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Dear Volunteer,
Welcome to the ETS Sponsorship Program! We are happy to have you join our team!
Whether you are a sponsor, service member, Veteran or partner in our community, we will only
achieve our mission with your help. We depend on you and appreciate your willingness to
empower each other to make our communities stronger.
This manual covers our program, our mission, policies, training, and expectations. If you have
any questions about any of the material presented, please contact us at ETS-SP National or
reach out to your ETS-SP Regional POC.
Again, thank you for your time and commitment to our mission. We look forward to moving
forward with you!

Sincerely,
James Downing
Executive Director
ETS Sponsorship
james.downing@etssponsorship.com

Operating Purpose
We will strive to reach and support all Veterans as they transition from military service and
return to our broader society. Our Veterans and their families are our family.
We will treat them that way.
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Mission, Vision, Values, Background

Our Mission
The Expiration - Term of Service Sponsorship Program (ETS-SP) successfully transitions service
members/Veterans to their post-military communities in order to prepare them for their next
missions.
Our Vision
To build successful and sustainable transitions that bridge the “deadly gap” and lead to thriving
Veterans and families.
Our Values
Integrity: We pledge to adhere to the highest moral standards as we undertake our
responsibility to serve our Veterans as they have served us. We pledge accountability to our
Veterans and partners and transparency in all of our actions.
Empowerment: We trust communities, counties, and states to best integrate transitioning
service members into their unique social fabric. We will equip our partners with the
appropriate tools and resources to support this effort and create an environment that allows
the Veteran and his or her family to thrive.
Compassion: We sincerely appreciate our Veterans and their families for the sacrifices they
have made for our country. They have endured countless hardships that few of us will ever
understand. We cannot repay them, but we can care for them. We can be with them, and we
can make sure they realize what they mean to us.
Community: We will only be successful with the support of our military, our Veteran, and our
local communities. Our mission is to unite and organize these efforts as we support our
Veterans during their transition.
Good stewardship: We will protect the investments of time, energy, and material support
shared with us by our many partners and participants. Our practices of good stewardship will
ensure that we maximize our abilities to support our Veterans.
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Our Background
When a service member receives orders to relocate – a Permanent Change of Station (PCS), the
receiving organization assigns a PCS sponsor to the service member. The PCS sponsor assists
the service member and family throughout the transition by answering questions and providing
resources, but most of all, by showing empathy and camaraderie.
When the service member receives Expiration - Term of Service (ETS) orders and departs the
military, there is no sponsor. The service member/Veteran and family land in a civilian
community and transition to this next chapter with no individual assigned to assist them. Often,
the challenges of adjusting to civilian life can be overwhelming.
ETS-SP assigns a trained and certified sponsor to the new Veteran in his or her new hometown.
ETS-SP sponsors guide and mentor the Veteran; they enhance the ability of the Veteran to
become a contributing member of the communities in which they will reside. ETS-SP sponsors
educate Veterans about eligible services including VA services, and help develop trust between
the VA and the Veteran, reducing the stigma often associated with seeking mental health and
suicide prevention services.
By establishing interpersonal relationships with our Veterans and community members, ETS-SP
extends the camaraderie the Veteran experienced while on active duty to his or her new life as
a civilian. ETS-SP allows our communities to care for our Veterans in a way that truly impacts
the Veteran, his or her family, and the community.
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II. Overview of Our Program and Timeline
ETS-SP is open to all post 9/11 Veterans.
Approximately six to twelve months before the service member plans to transition from the
military (ETS), he or she submits an online application on our website
(https://etssponsorship.com/).
Upon receipt, ETS-SP National sends an automatic response to the service member. Within two
days of the application submission, the ETS-SP Regional POC will contact the service
member/Veteran.
Within ten days of the application submission, ETS-SP National will match the service
member/Veteran with a sponsor. The ETS-SP Regional POC will connect the service
member/Veteran and the sponsor via email.
During their journey together, the sponsor and service member/Veteran will work together on
transition needs and short- and long-term goals.
As the Veteran progresses through these transition needs and accomplishes these goals, the
sponsor utilizes a graduation checklist and recommends graduation from ETS-SP, as applicable.
Typically, one year after the move to the hometown, the service member/Veteran will graduate
from the program. Graduates are encouraged to utilize their learned skills, and in turn, serve as
volunteers or sponsors.
The sponsor completes the required training prior to being certified as a sponsor and attends
virtual and in-person training sessions. The training requirements are region-specific with the
final two sessions geared specifically toward the particular region in which the sponsor will
serve. Sponsors will engage in continuing education requirements to ensure they keep abreast
of the most current research and techniques to assist our Veterans.
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III. Responsibilities
A. Service Member/Veteran
The service member/Veteran is a post 9/11 Veteran who enrolls online at
https://etssponsorship.com/. He or she agrees to:
●
●
●
●

Complete the consent and intake form at the ETS-SP website;
Communicate with the ETS-SP sponsor on a weekly basis;
Respond to monthly updates from the ETS-SP Regional POC; and
Communicate with the VA POC upon entry into the program and upon graduation.

