(690‑700a)

MEMORANDUM FOR

SUBJECT:  Formal Reprimand

1.  The purpose of this memorandum is to officially reprimand you for              .  This memorandum will be made a matter of record and incorporated into your Official Personnel Folder (OPF) for two years from the date you receive it.

2.  Specifically, this reprimand is warranted due to

3.  This formal reprimand is intended to impress upon you the seriousness of your actions and is considered reasonable, equitable, and fully warranted.  It is also considered to be a corrective measure and necessary to promote the efficiency of the service.  Any future incidents of misconduct on your behalf may result in a more severe disciplinary action.  As stated above, this reprimand will be made a matter of record in your OPF for           years and may be referenced or otherwise used to enhance a more severe penalty.  

4.  In determining the penalty for this offense, I have compared it to similar offenses as defined in AR 690-700, Chapter 751, Table 1-1, Table of Penalties for Various Offenses.  The penalty for a first offense ranges from a written reprimand to               .   In view of the above, I have decided that a written reprimand is appropriate.

5  You have the right to submit a grievance regarding this action.  Your grievance, if any, may be filed in accordance with the negotiated grievance procedures as provided in                .  To be considered timely, the grievance must be filed within             working days after your receipt of this memorandum.

6. You will be allowed the use of a reasonable amount of official time, subject to supervisory approval, to obtain advice on rights and privileges from official sources and to present your grievance, if you choose to file one.  You should arrange, in advance, with your immediate supervisor the use of any official time.

7.  If you believe 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 services of the Civilian Counselling Program at Fort Monroe.  This program is designed to assist employee's with 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.

8.   If you wish to review the materials upon which this formal reprimand is based, including applicable Army regulations, contact                                    of the Civilian Personnel Advisory Center, 2 Darby Street, Fort Monroe, VA  23651-1111, telephone (757) 727-XXXX.

