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H E A D Q U A R T E R S
 UNITED STATES EUROPEAN COMMAND
UNIT 30400, BOX 1000
APO AE 09128 

MAJ Jane Doe

Joint Chiefs of Staff

Pentagon

Washington, DC  22555-6633

Dear MAJ Doe,

  Congratulations on your selection for duty with the (Organization), Headquarters, United States European Command. You will find this assignment a most challenging and exciting tour of duty.   

   The Stuttgart area is quite picturesque and there are numerous things to do.  I know you will enjoy the adventure of living in this delightful region of Germany.

   My name is  (Rank/name) and I will act as your sponsor.  My office phone is ___________.

My home address is ________________ and my home telephone number is ______________.  My email address is ______________.  I’m (married with one child age 12 so I can tell you about our middle school).   Please contact me as soon as possible so I can provide you with maximum assistance.  Your alternate sponsor is ____________________.  He/she can be reached at ______________.

    Our local Army Support command (6th ASG) has a great website with lots of information.   I’d recommend you take a look at it at (http://www.stuttgart.army.mil/newcomer.htm).  The Headquarters, United States European Command (www.eucom.mil) website also has an extensive amount of newcomers' information which you may find valuable.

   Our division here in ECJ___ is busy writing the CINC’s congressional testimony.  While staff work can sometimes be hectic, we see the product of our efforts.  Duty uniform during normal duty hours (and inprocessing) is fatigues or Class B’s, some occasions for Service Dress. 

    You will require access to Sensitive Compartmented Information, which requires that you have a Special Background Investigation (SBI) completed in the last 5 years.  If your SBI has expired, please contact your security office and get the necessary paperwork started ASAP.

    If you want me to get you a Post Office Box just let me know.  We can get one within a matter of hours so you can start forwarding your mail.

    Please contact me so I can plan for your arrival and inprocessing.  Our notification shows you as (married with one child).  As soon as you know your travel plans, please contact me with your details and I’ll start making reservations for your temporary housing in Stuttgart.

    Welcome to EUCOM and Stuttgart, gateway to Europe!

                                                                                                Sincerely,
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