Subj:  ADMINISTRATIVE DISCHARGE RECOMMENDATION CHECKLIST IN THE


CASE OF

Ref:
(a) MCO 1900.16F w/Ch 1 Chapters 1 & 6

Checklist:

____ 1.  If the respondent is requesting an Administrative Discharge Board the following members are required to be submitted once the unit is notified of the board date.



- One Field Grade Officer



- One Company Grade Officer



- One senior SNCO (E-7 or above)

NOTIFICATION

____ 2.  The respondent has been notified by the CO of the following: (as required by par 6304)


____ a.  The basis for proposed action, examples:



Paragraph 1




Per paragraph 6210.3 of the reference by reason of




misconduct due to a pattern of misconduct.  Note:




This states the general and specific basis.



Paragraph 2





The basis for this recommendation is (describe the 





circumstances supporting the general and specific





basis) your continued involvement with military 





authorities as evidenced by your two NJPs and





three 6105 counseling.


____ b.  Confirmed the least favorable characterization of service for the basis of separation.


____ c.  The right to consult with counsel.


____ d.  The right to submit written statements.


____ e.  The right to obtain copies of the documents in this action.


____ f.  The right to waive these rights.


____ g.  The right to an Administrative Discharge Board on if:





(1) The least favorable characterization of service the respondent may receive is an other than honorable discharge.







OR





(2) The respondent has six or more years of active and inactive service.


____ h.  The right to appear in person before such a board, but if confined by civil authorities, to be represented by counsel only.


____ i.  The right to be represented by military counsel.


____ j.  The right to be represented by civilian counsel, at respondent’s expense.


____ k.  The right to challenge members of the board.


____ l.  The right to testify on his/or her own behalf (To make a sworn or unsworn statement).


____ m.  The right to submit matters for the board’s consideration during the proceedings.


____ n.  The right to call witnesses on his/or her behalf.


____ o.  The right to examine/cross examine witnesses before the board.


____ p.  The right to present argument before the board.


____ q.  The right to request a copy of the report of the board.


____ r.  That failure to appear constitutes a waiver of his/or her right to be present.


____ s.  The right to examine evidence presented by the board.

____ 3.  If the respondent is E-4 or above, they must be notified and acknowledge that:




If they are administratively separated with a




characterization of service as under other than




honorable conditions, they will be administratively




reduced to E-3, such reduction to become effective 




upon separation.

____ 4.  If the respondent received any bonus or special pay, they must be notified and acknowledge that:




If you are separated before you complete an active




duty service requirement incurred because you 




received advanced education assistance, bonuses, or




special pays, you may be required to reimburse the




U.S. Government on a prorata basis for the unserved




portion of the active service requirement.

____ 5.  The notification has been signed and dated by the Commanding Officer.

ACKNOWLEDGMENT:

____ 6.  The respondent has acknowledged and understands the notification, which contains the following:


____ a.  Basis for the proposed separation.  (Matches Notification).


____ b.  Recommended characterization of service.  (Matches Notification).


____ c.  Least favorable characterization of service.  (Matches Notification).


____ d.  The respondent has initialed next to each of his/her rights.  (As required by par 6303.3c).

____ 7.  The acknowledgment has been properly witnessed and dated (not prior to notification).

____ 8.  The respondent has read and signed the form which explains the Purpose and Scope of the NDRB and BCNR (as required by par 6104).

____ 9.  The NDRB and BCNR form has been properly witnessed and dated (not prior to notification).

____ 10.  The MCABWA 1900/3 letter to the CG has been properly filled out, signed and dated by both the Squadron and Commanding Officers.  (Each making a recommendation as to discharge and characterization of service).

ADSEP PACKAGE ENCLOSURES:

____ 11.  All necessary enclosures in MCABWA 1900/3 included and in proper order.


____ a.  Character statement from OIC and SNCOIC addressing the Marine’s performance and conduct required.  The CG wants to know what the people who see the Marine on a daily basis think of his/her performance and conduct.


____ b.  The right side of the respondent’s SRB is included as an enclosure.  All pages are in order and updated, to include:




____ (1) Enlistement/Reenlistment Contract; Pages 4/1, 4/2 and 4/3




____ (2) Page 11, 12 (UPB), and 13 (entries are complete.  If 6105s have been rebutted, all rebuttal statements have to be submitted.  If Marine had a PTA addressing terms of his AdSep, it must be submitted as an enclosure).




____ (3) RED (legible).




____ (4) DD Form 1966 1/1-4 (Pre-Service Waiver)




____ (5) Updated BIR/BTR/ROS/Awards Page




____ (6) Does SNM have any type of Bonus that needs to be recouped?

DRUG PACKAGES:

____ 12.  Required documents for drug offenders:


____ a.  SACC Screening.


____ b.  If respondent attended treatment Medical Officer’s diagnosis stating whether the respondent is dependent or an abuser.  Letter must state if respondent completed treatment, refused treatment, or if he/she was disenrolled from treatment.


____ c.  Unclassified message or Naval Message showing presence of drugs.


____ d.  Logbook signature/urinalysis ledger (all SSNs not belonging to SNM must be blackened out).


____ e.  Urine sample custody document (states why test was done).


____ f.  Statement of understanding Marine Corps policy concerning illegal use of drugs (located on left side of SRB).

ALCOHOL PACKAGES:

____ 13.  If there is any documentation of significant alcohol related incidents.


____ a.  SACC Screening.


____ b.  If respondent attended treatment Medical Officer’s diagnosis stating whether the respondent is dependent or an abuser.  Letter must state if respondent completed treatment, refused treatment, or if he/she was disenrolled from treatment.


____ c.  A Veterans Administration Statement of Understanding is included in package.  (Separate sheet listing the closest VA hospital to respondent’s residence).

____ 14.  All enclosures are numbered and in the correct order4.

____ 15.  All correspondence has been checked for spelling punctuation, and grammar.

____ 16.  All names and social security numbers are correct.

____ 17.  Any and all relevant documentation that supports the reason for discharge is included (i.e. CID reports, NCIS reports, police reports, medical records, statements from superiors, additional misconduct that has occurred since notification, etc.).

REVIEWING CLERK/OFFICER SIGNATURE



DATE

1-1


