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Section Overview
	Introduction
	This section prescribes procedures for separating/discharging Selected Reserve (SELRES). This includes regular Reserve separations, discharges, placement into the Individual Ready Reserve (IRR), Active Status List (ASL), Inactive Status List (ISL), Reservists on long-term active duty orders for 140 days (ADT)/181 days (ADOS) or more or serving on an involuntary recall to active duty under 10 U.S.C. 12302 or 12304.

This section supplements the procedures in Section 3-B (Separations) and Chapter 11 (Reserve Mobilization) for SELRES members being discharged from long-term active duty. Ensure the applicable procedures in Section 3-B and Chapter 11 are also followed when discharging a member from active duty.
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3.D.1 SELRES Separation Process

	3.D.1.1 Introduction
	The proper execution of the separation process requires clear communication between all participants.  Timely processing of all paperwork and Direct Access data entries are essential to provide the SELRES with a smooth transition and ensure consistency with applicable directives.


	3.D.1.2 

Owner of Process
	The following entities are responsible for the SELRES Separation and Discharge process: Member; Supervisor; Reserve Force Readiness System (RFRS), or Full Time Support staff (FTS); Servicing Personnel Office (SPO); Unit Admin; Pay and Personnel Center (PPC); and Personnel Service Center-Reserve Personnel Management (PSC-rpm).


	3.D.1.3 References
	(a) Certificate of Release or Discharge from Acitve Duty, DD-214, COMDTINST M1900.4 (series)
(b) Military Personnel Data Records (PDR) System, COMDTINST M1080.10I (series)
(c) Military Separations, COMDTINST M1000.4 (series)
(d) Reserve Policy Manual, COMDTINST M1001.28 (series), Chap 4.B, and 8.B
(e) Servicing Personnel Office (SPO) Manual, PPCINST M5231.3 (series) (Vol VI, Separations)

(f) Identification Cards for Members of the Uniformed Services, Their Eligible Family Members, and Other Eligible Personnel, COMDTINST M5512.1(series)
(g) Transition Assistance Program, COMDTINST 1900.2(series)

(h) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2(series)

(i) Personnel Security and Suitability Program, COMDTINST M5520.12(series)
(j) Government Travel Charge Card (GTCC) Program, Policies and Procedures, COMDTINST M4600.18(series)


Continued on next page

3.D.2 SELRES Separations
	3.D.2.1
Introduction
	Routine SELRES separations/discharges shall occur with sufficient lead-time to allow for proper document processing.  SELRES who have remaining Military Service Obligation (MSO) will be placed into the Individual Ready Reserve (IRR) until all contractual service requirements have been met.  SELRES who have fulfilled their MSO and have not incurred additional time for benefits such as tuition assistance, Montgomery GI Bill Selected Reserve, bonuses, or mutual assistance can be discharged.


	3.D.2.2 Procedure
	Procedure required for Routine separation from SELRES. 



	When
	Who does it
	What happens

	Monthly
	SPO
	· Generates Separation Report from Direct Access Unit Roster.
· Contacts SELRES for statement to determine separation date. 
· Notifies RFRS staff or Full Time Support staff of SELRES intentions.
· Provides Career Intentions Worksheet (CG-2045) to SELRES  

**Note: Once Letter of Resignation for Officers has been approved, complete procedure and checklist as indicated.

	180 days prior to separation
	SELRES
	· Submits Career Intentions Worksheet (CG-2045) to supervisor, Branch Chief, and Commanding Officer/ Officer in Charge for approval. 

	Upon receipt of request
	Commanding Officer/

Officer in Charge
	· Approves request, forwards CG-2045 to the SPO for processing.


Continued on next page

3.D.2 SELRES Separations, continued

3.D.2.2 Procedure, continued
	When
	Who does it
	What happens

	Day of separation
	SPO

	· Collect the member’s Common Access Card (CAC) and dependent ID cards; return to the nearest Real-Time Automated Personnel Identification System (RAPIDS) for disposal.  The nearest RAPIDS facility can be located at the following website:  https://www.dmdc.osd.mil/rsl
**Note: If SELRES have remaining MSO, verify with ID Card Manual, reference (g) for proper issuance.

