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      DEPARTMENT OF THE ARMY
             Headquarters, 1ST Battalion, 43RD Air Defense Artillery Regiment




       6TH Cavalry Brigade



                   Suwon AB, Unit #15692



                     APO AP 96275-0692                                             

EAAD-CO (100)                                                                                                           22 July 2004  

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Command Policy #18-12, In/Out Processing and Sponsorship

1. Commanders will insure all soldiers are properly received and integrated in the unit.  The 

Commander or First Sergeant will brief all new arrivals within the first duty day following their assignment to the unit.  The subjects for the briefing will include as a minimum:



Unit Mission


Unit Standards



Discipline


Alert Procedures



Local Education

Local Personnel/Finance Services



Local Legal Services

Local Medical Services



Local Transportation

Transportation to Seoul



Off Limits Areas

Driving in Korea



Alcohol Policy

Visitation

2. Commanders will appoint sponsors for all soldiers in-processing and out-processing prior to their arrival if we have been so notified by higher.  Sponsors will be of equal or higher grade and will be briefed by the unit First Sergeants on their specific responsibilities.  Sponsors and leaders will ensure all areas listed on the in-processing and out-processing checklist are completed in a timely manner.  Commanders and First Sergeants will ensure that Sponsors go to the Battalion Personnel In-processing Point (PIP) and meet the new Soldier(s) NLT the third duty day following the arrival of the new Soldier(s) on Suwon Air Base.  Echo and Foxtrot Battery will have a representative report to the PIP, welcome the soldier, and escort them to Kunsan to get them settled in safely and properly.

3. First Sergeants will issue clearance papers not earlier than 10 working days prior to the availability date on the orders.  Units are authorized to assist the soldier in securing transportation to the point of departure.  Commanders and First Sergeants will ensure no soldier flies until they have cleared their hand receipt, their living area, and have completed all administrative actions.

     TERENCE M. DORN
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