B. Sponsor
The sponsor enrolls online at https://etssponsorship.com/. He or she agrees to:
● Complete the required three training sessions;
● When matched with a service member/Veteran, reach out and make contact as soon as
possible;
● Develop a relationship based on trust with the service member/Veteran;
● Assist the service member/Veteran in identifying transition needs;
● Guide and mentor the service member/Veteran in the identification of short- and
long-term goals;
● Assess graduation readiness; and
● Communicate with the ETS-SP Regional POC throughout the process.
The sponsor should notify the ETS-SP Regional POC if the service member/Veteran is
non-responsive after two attempts to contact him or her.
Additional guidance for sponsors is found in the ETS-SP Sponsor Toolkit (see Appendix B).
C. ETS-SP Regional POC
The ETS-SP Regional POC is a partner organization or certified sponsor who has been appointed
by the ETS-SP National leadership to lead a specific region of the country. The ETS-SP Regional
POC agrees to:
● Lead the operations of ETS-SP within his or her region;
● Accept the service member/Veteran’s file on the regional dashboard within two
business days;
● Contact the service member/Veteran as soon as possible after receiving the email from
ETS-SP National;
● Match the service member/Veteran to a sponsor;
● Follow up to ensure the service member/Veteran and sponsor have made contact no
later than ten days after sending the initial matching email;
● Notify ETS-SP National if the service member/Veteran is not responsive;
● Assess graduation readiness by communicating with the sponsor and Veteran;
● Attend the graduation ceremony and present the graduation letter to the Veteran;
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● Keep lines of communication open in the region; be available to answer questions from
sponsors and/or service member/Veterans;
● Host monthly or quarterly meetings with sponsors to disseminate information and
provide a venue for the sponsors to share information with one another;
● Reach out to community groups, Veteran groups, and other interested organizations to
further enhance the efforts of the sponsors and Veterans in the region; and
● Reward and recognize sponsors as appropriate.
Additional guidance is found in the ETS-SP Regional POC Toolkit (see Appendix C).
D. ETS-SP National
ETS-SP National leads the ETS-SP program. ETS-SP National agrees to:
●
●
●
●
●

Develop, implement, and evaluate the training and certification of ETS-SP sponsors;
Maintain the ETS-SP website;
Generate the automatic emails sent to the service member/Veteran and sponsor;
Coordinate with the VA POC to ensure efficacy of the program;
Contact ETS-SP Regional POC if no action has been taken on an application after two
business days;
● Maintain and review the list of non-responsive service member/Veterans;
● Communicate regularly with ETS-SP Regional POCs and support as required; and
● Continuously evaluate and improve the program.
E. VA Regional POC
The VA Regional POC agrees to:
●
●
●
●

Coordinate and communicate with ETS -SP National;
Reach out to the service member/Veteran upon initial acceptance into the program;
Track and oversee the Veteran’s file; and
Complete required assessments on the participants.
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IV. Resources
Resources for service members/Veterans, sponsors, ETS-SP Regional POCs, and others who are
interested in ETS-SP, can be found on the Library page of our website
(https://etssponsorship.com/library).
Specific resources for individual sponsors and ETS-SP Regional POCs are included as appendices.
A. Sponsor Toolkit
Sponsors will complete the Volunteer Policies Contract (Appendix A) and utilize the ETS-SP
Sponsor Toolkit (Appendix B).
B. ETS-SP Regional Toolkit
The ETS-SP Regional POC will ensure that sponsors within their region have completed the
Volunteer Policies checklist (Appendix A). ETS-SP Regional POCs will utilize the ETS-SP Regional
POC Toolkit (Appendix C).

