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Office Symbol                                                                                                               Date
Memorandum for (name, title, etc)
Subject: Original Decision Letter 
1.  On (date), (the person that initiated the proposed adverse action) proposed that you be (whatever was proposed).  I have decided that there is (cause for taking adverse action, or for taking adverse action but with some lesser specified penalty, or not cause for adverse action).
2.  This action will be effective on (date). {Note: for removals it cannot be effective sooner than the next workday after 30 days from the proposed action letter.}
3.  I have considered you reply(s) of (date(s)). In your reply(s) you raised the following points or issues (summarize the substance of the technician reply(s)). 
4.  I have decided upon this action because (describe the reasons that support the imposition of whatever adverse action was imposed. The reasons for finding each cause must be spelled out, and reasons for not finding the issues raised in the technician’s reply(s) and any Douglas Factors applied to the action should be included.)
5.  The Human Resource Office (HRO) has been consulted on the issuance of this letter and SFC Adam Adair, HRO Labor Relations Specialist, (603) 225-1330, is available to answer your procedural questions. This HRO member is not your representative.
6.  You have the right to appeal this original decision. You may request either an appellate review or an administrative hearing. You may not request both methods of appeal. The appellate review is accomplished by the State Adjutant General without the involvement of a NGB hearing examiner. This appellate review involves a review by the State Adjutant General of all pertinent records including the reply(s) of the technician and any documents submitted with the appeal. In an administrative hearing, a NGB hearing examiner from another State will gather all available and relevant facts through the administrative hearing process. After the hearing process, the NGB hearing examiner will issue a report of findings and recommendations to the State Adjutant General. You can appeal by sending a written notice to the HRO specifying which method of appeal you request. This request must be postmarked no later than 20 days after the date of this letter, or emailed to the HRO no later than 20 days from the date of this letter. If a request for extension of this appeal period is requested, such request is directed to the State Adjutant General and must be received within the 20 day period, and the reasons for the request must be included. The State Adjutant General will decide if the requests for extension should be granted or not.  
                                                                                          Signature block
I _________, have received this original decision letter this ___ day of ______. My signing below is not agreement with the content, only acknowledgement that I have received a copy of it.

___________________

(Technician Name)
Sample Original Decision Letter


 (Your Letter Head)


Headquarters New Hampshire National Guard


State Military Reservation, 1 Minuteman Way


Concord, New Hampshire 03301-5652
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