	Following separation
	PSC
	Evidence of case review for separations (see Separation Documents Checklist, Enclosure (3) to PDR Manual), where PSC-rpm is the discharge authority, shall be retained locally at PSC for a minimum of three years.


Continued on next page

3.D.2 SELRES Separations, continued
	3.D.2.3 Introduction
	This checklist is a job aid to use congruently by the supervisor, unit admin, and SPO to separate or discharge SELRES.  It is designed to be reproduced locally.


	3.D.2.4 Checklist for SELRES Separation
	Additional items when releasing SELRES.


	Step
	Action
	Reference
	Date

	1
	· Complete predischarge interview six months prior to separation date.
	Ref (c) 
	

	
	· Transition Assistance Program counseling (TAPS).
	Ref (g)
	

	
	· Completes Preseparation Counseling Checklist for Reserve Component Service Members Released From Active Duty (DD-2648-1).
**Note: Upon receipt of the DD-2648-1, the SPO shall record training using school code 500650.
	(Forms available from PPC’s web site http://www.uscg.mil/ppc/forms)
	

	
	· Complete Career Intentions Worksheet, CG-2045 at least 180 days prior to separation date. 
· If member is on long-term active duty -- Submit Statement of Intent in DA.
	Ref (e)
VI-2-1
	

	2
	Notify the PSC-rpm-1 assignment officer immediately of SELRES anticipated date of separation.

	
	

	3
	Completes follow-up interview 3 months prior to separation date if SELRES indicates discharge.
	Ref (c)
	

	4
	Conducts Final Security Termination Briefing 30 days prior to separation.
	Ref (i)
	


Continued on next page

3.D.2 SELRES Separations, continued
	3.3.D.2.4 Checklist, (continued)  


	

	Step
	Action
	Reference
	Date

	5
	SPO

· Counsels member on separation.
· Provides SELRES copy of Thrift Savings Plan (TSP) Withdrawal Package (https://www.tsp.gov/PDF/formspubs/tspbk02.pdf) if they have a TSP account.  SELRES must also complete a TSP Separation Notification, (http://www.uscg.mil/ppc/forms/tspsepform.pdf) and forward to PPC (MAS-TSP) before they will be able to withdrawal funds from the account.
	Ref (c) 
	

	6
	Ensures Government Travel Charge Card is turned in to coordinator for cancellation.
	Ref (j)
	

	7
	Verifies SELRES does not have service obligation remaining for Tuition Assistance (PPC (MAS-DC)).
	
	

	8
	Completes appropriate Discharge Certificate and issue appropriate Administrative Remarks CG-3307 (SEP-16 Discharge from USCGR inactive duty without immediate reenlistment). 
	Ref (c)
	

	9
	Issues Honorable Discharge Button (if applicable).
	Ref (c)
	

	10
	Completes appropriate separation letter(s) from enclosure (4) of this manual.
	Ref (h) 3-B-5, 7
	

	11
	SPO to review and distribute SPO PDR per PDR Manual.  SPO notifies Health Record Custodian to forward MED PDR as appropriate./MED PDRs. 
	Ref (b)
	

	12
	Collects member’s Common Access Card (CAC) and dependent ID cards; return to the nearest Real-Time Automated Personnel Identification System (RAPIDS) for disposal.

**Note: If SELRES have remaining MSO, verify with ID Card Manual, reference (g) for proper issuance.
	Ref (f)
	

	13
	Collects all government property issued to SELRES including any building keys, gear, portable computer, Remote Access Service (RAS), CAC access.  Update safe combinations.  
	
	


3.D.3 Procedure to Request Transfer to the IRR, ASL, ISL
	3.D.3.1 

Introduction
	SELRES who have completed their initial enlistment contract and who desire transfer to the IRR must follow the process identified below.  SELRES may request transfer to the Active Status List (ASL) during their enlistment.  Likewise, Commanding Officers may use this guidance to place SELRES on the ISL.  See Reference (d) for further guidance regarding the ASL and ISL.  
This procedure is provided to assist supervisors, unit yeoman, commanding officers, and RFRS staff in following the process. 