Appendices
Appendix A: Volunteer Policies Contract
Appendix B: ETS-SP Sponsor Toolkit
Appendix C: ETS-SP Regional POC Toolkit
Appendix D: Overview of our Program and Timelines
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Appendix A: Volunteer Policies Contract
Thank you for your interest in volunteering with ETS Sponsorship Program (ETS-SP)! Your
support and commitment allow us to provide service members/Veterans with a certified and
dedicated sponsor to serve as a mentor during his or her transition to civilian life. ETS-SP
volunteer policies outlined in this document are intended to ensure the highest quality of
service is provided to our service members/Veterans, while providing a rewarding experience
for our volunteers. Please read these policies carefully to confirm that this opportunity is the
right fit for you. Contact an ETS-SP National staff member if you have any questions.
Time Commitment
In order to provide quality services to our Veterans, we ask that volunteers commit to at least
one year of service. During this year of service, volunteers are expected to fulfill the following
duties and responsibilities:
● Set up and attend meetings with their assigned Veteran for the agreed-upon timeframe;
● Act as a resource and guide while respecting the Veteran’s right to self-determination and
independence; and
● Work closely with ETS-SP staff, affiliates, and partners to provide requested feedback in a
timely manner.
Leave of Absence
Volunteers may request a leave of absence from their volunteer commitment. A leave of
absence is a period of time during which the individual is not volunteering with ETS-SP. At the
end of their leave, the volunteer is able to resume his or her duties without
reapplying. Volunteers are asked to request leave from their ETS-SP Regional POC and the
ETS-SP National Program Director at least two weeks prior to the start date of their leave.
Volunteers will be asked to sign a Leave of Absence form that specifies a return date.
Inactivation
ETS-SP reserves the right to inactivate a volunteer sponsor during training and at any point
during the volunteer’s commitment to the program. Inactivation, evaluated on a case-by-case
basis, means that the sponsor will no longer volunteer at ETS-SP. Volunteers who stop fulfilling
the requirements of the program for one month without contacting their ETS-SP Regional POC
or the ETS-SP National Program Director will automatically be inactivated.
Grievances
Volunteers play a critical part of the team that makes the work of ETS-SP possible. Accordingly,
we are committed to recognizing and resolving concerns that our volunteers may have. If a
volunteer is unable to resolve a dispute through the ETS-SP Regional POC, he or she may file a
written grievance with the ETS-SP National Program Director.
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Conduct
ETS-SP adheres to the VA Code of Integrity, which extends beyond technical compliance with
laws and regulations. It means demonstrating character and behaving ethically, with no intent
of being false or misleading. Acting with integrity means understanding, modeling, and
honoring laws and policies regarding harassment, hostile work environment, workplace
violence, and standards of ethical conduct.
For more information on the VA Code of Integrity, please go to the following website:
https://www.va.gov/HEALTHCAREEXCELLENCE/docs/VHA-Code-of-Integrity-March-2019-FINAL.pdf
References
ETS-SP is happy to provide references for sponsors who have actively served for at least six
months. Sponsors, or other volunteers with ETS-SP, who request a written reference are
encouraged to contact the ETS-SP Regional POC at least two weeks in advance of the
reference.
Media Inquiries
Media inquiries regarding ETS-SP, or a volunteer’s work with ETS-SP, should be referred to the
designated ETS-SP National leadership. Sponsors should contact their ETS-SP Regional POC
regarding any requests from media outlets, including but not limited to, filming, photography,
and interviews. During training and ETS-SP events, volunteers give permission to be videotaped
and photographed for the purposes of ETS-SP training materials as well as to inform the public
about the program.
Confidentiality
Maintaining confidentiality is an active, thoughtful, and sometimes difficult thing to do. It is the
act of not disclosing information with anyone who does not expressly have permission to
receive the information. Often, it is more than just about nondisclosure.
Limits of Confidentiality
Information from sponsor and participant records may be shared with individuals or
organizations as specified below under the following conditions:
●

Information may be gathered about program participants and shared with other
participants, individuals, and/or organizations only upon receipt of signed
release forms from sponsors and/or service members/Veterans.

●

Personal identifiable information (PII) such as names, military rank, photographs,
videos, etc. may be used in ETS-SP publications or promotional materials only
with written consent of the sponsor and/or service member/Veteran.

●

PII and other information may only be provided to law enforcement officials or
the courts pursuant to valid and enforceable subpoenas.
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Information may be provided to legal counsel in the event of litigation or
potential litigation involving ETS-SP and its participants.
ETS-SP staff and volunteers are mandatory reporters, and, as such, must disclose
information if a sponsor or service member/Veteran may be a danger to
him/herself and/or others.

