Sample Soldier Notification Memo

Unit LETTERHEAD
Unit Office Symbol
Date
MEMORANDUM FOR  Soldier name, SSN, and unit
SUBJECT:  Separation for Cause from Full-Time National Guard Duty

1.  I am recommending to The Adjutant General that you be separated for cause from full-time National Guard duty under the provisions of NGR 600-5, paragraph 6-5, for substandard duty performance.  The reasons for this recommendation are:

a.  (State specific factual detail which constitute the basis for this action.  One reason for involuntary separation under NGR (AR) 600-5c includes “Substandard Duty Performance”)

b.  


c.  

2.  You are hereby notified that you are given the opportunity, but are not required, to request voluntary release in lieu of involuntary separation.

3.  You are advised that since you are pending involuntary separation, you may be provided legal counsel by a Judge Advocate General (JAG) officer in preparing comments or a rebuttal.  Your JAG officer is ____________.  He may be reached at __________ during normal work hours.  You may also retain civilian legal counsel at your own expense.  

4.  Pending the outcome of this administrative action, you are to report daily to the ???? Armory for normal duty

5.  You have 15 days, or until (Enter date), to rebut or to comment in writing on this recommendation to me.  That rebuttal or comment will be included in the recommendation to The Adjutant General.

6.  You are (are not) entitled to separation pay as you have (have not) accumulated 6 years of continuous active duty.

7.  You are to acknowledge receipt of this memorandum by signing the enclosed endorsement and returning it to me.







Signature block

I acknowledge receipt of notification that I am being recommended for involuntary separation from full-time National Guard duty.

I have been advised of my rights.

I do___ do not___ desire to make written comment or rebuttal the recommendation.

I do___ do not___ desire to have JAG assistance in preparation of my comment or rebuttal.

Signature______________________________   Date_________________