	3.D.3.3 

Procedure


	Procedure required for requests to change reserve components. 

	When 
	Who does it
	What Happens

	Impending temporary hardship,  
	SELRES
	Complete CG Form 1001, Change in Reserve Component Category (RCC) and submit via chain of command.  The request form is available at http://www.uscg.mil/forms/cg/cg_1001.pdf. 

	Within 3 days
	Supervisor
	Reviews CG-1001, and forwards to Commanding Officer.

	Within 5 days
	Unit CO
	Forwards request to servicing District (dxr).

	Upon receipt of approved request
	District (dxr)
	Endorses and forwards request to PSC-rpm-1 (via email to ARL-PF-CGPSCR-RPM-Query@uscg.mil) 

	Upon receipt of approved request
	PSC-rpm-1
	Places member into new catagory per request in DA.

	Weekly
	RFRS
	Verifies and reports to supervisor and unit CO action is completed in DA.


Continued on next page

3.D.3 Procedure to Request Transfer to the ASL, continued
	3.D.3.1 Introduction
	This checklist is provided to assist the Unit/SPO yeoman and supervisors in completing all tasks required for transferring SELRES to the IRR and ASL.  This job aid is designed to be reproduced locally.



	Step
	Action
	Reference
	Date

	1
	Verify completion of Change in Reserve Component Category (RCC) form.
	
	

	2
	Checks SELRES status in DA.
	Ref (e)
	

	3


	Suspends or Terminates clearance with Security Manager with form CG 5588.
	Ref (i)
	

	4
	Verifies SELRES does not have service obligation remaining for Tuition Assistance.
	PPC (MAS-DC)
	

	5
	Ensures Government Travel Charge Card is turned in to coordinator for cancellation.
	Ref (j)
	

	6
	Verifies type of ID card SELRES is entitled to maintain.
	Ref (f)
	

	7
	Collects all government property issued to SELRES, including any building keys, gear, portable computer, Remote Access Service (RAS), CAC access.  Update safe combinations.  
	
	


Continued on next page

3.D.4 Discharge of SELRES for Non-participation
	3.D.4.1 

Discharge Processing
	This process requires documentation by the unit to begin discharge proceedings for SELRES in a non-participation status.  


	3.D.4.2. 

Owner of Process
	Non-participation requires the unit to take an active role by working and communicating with the immediate supervisor and SPO. The following entities are responsible for this process: Member; Supervisor; Reserve Force Readiness System (RFRS), Full Time Support staff; Servicing Personnel Office (SPO); Permanent Unit; Pay and Personnel Center (PPC); and CG PSC-rpm.


	3.D.4.3 

Procedure


	Procedure required for reserve component transfers. 

	When
	Who does it
	What happens

	Unexcused absence (s) (first offense)
	Supervisor

	· Contact SELRES to discuss reason for missing drill(s).

· Review Direct Access for drilling status and evaluations to prevent continued non-performance. 
· If SELRES unavailable, send correspondence to last current address with prepared Administrative Remarks Form (CG-3307, with entry RPM-01 Counseled for failure to report for scheduled IDT) for SELRES to sign acknowledgment of missed drill(s).  
· Send the Administrative Remarks Form (CG 3307) by certified mail with return receipt and self-addressed stamped envelope. 

IAW reference (e), excused drills include: 
· Illness or injury of the reservist 

· Serious or unusual hardship due to unforeseen emergency

· Accident or illness of a family member requiring presence or other action by the reservist

· Death or imminent death of a member of the immediate family.


Continued on next page

3.D.4 Discharge of SELRES for Non-participation, Continued

	3.D.4.3 Procedure, (continued)  


	


	When
	Who does it
	What happens

	Immediately
	SELRES
	· Contact supervisor or unit Senior Enlisted Reserve Advisor (SERA) or the Command Chief to resolve non-participation issue and/or discuss options to change reserve component.  
· Supervisor will counsel SELRES and proceed with discharge, or transfer to IRR as appropriate.