Maintaining Service Member/Veteran Privacy Consent Form
This form will be signed, dated, and submitted to ETS-SP National.
In performing my duties as an ETS-SP sponsor, I understand that I will be privy to personal
information about the service member/Veteran with whom I am matched, or other sponsors
participating in the program. It is my duty to protect each service member’s/Veteran’s and
sponsor’s rights to privacy. As such, I agree to:
● Treat any personal information with confidence and not disclose such information without
permission, including but not limited to, names, addresses, backgrounds, family
relationships, status of participation in this organization and others, and the nature of any
problems a service member/Veteran or sponsor may have;
● Not leave ETS-SP’s name or phone number on a voicemail or with anyone other than the
service member/Veteran without their express permission;
● Not discuss such information with individuals outside of the ETS-SP organization unless
explicitly directed to do so by the ETS-SP or affiliate leadership;
● Not share information/photographs about service members/Veterans online in any form,
including but not limited to email, text messages, phone calls, websites, message boards,
blogs, and/or social networking without written permission; and
● Continue my responsibility to safeguard the privacy of the service member/Veteran by
complying with the above rules if I cease to be an ETS-SP volunteer.
I have read and understand this document and my typed signature below confirms my
agreement to comply with the above items. In the event that I fail to adhere to the Code of
Conduct, ETS-SP, as applicable and as it deems appropriate, may reevaluate or inactivate my
status as a sponsor in this program.

_________________________________
SPONSOR’S NAME (PRINT)
_________________________________
SPONSOR’S SIGNATURE
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Appendix B: ETS-SP Sponsor Toolkit
You are a sponsor!
You are a part of our team and we are glad to have you!
You are wondering “Now what?”
I. Training
ETS-SP trains and certifies our sponsors to ensure that we provide the most effective mentoring
possible for our service members/Veterans. Your role as a sponsor is what makes our program
so unique. Your training - along with your passion to assist our Veterans - is what makes our
program so effective.
Your ETS-SP Regional POC will send you an email introducing him or herself and provide you
with information about upcoming training. You will participate in three training sessions in
order to obtain certification. Training events are virtual and in person with your cohort groups.
Typically, the sessions are about two hours long and conducted on a weeknight. Depending on
your schedule and when the training is offered, it may take you a month or two to complete the
training and become certified.
Throughout your journey, you will continue your education to ensure that you are current on
the latest developments and changes, and are best equipped to assist the service
member/Veteran with whom you are matched. Professional development classes are one-hour
virtual meetings that begin at 7:00 pm EST. They are offered monthly on the second Tuesday of
every month. ETS-SP sponsors are required to participate quarterly and encouraged to
participate monthly. The 2020 schedule is attached and can be found on the Library page of our
website https://etssponsorship.com/library.
II. Certification - Now What?
Once you finish your training sessions, your ETS-SP Regional POC will match you with a service
member/Veteran in your area. The matching process is not random. When the service
member/Veteran applies to ETS-SP online, he or she provides basic personal information and
the ETS-SP Regional POC will use that information, along with information he or she knows
about you and your region, to make the best possible connection.
You will receive an email from the ETS-SP Regional POC with contact information about your
potential service member/Veteran and basic personal information, education, experiences, and
goals. This information will contain the domain areas (listed in the chart on the next page) that
the service member/Veteran identified as important issues to be addressed.
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DOMAIN CHECKLIST

●
●
●
●
●
●
●

Employment
Need for immediate employment
Resume and cover letter
Search engines, job fairs, networking
Workforce development resources
Corporate Veteran hiring
Career mentorships and internships
Commuting concerns

●
●
●
●
●
●
●

Family
Transitioning family needs
Child-care
Custody and child support
Special needs concerns
Family activities and involvement
Legal services
Financial budgeting assistance

●
●
●
●
●
●

Education
Education goals
GI Bill information
VA programs
College academic advisors
Tutoring and assistance
Programs and scholarships

●
●
●
●
●
●

Social and Physical
Classes and workshops
Groups that promote fitness
Gym interests
Volunteer organizations
Societies and networking
Wellness retreats & holistic options

●
●
●
●
●

Housing
Securing stable housing
Long-term / Short-term
Adaptive housing
VA home loans / VA refinancing
Homelessness services

●
●
●
●
●

Medical
Register with the VA
Disability health concerns
Veteran centers and VSO information
Health insurance concerns
Other benefits assistance

When the service member/Veteran signed up, he or she indicated the preferred means of
communication (text, email, phone). You will contact the service member/Veteran using the
preferred means of communication.
III. First Call
The first thing a sponsor wants to do is establish rapport. How do you do that?
●
●

●
●
●

Introduce yourself. Tell your service member/Veteran about your family, your hobbies,
what you do for fun. Share a little about why you are a sponsor.
Explain the sponsoring process, then ask the following questions.
o Tell me your story. What brings you to the area?
o Tell me about your family, friends.
o What do you do for enjoyment?
Listen. If the service member/Veteran wants to share about him or herself, listen.
Acknowledge their strengths and accomplishments. This is something you want to do at
the beginning of your relationship.
Discuss the logistics of communicating.
o When is a good time to connect with you?
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Do you have a preference of how I contact you? Phone, email, text?

