[bookmark: _GoBack]UNITED STATES MARINE CORPS
MARINE WING SQUADRON ___
MARINE WING GROUP __
2D MARINE AIRCRAFT WING
P. O. BOX ______
 ______, NORTH CAROLINA _____XXXXX-XXXX
	IN REPLY REFER TO:
                                                                 	1910
                                           				AdminBd
											_________

From: 	Commanding Officer, Marine Wing Squadron ___
To:	Major First MI. Last. XXX XX 1234/1234 USMC

[bookmark: OLE_LINK4][bookmark: OLE_LINK5]Subj:	APPOINTMENT OF ADMINISTRATIVE DISCHARGE BOARD IN THE CASE OF RANK FIRST MI. LAST XXX XX 1234/1234 USMC

Ref:	(a) MCO 1900.16 (MARCORSEPMAN)

1.	Per paragraph 6314 of the reference, an administrative discharge board is hereby convened.  You are appointed as president of an administrative discharge board to consider the case of the Respondent.  The board shall be held at the Marine Corps Air Station _____, Joint Law Center, Building ____.

	RANK, NAME	

(Officer)	(Rank First MI. Last, XXX XX 1234/1234 USMC)	
(Enlisted)	(Rank First MI. Last, XXX XX 1234/1234 USMC)	 

2.	All members named in this appointing order must attend the board hearing.  You will determine the time and date of the hearing, normally within 20 working days of the receipt of service of the separation proceeding to defense and after consulting the Recorder.

3.  Prior to conducting the Board, you shall review the reference for guidance in conducting the board, specifically paragraphs 6314 through 6320.  Members of the Administrative Discharge Board will perform their duties in accordance with these instructions.  

4.  All members shall be notified by the Recorder to attend all Board proceedings unless ordered away or properly excused by the Convening Authority.  The Board’s report and record will be prepared according to the reference and forwarded to me within 10 days after the Board has adjourned.

5.	Pursuant to paragraph 6315.3 of the reference, the Recorder shall be appointed by the Director, Joint Law Center, MCAS _________.  In accordance with paragraph 6315.4 of the reference, the Legal Advisor is ___________________.  
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