
	[image: image1.wmf]Commanding Officer
Command Name
	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:
	Rate/Grade MemberName

	Subj:
	NOTICE OF INTENT TO RECOMMEND DISCHARGE


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

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


1. This is to inform you I have initiated action to discharge you from the U.S. Coast Guard Reserve pursuant to the provisions of references (a) and (b).  Specific reasons for requesting discharge are your failure to short text describing member's failure to participate.  Enclosures (x) through (x) are Administrative Remarks (CG-3307) that detail your failure to participate.

2. I will recommend to Coast Guard Personnel Command (CGPC) that your discharge be characterized as Honorable as defined by 12-B-2.c of reference (b).

3. However, due to your failure to participate I will recommend an RE-3 re-enlistment code as describe by chapter 12-B-2.g of reference (b).  An RE-3 re-enlistment code will hinder re-entry to the Coast Guard or any other military service.

4. While I recommend a Honorable discharge, the final decision and the character of discharge you will receive is decided by CGPC.  You may submit a statement on your behalf.  You may disagree with my recommendation; if so, your rebuttal will be forwarded with my recommendation.

5. You have the right to present your case and appear in person before an administrative discharge board if you so desire.  Please contact Your Command POC & phone number if you wish to explore this option.

6. You must complete the enclosed memo to communicate your desire to CGPC.  Return the completed and signed memo to Your Command POC no later than date.  If you do not return the memo by date, the discharge recommendation will proceed without your input.  Failure to return the memo in a timely manner might also be construed as your consent to discharge.

#

Encl:
(1) Acknowledgement of Command recommendation to Discharge


Enclose the Page 7's that document non-particpation
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MEMORANDUM

	From:
	Rate name of member to be discharged

	Reply to
Attn of:
	


	To:
	Commanding Officer, Your unit name

	Subj:
	MEMBER ACKNOWLEDGEMENT OF COMMAND INTENT TO RECOMMEND DISCHARGE


	Ref:
	(a) Your unit name memo 1001 dtd date command signed notification memo


1. Acknowledgement of counseling (initial each):

	________
(initials)
	I understand why my command is recommending that I be discharged as detailed in reference (a).




2. Member statement: (initial only one):

	Or
	_________
(initials)
	I waive my right to make a statement on my behalf.



	
	_________
(initials)
	I have attached a statement on my behalf.


3. Member desire: (initial only one):

	Or
	_________
(initials)
	I do not object to discharge from the United States Coast Guard Reserve.



	
	_________
(initials)
	I object to discharge from the United States Coast Guard Reserve


______________________________________
___________________

(signature of member)
(date)
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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.  These failures occurred despite assistance and counseling provided to help the member overcome deficiencies.  The Administrative Remarks in enclosure (1) detail the member’s non-participation, a summary follows:

a. enter short text describing failure (1) 1NOTE: Pg 7's are the official documents
b. enter short text describing failure (2)
c. enter short text describing failure (3)
d. enter short text describing failure (4
)
3. If you will NOT recommend RE1 re-entry code, describe why here.  State mbr's apathy/bad attitude toward obligation that supports RE3 or RE4.
4. Given that the member has completed his or her military service obligation and overall service is satisfactory, a Honorable discharge is recommended.  An RE-3 re-enlistment code is recommended for reasons discussed in paragraph (3).

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

6. Enclosure (2) is my memo informing the member of my intent to recommend this discharge.  Enclosure (3) is the member’s acknowledgement of my intent.  The member is (or is not) opposed to this action and the member chose (did not choose) to make a statement on his or her behalf.  Enclosure (4) is the member's statement.
#

	Encl:
	(1) Administrative Remarks (CG-3307)

(2) Notice of Intent to Recommend Discharge

(3) Member Acknowledgement of Command Intent to Recommend Discharge

(4) Statement of Rate/Grade MemberName dtd date of statement
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�PAGE \# "'Page: '#'�'"  ��This set of Memorandums requests CGPC award a Honorable Discharge to a non-participating member who has met their military service obligation.  The RPM directs discharge for non-participants, using processes detailed in the PERSMAN 12-B.  THIS CORRESPONDENCE IS UNTESTED AS OF February 2005.


�PAGE \# "'Page: '#'�'"  ��There is no policy establishing a set number of “participation failures” before submitting a discharge package.  Four are listed here for sake of illustration.  For guidance, contact CGPC(rpm).
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