Before you finish communicating with the service member/Veteran, set up a time/date/place
for your next call or meeting.
IV. After the First Call
When you meet the service member/Veteran or call him or her again, you will discuss the
specifics of the domain areas and concerns they may have. Does the service member/Veteran
need a job? Housing? Does he or she have legal issues? These are the specifics that should be
identified in the first few meetings with the service member/Veteran.
After you identify the specific issues in each domain, it is time to discuss short- and long-term
goals using the goal worksheet. We recommend you print a copy of the goal worksheet found
on page 18 and work through this worksheet with your service member/Veteran. To ensure
that you develop clearly stated goals, use the SMART Goals guide on page 18.
If you have any questions, your ETS-SP Regional POC is there to assist you!
V. The Journey
You have established a relationship. You have talked about issues in the domain areas. You
have identified short- and long-term goals.
What’s next? How do you guide the Veteran to achieve these goals?
This phase - the journey phase - can take as long as the service member/Veteran needs. This
phase includes the actions the service member/Veteran will take to achieve their goals.
With the service member/Veteran, you will:
● Identify the actions that need to be taken to achieve each goal;
● Reassess and update short-term goals;
● Create new action plans, as needed; and
● Connect him or her to resources and to the appropriate educational tools, as required.
As the service member/Veteran begins to act on his or her short-term goals, use these
questions as you see fit to guide your discussions:
● What would you like to change or work on?
● What do you think might be potential obstacles that stand in the way of changing?
● What has gone well thus far and why?
● What did not go well and why?
● What would or could you do differently now?
● What would you not change about how you handle something next time?
● What went unexpectedly well and why?
● What went badly and why?
● Why was it difficult to foresee what happened?
● How can you improve learning in the future?
Copyright © 2020 The ETS Sponsorship Program
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How does this issue affect your life?
What would your life be like if this did not happen?
What would you prefer to happen?
What would you have to do to make this happen?
What would you be willing to do?
How is that different from what you are doing?
Tell me about times that have been difficult for you.
How might you prevent yourself from getting what you want?
What feels scary/risky/unpleasant about changing?
Is there a way that someone could help you?
What have you already tried?
What expectations do you have from others?
What is the best that could happen?
What would be good for you?
What is your biggest fear? What is your biggest hope?
What might others say about your decisions or choices?
How might other people (friends, family, social support) react?
Is there any particular person (friends, family, social support) affecting this decision?
How would you know if you had solved this problem?
What would your life be like if this happened?
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Goal Worksheet
Date:
Domain(s):
Long Term Goal(s):

Short Term Goal #1:

Action Items:
1.
2.
3.
Short Term Goal #2:

Action Items:
1.
2.
3.

*Refer to the SMART Goals description to set short- and long-term goals (below).
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VI. Tips for an Effective Relationship
● You should contact your Veteran at least once a week.
● You should meet in person (or via teleconferencing if your service member/Veteran has
not yet left the military) at least once a month.
● You should talk, text, or email to conduct the other three meetings per month.
● You should contact the service member/Veteran at the same time and day of the week,
if possible. This gives the service member/Veteran structure similar to that of the
military. It also makes it clear to the service member/Veteran that you are reliable and
serious about being available and supportive.
● In-person meetings should be at a neutral location that feels safe and comfortable. The
location should provide the privacy needed to speak openly about personal matters. It
should also allow the meeting to take place as long as necessary without interruption.
● Many sponsors and service members/Veterans spend time together in addition to these
one-on-one meetings. These additional meetings are usually social or community events
and may include family, friends, other ETS-SP sponsors, and Veterans or Veteran Service
Organizations (VSOs).
VII. Graduation
Although every situation is different, typically, a Veteran is ready to graduate about a year after
first meeting the sponsor. How do you know if your Veteran is ready?
Ask the questions below to assess the situation:
● Review the five domains. Discuss the successes and obstacles in each.
● Are there other things you would like assistance with in the five domains?
● How will you handle obstacles in the future?
● Are you familiar with the resources that are available?
After discussing the answers to the questions above, use the checklist below to further assess
your Veteran’s readiness:
● Does your Veteran show evidence of equanimity (mental calmness) and personal
resiliency?
● If needed, is there any evidence of mental or physical health concerns?
● Does the Veteran have a job that supports personal goals and responsibilities?
● Does the Veteran have sufficient housing for himself and their family?
● Does the Veteran have connections and bonds to the community – including a person
with whom he or she can process stressors as they arise in the future?
● Does the Veteran have access to adequate family care for dependents?
● Has the Veteran applied for, completed, or at least been made aware of all eligible
military, medical, and educational benefits that are available to him or her?
If you think the Veteran is ready to graduate based upon this checklist above:
Copyright © 2020 The ETS Sponsorship Program
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● Discuss with the progress he or she has made thus far in the program;
● Confirm updated short- and long-term goals lists;
● Discuss a roadmap for the future; and
● Discuss whether the service member/Veteran is interested in becoming a sponsor.
Finally, if you and your Veteran both agree that he or she is ready to graduate, contact your
ETS-SP Regional POC and discuss the way ahead. The ETS-SP Regional POC will talk to both you
and the Veteran to assess graduation readiness.
When you, the Veteran, and your ETS-SP Regional POC agree that he or she is ready to
graduate, set the graduation date with the Veteran and ETS-SP Regional POC.
VIII. Things to Remember
●

