(690‑700a)

MEMORANDUM FOR

SUBJECT:  Proposed Removal

1.  This memorandum constitutes my proposal to remove you from your position as                        and from the Federal service for                          .

2.  This proposed action, if sustained by the decision official, will not take effect any earlier than 30 calendar days from the day you receive this proposal notice.  This proposed removal action is being taken in accordance with Title 5, United States Code (5 USC), Chapter 75; Title 5, Code of Federal Regulations (5 CFR), Part 752; and Army Regulation (AR) 690‑700, Chapter 751, and is for such cause as will promote the efficiency of the service.  

3. The specific facts and circumstances upon which this proposed action is based are as follows:

4.  In reaching my decision, I considered the following:

     a.   I compared your offenses to similar offenses as provided under AR 690‑700, Chapter 751, Table 1-1, Table of Penalties for Various Offenses.  The penalty for a                     offense of                 ranges from a              to removal.  In consideration of all the facts and circumstances of this case, 


b.   A review of your past disciplinary record shows

5.  Based on the foregoing, I am proposing to remove you from your position and from the Federal service.  This proposed action is for such cause as it will promote the efficiency of the service.  You may reply to this notice orally and/or in writing, stating why this proposed action should not be taken.  You may present witnesses, submit affidavits and other documentary evidence in support of your reply.  Should you desire to reply personally, you may be accompanied by an attorney or representative of your choice.  Your reply should be made to                                       .  You are  entitled to a reasonable amount of official time during your normal tour of duty to review the material relied upon to support the reasons for this notice, for preparing a written reply, for securing affidavits and statements of witnesses in support of your answer, and for making an oral reply, should you so desire.   You should contact                     , in advance, to arrange for the use of official time.

6.  You have the right to elect a representative to assist you in preparing and presenting a reply to this proposal.  You may elect anyone you wish as long as the representational activities of the individual chosen will not cause a conflict of interest or position, give rise to unreasonable costs to the U.S. Government,  or preclude the completion of priority work assignments for the U.S. Government.  Any choice of or change in representative must be designated in writing and include your representative's name, address, and telephone number.  This designation must be signed and dated by you and submitted to the deciding official.   

7.  You will be allowed                calendar days after receiving this notice to submit your reply.  Consideration will be given to extending this period if you submit a written request stating your reasons for desiring more time.  This written request must be submitted to the deciding official within the time limit stated above.  Full and careful consideration will be given to any reply you choose to make.  Whether or not you make a reply, a decision will be rendered after the expiration of the period allowed for your answer.  You will remain in a duty status during the period covered by this notice.

8.   If you believe that your unacceptable conduct may be caused by personal, physical, or medical problems; substance abuse; and/or other reasons not directly related to the duties of your position, you are advised and strongly encouraged to use the assistance of the Civilian Counselling Program at Fort Monroe.  This program is designed to assist employees with personal problems and refer them to sources within the community that offer treatment or rehabilitative care.  For additional information regarding this service, contact the Program Coordinator, Ms. ritchie Cooper, at (757) 727-2070.

9.  You and/or your representative may review the material relied upon to support this action, to include applicable Department of the Army regulations by contacting                                of the Civilian Personnel Advisory Center, 2 Darby Street, Fort Monroe, VA  23651-1111, telephone (757) 727-XXXX.

