While the general guidelines/clarifications provided below, please utilize the actual MILPERSMAN (MPM) articles that govern the individual reasons for separation.  This document is simply for clarification purposes, it is not intended to serve as authority or policy.
GENERAL GUIDELINES

NAVPERS 1910/31 -	Administrative Board Procedure 

	This form is used when the least favorable characterization will be Other Than Honorable.  This form is used for ADSEPs due to misconduct.  Despite common belief, ALL Sailors notified of ADSEP on NAVPERS 1910/31 (Administrative Board Procedures) are entitled to an ADMIN Board IAW MPM 1910-400.  Ensure the reason for processing (block 4a) matches the MILPERSMAN reference.  Example: 

Reason(s) for administrative separation processing	MILPERSMAN REFERENCE
(4a)	SEPARATION BY REASON OF MISCONDUCT - DRUG ABUSE	1910-146

** Please ensure you are using the latest revision of the form (12-2011).  It can be downloaded from our website at:

http://www.public.navy.mil/BUPERS-NPC/CAREER/RESERVEPERSONNELMGMT/ENLISTED/Pages/ADSEP.aspx

NAVPERS 1910/32 - Notification Procedure

	This form is used when the least favorable characterization will be General (Under Honorable Conditions).  Generally speaking, this form is used for administrative separations that are not due to misconduct or, when the CO seeks a General (Under Honorable Conditions) characterization of service via NAVPERS 1910/32.  Sailors with over 6 years of total service (Active and Reserve time) that are notified of ADSEP processing via NAVPERS 1910/32 are entitled to an ADMIN Board IAW MPM 1910-400.  Ensure the reason for processing (block 4a) matches the MILPERSMAN reference.  Example:
	
Reason(s) for administrative separation processing	MILPERSMAN REFERENCE
(4a)	Separation by Reason of Unsatisfactory            1910-158
      Participation in the Ready Reserve	

*UNSATISFACTORY PARTICIPATION AND UNSATISFACTORY PERFORMANCE ARE TWO ENTIRELY DIFFERENT MILPERSMAN ARTICLES WITH ENTIRELY DIFFERENT CRITERIA*

Many commands type UNSAT Performance in the reasoning and then reference the UNSAT Participation MPM article or vice-versa, type in UNSAT Participation in the reasoning and then reference the UNSAT Performance MPM article.

MILPERSMAN 1910-408; RESPONSE TIME TO NOTICE

Inactive duty reservists have 30 days from the date the notice (NAVPERS 1910/31 OR 1910/32) is delivered personally to the member or received by mail at the designated mailing address, to respond to ADSEP processing notification.  Failure to respond within 30 days constitutes a waiver of rights.
NRA PROCESSING (UPDATED 10 MAY 2012)

Commands need to wait the full 30 days from receipt of the NAVPERS 1910/31 OR 1910/32 by the member before dating the Letter of Transmittal (LOT) and sending the ADSEP package to PERS 913.  Commands that send an ADSEP package in advance of the full 30 day response time entitled to the member, will returned to the command via "NO ACTION" message from PERS 913 for failure to send a properly processed ADSEP package.  

IAW MPM 1910-412, a sworn affidavit of service by mail will be completed when the member fails to respond to the mailed NAVPERS 1910/31 OR 1910/32.  This is the only time the sworn affidavit needs to be completed.  Commands will forward PS 3800, Receipt for Certified Mail and PS 3811, Domestic Return Receipt with the ADSEP package as an enclosure.  The PS form 3800 and/or 3811 are not sufficient to meet this requirement without a sworn affidavit.  ADSEP packages that do not have these documents (if applicable) will be returned to the command via "NO ACTION" email from PERS 913 for improper ADSEP package processing and transmittal.  USPS tracking print-out's are highly encouraged, as they are easier to read vice scanned PS 3800 and PS 3811.
OTHER COMMON ERRORS

MILPERSMAN 1910-600 - FORWARDING CASES TO THE SEPARATION AUTHORITY (SA)

Take the time to generate a fresh/new Letter of transmittal (LOT) IAW MPM 1910-600, as most commands have numerous errors caused by typing over existing ADSEP documents.  The problem with this often stems from the oversight of changing names, SSN, reason for processing, basic record data and MPM 1910-702 screening requirements.  There are a high percentage of packages received with conflicting information (often data from different/previous member's being separated) on the transmittal letter.

