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SECDELBAYNOTE 1001.1A
SECTOR DELAWARE BAY notice 1001.1A
	Subj:
	SECTOR DELAWARE BAY RESERVE WELCOME ABOARD PROGRAM


1. PURPOSE.  This notice will standardize the Sector Delaware Bay Reserve Welcome Aboard Program. 

2. ACTION.  Department heads, branch chiefs, and division officers shall ensure compliance with this note.
3. DIRECTIVES AFFECTED.  The information contained in this Notice will be integrated into the next update of the Sector Delaware Bay Standard Operating Procedures, SECDELBAYINST 5450.1B. 
4. DISCUSSION. 

a. New Reservists shall check-in to Sector Delaware Bay during regular duty hours; Monday – Friday, 0730-1600.

b. This will facilitate the Sector in ensuring reserve members are properly equipped and ready to begin drilling during reserve weekends. 

c. Reserves shall report in the Tropical Blue Long Uniform with their Welcome Aboard Package, including Section 1 of the enclosed Check-In sheets.

5. PROCEDURES.
a. The Sector Delaware Bay administrative staff is responsible for tracking all incoming reservist orders.  Once orders have been issued and are available via the Airport Terminal in Direct Access, the administrative staff will inform the reserve and active duty Department Heads.

b. The active duty Department Head will coordinate within their department to find a suitable Sponsor for the reserve member.  Once the Sponsor has been designated, they are responsible for contacting the administrative staff, and providing their contact information.
c. The administrative staff will ensure the Reserve Welcome Aboard Message is then released via CGMS, followed by a Welcome Aboard Email containing the Reserve Welcome Aboard Package. 

d. The Sponsor is responsible for contacting the reserve member NLT 5 business days after the Reserve Welcome Aboard Message and Email are released.  The Sponsor shall contact the reserve member via their contact information in Direct Access.  The administrative staff can assist sponsors with finding this information.

e. The Sponsor shall coordinate a reporting-in date with the reserve member.  Once a date has been established, the Sponsor will coordinate appointments with the individuals designated on Section 1 of the Check-In sheet.  Reserve Check-In sheets are provided as an enclosure to the Reserve Welcome Aboard Package.
f. Reserve members shall bring the completed Section 1, and Section 2 of their Check-In sheet to their first scheduled drill weekend.  Their reserve supervisor will be responsible for providing a reserve sponsor to assist the member with completing Section 2 of their Check-In sheet.
g. Both Section 1 and Section 2 of the Check-In sheet shall be turned into the member’s reserve Department Head at the end of their first drill weekend.  If a member is unable to complete their Check-In sheet they must inform their reserve Department Head and request an extension. 
h. Reserve members shall complete the enclosed Individual Development Plan (IDP), Individual Training Plan (ITP), and Personal Fitness Plan (PFP) and present it to their supervisor during their first scheduled drill weekend.

6. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental considerations were examined in the development of this Instruction and have been determined to be not applicable.

7. FORMS/REPORTS:  None
MEREDITH L. AUSTIN
Enclosures:
(a) Enlisted Individual Development Plan (IDP)


(b) Officer Individual Development Plan (IDP)


(c) Individual Training Plan (ITP)


(d) Personal Fitness Plan (PFP)








