SOURCING ACTIVE DUTY SPECIAL WORK (ADSW)
LONG TERM

Ref’s: 

A. CG RESERVE POLICY MANUAL COMDTINST M1001.28A

B. MANPOWER MOBILIZATION & SUPPORT PLAN COMDTINST M3061.1

C. OBTAINING PERSONNEL RESOURCES TO MEET SURGE REQUIREMENTS, COMDTINST 5400.1

D. SHORT TERM PERSONNEL SUPPORT WITHIN ATLANTIC AREA, LANTAREAINST 1330.1
E. MLC LANT 071750Z SEP 07, FY08 LONG-TERM ACTIVE DUTY SPECIAL WORK IN SUPPORT OF THE ACTIVE COMPONENT (ADSW-AC) GUIDANCE
NOTES:

A. LONG TERM ADSW IS RESERVIST ON ACTIVE DUTY OF 181 DAYS OR MORE.
B. LONG TERM ADSW HAS PCS ENTITLEMENTS, UNLESS CANDIDATE IS ALREADY LIVING WITHIN REASONABLE COMMUTING DISTANCE (RCD) OF DUTY SITE.
C. LONG TERM ADSW ASSIGNMENTS ARE CONTROLLED BY FULL TIME EQUIVALENT (FTE) CAPS. MLC’S AND ISC’S WORK TOGETHER WITH CAP MANAGERS TO ENSURE NO LONG TERM ADSW ASSIGNMENTS WILL BE GIVEN BEYOND ANNUAL ALLOCATION. 

D. ADSW ORDERS TYPICALLY END NO LATER THAN 30 SEP EVERY YEAR. IF ORDERS ARE DESIRED FOR TIME EXTENDING INTO FOLLOWING FY, THEN ORDERS MUST READ IN COMMENTS SECTION “CONTINUANCE OF ORDERS INTO NEXT FY WILL BE SUBJECT TO FUNDING AND FTE APPROVAL AVAILABILITY.”

E. ISC’S HANDLE ALL RESERVE ADSW SOLICITATIONS/ASSIGNMENTS EXCEPT FOR AREA CUTTERS. AREA CUTTERS ARE SERVICED AT THE MLC LEVEL. 

F. THE BENEFITING UNIT MUST REIMBURSE THE AFC-01 ACCOUNT FOR THE COST OF THE SELECTED SERVICE MEMBER. COSTS ARE CALCULATED THRU THE STANDARD PERSONNEL COST (SPC) WORKSHEET FOUND IN CG CENTRAL. REIMBURSEMENT COMMENCES A MONTH AFTER ORDERS START.
G. ALL CANDIDATES MUST HAVE COMMAND APPROVAL, BE FIT FOR DUTY, AND UPON CONCLUSION OF ADSW TERM, RESERVISTS WILL HAVE LESS THAN 16 YEARS OF TOTAL ACTIVE DUTY SERVICE.
H. SELECTED RESERVIST(S) WILL BE TRANSFERRED FROM PREVIOUS RPAL ASSIGNMENT TO NEW UNIT WHERE LONG TERM ADSW WILL BE PERFORMED. 
SOURCING PROCESS:

1. IAW REF E, ALL HQ, AREA AND DISTRICT UNITS WILL FORWARD THEIR REQUESTS FOR FTE CAP USAGE TO MLCLANT (PF) FOR VERIFICATION TO LT I. WELBORN/CWO R. DALTON. THIS REQUEST WILL CONTAIN THE FOLLOWING INFORMATION:

(1) MEMBER NAME, RANK, RATE AND EMPLOYEE ID (IF ALREADY KNOWN)
(2) UNIT/OFFICE MEMBER IS PERFORMING LONG-TERM ADSW-AC

(3) START/END DATES

(4) AREA/DISTRICT/HQ STAFF SYMBOL OF WHOSE FTE CAP CHARGED AGAINST.

(5) POC WHO AUTHORIZED ISSUANCE OF FTE CAP USAGE.

2. ONCE ISC(PF) RECEIVES WRITTEN VERIFICATION OF FTE CAP AVAILABILITY, MLC WILL PROVIDE ISC(PF) A FTE CONTROL #. 

3. ISC'S COORDINATES WITH THE REQUESTING UNIT/OFFICE TO SOLICIT RESERVE LONG TERM ADSW-AC ORDERS. 

4. REQUESTING UNIT SHALL PROVIDE ISC (PF) (EMAIL: D05-DG-Portsmouth.pf.Contingency@uscg.mil) WITH THE FOLLOWING INFORMATION:

A. RANK BAND AND/OR RATE OF DESIRED CANDIDATE (I.E. E4-E6 OR SK1/SKC)

B. DUTY LOCATION

C. DESIRED START AND END DATES

D. PRIMARY DUTIES: (NO MORE THAN A HALF PAGE LONG)

E. REQUIRED SKILLS: (NO MORE THAN HALF PAGE LONG)

F. DESIRED SKILLS: (ANY DESIRABLE (NON-CRITICAL) SKILLS). 
G. POC AT YOUR UNIT WHOM WILL INTERVIEW CANDIDATES; NAME, EMAIL, AND PHONE.
H. ANY AMPLIFYING INFO (OPTIONAL).

5. SERVICING ISC DOCUMENTS FTE CAP CONTROL NUMBER THEN GENERATES SOLICITATION MESSAGE AND COPIES MLC TO FURTHER DISSEMINATE THROUGH THE AREA AND USCG.MIL VIA CG-1313 (INTERNET).
6. CANDIDATES WITH WRITTEN COMMAND APPROVAL CONTACTS ISC WITH THEIR RESUME AND ISC FORWARDS TO BENEFITING UNIT FOR CONSIDERATION.

7. BENEFITING UNIT INTERVIEWS AND SELECTS CANDIDATE THEN ADVISES THE ADVERTISING ISC OF THE SELECTION. 

8. ISC(PF) WILL DRAFT/RELEASE MESSAGE TO SELECTED MBR’S PERMANENT UNIT SPO ASKING TO GENERATE ORDERS FOR ROUTING APPROVAL THROUGH THE ISC(PF).
8. THE BENEFITING UNIT/OFFICE WILL REQUEST A PCS TONO DOC 12 FOR MEMBERS NEEDING TO COMPLETE A PCS MOVE. 
9. ISC REVIEWS AND APPROVES ORDERS, WHICH WILL GENERATE 71 PAY/FICA TONO 71 DOC TYPE CHARGES THE AFC-01 ACCOUNT. 

10. UNIT EMPLOYS RESERVIST FOR ORDERS PERIOD AND SPO STARTS DEMOBILIZATION (OR AD CONTINUANCE APPROVAL) PROCESS 45-60 EARLIER THAN ORDERS END DATE. 
