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NOTES FOR THE GUIDANCE OF SPONSORS TO NEW ARRIVALS IN NAPLES

INTRODUCTION
1.
This is a live document that has been compiled using the experiences and feedback from previous sponsors as a guide to the sponsoring process, however, it is not an exhaustive list.  
2.
The primary tasks of the sponsor are:

a.
Make contact with the new arrivals prior to joining in order to answer any questions or queries.

b.
Confirm arrival date and inform FAMO of any changes.

c.
Explain hotel booking system (see note 5).
d.
Guide the new arrivals through the various National and NATO administrative processes.
ADMINISTRATIVE PROCESS

3.
On receipt of the official notification of posting, draft or appointment, the CO UKJSU will automatically have sent to the new arrival:

a.
A Welcome Letter.           [image: image2.wmf]
b.
A copy of the “Welcome to Naples” Guide.                                                
c.
Nominal Roll Entry Form (NREF).
d.
Travel Itinerary.

e.
Copy of this Sponsorship Guide



SPONSORS ACTIONS
4.
a.
Ensure that the new arrivals have despatched the NREF form to the admin office.  The details contained in this document are vital to the joining process.
b.
Liaise with FAMO to formulate a plan for accommodation and book “March In” with Estate Warden.  Collect house keys on date of March In.

c.
Confirm that they will be met either at the airport or a pre-arranged point.
d.
For those not planning to travel by plane, approval for Personal Assisted Passage (PAP) must be obtained from their originating unit before undertaking the journey.  
e.
Remind new arrivals of the need for comprehensive furniture/contents insurance starting from the date their furniture is collected.
f.
Joining calls for new arrivals should be arranged with:
SNR – All Officers and SNCOs

081 721 6312
SRNO – All RN Personnel


081 721 6335
SBAO – All Army Personnel

081 721 2778

SBAFO – All RAF Personnel

081 721 3132
CO, UKJSU – All personnel

081 334 2703
g.
Explain cheque cashing options:
i. Withdraw cash from UK accounts vial local ATMs.  Note that the exchange rate given will be that of the UK and not at the Fixed Forces rate (FFR).
ii. If they wish to take advantage of the FFR, they will need to open an Italian bank account and using JPA apportion an amount of monies to the account.  This will be paid at the FFR and personnel can withdraw money direct from the bank or from an ATM.  Note.  For the first 2 months in Naples, they can use the cheque cashing facility at the JSU – this will give them time to open an Italian Bank Account.
iii. Cash cheques at the BF Post Office up to the limit of their debit card.  The cost is currently £2.50 per cheque but free for holders of an Alliance and Leicester account.

h.
Remind new arrivals to travel with essential documents.  Example:
Birth certificates

Marriage certificates

Vaccination certificates

Car registration documents

Insurance policy documents

Removals information 

Note:  It is vital that the new arrivals send details of their travel itinerary to the admin office as soon as the details are known (the relevant paperwork is sent with the Joining Letter).

HOTEL ACCOMMODATION

5.
It is a standard procedure that married accompanied and those singlies not living in Pinetamare (JR SLA) will move direct into a hotel until such time as their property is fully ready for occupation.  FAMO will advise and the length of stay in a hotel will depend mainly on date of arrival of PE and furniture – note that JSP 752 allows up to a max of 14 nights in a hotel upon arrival in theatre.  If you are required to stay in an hotel, you should bnook yourself prior to leaving your current place of duty.  The hotel is to be booked via the DHRS and a booking reference obtained to claim back their expenses on JPA.  