●

●

●

●

●
●

DO NOT promise to have all of the answers. DO promise to commit to exploring
different tools and strategies with the service member/Veteran until you find what
works.
If you feel progress is not being made or that the service member/Veteran is not
treating the sessions with the appropriate respect and seriousness, contact your ETS-SP
Regional POC for suggestions.
You should not complete any tasks for the Veteran, but you should provide knowledge
and resources to the service member/Veteran. By connecting the service
member/Veteran to organizations that are validated by ETS-SP, you’re teaching the
service member/Veteran how to search for and find assistance in the civilian world.
Not every service member/Veteran will have issues in every domain. Some service
members/Veterans may be comfortable addressing two or three domains before feeling
well-adjusted enough to explore other domains.
You will receive monthly emails from ETS-SP National requesting information about your
interactions with the service member/Veteran. Submit accurate, timely responses to
ensure ETS-SP National is able to effectively track and monitor progress.
Your ETS-SP Regional POC is there to assist you at any time with questions or concerns.
You are a critical part of our program. ETS-SP appreciates all you do for our Veterans!
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Appendix C: ETS-SP Regional POC Toolkit
You are an ETS-SP Regional POC!
You are a part of our team and we’re glad to have you!
You are wondering “Now what?”
I. Training
ETS-SP trains and certifies our sponsors to ensure that we provide the most effective mentoring
possible for our service member/Veterans. We have organized our sponsors by region and
appointed an ETS-SP Regional POC to manage each region. Your role as an ETS-SP Regional POC
ensures that we lead our program effectively.
When a sponsor from your region signs up on the ETS-SP website, ETS-SP National will send you
an email. You will receive some personal information about the sponsor, as well as his or her
contact information. Reach out to the sponsor as soon as possible. Welcome him or her to the
team and provide information about upcoming training. The sponsor will be waiting to hear
from you and anxious to start their training.
ETS-SP National will conduct the first virtual training for your sponsors. The training is typically
about two hours long and conducted on a weeknight. The second and third training sessions
may be virtual or may be held in your region. Some regions prefer to hold their own training
sessions. Other regions may encourage their sponsors to participate in all three virtual training
sessions. Additionally, sponsors are required to attend continuing education classes. These
one-hour classes are conducted virtually, the second Tuesday of every month, and will feature
presentations on relevant topics and the domain areas. Sponsors are required to participate in
one quarterly class, and monthly participation is encouraged.
You are responsible for tracking your region’s participants, to include training, at your regional
dashboard. If you have any questions or issues with your regional dashboard, contact ETS-SP
National. When the sponsor has completed the training, he or she will be officially certified and
ready to work with a service member/Veteran.
II. Certification - Now What?
Once the sponsor has completed the training sessions, your work begins! The trained and
certified sponsor will now be matched with a service member/Veteran.
When a service member/Veteran completes an application on the ETS-SP website, ETS-SP
National forwards the information to you. You have two days to accept the file on your regional
dashboard.
When the service member/Veteran applied, he or she noted their preferred method of
communication (phone, email, text). Using that preferred method of communication, you will
contact the service member/Veteran, introduce yourself, and answer any questions that the
service member/Veteran may have.
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Next, you will match the service member/Veteran with a sponsor. You will use the matching
tool provided by ETS-SP National and utilize your own unique understanding of the local area.
You will factor in the personal stories of your potential sponsors, their interests, hobbies, and
experiences. And then you will make the best possible match between the sponsor and service
member/Veteran.
No later than ten days after sending the initial email to the service member/Veteran, you will
send an email to both the sponsor and service member/Veteran and introduce them to each
other.
Throughout the journey that the service member/Veteran and sponsor take together, you are
there to guide them. Toward the end of the journey, you will be asked to step in and assist the
sponsor in assessing graduation readiness. You will talk to both the sponsor and Veteran, utilize
the sponsor’s appropriate checklists and decide together whether or not the Veteran is ready to
graduate.
We recommend that you employ a formal process for graduation that brings closure to the
sponsorship experience. This process should provide an opportunity for the sponsor and
Veteran to reflect upon the relationship, discuss next steps for the Veteran, and provide
feedback on the benefits of the program. Typically, this formal process occurs quarterly or
