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HISTORY.  This is the third change to be applied to the original AMCOMR 690-50 dated 26 Feb 1999.  This change will re-designate the AMCOM regulation as a Redstone Arsenal regulation.  This publication was first printed as MICOMR 690-50 in 1992.  

SUMMARY.  This regulation provides guidance to civilian personnel being assigned a sponsor and instruction to civilian personnel that choose to be a sponsor.

APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC), and any new or renamed Commands or activities, except where serviced Command or activity regulations/policies, or subsequent union agreements provide for different procedures.
PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the 

Redstone Arsenal Civilian Personnel Advisory Center.  The proponent has the authority to approve exceptions to this regulation.
SUPPLEMENTATION.  Further supplementation is prohibited without prior approval of the Redstone Arsenal Civilian Personnel Advisory Center, ATTN:  PECP-SCR-E, Redstone Arsenal, AL 35898-5000.
SUGGESTED IMPROVEMENTS.  Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications) to Commander, U.S. Army AMCOM, ATTN:  AMSAM-PT-CP-CSB, Redstone Arsenal, AL  35898-5000.
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DISTRIBUTION.  This publication is approved for public release; distribution unlimited.

SUPERSESSION.  This regulation supersedes MICOMR 690-50, 24 June 1993.
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1.  PURPOSE.  To assist civilian employees and family members during the relocation process, to provide timely and accurate information and other support necessary to minimize problems associated with relocation and transition to the new assignment.

2.  REFERENCES.  

     a.  AR 612-11

     b.  DA Pamphlet 612-1

     c.  AR 608-1

     d.  FPM 300

3.  POLICY.

     a.  Accepting assignment as a sponsor will be on a voluntary basis.  Employees acting as sponsors will represent the Command in a positive manner.

     b.  Employees will be granted overtime pay or compensatory time as required.

     c.  All new employees from outside the commuting area will be assigned a sponsor.  Current employees moving between organizations serviced by the AMCOM Civilian Personnel Advisory 

Center (CPAC) will not be assigned a sponsor.

     d.  All departing employees will be provided assistance in order to reduce relocation stress on the family, reduce distractions associated with the move, and give the employees and their families a final positive impression of the Command.
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4.  RESPONSIBILITIES.

     a.  Incoming Federal employees currently in Huntsville commuting area.

         (1)  CPAC will:

            (a)  Provide information on new job and organization.

            (b)  Provide family members with Federal job information and local recruitment procedures, as needed.

            (c)  Inform bargaining unit employees that they may be represented by a union (AFGE 1858 or NFFE 4052) concerning working conditions and other appropriate matters and where the union offices are located.

        (2)  Primary organization will:

           (a)  Assign sponsor.

           (b)  Orient employee to the new job.

        (3)  Sponsor will:

           (a)  Contact employee to offer assistance.

           (b)  Orient employee to his/her new office.

    b.  Incoming Federal employees moving to the Huntsville commuting area.

         (1)  CPAC will:

             (a)  Provide information on the new job/organization.

             (b)  Provide information on entitlements (excerpts from travel regulation, etc.) and prepare travel orders.

             (c)  Send a written notice of offer.

             (d)  Contact Army Community Services (ACS) to provide assistance if local civilian resources are not available.

             (e)  Contact Chamber of Commerce to send welcome packet.
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             (f)  Register eligible family members for consideration in the local lateral/change to lower grade system and/or Department of Defense Priority Placement Program.

             (g)  Provide new employees' orientation, including an opportunity for a union representative to speak to the new employees during orientation.

             (h)  Provide family members with Federal job information.

        (2)  Primary organization will:

           (a)  Assign a sponsor for the new employee.

           (b)  Orient the employee to the new job.

        (3)  Sponsor will:

           (a)  Contact the employee/family to offer assistance.

           (b)  Help the employee/family with transition.

           (c)  Welcome the employee/family upon arrival.

        (4)  ACS will:

           (a)  Assist relocation of employee/family.

           (b)  Provide family members employment assistance.

    c.  Incoming new employees currently in the Huntsville commuting area.

        (1)  CPAC will:


(a)  Provide information on the new job and organization.


(b)  Provide new employee orientation.


(c)  Same as (c) under 4(1).

       (2)  Primary organization will:

          (a)  Assign sponsor for new employee.

          (b)  Orient employee to the new job.
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        (3)  Sponsor will:


(a)  Contact employee and offer assistance.


(b)  Help orient employee to new office.

     d.  Incoming new employees moving to the Huntsville commuting area.

         (1)  CPAC will:


(a)  Provide information on new job/organization.


(b)  Provide information on entitlements and prepare travel orders, if eligible.


(c)  Send a written notice of offer.


(d)  Provide new employee orientation (Same as in 4b(g)).


(e)  Provide family members with Federal job information, as requested.

         (2)  Primary organization will:


(a)  Assign sponsor for new employee.


(b)  Orient employee to the new job.

         (3)  Sponsor will:


(a)  Contact employee/family to offer assistance.


(b)  Help the employee/family with transition.


(c)  Welcome the new employee/family upon arrival.


(d)  Follow guidelines in the Sponsor's Guide.


(e)  Contact ACS to provide assistance if local civilian resources are not available.


(f)  Contact Chamber of Commerce to send welcome packet.

         (4)  ACS will:


(a)  Assist with relocation of employee/family.
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(b)  Provide family member employment assistance.

     e.  Departing Federal employees.

         (1)  CPAC will:


(a)  Advise/assist eligible family members in completing necessary forms required to seek employment at new location.


(b)  Provide assistance in obtaining information regarding new assignment.

         (2)  Primary organization will:


(a)  Assist employee with required processes to clear the installation.


(b)  Notify employee to inform eligible family members to contact the Priority Placement Coordinator in the CPAC.

5.  PROCEDURES.

     a.  Incoming Federal employees.

         (1)  After the selection is received, CPAC will contact primary organization for sponsor's name.

         (2)  Organization will assign a sponsor.

         (3)  Organization will provide documents to CPAC for preparing travel orders and obtaining security approval.

         (4)  CPAC will send a written notice of offer to selectee.

         (5)  CPAC will provide the sponsor pertinent information on selectee, a copy of the Sponsor's Guide, and the name of the Personnel Staffing Specialist to contact for additional assistance if needed.

         (6)  Sponsor will contact ACS/Chamber of Commerce to send welcome packets to employees who are new to the Huntsville commuting area.

         (7)  Sponsor will contact the selectee immediately and offer assistance as outlined in the Sponsor's Guide.

         (8)  Sponsor will contact one of the unions, providing the employee name and organization.
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         (9)  ACS will provide assistance to selectee and family member as requested.

         (10)  CPAC will complete inprocessing of selectee such as preparing reference vouchers, requesting SF 75 information, obtaining security approval, preparing travel orders, etc.

      b.  Departing Federal employees.

          (1)  After notification has been received that employee has been selected for assignment to a different installation, CPAC will notify the employee's primary organization.

          (2)  Civilian Personnel Operations Center will provide the gaining installation with SF 75 information and any other data requested.

          (3)  CPAC will counsel eligible family members on procedures and forms for seeking employment at the new installation, as requested.

          (4)  CPAC will provide primary organization and employee with point of contact at the new installation.

          (5)  Primary organization will assist employee in completing necessary processes to clear the installation.
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