeune Ing, Is located four miles from the main gate on
Holcomb Boulevard, Conslisting of 90 reoms, Lejeune Inn Is near fast food restaurants, the Marine Carps Exchange, Food
Court, Commissary, and banking, Lejeune Inn is open 24 hours per day, year round. Room rate Is $72.00 per day. PCS
reservations may be made one year In advance, TAD/TDY 90 days In advance. All others space avallable 30 days prior te
arrival date. Retirees are welcome on a space “A” basls, Due to very high demand, reservations are strangly encouraged.
Room reservations can be made by calling 910-451-3041 or DSN 312-751-3041.

Housing

Visit the housing offica at tha instaflation nearest to you with a copy of your orders and fill out BD form 1746, Applicatlon
for Assignment to Military Housing. Camp Lejeune famlly housing units are now all under the Privatized Housing system of
Attantic Marine Corps Communlties. Additlonal housing Is belng added with a current tote! of nearly 5,000 units for
personnel of all ranks. Applications for assignment (DD Form 1746 and CG MCIEAST Addendum) to on-base PPV provided
quarters should be completed and malled, or hand carried to the Family Housing Office, Bldg TT-43, Tarawa Terrace, NC
28543; (210) 450-1627/28, HOURS: 8AM-4PM M-F fejeunefamilyhousing@usme.mil - Tarawa Terrace as soon as a
mllitary sponsor knows of an upcaming move to this area, or within 30 calendar days of reporting for duty. The areas are
Courthouse Bay, Hospital Paint, MCAS New River, and Paradise Point for Officers, Berkeley Manor, Watkins Village, and
MCAS New River for SNCO's, and Midway Park, Tarawa Terrace, and Watkins Village for junlor enlisted,

Encl {3}



Famlly/Dependents

If you are enrolled in the Exceptional Family Member Program (EFMP), contact your Installation EFMP representative

at Marine & Family Services Center to notify them of your move. The EFMP representative can assist you with any speclal
needs moving questions you may have and can connect you with the gainlng Installatlon’s EFMP office. Please ensure your
EFMP enrollment Is up-to-date as this js your assurance that your family member’s needs will be consldered during the

asslgnment coordination process, The required EFMP_eprollment forms can be found on MilitaryHOMEFRONT.
if you need child care, you can complete a DD form 2606 up io 30-days before you PCS, The Children, Youth & Teen staff

at your current duty station can help you with this request. Child care Is Iimited on base (active duty have priority), but Is
also avallable off the Instaliation, The Children, Youth & Teen staff also provides a youth sponsorship program,

If you have children between the ages of 5-18, the Youth Sponsorship Program provides a volunteer youth sponsor. The
Youth Sponsorshlp Program depends on the availability of youth who volunteer to become sponsors. Please contact the
School tiaslon Officer at (910) 449-9915 (DSN) 312-752-9918, for Information and reglstration. Youth Sponsorship is

provided throughout DOD and Onslow County Schools,

I encourage you to visit the nearest Marine & Famlly Services Center to recelve more information and asslstance with your
PCS move, The Relocation Asslstance Program provides workshops to PCSIing members and Is designed to assist all
service members and thelr famities who are relocating from one duty station to another, A highilght of the program Is the

MilitaryINSTALLATIONS website that contalns current Information on all inffitary installations worldwide,

You should definitely visit Military OneSource, You may call 1-800-342-9647 for assistance 24/7. Valuable Information
can also be found at Marne Corps Community Sepvices,

11 MEF Websltet
htto://www. limef.marines. mi/
o utre
Resource Request Form
tp: S/E20=310:1:745
MiHtayry Instatiatlons; View articles, photos, major unit listings and contacts for programs and services worldwlde.
i/a e.mil prod/f2p=MLENYRY:18247612170520
TRICARE}
: (21 £, !
C auna; )
hitp:/fwviv. med.navy.mil/sites/ahclwelcome/Pages/Helpfullinks.aspX
100 Brewster Bivd

Camp Lejeune, NC 28547-2538
910-450-4300 (Quarter Deck)

D-Siresst 24/7 professional, anonymous counseling for Marines, attached Sallors, and famiifes when It's needed most,
e
1-877-476-7734
: ¢ ¢

hito:/fyiww.meceslejeune.com/schools/
1 Holcomb Bivd, Camp Lejeune, NC 28547
Phone 910-449-9915/ (DSN) 312-752-9915, Fax 910-451-7788

