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COMMAND
ADDRESS

	IN REPLY REFER TO:
Subj:  SERVICE OF THE REPORT OF THE BOARD OF INQUIRY IN 
       THE CASE OF [RANK FIRST NAME MI LAST NAME MOS USMC/R]
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	Code
	Date

From:  Rank First Name MI Last Name USMC/R (Recorder)
To:    Rank First Name MI Last Name USMC/R (Respondent’s 
       Counsel)

Subj:  SERVICE OF THE REPORT OF THE BOARD OF INQUIRY IN 
       THE CASE OF [RANK FIRST NAME MI LAST NAME MOS USMC/R]

Ref:   (a) SECNAVINST 1920.6C
       (b) MCO P5800.16A (LEGADMINMAN)

Encl:  (1) Report of the Board of Inquiry (BOI)

1.  Per the references, you are hereby formally served with a copy of the Report of the BOI in the subject case.  

2.  You have 10 calendar days from the date of service to submit written comments to the Deputy Commandant, Manpower and Reserve Affairs.  You must submit your comments via the chain of command and the Alternate Show Cause Authority.  You may request an extension to submit comments from the [Alternate Show Cause Authority or Show Cause Authority who directed the BOI].  Such request for extension shall not exceed 20 calendar days.

3.  You are requested to sign below to indicate acceptance of service.



	I. M. RECORDER





----------------------------------------------------------------
______
    (Date)

FIRST ENDORSEMENT

From:  Rank First Name MI Last Name MOS USMC/R
To:    Commanding General/Officer

1.  I, [Rank First Name MI Last Name USMC/R], Respondent’s Counsel, hereby acknowledge receipt of the Report of the BOI in the subject case and acknowledge that I have 10 calendar days from this date to submit any written comments to the Deputy Commandant, Manpower and Reserve Affairs.



	______________________
	(Signature of counsel)
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