semi-annually at a scheduled sponsor meeting.
III. Sponsor Management
Our ETS-SP sponsors are our critical resource, and you are their immediate leader! Your efforts
to maintain and grow a strong supportive sponsor force will greatly impact our Veterans and
our program. How do you do this?
A. C
 reate a Positive Sponsor Environment
1. Communicate
Make sure your sponsors realize how important they are. Make sure they know that you care
about them. Make sure they know that they are not alone, and that you are there to assist
them.
Be available to listen to your sponsors because their job is not easy. Establishing a relationship
with the service member/Veteran may take time. Establishing trust may take more time. Often,
especially in the early stages of the relationship, communication from the service
member/Veteran may be sparse and lacking. Your sponsors may find that the challenges are
daunting and frustrating. Be there to listen, guide, and support.
ETS-SP Regional POCs are responsible for disseminating relevant, helpful information to the
sponsors and Veterans in their region. Newsletters, social media, email, text messages are all
means of communication that, depending upon the message, may be useful. ETS-SP Regional
POCs with any questions should reach out to ETS-SP National for further guidance.
A sample newsletter from a regional partner is found on page 29.
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 . Build A Community
2
The most effective regions have created a supportive atmosphere with supportive
relationships. The sponsors feel appreciated and a part of the team. To ensure the success of
ETS-SP, we strive to provide the sponsor the same sense of belonging that we strive to provide
for the service member/Veteran.
Consider beginning the year with a formal get-together and following up with regularly
scheduled monthly, bimonthly, or quarterly meetings for sponsors. These meetings provide the
sponsor with the opportunity to share and learn from other sponsors’ experiences. Sponsor
meetings are an effective tool to help sponsor and service member/Veteran relationships
endure and grow.
Do your best to find the fine line between providing on-going support to the sponsor and
recognizing that the sponsor has other responsibilities and time commitments. You want to
support, but not overwhelm your sponsors with required meetings and trainings. Decide which
activities are mandatory and which are optional. Conduct meetings and training sessions at a
time and place that is most convenient. Be open and amenable to input from your sponsors
about what forms of support would be most useful for them.
3. Check in with your Sponsors.
Call, email, or text. Try some of these questions:
● How is your match going? How do you feel about being a sponsor?
● Do you spend much time talking with your service member/Veteran?
● Does your service member/Veteran keep scheduled appointments?
● When was your last scheduled meeting? What did you focus on?
● Do you need help with anything? Is there anything interfering with your match?
● Are you satisfied with how things are going?
● Is there any training you think would be helpful for you?
● Is there anything else we should be aware of?
● Is there anything we can do to help?
Identify problems early. These are some signs of possible problems:
● Meetings aren’t taking place regularly;
● The sponsor talks about the service member/Veteran not returning emails/phones
calls/texts;
● The sponsor talks about the service member/Veteran not sharing information, setting
goals, etc.; and/or
● The sponsor and service member/Veteran are losing interest in the relationship.
 . Equip Them with Tools.
4
All sponsors will complete the formal training and be given the opportunity for additional
training sessions during the year. As you talk to your sponsors, try to identify areas that may
need to be addressed for future training, or resources that may be helpful. If you see, read, or
hear about any relevant information, forward it to your sponsors.
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5. Remember Things About Them.
Know who is on your team. Review the sponsor profiles and take note of their skills and talents.
These sponsors may be able to assist you with other sponsors, and they may be able to serve
your region in a greater capacity.
6. Engage Non-Responsive Participants.
If possible, reach out to sponsors who are not actively engaged with a service member/Veteran
and invite them to all events and trainings.
Keep track of the non-responsive sponsors and service members/Veterans in your region.
Should one of your sponsors identify a service member/Veteran who is non-responsive, notify
ETS-SP National. ETS-SP National will send an email to the non-responsive participant.
Non-responsive participants who opt to drop out for personal reasons are invited to re-enter
the program at any time.
7. Recognize Them.
Recognize both active and inactive sponsors in the following ways:
● Publish a monthly newsletter or calendar of relevant events for service
member/Veterans;
● Highlight sponsors in the newsletter, recognizing milestones with the program (number
of mentees, years with program, etc.);
● Highlight their achievements, and/or spotlight a group or individual on social media or
the newsletter;
