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1.  Per enclosure (1), I have been appointed Senior Member of the Administrative Separation Board that will consider your case.  
2.  The Board’s proceedings will be conducted in accordance with references (a) and (b). Reference (a) governs the procedures of the Board and also details your rights as Respondent.  Reference (b) provides Coast Guard policy regarding separations. I encourage you to become thoroughly familiar with both of these instructions, which should be available to you at your unit. Please contact me immediately if you need assistance in getting access to these instructions.
3.  The Board’s purpose is to gather evidence, both in your favor and adverse to you, as necessary for the separation authority to make sound decisions regarding whether to separate you from the Coast Guard, and if so, how to characterize your service.  I understand that you have chosen to (represent yourself at the board) (be represented at the board by _____).  Note that you, or your representative, must assert your rights in a timely manner.  If you believe that the Board or any person involved is not properly observing your rights or is otherwise not acting in accordance with Coast Guard policy, you should notify me or ___________, the Convening Authority, immediately so that the situation can be corrected. If you are not satisfied with the response, you should put any objection in writing and submit it as an exhibit to the Board so that the Board can consider it and include it as part of the record.
4.	To ensure that the hearing goes smoothly, I hereby direct the Recorder and the Respondent to disclose the matter indicated in enclosure (1) in writing by the specified dates.  Contact me immediately if a revision to this schedule appears necessary. Failure to comply with this schedule by either Recorder or Respondent may delay the hearing or may preclude the introduction of desired evidence at the hearing. 
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