
On the next pages, in word format are several forms which I have adopted from the Coast Guard Administrative Investigations Manual (AIM) COMDTINST M5830.1A or Chapter 3 of the AuxMan1G.


These forms are:


Form  I –   Letter appointing investigating officer or committee


Form II -   Notice to Auxiliarist subject of a complaint


Form III -   Checklist for investigator or investigating committee

Form IV -  Checklist for Obtaining a Complete witness statement or summary

Form V – Outline of an Investigation Report


Form VI – Letter of Caution


Form VII- Letter Recommending Formal Discipline


Form VIII – Director’s Notice of Formal Discipline

NOTE: You may download these forms and you may edit the letter to fit your needs     

Form I – Sample letter appointing investigating officer or committee
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UNITED STATES COAST GUARD AUXILIARY

Flotilla/ Division ______

MEMORANDUM

DATE ______________
From: ________________ Flotilla Commander/Division Commander/Commodore
T0 :    _________________, Investigator, Chairperson

Subject:  Investigation of [name of incident or person] 
Ref:  (a)  Auxiliary Manual COMDTINST M16790.1G Chap. 3
1.
You shall conduct a single investigator [multiple investigator] disciplinary investigation under reference (a) into all the circumstances surrounding [describe complaint, incident or subject matter] which occurred on [set forth approximate date or dates]. You are hereby designated as the Chair of the Committee. Other members of the Committee are: _______________________________, _________________________.
2.
Attached to this letter is a copy of the complaint.  You are directed to inquire into all the circumstances surrounding the incident referred to in Paragraph 1 of this Letter.

3.
You are to interview and reduce to writing the statements of all witnesses produced by the Complainant, the Auxiliarist who is the subject of the complaint or of any other witnesses that your investigation determines have information or documents that are germane to the investigation.

4.
You are to permit the Auxiliarist who is the subject of this investigation to submit in writing to your committee any and all facts and documents as well as the names, phone numbers and addresses of any witnesses which this Auxiliarist believes will be able to provide material information to your committee.
5.
You may, but are not required to hold a hearing, however, if you decide to hold a hearing you must make an accurate record of that hearing and provide a written transcript as part of your investigatory documents. 

6.
If you are concerned about any aspect of your investigation, the propriety of the activity you are engaged in, any procedural steps or your rights as investigators, you are urged to consult the DSO-L/P or an ADSO-L/P if one has been assigned to your investigation by the DSO-L/P
.
7.
All of the investigatory information obtained by you shall remain confidential and not be disclosed except to me. You and the members of the committee are not to discuss this information with any persons who do not have a need to know. If you have any questions about this you may consult with me or with the DSO-L/P. 
8.
I request that your written report together with all documents, statements, exhibits and other evidence of any kind obtained by you be provided to me no later than_________________________. If you require more time, you are directed to address that request to me. If you have any impressions, recommendations or conclusions about the subject matter of this investigation, I would appreciate receipt of same as part of your written report.

9.
By separate letter, your names as the investigator/investigating committee has  been supplied to the Auxiliarist who is the subject of this complaint.

10.
If you have any relationship with the Auxiliarist that is the subject of this investigation, then in fairness to that Auxiliarist, the Complainant and the Auxiliary you should refrain from participation in this investigation.

Attachment:

Copy of complaint, memorandum of complaint, or specifications

______________________________

Elected Leader

Form II – Notice to Auxiliarist
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UNITED STATES COAST GUARD AUXILIARY

Flotilla/Division/District
MEMORANDUM

Date: _______________
From: _______________FC, DCDR, DCO

TO:    _______________, Auxiliarist

Subj: Complaint

Ref: Auxiliary Manual COMDTINST M16790.1G Ch. 3
1.
Pursuant to (a) I am attaching a copy of the complaint against you.

2.
I have appointed:


[      ]
A singled investigator __________________________




Address

     





Telephone #

[      ]  A panel





(A) _________________________, Chairperson





     Address/Phone Number





(B) ____________________________, Member

           (C)__________________________, Member
3.
The complaint lodged against you with me will be investigated by the [single investigator] [panel].

4.
You have the right to submit a written response to the complaint as well as physical evidence in your defense to the investigator (s) before any report is submitted to me. Please mail your correspondence to the address provided above no later than fifteen (15) calendar days from the date of this letter. The investigation will be kept open for that purpose. If you fail to submit any written response within the said fifteen-day period, it will be assumed that you do not desire to reply and the record of investigation will reflect this. I you require any additional time you may request an extension from the investigator or the Chair of the investigating committee.

