


 (
UNDERSTANDING ACTIVE DUTY FOR SPECIAL WORK (ADSW)
)


 (
GENERAL POLICY AND GUIDANCE
)



1.  Commands should check for updates on current policy implementation prior to submitting a request and to obtain the latest version of form(s): Requirement Information Sheet (RIS), By-Name-Request (BNR), and Requirement Extension Request (RER).  

2.  Business with PERS- 4G2 such as submission of ADSW requests is conducted through email and using attachments to emails.  Formal correspondence for routine matters is not required, except in the case of waivers to policy.

3.  All requests pertaining to new requirements, or requesting changes to existing requirements or relating to active ADSW orders are to be directed to the ADSW mailbox (ADSW@navy.mil). 

4.  Routine requests should be submitted at least 30 days before the desired start date of the orders.  Late submission of requests may result in failure to meet the desired start date.      

5.   For a request to be approved, in accordance with OPNAVINST 1001.20, the requirement must meet the basic intent ADSW is meant to support:  

“Short term Navy mission requirements for which no permanent duty billet or position is programmed or where active duty personnel with the required skill(s) are unavailable.  

And, to facilitate emergent, unanticipated, unplanned or non-recurring short-term projects that cannot be accomplished with assigned personnel.”   

The importance of the “short term” criteria should not be underestimated.  

6.   ADSW is meant to support requirements of 30 days or more in length.  Exceptions to this policy will be considered only under extraordinary circumstances and on a case by case basis.    

7.  ADSW orders will not normally be written for more than 365 days at a time, usually within a single fiscal year.  Commands should indicate at question #25 of the RIS the full number of days the requirement is expected to last, even if it exceeds 365 days.   Requesting shorter periods of time than the requirement is expected to last does not improve the chances that the request will be approved, but does unnecessarily increase the work load for PERS-4G2 and the requesting command.  Additionally, the requested duration of orders should be based solely on the specific needs of the requirement for which the orders are desired, and not on other considerations such as entitlements.  


8.  Per the National Defense Authorization Act 2008, the duration of a requirement supported by ADSW may not extend beyond three years.  However, it is rare that ADSW support is extended to this maximum.  

9.  ADSW does not support the wholesale advance stand-up of new commands, departments, divisions, office codes, OPCENS, staffs, etc. before the permanent billets within those organizations are approve/authorized and funded.  Typically, these are long term requirements that fall outside the scope and purpose of ADSW (see above).  

Additionally, ADSW should not be used for mission essential requirements.  The reliance and possible dependence on ADSW by commands for mission essential requirements is extremely risky as loss of ADSW support (through lack of available funding for example) would be severely detrimental to the supported command.  Initial ADSW support for a requirement does not necessarily mean continued support.

10.  Commands should not base the success of their mission on the availability of ADSW.  ADSW should instead be used to support special projects or programs that already have structure in place and that can continue should ADSW support be lost.

11.  When corresponding with PERS-4G2 about previously submitted requirements, include the requirement name and submitting command’s UIC, at minimum, and also the Requirement Tracking Number (RTN) if one has been assigned. 

12. Commands should include the BNR, if known, with the RIS or as soon thereafter as possible.

13.  ADSW is not a Reserve entitlement, nor is it a career program.  

14.  ADSW orders will not be written solely to keep a member on orders who has been approved by Deputy Chief of Naval Operations (N13) for sanctuary.   

15.  ADSW orders will not be extended solely for the purposes of allowing a member to use accumulated leave.

16.  ADSW is not to be used to fill funded, gapped active component billets that would mask personnel/detailing issues, and ultimately hinder a permanent resolution to the problem.  

17.  Vacancies due to the absence of Individual Augmentees (IA) are not considered gapped billets and will be considered.

18.  Every request receives two independent reviews, before a final decision on approval/disapproval is rendered.  See ADJUDICATION PROCESS.  

19.  Reclamas do not require the resubmission of the original RIS/Extension package.  An email to PERS-4G2 which addresses the reason(s) cited for disapproval will suffice.    All correspondence should include the word “RECLAMA” and the requirement name, MPN   tracking number/UIC in the subject line.   Reclamas should be sent to ADSW@navy.mil.  

 (
POLICY RELATING TO ORDERS 
)


20.  Orders for 181 days or more to one location are PCS orders.   

21.  Orders for 180 days or less are Temporary Duty (TDY) orders that entitle the member to per diem unless the member is local to the Ultimate Duty Station.  The supported command is responsible for providing a Line of Accounting (LOA) and Standard Document Number (SDN) to PERS-4G2 for payment of per diem and travel incident to TDY ADSW orders.

22.  Orders, once issued, will not be lengthened or shortened solely for the purpose of gaining or losing an entitlement nor will multiple set of TDY orders be issued to support a requirement that is PCS in length.  

23.  Generally speaking, no orders will be written to commence between approximately 17 December and 02 January.  Additionally, start dates will be adjusted for other federal holidays, and to facilitate a Monday arrival at Navy Mobilization Processing Sites (NMPS).

24.  ADSW orders are voluntary and may be declined by the member prior to commencing orders.  It is imperative that members read their orders in their entirety.  Many members commence orders under false assumptions regarding entitlements.  It is strongly suggested that commands direct their BNR candidate to read their orders and to direct the member to call the PSD servicing the orders to enquire about entitlements.  The following wording is inserted in all ADSW orders.  

“By executing these orders you are acknowledging that you understand and accept the entitlements associated with the orders (whether PCS, TDY, etc.), based upon order type, LENGTH and location of duty.  You should contact your servicing PSD before executing these orders if you have any question as to entitlements.  Once executed, orders will not be modified for the sole purpose of gaining or losing an entitlement.”  
  
25.  Orders are to be executed as written.  Any deviation in routing may cause hardship to member, command, and termination of orders.  Members should contact their command POC or OSO as soon as possible if there are any concerns regarding the execution of their orders. 

26.  All orders are written in the Navy Marine Corps Mobilization Processing System (NMCMPS).  Orders may be accessed by the Reservist within seven to ten business days after the requesting command has received the approval email.   Exceptions to this orders generation timeline are 1) during the budget call process (July-Sep) or 2) when there are issues with the member (i.e. missing PRIMS data, expired EOS, etc.).  Members should contact the command POC or the OSO regarding pending order status. 

To access NMCMPS and the orders, the member must first access BUPERS On-line (BOL) and then click the NMCMPS link.  Once inside NMCMPS click the “View My Orders” button.  Do not use the “View Orders” link on the BOL web page.   
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