● Provide ongoing positive reinforcement;
● Treat your sponsors like an extension of your staff. Get to know the people who are
giving up their time to work with you and your program;
● Invite sponsors to provide feedback. Show that you value their opinion;
● Encourage sponsors to recruit others;
● Let the sponsors know about the outcomes from the program; and/or
● Never forget the power of a simple thank you, spoken or written.
B. Recruitment and Maintenance
Recruiting for sponsors will vary depending on where you live. Some geographic locations
(Texas, LA, for example) may have structured, existing partner programs in place with a
sponsor/mentor program. These regions may not need to adopt or adapt their existing
programs of recruitment. Other regions may not have an established program in place. One (or
more) individuals might serve as the ETS-SP Regional POC in these regions.
Whether you are an individual or a partner, one of your primary responsibilities is to conduct
ongoing and continuous sponsor recruitment. In all regions, the following list contains the
critical ingredients to effective sponsor recruitment:
● Create and utilize a framework to connect;
● Attempt to connect regularly and continuously; and
● Create a personal relationship with the connected sponsor.
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1. Targeted Recruitment
When a potential sponsor registers at the ETS-SP website (https://etssponsorship.com),
ETS -SP National forwards the application to you, the ETS-SP Regional POC, for review and
action. You will determine suitability based upon the responses provided.
Key criteria for effective, potential sponsors include:
● The sponsor’s availability and their flexibility to accommodate the service
member’s/Veteran’s schedule;
● Personal and professional accomplishments, values, experience, capabilities, skills, and
potential;
● Intellectual or professional interests;
● Personal style of communication (empathy, strong listening skills); and/or
● Type of business, industry, or profession they are a part of.
Although typically unusual, ETS-SP Regional POCs may filter unsuitable applications out at this
point based upon time, commitment, and/or capabilities.
2. Best Practices
● Consider Sponsor Motivation.
The programs that are most successful are those that identify their potential sponsors’
motivations and goals, and speak to them directly during their recruitment. Often, sponsors
find relationship with the service member/Veteran more rewarding than vice versa.
● Employ Broad Communication.
o Create and announce web-based and paper-based materials specific to the
program. Provide details and background, and describe next steps for interested
participants. Utilize the ETS-SP Sponsor Recruiting Flyer template in this toolkit.
o Set up open house-type events, in-person meetings, conference calls, and
webinars. Feature enthusiastic endorsements by sponsors who are willing to
share their positive experiences with sponsoring, and learn from those who have
not had positive experiences.
o Connect with professional groups as well as social networks. Consider including
professional associations, and connect with these groups.
o Online recruiting is also an excellent way to gain visibility. Consider placing an
advertisement on social media websites.
● Utilize Direct Appeal.
o The majority of sponsors become involved because they have been invited to do
so. Others become involved due to their association with a group or
organization that is already engaged.
o Word-of-mouth is a common and successful recruitment method. A direct
appeal for help, especially from a peer or social group, is often the best way to
invite sponsors.
o Invite early participation from an established group/organization.
o Select highly-regarded individuals to successfully engage, either individually or in
a group setting, to encourage the recruitment of potential sponsors.
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● Sponsor recruitment is part of everything the program does.
Not all recruitment happens within the context of a plan. Sponsor recruitment occurs during
casual conversations, at formal meetings, or at official events. An invitation to be a sponsor can
be extended anytime, anywhere. Every time you - or any of your sponsors or service
member/Veterans or supporters - interact with a program participant or a potential sponsor,
whether through an announcement, a marketing campaign, or a personal conversation, you will
leave an impression about ETS-SP. Our goal is to leave a positive impression - one that
encourages participation and belonging.
Recruitment flyers for both service members/Veterans and sponsors are found on the next two
pages. The QR Code for the ETS-SP website https://etssponsorship.com follows:
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Recruitment Flyer – Service Members
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Recruitment Flyer- Sponsors
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Regional Newsletter Example (highlight events)
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Appendix D: Overview of our Program and Timelines
Timeline - Service member/Veteran

Copyright © 2020 The ETS Sponsorship Program

30

SPONSOR MANUAL

Updated April 2020

Timeline - Sponsors
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