                             SAMPLE LETTER OF PROPOSED SEPARATION 

____________________________________________________________________________

Office Symbol

MEMORANDUM FOR Mr./Ms._________________, (Job Title, Pay Plan, Series, Grade, and Organization)

SUBJECT:  Notice of Proposed Separation for Cause

1.  You are hereby informed that I am proposing to separate you from your position as (position title, series grade) and from nonappropriated fund employment.  You are charged with (list the type of violation, infraction, misconduct, or offense).  This action, if affected, will be carried out no earlier than thirty (30) calendar days from the date you receive this memorandum.  This action is in accordance with chapter 7, Army Regulation 215-3.

User notes:

(a) A removal should be ordered only after a reasonable determination that a less severe penalty, such as a suspension is inadequate.  


(b) The 30-day advance written notice is not required when retaining the employee in a duty status during the full notice period may be injurious to the employee, to fellow workers or the general public; may result in damage to property or loss of funds; or reflect unfavorably on the public perception of the Army.  In these cases, the employee may be placed in a non-duty status with pay and given an advance notice of separation that allows the employee at least 5 days to prepare and submit a reply.  The day the notice is delivered and the effective date of the separation is not counted when determining the required notice period.

2. The facts to support this proposed action are as follows:

     a.  (Provide specifically and in detail all of the reasons relied upon in proposing the removal, and include such specifics as time, place, dates, and events that support the disciplinary action.  Use as many subparagraphs as necessary to assure that the employee fully understands the reasons for the proposed action.  Include instances of training, events, or sources of information (e.g., verbal or written instruction from supervisor or work leader, SOP, orientation checklist, published work policies, etc.) that provided the employee the knowledge that his/her act would be a violation of a regulatory or procedural guideline.

3.  On (insert date), I advised you that I was considering taking a disciplinary action and gave you the opportunity to provide any information and reasons you had for your conduct.  You did (or did not) offer any information at this meeting.  (Any information provided to you by the employee during that meeting must be documented here.)  

User notes: 

            (a) The supervisor should document the interview and provide the employee a copy of the written documentation.  .  

           (b) Since disciplinary action could result from these types of interviews, the employee must be provided the opportunity to be accompanied by a personal representative if he/she is a member of a bargaining unit and requests representation.   

4.  (In the event that this action is a follow-up of previous offenses which were not resolved and the action is considered as a continuation of constructive discipline, the former incidents will be restated.  Additionally, if the employee failed to take any remedial action previously agreed to, that fact will be included.)

5.  The purpose of this action is to maintain good order and promote the efficiency of the service.  In making my determination, I  (Explain the specific reasons for determining what you have proposed.  Use Chap 7 Table 7-1 of AR 215-3 as a guide).  

6.  You have the right to review all of the materials relied upon as the basis for this proposed action.  They are located in (provide location where materials may be reviewed).  In order to review these materials, you should contact (provide the name of the point of contact) at (provide the location, address, and telephone number of the point of contact).  

7.  You have the right to reply orally, in writing, or both, and to submit affidavits in support of your reply.  Your reply should be made to (provide the name of the official who will hear the reply and make the final decision; must be higher than the individual who is proposing the action).  Your reply must be made within fifteen (15) calendar days after your receipt of this memorandum.  Any reply you make will be given full consideration before a final decision is made.  The final decision, which will be provided to you in writing, may cancel the proposal altogether, impose a lesser discipline than the one I have proposed, or affect your removal from employment.  During this notice period, you will be in a (insert type of duty status, i.e., work and duty status, administrative leave status).  

8.  When presenting your reply, you may be accompanied by a representative of your choosing provided the representative’s service does not result in a conflict, or apparent conflict of interest or position, conflict with the priority needs of the service, or cause unreasonable cost to the NAFI.  If you choose to have a representative, you must designate your representative in writing through me to your personnel office.  You will be provided a reasonable amount of official time to prepare your reply.  Representation and the use of official time are governed under the provisions of AR 215-3, paragraphs 8-5 and 8-6.  The use of official time is subject to supervisory approval.  

9.  Should you desire additional information or clarification regarding this memorandum and/or the reply procedure, you may contact (name, job title, and phone number of personnel specialist).  You are requested to acknowledge receipt of this memorandum by signing and dating below (or attached receipt acknowledgement copy).  Your refusal to sign does not void the contents of this memorandum. 

SUPERVISOR’s SIGNATURE BLOCK

