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Mandatory TrainingMandatory Training

“Sponsorship training is mandatory of first time 
sponsors and for those who have not served as a 

sponsor during the past year.”sponsor during the past year.”

31 FW Policy Letter 
“To nurture a mindset of the sponsor’s role as

an official, primary duty.”



Sponsor Training goalsSponsor Training goals

• To understand importance of sponsorship
• To minimize stressfor sponsor and in-bound 

member
• To provide proper guidance and resources• To provide proper guidance and resources
• To facilitate a smoother transition into new base
• Present three phases of sponsorship:

Pre-Arrival
Arrival

Post-Arrival



Who plays a role in sponsorship?Who plays a role in sponsorship?

• 31 FW/CC
• Squadron Commander
• Military Personnel Section ensures:• Military Personnel Section ensures:

• Sponsor assigned
• Relocation Assistance Program (A&FRC)

• Provides training



Achieving Top Levels At Achieving Top Levels At 
Sponsorship (ATLAS)Sponsorship (ATLAS)



PrePre--Arrival PreviewArrival Preview
• Initial Contact
• Sponsor letter/Package
• Secure Post Office Box  (Needed for Right Start)
• Temporary childcare arrangements 
• Prepare for House Hunting • Prepare for House Hunting 
• Transportation
• Make Billeting arrangements
• Coordinate your work schedule
• Call A&FRC to register for Right Start
• Provide AFI testing material and/or link 

http://afrc.avianoab.info/inbound-driving.html
Testing Done online (Safety Briefing, Licensing at Right Start)



ContactContact

• Within 7 days
– Email
– Telephone– Telephone

• Going on leave enroute?  Car being shipped? 

• First Impressions Count



Need to know… Need to know… 
As shown in SPONSOR’S GUIDEBOOK:
• Name & rank
• Leave address & phone number
• Family members• Family members
• Special needs to be addressed?

– Spouse/childcare
– Pet arrival



Obtain EObtain E--copy of orderscopy of orders
• Orders via email or fax; create multiple copies
• If arriving on the rotator, NATO orders are required

**must have original blue stamp**
• Establish or Initiate for member:• Establish or Initiate for member:

1. Post Office Box 

2. TLA Non-Availability Form

3. Codice Fiscale



Keep In Mind Our Newcomer Keep In Mind Our Newcomer 

• What are their basic needs?
• What are their current concerns?
• Spouse Employment Challenges
• And from YOUR end…• And from YOUR end…

– Maintaining contact until their arrival
– Communicate changes in your status
– Keep communication lines open in your 

work place 



EE--Sponsor InformationSponsor Information
http://afrc.avianoab.info/inboundhttp://afrc.avianoab.info/inbound--sponsors.htmlsponsors.html

• Sponsor Checklist
• Sponsor Contact/Package Guidelines
• Right Start/Benvenuti Schedule –0800 Start /Registration Required

• Codice Fiscale Application 
• Sponsor Request for Extra Gas Rations• Sponsor Request for Extra Gas Rations
• Sponsor Guide

http://afrc.avianoab.info/inboundhttp://afrc.avianoab.info/inbound--moving.htmlmoving.html
Newcomer InformationNewcomer Information

• AFI Driver’s Testing On line Only!
• Newcomer/Base Inprocessing Checklists
• Right Start/Benvenuti Schedule
• No Firearms allowed in Italy (working or not)



Sponsor eSponsor e--mail or package? mail or package? 
• Personal e-mailing AND a package advised

• Provide another POC within the squadron

• YOU are Aviano’s first impression

• Your perspective- always positiveways to say • Your perspective- always positiveways to say 
anything - even work! 

• Important information to provide to
newcomer…



VISA & NoVISA & No--Fee PassportFee Passport
• Tourist Passports encouraged PRIOR to arrival 

if they plan to travel while stationed in the 
European theater

• VISA & No Fee Passport applications for each • VISA & No Fee Passport applications for each 
family member and passport are required

• Insure members understand this is a time 
consuming process (8-12 weeks)

• THESE DOCUMENTS MUST BE IN HAND
PRIOR TO DEPARTURE AND ARRIVAL 
IN ITALY!



POV  Drivers LicensePOV  Drivers License
• VALID STATESIDE DRIVERS LICENSE IS 

REQUIREDto obtain an MVRO Drivers License
• Motorcycle endorsement should be obtained in 

States before arrival.
• International Drivers License allows travel outside • International Drivers License allows travel outside 

of Italy & rental car access.  Google “International 
Driver’s License”

• Check Insurance rates BEFORE you ship a car
• If you have a car loan, check with Bank to see if 

they will allow the car to be shipped overseas 



POV  Drivers LicensePOV  Drivers License

• Online Testing http://www.afrc.avianoab.info/inbound-driving.html

– Personal and Govt computers as well as A&FRC

• REQUIRED to drive the POV off Transcar lot 
– MVRO license – MVRO license 
– MVRO Plates
– Insurance document w/ MVRO plates



Codice Fiscale (Italian SS#)Codice Fiscale (Italian SS#)
• Expedited Process! Here’s how it works:

– You E-MAIL “e-Sponsor Codice Fiscale” to inbound 
member

– Application is filled out and scanned/faxed back to you 
with COPY of MIL ID front and back (for family 
members and civilians), a copy of the passport picture 
page and the visa are required.

