a.
ADSW - TTAD for Army Reserve and Army National Guard Personnel.
i.
Step 1:  The DMRTI Reserve Liaison will determine if person is qualified to conduct a TTAD in accordance with AR 135-210.  

ii.
Step 2:  Gain Host Unit Approval.  

1.
Army Reserve personnel must receive concurrence of their commander before they can perform a TTAD.  

2.
Army National Guard of the United States (ARNGUS) personnel must have the approval of the State Adjutant General, or authorized representative, and the host unit commander to perform a TTAD.

iii.
Step 3:  Complete an DA Form 1058-R and submitted to the DMRTI Reserve Liaison for processing.  Attachment 13 provides specific guidance on the completion of a DA Form 1058-R.  TTAD tours will begin on Monday and conform with local work week schedules of the activity being supported whenever possible.

iv.
Step 4:  Submission of Request for TTAD:

1.
The DMRTI Reserve Liaison, with use of the SOW and DA Form 1058-R, prepares a memorandum of request for TTAD tour funding consideration and mails the memorandum, DA Form 1058-R, copy of the most current physical and a copy of HIV results to MEDCOM, Personnel Operations Branch, MCPE-MO, 2050 Worth Road, Suite 6,Building 2792, Fort Sam Houston, Texas 78234-6006.  Attachment 14 provides an example of a standard memorandum for request of consideration of funding a TTAD tour.  AR 135-210, paragraph 3-5 lists specific requirements for inclusion in the memorandum.

2.
The Reserve Liaison will update the tracking log of ADSW-TTAD days allocated.  Attachment 15 is an example of a spreadsheet used to track TTAD tours.

3.
MEDCOM reviews the request and, if approved, forwards the request to PERSCOM, ATTN:  TAPC-OPD-RT, 9700 Page Avenue, St. Louis, MO 63123-5200.  If the request is disapproved by MEDCOM, the request is sent back to DMRTI.

4.
Minimum Time Required:  At the request of MEDCOM, tour start dates should be projected far enough in advance to allow for the consideration of a request and for the processing of orders.  DMRTI policy for the request of a TTAD tour is to have the required paperwork completed and provided to MEDCOM NLT 45 days prior to the start date of a requested tour.

5.
By regulation, a TTAD will not normally exceed 139 days in length.

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

1.
TTAD orders are issued by PERSCOM and mailed or faxed to MEDCOM.  MEDCOM notifies the MDMRTI Reserve Liaison and faxes a copy of the orders to DMRTI.  

2.
The Reserve Liaison will fax this orders authorization to the orders clerk for the host unit.  Additionally, the RC member should be notified of the approval so they 

can make the necessary notifications to their civilian employers of the impending active duty tour.

3.
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.  

vi.
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.

vii.
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 section at Fort Sam Houston, TX, building 2263.

viii.
Step 8:  Completion of tour:

1.
Supervisors must review the original SOW used to generate the request for the tour.

2.
Failure to comply with the SOW  is a basis for denial of future Active Duty 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 which were not complied with.

3.
Performance Evaluations must be completed for all RC personnel who perform tours of duty in excess of 90 days.  A copy of the final signed evaluation form must be forwarded to the host unit for submission into the personnel files of the RC member.
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