Encl (3}




Dialing from overseas the DSN prefix Is 312-751-XXXX

I MEF CDO 910-451-8138 M8 CL Reception CTR 910-451-2197
910- 451-9788 910-451-7735
20 MARDIV CDO 910-451-8319 Amerlean Red Cross 910-347-3581
910-451-8658
2D MAW CDO 252-466-4313 NMCRS 910- 451-5346
2D MLG COO 910-451-0850 ™0 91(0-451-2377
ext 224 thiu 228
MHG CHO 910-451-2848 Vehlcle Reglstration 910-451-1793
910-451-1174
Open M-F: 0730-1550
M8 CLCDO 910.451-2414 Temporary Lodging 910-451-5336
NAVALHOSP €L 910-450-4300 Units-t
o ' {Quarter Deck)
MCBCL PMO 910-451-5811 Sponsor

OAMP LEJEUNE
MAINSIDE

RATIIORE © nu.vq?.m
ow b R b b bt

- o Inpes iy maYy
SR ERRTT A

Endl (3)



Encl (3)
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Encl {(4)




INBOUND

NEED SPONSOR
HAVE SPONSOR
1Pl
g i 3 ¢ {BPONSO
B5 0842 |36 INR {2012/10/3) [8THMAR SGT BUELLER, FERRIS
E5 0844 [36 [1NA[2012/11/08 |8THMAR SGT DAMAN, BILL
£S [E6 0842 {36 {1Np [2012/11/29 |8THMAR S8GT GORTEX, BRANT
E6 4821 {36 {121 ]2012/11/30 {H&S BN GYSGT HELLOWS, ROGER
E8 0848 136 [1NA|2022/12/01 [8THMAR MSGT ODYLE, MIKE.
BY7 0619 |36  |JAW [2012/12/15 [8THMAR GYSGT RUTLEDGE, NATHAN R.
ES 0844 [36  11NH |2013/01/13 [8THMAR SGT MURRAY, BILL
ES 0844 136 078 {2013/01/31 |H&S BN SGT GOTSMOORE, CHRIS
E5 1844 {36 [iNC [2013/01/31 {H&S BN
24 |ES o621 |36  JiNR [2013/01/31 IH&S BN SGT FRYER, BERNIE
E8 3381 {36 |1v1]2012/02/14 [H&S BN
E6 0111 [36 [INH |2013/03/03 |DIV G-1 |88GT ECKERT, SERN
ES 0844 [36 |151 [2013/04/14 |DIV G-3 [SGT ROMAS, JESSIE
E6 0681 |36 1J¢ [2013/065/01 [DIV G-6
E6 0111 {36 [INC ]2013/05/01 |8THMAR SSGT HURLEY, ELIZABETH
B7 0848 |36  |SM3 [2013/05/13 |8THMAR GYSGT LACEY, LEE
E5 0844 |36 |INB [2013/06/14 JOTHMAR SGT BUELLER, FERRIS
B5 0844 |36 [INF]2013/07/15 |[MEF G-3 |SGT MOTO, SEAN
E6 0848 [36 |1NR [2013/07/15 |8THMAR
1F1 OFFICERS INBOUND
1K91]2012/12/05 [6THMAR  |CAPT, MURPHY, BRAD

OUTBOUND

NOTIFY EMCC

FMCC NOTIFIED

2013/05/01
B4 0811 [36  [SM3 [2013/05/13 [8THMAR
BES 8GT LEAVE, WILL 0844 |36 1NB 12013/06/14 |G-23 8-1 CHIEF GYSGT SMITH

Encl (5}
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SAMPLE SPONSOR ASSIGNMENT LETTER

(On Unit letterhead)

S8I1C
DATE

From: Unit Sponsorship Coordinator or Appropriate Commanding Officer
To: Rank Ian M, Marine EDPI#/MOS USMC

Subj: DESIGNATION AS COMMAND SPONSOR

Ref: {a} IT MEF ORDER 1320.1B
(b) eSponsorship Application and Training (eSAT) User’s Guide

Version 3.3 August, 2011
Encl: (1) Sponsor Checklist

1. You have been agsigned as the command sponsor for:
Name:
Unit:
E-mail:

2. The references provided will give guidance regarding your sponsorship
duties. Sponsorship training is to be completed using the web-based training
listed in reference (b) or by contacting the Relocation Agsistance Program
coordinator at (910) 449-9704 or (DSN} 312-752-9704.

3. Utilize the Family Readiness Officer (FRO) foxr this unit as your primary
resource. The FRO is the primary source for readiness Marines and their

families.