	More than three (3) unexcused absences
	Supervisor/ 

SERA
	· Send Non-participation Memo (Exhibit 1) to current home address via certified mail with return receipt and self-addressed stamped envelope.  
· Unit/SPO to document procedure on form CG-3307 for record purposes. 
· Notate on disclosure log in PDR.

	More than five (5) unexcused absences 
	Supervisor / SERA
	· Contact SELRES to correct absenteeism; review Direct Access for drilling status and evaluations to identify methods to prevent continued non-performance.  

· If SELRES is unavailable, send Non-participation Memo (Exhibit 2, and attachment, Exhibit 3) to current home address via certified mail with return receipt and self-addressed stamped envelope.  
· Unit/SPO to document procedure on form CG-3307 for record purposes. Notate on disclosure log in PDR. 

· IAW ref (c), the Commanding Officer is authorized to recommend discharge at any time during probationary period if member is not making an effort to overcome the deficiency. 

	More than nine (9) unexcused absences

	Commanding Officer
	· Send Discharge Memorandum (Exhibit 3) by certified mail to member with stamped, self-addressed envelope and return receipt. 
· Unit/SPO document procedure with Admin Remarks Form CG-3307 (Enclosure 6) for record purposes, and complete disclosure log in PDR.

· If member fails to respond, document and file in PDR; continue process for discharge. 


Continued on next page

3.D.4 Discharge of SELRES for Non-participation, Continued

	3.D.4.3 Procedure, (continued)  


	

	When
	Who does it
	What happens

	Within 30 days of second notification
	Unit/
Commanding Officer
	Prepare Discharge Memorandum (Exhibit 4) request for Honorable/Dishonorable Discharge to CG PSC-rpm. Discharge package will include the following documentation:

· Notice of Intent to Recommend Discharge.
· Member Acknowledgement of Command Intent to Recommend Discharge.
· Copies of Return Receipt Request.
· Direct Access screen print indicating address and phone number of record.
· Non-Participation Notice mailed to member (with failed delivery notation from USPS).
· Statement of (Rate/Grade Name of member who attempted to contact) SELRES with details related to failed response.  
· Direct Access screen print indicating (XX) IDT drills and (XX) ADT days completed.



Continued on next page

3.D.4 Discharge of SELRES for Non-participation, Continued
	3.D.4.4 Non-Participation Checklist for Discharge 
	This checklist is provided to assist the Unit/SPO complete all tasks required to discharge SELRES.  This job aid is designed to be reproduced locally.



	Step
	Action
	Reference
	Date

	1
	Counsel member after one unexcused IDT drill weekend period.  Prepare Administrative Remarks (CG-3307 with RPM-01 Counseled for failure to report for scheduled IDT entry) documenting counseling session.
	Ref (c)
	

	2
	After three unexcused IDT drill weekends, prepare Administrative Remarks (CG-3307 with RPM-01 Counseled for failure to report for scheduled IDT entry) documenting the number of missed drills and counseling session.
	Ref (c)
	

	3
	After five unexcused IDT drill weekends, prepare Memorandum indicating member will be processed for discharge.  Send Memorandum certified with return receipt.
	
	

	4


	After the ninth unexcused IDT drill weekend, prepare Memorandum indicating member is being processed for discharge.  Send Memorandum certified with return receipt. 
	
	

	5
	Within 30 days of second notification, prepare discharge recommendation Memorandum to PSC-rpm-1.
	
	

	6
	Terminate Clearance with Security Manager. 
	Ref (i)
	

	7
	Verify with unit ESO member does not have remaining service obligation for Tuition Assistance. 
	PPC (MAS-DC)
	

	8
	SPO to verify with PPC of possible bonus recoupment. 
	PPC (MAS-DC)
	

	9
	Ensure Government Travel Charge Card account is terminated by unit GTCC coordinator. (Charge Card Instruction)
	Ref (j)
	

	10
	SPO completes Direct Access transactions (DD-214, Discharge or Retirement).
	Ref (e)
	

	11
	Review SPO/MED PDRs. (Ref (c)) 
	
	

