COMMAND LETTER HEAD

1910
Ser 02/
From: Commanding Officer, Member’s Command Name
To: Senior Defense Counsel, Defense Service Office Southeast

Subj: MEMBER RATE/RANK FIRST MIDDLE INTIAL LAST NAME, USN,
XXX=XX-XXXX, COUNSEL REQUEST

Ref: (a) MILPERSMAN 1910-404
(b) MILPERSMAN 1910-504

Encl: (1) Administrative Separation Processing Notice/
Administrative Board Procedure
(2) Evidentiary Package

1. Administrative processing has been initiated for Member’s
Rate/Rank Last Name in accordance with references (a) and (b).
Enclosures (1) and (2) are the notification for administrative
board procedure and supporting evidence.

2. Please assign counsel for the subject member and provide the
Legal Officer with the name of the assigned counsel. The Legal

Officer will contact the assigned counsel to arrange a date for

the administrative board.

3. The point of contact for administrative discharge processing
i1s Rate/Rank First Middle Initial Last Name, U.S. Branch of
Service of POC Legal Officer. Please contact him/her 1f
additional information is needed at Commercial phone and/or DSN
or by email at email._address@navy.mil.

S. N. TURE
By direction

Copy to:
File
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