DEPARTMENT OF THE ARMY
293P BASE SUPPORT BATTALI ON
UNI'T 29901, BOX 25
APO AE 09086

STANDI NG OPERATI NG PROCEDURE
RELOCATI ON READI NESS

AEUSG- MA- ACS (608-1) 4 February 2000

1. PURPOSE. Prescribe procedures for admnistering the Arny
Community Service (ACS) Rel ocation Readi ness (RRP)

2. APPLICABILITY. These provisions are applicable to

aut hori zed personnel and activities in the 293'¢ Base Support
Battalion (BSB) area of operation. Authorized personnel are
active duty, reserve mlitary personnel on active duty, DoD
civilians, and their famly nmenbers.

3. SCOPE. The RRP is designed to assist active duty, reserve
service nenbers, and DoD civilians and their famlies by
provi di ng proactive relocation assistance to reduce or elimnate
probl ens arising because of frequent noves.

4. RESPONSI BILITIES. The Rel ocation Readi ness Manager (RRM
shall adm nister a community-w de rel ocation programt hat

provi des information, guidance, and assi stance to support
soldiers, civilians, and famlies in noving fromone comunity
to another as well as unit deploynents. The RRM shall:

a. Conmply with procedures outlined in this SOP and the
foll ow ng publications as necessary:

(1) AR 608-1, Arny Community Service Center, 1 Cct 99.

(2) AR 600-8-8, The Total Arny Sponsorship Program
1 Jul 93.

(3) DA Pam 608-44, Arny Community Service Staff
Handbook for Assisting Bicultural Mlitary Famlies, 1 Nov 95.

(4) DA Pam 608-42, Handbook on Infornmation and Referral
Service for Arny Community Service Centers, 7 Aug 87.

(5) USAREUR Supplenent 1 to AR 600-8-8, 27 Nov 98.

(6) USAREUR Pam 600-8-8, How to be a Good Sponsor,
27 Nov 98.
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(7) USAREUR Command Policy Letter 20, 7 Jul 99.

b. Supervise Information, Referral, and Fol |l owp
Specialist. Serve as Contracting Oficer Representative to the
Rel ocat i on/ Sponsorshi p Educator Contractor, and Lendi ng
Cl oset/ Wl cone Packet Specialist Contractor to ensure conpliance
with duties and responsibilities for these positions as outlined
in applicable regulations and SOPs.

c. Plan and conduct training for Relocation Program
vol unt eers.

d. Serve as ACS Marketing and publicity primry point of
contact. Coordinate with appropriate ACS staff nenber for
publicity on the Rel ocation Program

e. Establish and chair a Rel ocation Assistance Coordi nating
Commttee (RACC). The RACC w il neet quarterly to ensure
coordi nati on and cooperation anong the various relocation
servi ces.

f. Provide assistance to commanders through Unit Service
Coor di nat or Program

g. Provide relocation counseling services to authorized
personnel through coordination with appropriate community
agencies/activities in order to provide current program
i nformation.

h. Upon request, provide pre-nove briefings on mnim zing
personal and financial stresses associated with a PCS nove.

i. Upon request, conduct workshops to assist famlies
reentering the Continental United States.

j. Ensure in/out processing briefings are conducted in
coordination wth the Central Processing Facility.

k. Ensure Sponsorship Trai ning Wrkshops are conduct ed
guarterly and upon request.

. Install and maintain the Departnent of Defense Standard
I nformati on Topi ¢ Exchange Service (SITES) conputer database
program The RRM shall provide updated information to the SITES
dat abase according to the schedul e set by the Defense Manpower
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Data Center (DVDC). Additionally, the RRM shall provide
training to all ACS personnel, contractors, and volunteers as
necessary to support the SITES program

m Revi ew and update wel cone packet bi-annually.

n. Provide an installation wide newconer orientation that
i ncludes information on the community and cul tural adaptation
and area tours.

0. Admnister a lending closet to provide housekeepi ng
itens for tenporary loan to PCSing famli es.

p. ldentify and provide, upon request, services to
multicultural famlies. This includes multilevel |anguage
prograns, cross-cultural training, and cultural nediation
servi ces.

g. ldentify and provide, upon request, support services to
waiting famlies.

r. Collect and consolidate weekly, nonthly, quarterly, and
annual statistics pertaining to the various functions within the
RRP for subm ssion to ACS Oficer, BSB, and hi gher headquarters.
Transnit statistics via ACS Link no later than the 5'" working
day of the next nonth.

BETH GRANT
Rel ocati on Readi ness
Pr ogr am Manager
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DATE

DANNY M LES
Arny Community Services Oficer



