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MEMORANDUM

	From:
	I. B. Boss, [RANK]

[UNIT]
	Reply to
Attn of:
	I.B. Coastie, [RANK]

[Phone]


	To:
	I. N. Trouble, [RANK], [USCG/USCGR], [EMPLID]

	Subj:
	LETTER OF COUNSELING – [FIRST, SECOND, ETC.] DOCUMENTED ALCOHOL INCIDENT


	Ref:
	(a) Coast Guard Personnel Manual, COMDTINST M1000.6A 


1. In accordance with reference (a) paragraph 20.A.2.d, on [DATE] you received an alcohol incident when alcohol was determined to be significant/causative factor in your behavior resulting in [e.g. the member's loss of ability to perform assigned duties, brings discredit upon the Uniformed Services, or is a violation of the Uniform Code of Military Justice, Federal, State, or local laws.]
2. Per paragraph 20.B.2.g of reference (a), you were counseled on [DATE] regarding Coast Guard policies concerning alcohol use and abuse as well as the serious nature of this incident.  The unit CDAR will/has arrange(d) an appointment with a screener on [DATE] at [PLACE] who will determine the nature of your relationship with alcohol.  It is recommended that you abstain from the use of alcohol until your screening and assessment is complete.  
3. This is considered your [first, second, etc.] documented alcohol incident.  (Amend the following as appropriate) Per paragraph 20.B.2.g.3 and 20.B.2.h of reference (a), you are hereby advised that an additional alcohol incident will result in being processed for separation under Chapter 12.A of reference (a).

#

FIRST ENDORSEMENT
From: I. N. Trouble, [RANK], [USCG/USCGR], [EMPLID]

To:     I.B. Boss, [RANK]

          [UNIT]
1.  I acknowledge the above entry.

#
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