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1.  On (DATE), Convening Authority’s name, list unit name ordered an Administrative Separation Board to convene in accordance with references (a) through (c).  The Convening Authority (CA), CAPT Smith directed the Board to render findings based on the facts obtained, identify a basis for discharge, recommend either retention in the service or discharge, and recommend the type of discharge certificate to be issued in the event the final action of the Discharge Authority is to direct separation of Respondent’s Name, USCG or USCGR.  
2.  On date, CAPT  Smith, unit name, notified SK2 Smith that he had initiated action to discharge him for reason of unsuitability due to unsuitability for Alcohol Abuse-Unsuccessful Treatment.  The Board held a hearing (date) at location with address. Rank and Name, USN, a military lawyer qualified under Article 27(b) of the Uniform Code of Military Justice (UCMJ), represented SK2 Smith and served as Respondent’s Counsel throughout the proceedings.  Rank and Name, served as the Recorder for the Board.  Rank and Name served as Reporter.
3.   The Board convened at time on date.  The Board consisted of Senior Board Member Rank and Name, Board Member Rank and Name, and Board Member Rank and Name.  The Senior Board Member advised and accorded to Respondent all rights to which he was entitled as an administrative discharge board respondent in accordance with Article 1-E of reference (b).  Respondent stated that he understood these rights and procedures.  The Board provided both the Recorder and Respondent an opportunity to challenge members of the Board. [Discuss any challenges and the outcome.]  Both counselors elected to voir dire the board at large and, then individually probe the depth of each member’s knowledge and personal involvement with alcoholic dependence; neither counsel elected to disqualify any member’s participation in the case. 
4.  The Recorder offered the following exhibits into evidence:
Exhibits: 
Pre-Hearing Exhibits 

(1) Convening Order 

(2) Separation Notification Letter /Respondent’s Acknowledgement and Election of Rights 

(3) Correspondence from Senior Member to Respondent / Privacy Act Statement

Evidentiary Exhibits

(4) List all exhibits here by number. Briefly describe each exhibit, and the weight (if any) given by the Board.  Note any objections and rulings by the board.


5.  The Recorder called the following witnesses to testify before the Board:

a. List witness name, unit, and relation to respondent – Name was properly sworn in without any objections.

Summarize their testimony.

b. Repeat as above for each witness – Name was properly sworn in without any  
       objections.

Summarize their testimony.  

The Recorder called no more witnesses. 

6.  The Respondent offered the following exhibits into evidence:

Exhibits:
Evidentiary Exhibits:

	(a) List all exhibits here by letter.
	
	(b) List next exhibit here.  Briefly describe each exhibit, and the weight (if any) given by the  
     Board.  Note any objections and rulings by the board.


7. The Respondent called the following witnesses to testify before the Board:
	
a. List witness name, unit, and relation to respondent - Name was properly sworn in  
            without any objection.
		
		Summarize testimony here.

8. Summarize the Respondent’s oral unsworn statement (if any) and the Respondent’s answer to any questions from the Board.


(note: all board members must sign this document – electronic signature is acceptable as well)

	



	CDR First and last name, USCG or USCGR
	Senior Member

	


	LT First and last name, USCG
	Board Member
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	LTJG First and last name, USCG
	Board Member


#

	Encl:
	(1) Findings of Fact, Opinions, and Recommendations of the Board 
(2) Exhibit Package 
(3) Respondent’s Objections to the Discharge Board
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