JSAP Commander’s Checklist 


        Required documents  (alpha corresponds to doc on website)                                    Required actions

	
	Coordinate JAG to be present for consult, contact Higher HQs

	
	Prepare all documents before counseling session, www.alabamacounterdrug.com 

	
	Conduct counseling at first drill after receiving notification

	
	Retrieve military driver’s license

	
	Retrieve keys to armory, offices, supply room, cabinets

	
	Advise Soldier security clearance will be suspended until final disposition is rendered

	
	Advise Soldier attendance at all unit drills and annual training is required until final disposition is rendered

	
	Ensure Soldier understands he/she has 30 days from date of counseling to seek evaluation, enroll in state approved treatment and PROVIDE YOU documentation

	
	Review RPAM-ensure all time is verified.  Number of years credible for retirement will determine if eligible for board

	
	Review ETS- See NGR 600-200 for authorized extensions for misconduct offenses

	
	OTHER



	a
	Cmdr’s Checklist

	b
	DA Form 4187, Request for Personnel Action

	c
	DA Form 4856, Developmental Counseling Form

	d
	Memo-Cmdr’s Report for Separation 

	e
	Memo- Notification of Separation Proceedings

	f
	Memo- Separation Under AR 135-178

	g,h
	Memo-Cmdr recommendation to retain or discharge-DO NOT SUBMIT BOTH

	i
	Affidavit of Service-use when Soldier hasn’t returned to duty for counseling. Documents mailed to last known address

	
	Substance Abuse Evaluation/Treatment-require if retention being recommended

	
	DA 4836-less than 90 days-See NGR 600-200 for authorized extensions for misconduct offenses

	
	DA Form 7423, Consulting counsel Checklist (JAG will provide)



SOLDIER NAME                                                                                      RANK                             SUSPENSE DATE:                           





UNIT:                                                                              CMDR RANK/NAME:                                                                                                                








                                    





Tracking #                                          


       Tracking # on notification memo from JSAP





SUBMIT PACKET THROUGH CHAIN OF COMMAND-NO EXCEPTIONS! DO NOT SEND DIRECTLY TO JSAP.  Submit original and 1 copy


All personnel must be processed for separation per AR 600-85.  “Processed for separation” means discharge action will be initiated and processed through the chain of command to the separation authority for appropriate action.


Cmdrs who include a recommendation for retention must ensure the Soldier obtains the required evaluation/treatment within 30 days of counseling. 


Soldiers with less than 6 years of service not eligible for board.  Soldiers with 6 or more years, eligible for board.  Total years must be credible for retirement and must be verified at the time the commander makes recommendation


References: AR 600-85, AR 135-175, AR 135-178, NGR 600-200


� HYPERLINK "http://www.alabamacounterdrug.com" ��www.alabamacounterdrug.com� go to JSAP, go to Cmdr MOI.  Required documents are available for downloading.





Date JSAP rec’d packet                          





FOR JSAP USE ONLY








(a)-Cmdr Checklist-Misconduct- Revised April 2009                              ATTACH CHECKLIST TO FRONT OF PACKET