	12
	SPO to review and distribute SPO PDR per PDR Manual.  SPO notifies Health Record Custodian to forward MED PDR as appropriate. 
	Ref (b)
	

	13
	Collect member’s Common Access Card (CAC) and dependent ID cards; return to the nearest Real-Time Automated Personnel Identification System (RAPIDS) for disposal (ID CARD Manual).
	Ref (f)
	

	14
	Collect all government property issued to SELRES, including any building keys, gear, and miscellaneous items.
	
	


Continued on next page

Exhibit 1, Memorandum 1, Failure to Participate
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 FAILURE TO PARTICIPATE


	Ref:


	(a) Military Separations, COMDTINST M1000.4 (series)
(b) Reserve Policy Manual, COMDTINST M1001.28 (series) 




1. You are hereby notified that you have failed to meet the minimum participation standards as outlined in Chapter 4-A of reference (b).  Your deficient participation includes, but is not limited to failure to:

Edit this list as needed.

· perform more than <enter 43 (54 for deployable units)> IDT drills per year.

· perform 12 or more days of ADT drills per year.

· respond to Annual Screening Questionnaires between AUG and NOV at a minimum.
2. Records indicate you have completed your Military Service Obligation.  Not participating while in a SELRES status is not an option.  You should begin drilling or take action to be removed from the SELRES status, or your participation deficiency could result in corrective measures, which could include:

· An Honorable, General, or Bad Conduct Discharge.
· Arrest by civil authorities for failure to respond to orders, DD 553 Wanted by Armed Forces.
· Recoupment of any bonus funds you may have received.
3. Our goal is to provide opportunities to correct these deficiencies.  Assistance includes providing other participation opportunities to assist you in meeting SELRES participation standards.
4. Please contact <rate/grade/name of command POC at POC phone number> to discuss this matter.  In addition to calling, you must return the enclosed form stating your particpation intentions.  Please return the attached form no later than <date>.  Failure to respond to this order will result in a participation failure and may be construed as your acknowledgement to be subject to disciplinary action.
#

Encl:
(1) Member Acknowledgement of Failure to Participate Notice

Exhibit 2, Attachment for Memorandum 1, Failure to Participate
MEMORANDUM

	From:
	<Rate name of member with unsat participation>

	Reply to
Attn of:
	


	To:
	Commanding Officer, <Your unit name>

	Subj:
	MEMBER ACKNOWLEDGEMENT OF FAILURE TO PARTICIPATE NOTICE


	Ref:
	(a) <Your unit name> memo 1001 dtd date command signed failure to participate memo


1. Acknowledgement:  (initial each):

	________
(initials)
	I understand that I have failed to meet the required minimum participation standards as outlined in the Reserve Policy Manual, COMDTINST M1001.28, chap 4.A.


	________
(initials)
	I understand that various disciplinary actions may be pursued and the possible implications of such actions.



2. Member career desires: (initial only one):

	Or
	_________
(initials)
	I would like to continue in a SELRES status. I agree to meet the minimum participation standards as outlined in the Reserve Policy Manual, COMDTINST M1001.28, chap 4.A. situation.


	
	_________
(initials)
	I do not wish to participate.  Please contact me to discuss my options.
(Provide address and phone numbers below)


3. Member signature: (provide home address and phone number):

______________________________________
___________________

(Signature of member)
(Date)

_____________________________________

(Street)

_____________________________________

(City, State, Zip Code)

_____________________________________

(Area code and Phone Number)

Exhibit 3 Memorandum 2, Notice of Intent to Recommend Discharge
MEMORANDUM

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


	To:
	<Rate/Grade Member Name>

	Subj:
	NOTICE OF INTENT TO RECOMMEND DISCHARGE


	Ref:
	(a) Reserve Policy Manual, COMDTINST M1001.28 (series)

(b) Military Separations, COMDTINST M1000.4 (series)


1. You are being notified that to discharge you from the U.S. Coast Guard Reserve has been initiated pursuant to the provisions of references (a) and (b).  In your response to our efforts to correct your participation deficiencies, you made it clear that you had no intention of participation in the Coast Guard Reserve.  Enclosure (1) is your statement to this effect.

