[image: ]DEPARTMENTS OF THE ARMY AND THE AIR FORCE
JOINT FORCE HEADQUARTERS
OFFICE OF THE ADJUTANT GENERAL, CALIFORNIA NATIONAL GUARD
9800 GOETHE ROAD - P.O. BOX 269101
SACRAMENTO, CALIFORNIA 95826-9101

Office Symbol									        Date


MEMORANDUM FOR (Rank, Name, and Address of technician)

SUBJECT:  Letter of Reprimand 

     State briefly the nature of the incident/violation(s).
1.  This Letter of Reprimand is the result of your continued failure to follow established leave procedures (FPR 752, appx D, item 1b) and failure to observe written regulations, rules (FPR 752, appx D, item 2a).

State clearly the specific offence(s) or violation(s) upon which the LOR is based. Use date, time, place and/or other information that describes where and how the incident(s) occurred.  If the offense includes more than one incident, list each one in a separate subparagraph.
2. Specifically,

    a.  On Thursday, 23 February 2015, you failed to report to your place of duty. No leave was requested in advance and no contact was made to your chain of command.  You were recorded as absent without leave (AWOL) for that (eight hour) work day.  This was a failure to follow leave procedures.

[bookmark: _GoBack]    b.  On Monday, 27 February 2015, you were not at your duty location at 0730 hours and I did not receive any communication from you on your whereabouts until 1050 hours when I was cc’d on an email reply to SFC John Doe on another matter wherein you replied to pass information along to me that you would be in later. This was a failure to observe written rules.

State how long the LOR will be maintained in the technicians OPF.  The period may vary from one to three years depending on the severity of the offense and any previous occurrences that have been called to the attention of the technician.
3.  This written reprimand was coordinated with the Human Resource Office and will remain in your Official Personnel File (OPF) for a period of __ year(s).

Provide remedial action comments: be specific in describing ways to correct the employee’s behavior.
4.  You are required to report for duty not later than 0700 hours every scheduled duty day.  You are required to contact me by telephone not later than 0715 hours if an unexpected situation arises that will prevent you from reporting to work by 0700 hours.  At that time, you must inform me of the reason you are requesting to report to work late and obtain my approval.  Any other type of leave must be requested and approved in advance.

5.  A repeat of this or similar conduct may result in more severe action being taken such as suspension, reduction to a lower grade or removal.


6.  This letter may be grieved using (CNG FPR 912 or negotiated grievance procedures for BUEs).

7.  You may contact the Labor Relations team via email at ng.ca.caarng.list.j1-hro-lrs@mail.mil or by phone at; Labor Relations Assistant, SSgt Eric Kelly, at (916) 854-3701 or Chief, Labor Relations Mr. William H. Poppler at (916) 854-3600 with any procedural questions. 

8.  Work related problems may be the result of personal situations. It is imperative that you consider all factors which may be contributing to your problems at work and that you take appropriate actions to deal with them. The Military OneSource is available if you wish to seek no cost, short-term, professional and confidential counseling services. You may contact the Military OneSource at 800-342-9647, 24 hours a day/7 days a week or online at militaryonesource.mil. If you choose to take part in this program during the duty day, you must obtain proper leave approval.

                                                                              
	//SIGNATURE//
	SUPERVISOR NAME
	RANK, CA ARNG
	Title				




I                                            have received this letter of reprimand on the _____ day of ______, 2015. My signature below is acknowledgement that I received a copy of the letter and may not indicate agreement with the content.



_______________________________
Signature 			
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