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ADSW ADJUDICATION PROCESS
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REQUEST IN-PROCESSING
)

1.  All requests receive identical in-processing upon arrival at the ADSW mailbox (ADSW@navy.mil).  In-processing primarily includes recording the receipt of the request in various tracking tools, assigning the request a Requirement Tracking Number (RTN) as appropriate, reporting back to the requesting command that the request has been received and providing the command the tracking number.   After the above steps are complete, an ADSW Requirement Screening cover form is attached to the request and the package is forwarded to the Adjudicator. 


 (
ADJUDICATION
)


Initial Requests

2.  Every request receives two independent reviews.  The first review by the Adjudicator validates the request singularly against OPNAVINST 1001.20 policy.  The Adjudicator may seek amplifying information from the requesting command if any of the information provided in the Requirement Information Sheet (RIS) is unclear or incomplete.  During periods of heavy request traffic such as during the budget call season, little effort will be given to obtaining required information from incomplete requests and such requests will generally be disapproved.   In the event that amplifying information is sought, the request will be placed in suspension pending a response from the submitting command.  Failure to respond within ten business days will result in disapproval of the request.  The Adjudicator ends the review with a recommendation for approval or disapproval and the request is forwarded to the ADSW Branch Head for final decision.    

3.  The ADSW Branch Head also validates the request against policy, but also considers budgetary concerns.  In the end, the Branch Head will either concur or not, with the Adjudicator’s recommendation.  If the request is approved, the number of ADSW days desired by the requesting command may be increased or decreased by the Branch Head based on the specifics of that request and budget concerns. 

4.  Requesting command will be notified of approvals via email from the ADSW mailbox.  If the requesting command has identified its requirement candidate via the submission of a By-Name-Request (BNR) form to the ADSW mailbox, then the BNR is forwarded to the order writers for orders creation.  If a BNR has not been received by the ADSW mailbox after the request has been approved, then processing of the orders will be suspended until it is received.  If the BNR is not received by the approved start date then the days associated with the request will be reclaimed.

If the request is disapproved, the requesting command will receive a disapproval email from the Adjudicator stating the reason(s) for disapproval, additional comments if any, and options for recourse. 
 
Extension Requests

5.  Due to the short term purpose of ADSW, the approval bar for Extension Requests is raised with each successive submission for the same requirement.  See Understanding ADSW, paragraphs 5-9.

6.  After the Adjudicator receives the request, all previous Requirement Extension Request (RER) and the original RIS for the same requirement are retrieved from file and attached to the latest request.  The request is then reviewed, comparing the original RIS and any previous RER to the most recent to determine what basic command conditions leading to the first approval have changed, if any.  The largest part of this effort is focused on the longevity needs of the requirement based upon what was stated in the original request.  This includes revalidating the nature of the requirement (short term vs. recurring/permanent manpower), reviewing why the requirement was not completed in the originally approved time frame, and ensuring that adequate forward progress is being made towards the desired end goal, thus eliminating the need for ADSW support.  RER will be disapproved if little or no progress is made towards meeting the desired “short term” goal of the requirement or if the requirement appears to have morphed into a long term project/permanent requirement.    

Reclama 

7.  If a RIS or RER is disapproved, the requesting command may ask for reconsideration or “reclama”.  To do so, the requesting command need only submit an email to the ADSW mailbox requesting reclama.  The email should address the specific reasons stated in the disapproval email from the Adjudicator and include the words, “ADSW Reclama” followed by the Requirement Name and RTN/UIC in the subject line.  Resubmission of a RIS for Reclama is highly discouraged and will be returned to the originator.

8.  When the reclama is received by the Adjudicator, the original request is pulled from file and attached to the reclama.  The entire package will then undergo the same approval/disapproval process as stated above.    
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ADJUDICATION CRITERIA 
)


9.  ADSW requests, while important and representative of a valid manpower need is not necessarily valid for ADSW support.  All requests are judiciously adjudicated based solely on current policy implementation and each request is given the due process that it deserves.  The only factors considered in the process are the six criteria listed below, each derived from OPNAV policy.  

10.  It is emphasized that no one criteria is enough in itself to result in a recommendation for disapproval.  Rather, disapprovals result from multiple negative responses

Criteria

a. Is the request related to Overseas Contingency Operations (OCO), either directly or indirectly?  (Note – Indirect relations are not always obvious, but will be accepted if they can be explained)

b. Is there a specific end-goal or end date?  (Note - the longevity of the requirement can not be open-ended, unknown, or be longer than three years per the National Defense Authorization Act 2008. )   

c. Is there an active duty manning shortfall?  (Note – the division, branch, staff, etc. to which the Sailor is to be attached is considered to have a manning shortfall if the shortfall is 15% or more.  Failure to answer this question on the RIS, regardless of whether the project is for “special work” or “recurring manpower” can result in this criterion being scored negatively)    

d. Is the requirement for military essential work?  (Note – Is it necessary that a uniformed military member perform this work or can it be de done by a civilian employee or contractor)  Lack of time or funding available to hire a civilian employee or contractor is not a valid reason for a requirement to be military essential work.

e. Did the requirement originate from senior echelon tasking?  (Note – Did the requirement come down from a lower numbered echelon command than the requesting command’s echelon number?) 

f. Is the BNR candidate going to assume an assignment that is not a funded billet?    (Note – ADSW generally does not support gapped (funded) billets.  See Understanding ADSW, paragraph 9.

Approval/Disapproval Rational

11.  Each of the criteria is stated in such a way that it can be answered “yes” or “no”.   Requests that score “yes” on three or less criteria are considered “Poor” fits for ADSW, requests that score “yes” on four or five criteria are considered “Good” fits for ADSW, and requests scoring “yes” on all six criteria are considered “Best” fits for ADSW.  

Requests that are marked “yes” on three or fewer criteria are generally, but not always, recommended for disapproval during the first review.  On occasion, various circumstances peculiar to a particular request may justify a recommendation for approval despite its “Poor” fit scoring.  

Similarly, requests that are marked “yes” on four or more criteria are generally, but not always, recommended for approval during the first review.  Again, on occasion, various circumstances peculiar to a particular request may justify a recommendation for disapproval despite its “Good” or “Best” fit scoring.  

12.  The Adjudicator and the ADSW Branch Head use their own judgment when reviewing requests and in many cases they must interpret the responses submitted by commands to the questions on the RIS and RER forms.  Subsequently, when scoring any one criterion, the Adjudicator and Branch Head do not necessarily take the command’s responses to questions on the request forms at face value.  Rather, the Adjudicator and Branch Head interpret the totality of all related responses as well as any other facts known to them that are relevant to the requirement.  

This process can seem mysterious, but it is not intended to be.  There is no special wording, phrasing, or codes that commands need to use that PERS-4G2 is looking for in either the RIS or RER forms. 
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