SOURCING ACTIVE DUTY SPECIAL WORK (ADSW)
SHORT 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
NOTES:

A. SHORT TERM ADSW IS ACTIVE DUTY 180 DAYS OR LESS. ALL SHORT TERM ADSW HAS PER DIEM ENTITLEMENTS, AND PCS ENTITLEMENTS ARE NOT AUTHORIZED. 
B. BACK-TO-BACK SHORT TERM ADSW ORDERS ARE NOT AUTHORIZED AS IT IS TOO COSTLY TO THE CG. A REASONABLE BREAK IN AD SERVICE IS REQUIRED IF A MEMBER IS TO BE GIVEN FUTURE ADSW SHORT TERM ORDERS. 
C. 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 AVAILABILITY.”

D. ISC’S HANDLE ALL SHORT TERM AND TDY ADSW SOLICITATIONS / ASSIGNMENTS EXCEPT FOR AREA CUTTERS. AREA CUTTERS ARE SERVICED AT THE MLC LEVEL. 

F. THE BENEFITING UNIT/OFFICE MUST PROVIDE THE FUNDING STRING FOR PAY AND FICA. THIS IS NORMALLY DONE UTILIZING LOCAL AFC-30 ACCOUNT. ORDERS WILL USE A 72 DOC TYPE, WHICH WILL CHARGE DIRECTLY TO UNIT/OFFICE AFC-30 ACCOUNT. 

G. ALL CANDIDATES MUST HAVE COMMAND APPROVAL, BE FIT FOR DUTY, AND UPON CONCLUSION OF ADSW TERM, WILL HAVE LESS THAN 16 YEARS OF TOTAL AD SERVICE.

SOURCING PROCESS:

1. 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).

2. ISC GENERATES SOLICITATION MESSAGE AND COPIES MLC TO FURTHER DISSEMINATE TO THE AREA AND USCG.MIL VIA CG-1313 (INTERNET).
3. CANDIDATES WITH WRITTEN COMMAND APPROVAL CONTACTS ISC WITH THEIR RESUME AND ISC FORWARDS TO BENEFITING UNIT FOR CONSIDERATION.

4. BENEFITING UNIT INTERVIEWS AND SELECTS CANDIDATE THEN ADVISES THE ADVERTISING ISC(PF) OF THE SELECTION. 

5. UNIT PROVIDES ISC TONO AND ACCOUNTING STRINGS FOR ACTIVE DUTY PERSONNEL. FOR RESERVISTS, UNIT PROVIDES TYPE 72 PAY/FICA AND EITHER A TYPE 11 OR 13 TONO FOR TRAVEL OR PER DIEM AS NECESSARY. 
6. ISC GENERATES MESSAGE TO MEMBER PERMANENT UNIT SPO TO GENERATE ORDERS. ISC(PF) REVIEWS AND APPROVES ORDERS.

7. UNIT EMPLOYS RESERVIST FOR ORDERS PERIOD AND SPO STARTS DEMOBILIZATION PROCESS 45-60 EARLIER THAN ORDERS END DATE. 