DHRS

Tel:     0844 848 4422

Email: dhrs.uk@hrgworldwide.com
Fax:    0116 262 0757

Suggested local hotels are:

The Holiday Inn, Castel Volturno, via Domiziana km 35-300, Castel volturno, 81030
 The Agora Hotel, via Staffetta 35, 80014 Giugliano in Campania 
The Domus Flagrea Hotel, via Madonna Del Pantano 89, 80014 Guigliano in Campania
Important Note – If you do not have a JPA Reference number you cannot reclaim the costs of a hotel via JPA. 
PETS
6.
Boarding facilities are available at The Domus Flagrea Hotel and Dorotheas - Dorothea is a German lady who runs the Lega Pro Animale Surgery, which is situated near Castel Volturno. English is spoken by the staff.  Telephone 0823 859 552 or mobile 338 123 7993.

SPONSORS TRAVEL COSTS

7. 
As certain journeys involved in the sponsorship process are classed as official duty, you are entitled to submit a duty claim for the following journeys:

a.
From place of residence to Airport (if applicable)


b.
Place of residence to JFC Naples 


c.
Place of residence to US Hospital 
Should you have any questions or concerns regarding the mileage allowance, please refer to the Admin Office in the first instance.

8.
Codice Fiscale - to be able to have a telephone a “codice fiscale” is needed, so arrange to visit the offices in Pozzuoli as part of your joining process.  The application form and instructions are attached.
9.
Telephones/Internet.  Once you have the Codice Fiscale, take them to the Families Centre at Building L to arrange telephone and internet connection.  Note.  You also need to take your passport.
10.
Villa Britannia   You should take them to visit the UKJSU in Lago Patria to meet FAMO and the Staff, visit the Self Help Store and confirm attendance at the next Welcome Brief.

11.
Other Places to Visit.  There are many other places that sponsors need to show new arrivals, some that are part of the Joining Routine and others that are merely useful to know.  They can all be covered in varying degrees of importance throughout the first week.  The following list is not definitive and sponsors are encouraged to recommend useful additions to the Families Officer or Admin Co-ord.

Banco di Napoli



Building L Arcade Shops
British Forces Post Office


NEX at Gricignano

BCC/Hive Lago Patria


Petrol Coupons Office


Education/Library



Privileges Office

SAVE Centre
/Tobacco Store

Tony’s Hardware store/Tony’s Garage


REGISTERING A CAR



12.
Vehicles should be registered as soon as possible after arrival.  Before going to the MVRO ensure new arrivals have the following:  adequate insurance cover, driving licence translation, Log Book or previous trittico, 40 euros for the cost of cover plates, 20 euros for the registration fee and the vehicle safety check certificate, (which is conducted most days at the JFC Naples Motor Vehicle garage).  Ensure they have your fluorescent jackets and triangle with them as well.  Do not forget to ask if they are entitled to a temporary allocation of fuel coupons.

CALLS ON SENIOR OFFICERS
13.
As the sponsor you might also like to ensure that your new arrivals make all of the necessary calls on the relevant Senior Officers as follows:

JOINING PLAN – CHECK OFF LIST
	When
	Action
	Documentation
	Remarks

	Before arrival
	Contact FAMO and confirm arrival date and accommodation
	
	081 334 2100/2100

	Before arrival
	Contact Estate Warden and arrange date and time for a March In
	
	081 334 2410/2420

	Before arrival
	Contact the Admin Office to arrange pay briefing
	
	081 334 2725/6


	Before arrival
	Check with POLogs(SC)  for details of furniture delivery
	
	081 334 2301
348 398 4418

	Before arrival
	Collect JFC Temporary Passes if required
	
	

	Before arrival
	Arrange a Car Registration appointment with MVRO
	
	081 721 3567 (JFC)
081 811 6876 (US)

	48 hours before arrival
	Collect keys from Villa Britannia
	Place current copy of Weekly Orders, Nominal Role and Emergency Contact List in property.
	

	Arrival day
	Collect from Airport or pre-arranged local landmark and take to allocated accommodation
	
	

	Day One
	Take to JFC and commence joining process as follows:

a. Pay Desk

b. Pass/ID

c. Security Badge

d. Medical Centre
e. Temp Car Pass

f. BFBS Card

g. Cash Cheque
	RN ID Card

Passports

Copy of Appointment/Posting Order

Driving Licence

Security Clearance letter

Security Form

GP Name

NHS Number
	Cash/Cheque book will be needed throughout the joining process.
Note.  Driving Translation takes 5 days.

