UNITED STATES MARINE CORPS
COMMAND
ADDRESS

	IN REPLY REFER TO:
Subj:  RECOMMENDATION FOR ADMINISTRATIVE SEPARATION IN THE CASE   
       OF [RANK FIRST NAME MI LAST NAME MOS USMC/R]

[bookmark: _GoBack]	1920
	Code
	Date

From:  CG/CO (who notified officer of adsep)
To:    Secretary of the Navy
Via:   (1) Chain of Command
       (2) Alternate Show Cause Authority
       (3) Commandant of the Marine Corps (JAM)

Subj:  RECOMMENDATION FOR ADMINISTRATIVE SEPARATION IN THE CASE   
       OF [RANK FIRST NAME MI LAST NAME MOS USMC/R]

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

Encl:  (1) [Notification of AdSep]
       (2) [Acknowledgement of AdSep]
       (3) [Report of Misconduct/NJP/Civilian Conviction/Court-
           Martial Conviction or, if none, Investigation/ 
           Evidence]
       (4) [Any rebuttal matters]
       (5) SACC screen and treatment completion (if required)
       (6) Medical evaluation (if required)
       (7) PTSD/TBI screen (if required)
       (8) Acknowledgment of advanced education assistance
           reimbursement requirement

1.  This recommendation is submitted per paragraph 4008.1 of reference (a).

2.  Per reference (b), on [date], I notified [Rank Name], via enclosure (1), of my recommendation that [he/she] be administratively separated for cause, specifically:  [insert basis for separation verbiage here:  substandard performance of duty, misconduct, and moral or professional dereliction].  On [date], [Rank Name] acknowledged receipt of the notification, enclosure (2).

3.  [Summary of allegations of misconduct and substandard performance of duty], enclosure (3).

4.  On [date], [Rank Name] submitted matters in rebuttal, enclosure (4).  [Rank Name] claims [Brief summary of SNO’s matters].  [[Rank Name] requests to be retained.]

5.  [If substance-related incident]  On [date], the [Name] Substance Abuse Counseling Center evaluated [Rank Name] and found that [he/she] [did/did not] meet the criteria for a substance-related disorder.  The counselor recommended that [Rank Name] attend [treatment].  On [date], [Rank Name] completed the recommended treatment, enclosure (5).  (SACC documents do not need to be a separate enclosure if they are already attached to an enclosed Report). 

6.  On [date], a medical provider evaluated [Rank Name] and found that [he/she] is qualified for separation, enclosure (6).  [Brief synopsis of any condition(s) and whether the condition(s) had impact on the officer’s behavior.] (Medical Evaluation documents do not need to be a separate enclosure if they are already attached to an enclosed Report).

7.  [If PTSD/TBI screen is required per paragraph 4002.2 of reference (a)]  On [date], a medical provider evaluated [Rank Name] for Post-Traumatic Stress Disorder (PTSD) and Traumatic Brain Injury (TBI), enclosure (7).  [Rank Name] screened positive for PTSD/TBI.  [State whether PTSD/TBI had impact on the officer’s behavior.]  [Explain reason for separation and recommended characterization of service.] (PTSD/TBI screen does not need to be a separate enclosure if it is already attached to an enclosed Report).  OR

7.  [If PTSD/TBI screen is required per paragraph 4002.2 of reference (a)]  On [date], a medical provider evaluated [Rank Name] for Post-Traumatic Stress Disorder (PTSD) and Traumatic Brain Injury (TBI), and found that [he/she] does not have PTSD/TBI, enclosure (7).  (PTSD/TBI screen does not need to be a separate enclosure if it is already attached to an enclosed Report).

8.  [Rank Name] has been advised of the reimbursement requirement for advanced education assistance.  [[Rank Name's] acknowledgment of this requirement is contained in enclosure (8).]  I am not aware that [Rank Name] received any advanced education assistance.  (Acknowledgement does not need to be a separate enclosure if it is already attached to an enclosed Report).  OR

8.  [Rank Name] has been advised of the reimbursement requirement for advanced education assistance.  [[Rank Name's] acknowledgment of this requirement is contained in enclosure (8).]  [[Rank Name] attended the Naval Academy and received advanced education assistance in the approximate amount of $_____.]/[[Rank Name] received advanced education assistance via the [Platoon Leaders Class/Naval Reserve Officer Training Corps program, etc.] in the approximate amount of $_____.]  I [do not] recommend that the reimbursement requirement be waived in this case.  (Acknowledgement does not need to be a separate enclosure if it is already attached to an enclosed Report). 
    
9.  I notified [Rank Name] that I would recommend that [he/she] be administratively separated with [a General (Under Honorable Conditions)]/[an Honorable] characterization of service.  [After considering [Rank Name’s] matters [and any other relevant matters such as a positive screen for PTSD/TBI], I [continue to] recommend [that [Rank Name] be administratively separated with [a General (Under Honorable Conditions)]/[an Honorable] characterization of service.]  [Comments as to the character of the officer and the allegations of misconduct/substandard performance.]
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