– Sponsor drops application off at Housing Office
– Member picks up Codice Fiscale at Housing office upon 

arrival to Aviano AB. 
– Needed for Banca Populare and Telephone services



Child Development Center  (CDC)Child Development Center  (CDC)

• Waiting period for permanent all-day care ranges 
from oneto threemonths, depending on priority 
status

• Make arrangements 4 weeks out with copy of 
orders andCDC Registration Form AF 2606 
online

CDC 1 (Area 1)   632-8246 CDC 2 (Flightline)  632- 5199



Childcare for Dual or SingleChildcare for Dual or Single
MilitaryMilitary

Permanent Childcare Reservation

1. Fax Orders to CDC 632-7279
OR

2. On-line registration (AF 2606) at Aviano 
FSS website:   www.31fss.com



Free ChildcareFree Childcare

• Funded by AFAS for use within 60 days

• 20 hoursfree child care PER child 
Obtain certificate at A&FRC to be used Obtain certificate at A&FRC to be used 
at CDC or AYP

• Sponsors should make reservations 30 
days in advance of arrival



Childcare backChildcare back--up planup plan

• Network within unit 
• Aviano Youth Programs (AYP)

– Older children (1st – 6th grade)
– Registration at 632-7575

• Co-Op Program 632-5630  (Area 1, Bldg 110)



Elementary School   632-5677:
www.avia-es.eu.odedodea.edu/

Middle School  632-5777:
www.avia-ms.eu.dodea.edu/

School RegistrationSchool Registration

www.avia-ms.eu.dodea.edu/

High School  632-5877:
www.avia-hs.eu.odedodea.edu/

School Transportation Office  632-5152
( located in Elementary School)



Sponsor Package Ideas

• If possible, provide:
– Sponsor’s cellular #
– Command Post  number #
– First Sergeant cellular #– First Sergeant cellular #

You never know when the
need may arise…



Sponsor package ideasSponsor package ideas
• E-Sponsor material

• Compass newspaper copy or 

www.aviano.af.milwww.aviano.af.mil

• Items from A&FRC website :

http://afrc.avianoab.info

• Information flyers from A&FRC cubby 



Useful WebsitesUseful Websites

• AF Move available at bases worldwide:
http://afmove.hq.af.mil

• Aviano Home Page:
www.aviano.af.milwww.aviano.af.mil

• Aviano classifieds:
www.avianoclassifieds.com

MilitaryHomefront.com



Preparing for newcomer arrival Preparing for newcomer arrival 

• Coordinate prior to arrival
• Freedom Bird arrival varies, call AMC 

Terminal to verify dates
• Make a sign!• Make a sign!

Hey man, which one 
is my sponsor?



PetsPets
• No quarantine for pets
• Entry into Italy must be within ten (10) days of 

obtaining health certificate
• Microchip required
• Vet's and kennels are available in area; 

(reservations at least three weeks in advance)
• Mountain View Lodge does accept pets!

Aviano Vet Clinic  632-8485



Clarify what kind of pets!Clarify what kind of pets!



Lodging Lodging –– ArrangementsArrangements
Mountain View Lodge    632Mountain View Lodge    632--40404040

lodging@aviano.af.millodging@aviano.af.mil
•• MUST validate lodging at TLFMUST validate lodging at TLF•• MUST validate lodging at TLFMUST validate lodging at TLF

•• Sponsor may obtain statement of nonSponsor may obtain statement of non--availability availability 
with copy of orderswith copy of orders

•• Welcome baskets are available for purchase by Welcome baskets are available for purchase by 
sponsors for newcomers at lodgingsponsors for newcomers at lodging



TLA AuthorizationTLA Authorization

Finance  Office Finance  Office 

632632--7409/72767409/7276632632--7409/72767409/7276

FSO@aviano.af.milFSO@aviano.af.mil



Off Off –– Base ArrangementsBase Arrangements

• STOP!  Statement of Non-availability?

• Location, location, location

• Good match for family

• Visit the facility if possible!