J. P. EXAMPLE

Copy to:
G-1 orx 5-1

Encl (6)
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Single:

Mairied;

Sample Sponsor Checklist:

MOL (MCT)
Contact Authorization Form

CO- Welcome Lelter/Intent

FRO Welcome Lelter

Single Marine Program (SMP)

Base Map & places of interes(

Relocation Assistance Contact Info

ITT Contact info & flyers

Jacksonville Places of interest info

Educational resources for Marines

MCCS info

Financial Management Office (Budgeting, Investing, and car buying class, etc)
I*AQs (IPAC focation, Check-in procedures, etc)

MOL (MCT)

Contact Authorizalion Form

CO- Welcome Letter/intent

FRO Welcome Lelter

Base Map & Places of interest

Relocatlon Assistance Contact Info

ITT Contact info & flyers

Jacksonville Places of Interest info

Milltary Housing information

Educational Resources for Marine & Spouse
MCCS info

Family Care Plan info

Finaneial Management Office (Budgeling, investing, Car, and house buying info, etc)
FAQs (IPAC location, etc)

Married with Children:

2 © & o

MOL (MCT)

Contact Authorization Form

CO- Welcome Letter/Intent

FRO Welcome Letter

Base Map & Places of interest

Relocatlon Assistance Contact Info

ITT Coutact info & flyers

Jacksonville Places of Interest info

Military Housing Information

Child, Youth and Teen Program Information
School inforimation

Educational Resources for Marine & Spouse
MCCS info

Family Care Plan info

Financial Management Office (Budgeting, Investing, Car, and house buying info, etc)
FAQs (IPAC location, etc)

Encl (8)



Requirement LEAD SUPPORT TIMING

ACCESS REQUIREMENTS

Complete SAAR Form Sect G-6/Security Prior to departing
current command

Confirm Security Clearance Sect Security Upon first contact

Explain H-1 Security and Badging Sect Upon first contact

Update system access requirements Sect SSEC/IMO Date of join

{MCATS, CAT) as appropriate

Notify G6 Help Desk of report date and | Sect G6 NLT 10 days prior to

access requirements report

REPORTING REQUIRMENTS

Verify contact info {cell, personal e- Sect Upon first contact

mail, etc)

Provide H-1/Base Orientation (as Sect NLT 10 days prior to

required) report

Schedule in call with CoS for all Sect SSEC NLT 10 days prior to

Colonels report

Contact Civilian Manpower Officer Sect G-1 Civ Mpwr O Date of join

upon civilian hire/reassignment

TRAINING REQUIREMENT

Schedule training for military Sect G-1 Civ Mpwr O NLT 10 days prior to

supervising civilians as required report

Schedule billet specific training as Sect NLT 10 days prior io

required report

Schedule weapons qualification for Sect MHG NLT 10 days prior to

duty standers if required report

ASSIGNMENT

Provide billet assighment and POC info | Sect Upon first contact

for current billet holder

Provide info regarding Reporting Sect Upon first contact

Senior/Reviewing Officer

Identify any anticipated additional Sect Upon first contact

duties

Explain duty requirements/frequency Sect MHG Upon first contact

(CDO, 00D, Duty NCO, etc)

ENCLOSURE {7




COMMAND ELEMENT, If MARINE EXPEDITIONARY FORCE ROUTING SHEET

| pate: 29 July 2014

2, QPERATION CODE

A-APPROPRIATE ACTION

B-GUIDANCE
C-SIGNATURE
D-COMMENT
E-RECOMMENDATION
F-CONCURRENCE
G-INFORMATION

RETURN TO G-1

-INITIALS
S-DISPOSITION
K-DECISION
L-RETENTION

O-OTHER: COPY TO

X-ORIGINATOR

3. SUBJECT:
II MEFO 1320.1B Ch 1

NATURE OF ACTION ORIGINAT DUE DATE
REQUIRED OR
INITIALS
SIGNATURE ARH

H-BILLET VALIDATION

ROUTING-USE NUMBER TO SHOW ORDER OF ROUTING

5. REFERENCE HELD BY (NAME, GRADE, OFFICE, PHONE)
HORNE, ANDREW, PFC, II MEF G-1, 451-9933

7. QPR 8 9. DATE

3. INITIALS

CODE ADDRESSEES N TOUT

CONCUR | NON
CONCUR

CG, I MEF

DCG, 1 MEF

CHIEF OF
STAFF

-

SGTMA

[0 -

L e

SSEC ADMIN
CHIEF

A
A STAFF SEC
A

A SSECADMIN [ g/ g

D G | 3

A G-l

G-2

G-3

G-4

G-5

-0

G-7

ALD

SUPPLY

SIA

PAC

CHA

HSS

X ADI

CM(

EQL
AD

CO»

SOT

G-1

SA

i

7

Q\@&J:w o @»"\

1. REMARKS AND SIGNATURE:

Purpose: Publish change 1 to MEFO

1320.1B.

Digcussion: Additional
requirements identified to enhance
the Personnel Sponsorship Program
have been added to proposed
enclosure (7).

Recommendation: Obtain COS
gsignature on ¢ e /3.

)

R. H. PITYS

Heoes

13 DATE 14 FILE NUMBER

RECEIVED

12. DATEOF
DOC

13, ROUTE NUMBER 16. ADVANCE ACT COPY

(1364