	Day One
	NATO personnel to J1 for processing.
	
	

	Day Two
	Take to Pozzouli to obtain the Codice Fiscale
	NATO ID Card
Registration Form
(take duplicate copies)
	

	
	Visit Agrippa for Education Brief, DVD/Library/Italian Lessons if reqd.
	
	

	
	Visit Building L (Familes Centre)  to arrange Telephone & Broadband connection if reqd.
	Codice Fiscale
Full property address

Passport
	

	
	JFC for Allowance brief
	
	Check with Registry that sponsoree is included on dist for Orders/DINs etc.

	
	JFC Save Centre for SIM Card
	Base Pass

Ration Card
	

	
	JFC for 3rd Party Car Insurance
	
	Note.  Breakdown cover is included.

	
	Privilege Office to collect Ration Cards
	NATO ID card
	

	
	March in
	
	

	
	Arrange attendance of Welcome Brief
	
	Contact Villa B -  081 334 2100

	
	Car Registration and Fuel Card
	Safety Inspection
Vehicle Registration Documents

Insurance

Licence and Translation

NATO ID Card

Signed letter by Olympia Russo
Copy of Appointment/Posting Order

Vehicle to prove VIN
	US Support Site MVRO – DSN 758 629 6876 or CIV 081 811 6876

	
	Joining Call with SNR
	Officers and SNCOs only
	See Para 4

	
	Joining Call with Senior Officer of relevant Service
	
	See Para 4

	
	Joining Call with CO UKJSU
	
	See Para 4

	
	Familiarisation of the area and visiting local shops
	
	

	
	Visit Carney Park, discuss membership details with Clubz if reqd.
	
	

	
	Visit Gricignano 
	
	Hospital/NEX/Commissary

	
	Visit the HIVE and BCC
	
	


Enclosure:
1.
Obtaining Your Codice Fiscale

ENCLOSURE 1 

TO SPONSORING GUIDE

OBTAINING YOUR CODICE FISCALE

This “fiscal code” is a document issued to individuals by the Italian Government to identify a party in a contract; it is similar to our Social Security number.  It is required before a telephone contract can be arranged.  To obtain a CF you should complete the application form using the attached guide and then you must visit the “Agenzia Delle Intrata” offices in Pozzouli and present the APPLICATON FORM together with your NATO ID CARD. 
When you go into the office there are a number of booths dealing with different customer needs.  By selecting BUTTON 2 on the ticket machine directly opposite the bottom the ramp, you are issued with a ticket showing the booth you should go to when your number is shown on the display above the booth, i.e. if you have AO10 you will be customer 10 at the booth and hand over your application form and Nato ID Card. 

If the operator does not speak English, show him the statement shown below.  He will issue your CF.  If you have any problems whilst at the booth please do not hesitate to call one of the Italian staff at Lago Patria who will translate for you.

When the temporary (paper) CF has been issued please take a copy of it to the Families Centre (Tel: 081 721 2210) in L Building JFC (by the travel shop) who can then arrange for your domestic telephone line to be installed.  A plastic credit card style CF will be forwarded by the Angenzia within 30 days.

The whole process normally takes less than 20 minutes.

ENGLISH






ITALIAN

Good Morning





Buon Giorno

I would be very grateful if you would issue

Vorrei un Codice Fiscale per cortesia

A Codice Fiscale to me.  I work with NATO

Lavoro con la NATO e ho con me la

and have my ID card with me.  Thank you.

Mia carta d’identita.   Grazie.

TAKE A COPY OF NATO ID CARD AND COMPLETED FORM AS THEY MAY REQUIRE IT.

OPENING TIMES:

Mon - Fri 

9am-1pm

Tue & Thur 

2.45pm – 4.45pm 
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