Bolded information will need to be replaced with correct and current information for proper processing of orders.

SAMPLE ADT MISSION SUPPORT LETTER

(Command Letterhead)

(Date)

From:  Commanding Officer, (Sponsor Command)
To:    Command, Navy Personnel Command (Pers-932)

Subj:  ACTIVE DUTY FOR TRAINING (ADT) REQUEST ICO 

       (RANK/NAME/DESIGNATOR/SSN)

Ref:   (a) BUPERSINST 1001.39F

1.  Per reference (a), this command request ADT for (members rank/rate, name, mailing address, phone number and e-mail).
2.  The following information is provided in support of this request:


a. Period of requested ADT: (actual start/end dates)

b. ADT Location:


c. Sponsor Command Name and UIC:


d. Security Clearance required (if applicable):


e. Sponsor Command POC: (include phone/fax/e-mail)
3.  [Specify training IRR member will gain to improve skills and mobilization readiness.  This statement is vital and must clearly define, in detail, the amount and type of training the member will receive and/or how the ADT will support military operations.]

4.  Member’s requested Mode of Travel [e.g. POV, GTR, local commute.  For paid ADT orders, tickets and car rental reservations must be made through Navy Reserve Force Travel. Vehicle rentals shall be justified in this paragraph.]

5.  Funding Source [If sponsoring command is funding this ADT, provide correct appropriation data and a funding POC (include phone/fax/e-mail).]

                              “Signature of CO or By direction”