Another problem on the LOT

Additionally, with regard to the wording on the LOT; Cases where ADSEP processing is finalized at PERS 913, no final ADSEP PG 13 should be generated until PERS 913 has authorized the ADSEP.  Commands often generate a PG 13 IAW with BUPERSINST 1001.39, CH. 8, prior to receiving authorization.  These conflicting dates often lead to unnecessary BCNR reversals for members who check their record, recognize the discrepancy and then request BCNR correction as to characterization of service or reinstatement due to procedural errors that violated all of the member's rights.

MILPERSMAN 1910-158 UNSATISFACTORY PARTICIPATION - FAILURES TO RESPOND TO OFFICIAL CORRESPONDENCE/MEDICAL NON-COMPLIANCE

When forwarding packages to PERS 913, ensure that documentation identifying non-compliance was given to member PRIOR to ADSEP processing.  In order to ADSEP, commands must show via documentation that the member was made aware of a specific requirement to update and did not.  Documentation submitted for ADSEP processing should include:

· Letter to the MBR on command letterhead identifying deficiency and date to comply.*
· Tracking information to show member received notification (PS 3811 or PS 3800 and sworn affidavit if returned to sender).

* Notification of ADSEP (NAVPERS 1910/31 or 32) processing should be dated AFTER deadline identified in correspondence has passed.

MILPERSMAN 1910-140 PATTERN OF MISCONDUCT - FAILURE TO PAY JUST DEBTS/GTCC

In all cases of MPM 1910-140, member's must have been a NAVPERS 1070/613 (PG 13) issued and subsequently violated in order to establish a pattern of misconduct.  Specifically, for ADSEPs concerning failure to pay off GTCC - commands often provide the initial GTCC Statement of Understanding PG 13; however, this cannot be utilized for ADSEP purposes.  When the member goes delinquent 30-60-90 day increments, that is the time to issue a PG 13 to the member to identify the delinquent GTCC payment due.  

Suggestion: Have the member sign the PG 13 on the drill weekend or make a copy for command retain and send original to the member via certified return receipt with a postage paid return envelope.  In the wording of the PG 13, have it read that failure to sign and return the PG 13 within 15 days will constitute a refusal to sign and will be annotated as such on the command copy.  If the member does not respond, annotate "member refused to sign" and have it witnessed.  This GTCC delinquency PG 13 is the documentation PERS 913 will need in order to process for ADSEP.  All other notification and standard ADSEP procedures remain the same (i.e. - NAVPERS 1910/31 OR 1910/32).

MILPERSMAN 1910-170 SEPARATION BY REASON OF PHYSICAL FITNESS FAILURE 

The most common problem that causes "NO ACTION" responses from PERS 913 is a "SIGNED" PG 13 and a subsequent failure by the member.  PER MPM 1910-170, a minimum of one PG 13 is required and followed by another failure.  If the PG 13 is not signed by the member, there is no proof that the member received the adequate counseling (verbiage on the PG 13) that the member is entitled.  If the member refuses to sign, then annotate "member refused to sign" and have it witnessed by an officer per MPM 1910-204.

OPNAVINST 1610.1J requires that members failing the PFA are formally counseled with a PG 13 within 30 days of the closeout of the PFA cycle.  This can be problematic for reserve members.  MPM 1910-170 directs that:

“COs will provide the enlisted personnel failing the PFA, a written notification of the failure within 30 days following the completion of the command PFA cycle, personally or by certified mail, at the designated mailing address. Member must be notified with the appropriate NAVPERS 1070/613.”

Suggestion: Have the member sign the PG 13 on the drill weekend or make a copy for command retain and send original to the member via certified return receipt with a postage paid return envelope.  In the wording of the PG 13, have it read that failure to sign and return the PG 13 within 15 days will constitute a refusal to sign and will be annotated as such on the command copy.  If the member does not respond, annotate "member refused to sign" and have it witnessed.  This PFA failure PG 13 is the documentation PERS 913 will need in order to process for ADSEP.  All other notification and standard ADSEP procedures remain the same (i.e. - NAVPERS 1910/31 OR 1910/32).


