 (
ACTIVE DUTY FOR SPECIAL WORK (ADSW)
REQUIREMENT INFORMATION SHEET, REQUIREMENT
 
EXTENSION REQUEST, 
BY-NAME-REQUEST 
and RECLAMA
GUIDANCE
\\
 GUIDANCE
)








 (
General 
Form Completion 
Guidance
)


1.  Business with PERS- 4G2 such as submission of ADSW requests and reclamas is generally conducted through email and using attachments to emails in the event letterhead is required.  Formal correspondence for routine matters is not required.

2.  Answer all questions on the Requirement Information Sheet (RIS) or the Requirement Extension Request form (RER).

3.  Responses to questions on the various forms should not be lengthy, but should be clear and concise.  Avoid incomplete sentences as they often require PERS-4G2 to interpret the meaning.  

4.  Unless defined before use, all but the most universally well known abbreviations and acronyms should be avoided.

5. A separate RIS and By-Name Request (BNR) form should be submitted for each requirement and Sailor.  This allows each to be tracked and approved/disapproved separately.

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

7.  The BNR form should be submitted with the RIS or as soon thereafter as possible (See note #9).  It is not required to wait until the request is approved.     

8.  If multiple requests are submitted at the same time, the requests should be submitted in priority order on a single spreadsheet accompanied by a RIS and BNR (if a candidate Sailor is known) for each individual request. 

9.  PERS-4G2 will reclaim approved days from commands on the day after the approved start date if a BNR is not on file with PERS-4G2 by that date, or the command/OSO has not requested an extension for BNR submission. 

10.  Endorsements or recommendations from submitting commands or from their chain of command are neither required nor desired.  Statements/endorsements from higher echelon showing tasking resulting in an ADSW request, while informative, are also not required.  

11.  Most common mistakes made when completing the various forms: 
      
       a. Not answering all questions on the RIS, BNR or RER.
       
       b. Failing to answer the intent of the question(s) including answering “n/a” to various questions or answering “0/0” when asked to provide the active duty Basic Allowance/Current on Board (BA/COB) on the RIS and RER.
.       
       c. Describing the qualifications of the BNR Sailor rather than describing/characterizing the requirement.  PERS-4G2 does not consider the qualification of the BNR candidate Sailor when adjudicating the RIS.  

       d. Using abbreviations that are not recognized by a general military audience.   

12.  As ADSW is specifically available to support short term requirements, the bar for approving each successive extension requests for the same requirement gets higher with each request.  Commands will need to be explicit in explaining why the requirement was not completed in the initially approved time frame or during previous periods. 

13.  Reclamas do not generally 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.
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14.  Question #21.  The requirement description should be no more than 20 lines.

15.  Questions #24-27. Responses should include relevant dates appropriate to your answer.  For instance, if your answer states, “…this ADSW requirement will terminate upon return of personnel currently on Individual Augmentee (IA) assignment, then the answer should also include the expected time frame the 
Sailor is expected to return.  ADSW packages that indicate that the requirement is finite in duration are stronger than packages that do not indicate this or those that appear to be open-ended.   

 16.  Question #28.  Refers to Active Component or Full Time Support billets only.   The answer must contain both BA and COB.   

17.   Question #32.  Lack of time or funding to hire a government service employee or contractor does not mandate the use of a uniformed military member. 

18.  Question #34.  Response should include a one or two sentence statement for each alternative to ADSW pursued.  The statement should identify the alternative and include the current status of that effort, i.e. – on going with specific major milestones completed to date towards that end, or reason(s) the option is not feasible.
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19.  Responses to questions on the RER form must directly relate to the responses made to questions on the originally approved RIS.  The intent is to provide PERS-4G2 the necessary information to evaluate whether adequate progress has been made toward completing the requirement relative to information provided in the original RIS.  The intent is not to evaluate the performance of the Sailor filling the assignment.  See note 11c.

20.  Question #10.  The requested end date should capture the entire requirement even if extended into a future fiscal year, however, orders will generally be written to end during the current FY. 
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21.  PERS-4G2 does not consider the qualification of the BNR candidate Sailor when adjudicating a RIS.  PERS-4G2, however, will address this issue if it is noted that the identified candidate is obviously inappropriate to the described requirement, such as due to a disparity in rank and expected duties.  Other factors, such as civilian skills/knowledge of the candidate Sailor known to the requesting command may mitigate these issues.
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