a.
ADSW and OYR tour request for Naval Reservists:
i.
Step 1:  Determine if person is qualified to conduct an ADSW or OYR tour as mandated by OPNAVIST 1001.20B, enclosure 5.  The checklist in enclosure 5 has been retyped and is available in this SOP as attachment 17 for convenience purposes.  A completed checklist must be kept on record with the Reserve Liaison for each requested tour.

ii.
Step 2:  Gain Host Unit Approval.  

1.
Naval Reservists desiring an ADSW or OYR tour must receive concurrence of their commander prior to the submission of a tour.

iii.
Step 3:  Complete and Process the Memorandum of Request:

1.
Enclosure 4 of OPNAVIST 1001.20B provides additional guidance for the preparation of the memorandum.

2.
The DMRTI Reserve Liaison, with use of the SOW and the checklist prepares a memorandum of request for ADSW or 

OYR tour funding consideration and forwards the request to:

a.
For MPN funded orders to:  Commander, Navy Personnel Command (PERS-812) (PLAD:  COMNAVPERSCOM MILLINGTON TX//PERS-812//).   Send a copy of the letter of request to (or add as an information address on a message) Commander, Naval Reserve Force (N32)  (PLAD:  COMNAVRESFOR NEW ORLEANS LA//32//) and the reservist’s Naval Reserve Activity (if by name request).

b.
For RPN funded orders to:  Commander, Navy Personnel Command (PERS-9D) (PLAD:  COMNAVPERSCOM MILLINGTON TX//PERS-9D//).   Send a copy of the letter of request to (or add as an information address on a message) Commander, Naval Reserve Force (N32)  (PLAD:  COMNAVRESFOR NEW ORLEANS LA//32//) and the reservist’s Naval Reserve Activity (if by name request).

3.
The Reserve Liaison will update the tracking log of ADSW or One Year Tours.  Attachment 16 is an example of a spreadsheet used to track ADSW / OYR Tours.

4.
Minimum Time Required:  Requests for ADSW and OYR tours are required to be submitted to COMNAVPERSCOM NLT the 15th of May each year for the upcoming FY.  Therefore, DMRTI’s internal suspense date for meeting this deadline is to have the required paperwork signed and submitted NLT April 15th of each year. 

iv.
Step 5:  Receipt of Orders Authorization - Notification to Proceed:

1.
COMNAVSFOR (32) process and produce orders for approved ADSW or ORY tours.  The orders will be forwarded to the gaining and home station units.  DMRTI will contact the RC member of the approval so they can make the necessary notifications to their civilian employers of the impending active duty tour.

2.
The Reserve Liaison should confirm the dates authorized matches the original dates requested.  If an adjustment to the tracking log needs to be made it should be done so and the gaining supervisor and member should be notified of the change.  

v.
Step 6:  The member reports for duty on the first day of the start of the tour per their orders.  

1.
Under no circumstances should a RC member be allowed to serve a tour while not on orders.

2.
The first stop for the RC member should make should be with the Reserve Liaison for orders verification and issuance of an in-processing checklist IAW enclosures 6 and 7 of OPNAVIST 1001.20B.

vi.
Step 7:  In-processing:

1.
The RC member must in-process with DMRTI.  All personnel are required to 

check in with the administrative NCOIC to identify/update work location, supervisor and telephone number.

2.
The RC member must in-process with the accounting and finance sections where their pay originates.

vii.
Step 8:  Completion of tour:

1.
When a member completes a tour, he/she must sign complete a medical assessment prior to their release from Active Duty (RAD).  

2.
Supervisors must review the original SOW used to generate the request for the tour.

3.
Failure to comply with the SOW  is a basis for denial of future MPA man-day considerations.  An email or memorandum to the Reserve Liaison should be provided by the Branch Chief/Dean identifying the item(s) of the SOW not complied with.
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