Dorm ResidentsDorm Residents
• IMMEDIATELY take to Dorms

• Key pick-up is available five days before arrival

– Flight line bldg. 1425

– Area 2 bldg. 254– Area 2 bldg. 254

POC Questions: Dorm Manager (duty day hours) 
632-5936/5237/7719 

Location Bldg 1425, room 10

– After hours/week-end/holiday Cell: 335-700-0389



HousingHousing
• Temporary Lodging Allowance (TLA) issued to 

offset cost for temporary accommodations, 
lodging and meals  

–MAX TLA is 30 days;
• Members must aggressivelyaggressivelyhouse hunt during • Members must aggressivelyaggressivelyhouse hunt during 

this period 



HousingHousing

• Housing briefing available 
– Monday during Right Start www.ahrn.comis a great 

resource

• Be proactive  
– Contact the Housing office to submit your Advance 

Application for Housing DD 1746



• Meet Newcomer at the airport

• Provide transportation to dorms or billeting

• CAC and Network Access: MPS Customer Service

ArrivalArrival

• CAC and Network Access: MPS Customer Service

• Discuss key elements:
– Vehicles (pick up Transcar or used car options)
– Housing (search, on-line, etc)



• Additional gas rations available for sponsor:
– 100 liters for 2 months (200 liters per year)
– “Gas ration” memo (eSponsor package)

TransportationTransportation

– “Gas ration” memo (eSponsor package)
– Purchase at your expense

• Pick up Newcomers at Venice/other airports



• Unit in processing
– make 15 copies of orders (REQUIRED for in-

processing)

• Provide transportation as needed

Post ArrivalPost Arrival

• Provide transportation as needed
– Driving 101 (Italian driving style)

• Networking: locate places/people

• Assist with house hunting until quarters secured



Base Windshield Tour:Base Windshield Tour:
Areas 1, 2, D & FlightlineAreas 1, 2, D & Flightline

• Prepare newcomer for next few days!



First Term Airmen Center First Term Airmen Center -- FTACFTAC
• Show Newcomer FTAC location

– Area 2, Bldg 220
– Phone 632-5577
– Female FTAC students caution/awareness

• MUST HAVES:
– ABUs or BDUs 
– Full set of Blues
– FTAC Handbook (sent electronically)
– Airmen’s Manual



Airman and Family Readiness Airman and Family Readiness 
CenterCenter

“Mission First, Family Always”

• Hours 0700-1700, Monday-Friday• Hours 0700-1700, Monday-Friday
• Array of programs and services available
• Bldg 1431, Flightline Area , 632-5407



A&FRC ProgramsA&FRC Programs

• Computer Resource Center
– Free internet access for 90 days upon arrival

• Loan center
– Household items, dishware, pots & pans for 
30 days



Right Start InRight Start In--processingprocessing

• Sign-up necessary
• Mandatory base Intro program with 

agencies completing in-processing to 
include:
agencies completing in-processing to 
include:
Drivers license testing, finance in-
processing, TRICARE enrollment, etc.

• POC Mrs. Kimberly Henne 632-5407



Right StartRight Start

Sponsors  pre register newcomersSponsors  pre register newcomers

0800-1630 Monday
0800 – 1215, 1400 ChemGear Tues0800 – 1215, 1400 ChemGear Tues
0800-1100 Wed
0800 – 1230 Thurs
Friday 0800 - 1530



Right StartRight Start-- SpousesSpouses
•• Gen Brown InitiativeGen Brown Initiative

•• Sponsors should highly encourage spouses to Sponsors should highly encourage spouses to 
attend Right Start Program & register them with ADattend Right Start Program & register them with AD

•• Child Care during Right StartChild Care during Right Start•• Child Care during Right StartChild Care during Right Start

•• Sponsors should pick up Child Care for PCS Sponsors should pick up Child Care for PCS 
certificate from A&FRC and set up child care certificate from A&FRC and set up child care 
prior to Right Start (copy of orders required)prior to Right Start (copy of orders required)

•• Sponsors should educate spouses on Spouse Start Sponsors should educate spouses on Spouse Start 
Program and encourage attendance.Program and encourage attendance.



It is only the beginning…..It is only the beginning…..

• Sponsor duties do not end with Right Start:
– House hunting
– Local area acclimation– Local area acclimation
– Tour long friendship

• Insure Newcomer is welcomed in Squadron



E-Sponsorship (Mandatory)
• Comprehensive application for sponsorship training, 

communication, and management

• Registration for you and your newcomer
• Training and certificate for your files
• Sponsorship Duty Checklist• Sponsorship Duty Checklist
• Newcomer and family needs assessment
• Congratulations and Welcome letter templates and packages
• Links to important DoD and Service moving websites
• Management and status updates
• Reporting module
• Customer Satisfaction Surveys

• http://apps.mhf.dod.mil/esat



Again, Again, YOUYOU are the first impressionare the first impression
of your squadron andof your squadron and

of the 31st FW and you will beof the 31st FW and you will beof the 31st FW and you will beof the 31st FW and you will be
remembered …remembered …



Questions?Questions?Questions?Questions?



Sponsorship Training:Sponsorship Training:
Preparing our newcomers for Preparing our newcomers for 

life in USAFElife in USAFE

Remember:Remember:
If you have any questions, please contact the 

Airman and Family Readiness Center
632-5407


