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Date

From:
Command requesting ADSW

To:

Commander, Navy Personnel Command (PERS-9D)

Via:

Chain of Command (If required)

Subj:
REQUEST FOR ACTIVE DUTY FOR SPECIAL WORK (ADSW) ICO

Ref:

(a) OPNAVINST 1001.20B

1.  Per reference (a), the following information is provided:


a.  Justification:  


b.  Desired start date:


c.  Number of days:


d.  Ultimate duty station, Unit Identification Code (UIC) and office code member will report to:  Supporting Personnel Support Detachment (PSD) and UIC:


e.  Point of contact (POC) at ultimate duty station, phone/fax numbers and email address:


f.  Intermediate stops (if any), UIC and office code member will report to:  Supporting PSD and UIC:


g.  POC at intermediate stops and phone number, if applicable:

2.  The following information is included for the assigned individual (if you do not have a qualified candidate, you may contact Commander, Naval Reserve Force (N32) and request that the position be advertised.  N32 phone numbers are:  (504) 678-1962/5252/6676 or DSN prefix 678):


a.  Name of candidate:


b.  Social security number/designator/PNEC:


c.  Home address:

Subj:  REQUEST FOR ACTIVE DUTY FOR SPECIAL WORK 

d.  Home phone number:


e.  Reserve activity attached to and UIC:  Supporting PSD/UIC:

f.  POC at reserve activity/phone number:

3.  The following information is included for the assigned billet:

Note:  If requested period is greater than 139 days or member is local (within 50 miles), items 3b through 3f do not apply.


a.  Is member authorized any special pay (i.e., flight pay, dive pay, etc.)?


b.  Standard Document Number (SDN):


c.  Accounting data line(s):

d. Dollar amounts for:

 Per Diem:

Travel:

Misc:

e.  Is rental car authorized: Yes   No  (circle one)

f.  Customer Identification Code (CIC):  (This is used if member will be flying on government air, flying overseas or has a rental car.)

g.  Any special reporting instructions (i.e., POV authorized, vary itinerary, civilian clothes, govt. messing or berthing required, etc.)

4.  POC, phone number, fax number, and email address for command submitting request:

Commanding Officer’s Signature

