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	Street Address
City, State ZIP
Staff Symbol: 

Phone: put in phone number
Fax: put in fax number
1001

date of letter


MEMORANDUM

	From:
	Initials & Surname of CO
Commanding Officer
	Reply to
Attn of:
	Rate/Grade Name of POC POC Phone number


	To:
	CG PC (rpm)

	Thru:
	CG ISC Your Servicing ISC (pf)

	Subj:
	RECOMMENDATION FOR DISCHARGE FOR Rate/Grade MemberName USCGR, EMPLID


	Ref:
	(a) Reserve Personnel Manual, COMDTINST M1001.28A

(b) Coast Guard Personnel Manual, COMDTINST M1000.6 (Series)


1. I recommend that Rate/Grade MemberName be discharged from the United States Coast Guard Reserve for failure to participate in Reserve activities as required by chapter 4-A of reference (a).

2. Rate/Grade MemberName demonstrated a repeated pattern of failure to meet participation requirements.  Failures include, but are not limited to: not notifying the Coast Guard of changes in address and phone number, and failure to perform IDT and ADT drills
.  Enclosures (1) through (4) document this unsatisfactory participation.

3. Attempts to contact the member to correct these deficiencies have been unsuccessful so this discharge package is submitted without member involvement.

4. Given that the member has not completed his or her military service obligation a Honorable discharge is not warranted and I recommend a General Discharge under Honorable Conditions as defined by chapter 12-B-2.c of reference (b).  An RE-4 re-enlistment code is recommended to prevent re-entry into military service.

5. I also recommend against forgiving any Coast Guard debts the member may have.

#

	Encl:
	(1) Direct Access screen print indicating address and phone number of record

(2) Non-Particpation Notice mailed to member (with failed delivery notation from USPS
)

(3) Statement of Rate/Grade Name of your crew who tried to call Detailing Failed Phone Contact

(4) Direct Access screen print indicating XX IDT drills and XX ADT drills


STATEMENT OF Rate/Grade Name of your crew who tried to call DESCRIBING FAILED TELEPHONE CONTACT OF Rate/Grade MemberName, USCGR

1. On date of Direct Access query I obtained the following home address and telephone numbers of record for Rate/Grade MemberName, USCGR from Direct Access:

Address:

street address
City, State ZIP
Phone:

(Area Code) Phone Number
2. On date of call attempt I dialed the above number and describe what happened..  I dialed the number again on date of second attempt and describe what happened.

______________________________________
___________________

(signature)
(date)
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�PAGE \# "'Page: '#'�'"  ��This Memorandum requests CGPC award a General Discharge to a member in absentia who has an outstanding military obligation.  You might have started the process with the “Notice to Obligor” boiler plate memo.  This is a discharge memo to CGPC to finish the process and remove the member from your roster.


�PAGE \# "'Page: '#'�'"  ��If you have an indication the member received your letter (like a signed return receipt) but did not reply to you, re-word this sentence to state the member failed to respond to written correspondence.


�PAGE \# "'Page: '#'�'"  ��If member received the letter (you have a signed return receipt) reword this sentence as needed.
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