[bookmark: _GoBack]SAMPLE MESSAGE NOTICE FOR CONVENING OF AN ADMINISTRATIVE BOARD

To locate the Command Addresses, use this link to locate the file with Command Shared Mailbox List: 
https://cg.portal.uscg.mil/units/cg652/Non-operational%20Official%20Information%20Exchange%20(OIX)/SitePages/Home.aspx


FM  (Initiating Command)
TO  (Unit’s Servicing Legal Office)
INFO  
CMD-SMB-CG-PSC (Do not change; only use this command name found in global)
CMD-SMB-COMDT-CG09
 (First flag officer in member’s chain-of-command)
(Initiating command’s chain-of-command, as required by local authority)

In the subject line of the email write: 
NOTICE OF CONVENING OF [ADMINISTRATIVE SEPARATION BOARD (ASB)] or [REENLISTMENT BOARD (RB)] or
 [CHIEF PETTY OFFICER INCOMPETENCY REDUCTION BOARD (CPOIRB)]

1.  [AN ASB] [AN RB] [A CPOIRB] IS EXPECTED TO BE CONVENED AS FOLLOWS: 
ALPHA	(EMPLID of member - EMPLID only; do not include any other form of identification.)
BRAVO	(Years and months of member’s total active and inactive military service. Use active duty base date (ADBD) or pay base date (PBD), as applicable, as the start date.)
CHARLIE	(Unit where administrative board is initiated.)
DELTA	(Member’s permanent duty station and, if different, where member is temporarily assigned during administrative board proceedings.)
ECHO	(Date member notified of command intent to initiate administrative action, and date member exercised right to elect board hearing.)
FOXTROT	(Basis or bases for action - cite the specific articles of Military Separations, COMDTINST M1000.4 (series) or Enlisted Accessions, Evaluations, and Advancements, COMDTINST M1000.2 (series) that the convening authority has determined form a basis for discharge or reduction, e.g., Unsuitability, MILSEP Article 1.B.15.b.(5), Alcohol Abuse; Misconduct, MILSEP Article 1.B.17.b.(3), Commission of a Serious Offense, etc.)
GOLF	(State whether member requested that military counsel be detailed for board proceedings.)
HOTEL	(Anticipated convening date of administrative board, if known.)
INDIA	(Convening authority’s Servicing Legal Office.)
JULIET	(Statement as to whether any disciplinary action is pending.)
KILO	(Date member reported to current unit, anticipated rotation date, and expiration of enlistment date.)
LIMA	(Grade, name, and title of convening authority.)
MIKE	(Board president name and phone number, if known.)
NOVEMBER	(Convening authority’s point of contact name and phone number.)
OSCAR	(Name of first flag officer or designee who will review the record of the proceedings.)
2

1

