SPONSOR CHECKLIST

Sponsors:  Please ensure you have maintained continuous contact with arriving PCS personnel.  Circumstances/situations constantly change due to COVID-19 restrictions.  Remind newly arriving personnel that they are required to be under a 14-Day Restriction of Movement (ROM), and that violators will be reported.

	DATE
	TASK/INFO
	Task Complete

	 
	Prior to arrival, pick up keys to TLF/VQ/Dorm Room
	 

	 
	Schedule transportation from airport directly to TLF/VQ/Dorm.  Do not take arriving member or family to the Lodging Front Desk or Dorm Manager
	 

	 
	Wing ROM Memo (Mandatory): Please read and remind PCS member provide you a signed copy; signed copies must be turned into unit/CSS w/in 24 hours
	 

	
	Encourage inbound members to visit the following link for current ROM info:
https://www.aviano.af.mil/Site-Pages/COVID-19-Coronavirus/Restriction-of-Movement/
	

	 
	Provide your contact info to member (include an alternate POC) in case they need assistance, any questions, etc
	 

	 
	Place Welcome Packet in room prior to PCSing members arrival
	 

	 
	Lodging or Dorm ROM Memorandum: Remind member to read IOT better understand current policy
	 

	 
	Receive grocery list ahead of PCSing members arrival to ensure food is placed in rooms
	 

	 
	Arrival Notification: Verify arrival to your unit/CSS, further in-processing instructions may be provided
	 

	 
	Keep in daily contact to assess needs
	 

	 
	Contact A&FRC for Wyvern Welcome (WW) enrollment
	 

	 
	 After ROM, assist member with getting to WW, and other appointments
	 

	
	REMIND MEMBERS: Aviano offers free DFAC Meal & Delivery Service for military members in ROM.  They can access the menu & request instructions at the Aviano “14-Day ROM” page
	

	
	REMIND MEMBERS: Aviano offers free Commissary grocery delivery service for military members & families while in ROM.   They can access the instructions & form at the Aviano “14-Day ROM” page
	

	
	[bookmark: _GoBack]REMIND MEMBERS: If assistance is needed at any point and you’re unavailable they can call  comm: 0434-30-4040 / DSN 632-4040 for Lodging, or comm: 0434-30-3676 / DSN 632-3676 for the dorms
	



