Appendix 8-1 to PSCINST M1910.1

[bookmark: _GoBack]SAMPLE MESSAGE NOTICE FOR TERMINATING 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 TERMINATION OF [ADMINISTRATIVE SEPARATION BOARD (ASB)] or [REENLISTMENT BOARD (RB)] 

1.  [AN ASB] [AN RB] HAS BEEN TERMINATED AS FOLLOWS:
ALPHA	(EMPLID of member - EMPLID only; do not include any other form of identification.)
BRAVO	(Unit where administrative board was initiated.)
CHARLIE	(Unit where administrative board was held.) 
DELTA	(Date administrative board initiated.)
ECHO 		(Date administrative board proceedings terminated.)
FOXTROT	(Brief description of reason administrative board proceedings terminated, e.g., “SNM has waived his/her rights to an administrative board by signing an exercise of rights form.”)
GOLF		(Statement as to whether any disciplinary action is pending.)
HOTEL	(Grade, name, and title of officer terminating administrative board proceedings.)
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