SAMPLE NOTICE OF DECISION – SEPARATION

____________________________________________________________________________

Office Symbol

MEMORANDUM FOR Mr./Ms._____________________, (Job Title, Pay Plan, Series, Grade, and Organization when it is to be delivered at the worksite) (Use employee’s mailing address and request receipt of delivery should the employee be in a non-duty status))

SUBJECT:  Notice of Decision 

1.  Reference (office symbol) memorandum dated (date), subject (subject) which you received (date received) advising you of the proposal to separate you for cause for (type of offense or violation).  You replied (did not reply) to that memorandum on/by (deadline to reply).  This is to advise you that in accordance with chapter 7, Army Regulation 215-3, I have decided to (your decision, i.e., separate you for cause) effective (insert date).  The attached copy of DA Form 3434 effects your separation from nonappropriated fund employment.   

User notes:

(a) The deciding official may withdraw the proposed action or substitute a less severe penalty.  A DA Form 3434, NPA, is required for removal actions. 

(b) The day the notice is delivered and the effective date of the separation should not be counted in determining the 30-day advance notice period.

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

2. The reasons for my decision are outlined below:

     a.  (List the reasons that were provided in the Notice of Proposed Separation that are being upheld as well as the ones determined to be unsupportable by the facts of the case.  Do not list any reasons that were not in that notice.  Use as many subparagraphs as necessary to cover this section adequately.)

3.  (If applicable) On (specify the date), you provided me with a (type of reply) reply to the proposal notice.  I have carefully considered your reply before rendering this decision.  A summation of your comments follows with my comments:

     a.  (Discuss each element of the reply in relation to each reason shown in the Notice of Proposed Separation and provide your rationale for either dropping or sustaining each reason. Use as many subparagraphs as required to make the reasons for your decision clear.)

4.  In arriving at this decision, I have considered (explain your rationale for determining the disciplinary action and any mitigating factors.  Use Chap 7 Table 7-1of AR 215-3 as a guide.).

5.  You have the right to file a grievance as long as you file such grievance within 15 calendar days of the effective date of your separation.  If you decide to grieve this suspension, your grievance should be in writing and addressed to (provide the name, address, and telephone number of the grievance deciding official).  Information on the nonappropriated fund (NAF) grievance procedure is provided as an enclosure to this memorandum (a copy of Chapter 8, AR 215-3, may be used as the enclosure).  If you have questions concerning the grievance procedure, please contact (provide a point of contact in the Civilian Personnel Advisory Center, including name, address, and telephone number).

6. 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.  


DECIDING OFFICIAL’s SIGNATURE BLOCK