2. Since you have fulfilled your service obligations, I will recommend to Coast Guard Personnel Service Center (PSC) that your discharge be characterized as Honorable as defined by reference (b), reason: Convenience of the Government in accordance with reference (b).
3. However, due to your failure to participate as required while in an Active Status, I will recommend an RE-3 re-enlistment code as describe by reference (b).  An RE-3 re-enlistment code will hinder re-entry to the Coast Guard or any other military service. 

4. It is within your rights to rebut this decision, by submitting a statement on your behalf to be included 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 enclosure (2) to communicate your desire to PSC.  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) Rate/Grade MemberName Memo dtd date (Acknowledgement of Failure to Participate)


(2) Acknowledgement of Command recommendation to Discharge 
Exhibit 4, Attachment for Memorandum 2, Notice of Intent to Recommend Discharge 
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 discharge 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 being discharged from the United States Coast Guard Reserve.


	
	________
(initials)
	I object to being discharged from the United States Coast Guard Reserve


______________________________________
___________________

(signature of member)
(date)

Exhibit 5, Memorandum 3, Recommendation for Discharge – No MSO Remaining
MEMORANDUM

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


	To:
	CG PSC-rpm

	Subj:
	RECOMMENDATION FOR DISCHARGE FOR <Rate/Grade Member Name> USCGR, <EMPLID>


Ref: 
(a)
Reserve Policy Manual, COMDTINST M1001.28 (series)

(b) Military Separations, COMDTINST M1000.4 (series)
1. I recommend <Rate/Grade Member Name> be discharged from the United States Coast Guard Reserve for failure to meet the minimum participation standards as outlined in Chapter 4-A of reference (a).  <Rate/Grade Member Name> has overtly stated <he or she> has no intent to participate in Reserve activities.  After corresponding with the member, it was determined that interventions would not return the member to a satisfactory participation status.

2. Given the member has completed <his or her> military service obligation and overall service is satisfactory, an Honorable discharge is recommended as defined by reference (b), reason for Convenience of the Government defined by reference (b).  An RE-3 re-enlistment code is recommended given the member’s stated ambivalence toward meeting the terms of their current enlistment contract.

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

4. 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) Member Acknowledgement of Failure to Participate

(2) Command 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


Exhibit 6, Memorandum 4, Recommendation for Discharge – MSO Not Completed
MEMORANDUM
	From:
	<Initials & Surname of CO>
Commanding Officer
	Reply to
Attn of:
	<Rate/Grade Name of POC POC Phone number>


	To:
	CG PSC-rpm

	Subj:
	RECOMMENDATION FOR DISCHARGE FOR <Rate/Grade Member Name> USCGR, <EMPLID>


Ref:
(a)
Reserve Policy Manual, COMDTINST M1001.28 (series)
(b) Military Separations, COMDTINST M1000.4 (series)
1. I recommend <Rate/Grade Member Name> be discharged from the United States Coast Guard Reserve for failure to meet the minimum participation standards as outlined in Chapter 4-A of reference (a).  <Rate/Grade Member Name> has overtly stated <he/she> has no intent to participate in Reserve activities.  After corresponding with the member, it was determined <he/she> would not return to a satisfactory participation status.

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. Failure to notify the Coast Guard of changes in address and phone number

b. 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, as a result, this discharge package is submitted without member involvement.

4. In this case the member has not completed <his or her> military service obligation. An Honorable discharge is not warranted, and I recommend a General Discharge under Honorable Conditions as defined by 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) Administrative Remarks (CG-3307)
(2) Notice of Intent to Recommend Discharge
(3) Member Acknowledgement of Command Intent to Recommend Discharge
(4) Direct Access screen print indicating address and phone number of record

(5) Non-Participation Notice mailed to member (with failed delivery notation from USPS)

(6) Statement of Rate/Grade Name of your crew who tried to call Detailing Failed Phone Contact
(7) Direct Access screen print indicating <XX> IDT drills and <XX> ADT drills
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