5.
Once I have received the investigative report, I will make a written determination based upon the investigative report submitted to me and advise you of my determination.

Attachment(s)

Copy of complaint, memorandum of complaint, specifications

​​​​​​​​​​​​​​​_____________________________
Elected Leader

III – Checklist for single investigator or investigating committee
1.
Preliminary Matters

(a)
Does the investigator or the members of the investigating committee
possess the necessary experience, seniority, availability and expertise to carry out an effective investigation?  Are there professional or personal conflicts of interest that would call into question the impartiality of the investigation and its results?

(b)
Does the letter and enclosures from the elected leader to the investigator or investigating committee clearly state the purpose and scope of the investigation, the points of contact for assistance (if appropriate) and the focus of the opinions and recommendations required?
(c)
Have background materials been produced or requested or identified?

(d)
Has the DSO-Legal been contacted on this matter? While the Auxiliary Manual does not require a contract early on, it is highly recommended that the DSO-Legal become involved in the investigation as early as possible in order to avoid later problems. It is better and easier to do things right the first time.
2. Investigative Plan
(a)
Does the investigative plan outline the background information that must be gathered, identify the witnesses who must be interviewed, and schedule interviews in the most effective manner?

(b)
Does the plan identify information not immediately available and outline steps to quickly obtain the information.
(c)
If there are any witnesses who are not  locally available, is there a plan in place on ways to interview them?

3. Conducting the investigation

(a)
Is an investigative chronology being maintained in order to avoid unusual delays?

(b)
Is the information (witness statements, telephone messages, tape recordings, photographs, etc.) collected being retained and organized in logical manner?
(c)
Are important communications with the appointing elected leader being conducted in writing (e-mail constitutes as a writing), and preserved as enclosures in the investigative report?

(d)
While not required by the Auxiliary Manual, has the DSO- Legal been kept informed as the investigation is proceeding?

4. Preparing findings of fact, opinions and recommendations
(a)
Is the evidence sufficient and assembled in a logical and coherent faction? An indexed and tabbed binder would be the best way of doing this. 

(b)
If opinions are forthcoming, is each opinion supported by credible evidence and cite the exhibits or statements on which it is based?

(c)
If any recommendations are made, are these supported directly by the facts, not simply based upon opinions concerning those facts and does each recommendation cite the facts and/or evidence upon which it is based?

(d)
Are any opinions that may be set forth in the report responsive to the mission requested by the elected leader's letter or other instructions?
(e)
Did the investigation address all the issues raised, expressly or impliedly by the elected leader's original letter or any subsequent communication?

5. Final Action


Upon submission of the report of the investigator or investigating committee to the elected leader who commissioned the investigation, the, there may be the need to have some follow-up.  Thus, one should expect that questions may be asked or that further information may be required by the elected leader until the report has been fully accepted and acted upon.
  IV – Checklist for obtaining a complete witness statement or summary
GUIDE FOR OBTAINING A COMPLETE WITNESS STATEMENT OR SUMMARY

The following checklist is intended as a guide to assist the investigator or investigating panel in obtaining complete statements or summaries from witnesses. It is not intended to structure an interviews, but is intended to ensure completeness and to jog the witness's memory.

_____Date statement given

_____Witness' name, age, occupation, name and business address and phone, fax and     e-mail address. Arrange for a convenient place to speak to the witness.
_____Date, time and place of the incident.

_____Where as the witness at the time of the incident.

_____Who was with the witness (including names and addresses).

_____Circumstances surrounding the witness being at the event.

_____Exactly what happened 

_____What was heard and said by the witness and other parties including the subject of the investigation.

_____Have the witness review that statement taken by you and indicate whether you have the facts correct. You may want the witness to sign or initial the statement so that later the witness cannot retract it or dispute your summary.

_____Offer to give or send the witness a copy of the statement which you took from the witness.

Form V Outline for Investigative Report – Suggested Format

The Investigative Report (IR) must support all the purposes of a preliminary investigation as set forth in Chapter 3 of the AuxMan 1G. The IR must objectively determine and thoroughly document the facts and circumstances surrounding the matter(s) investigated.  The report must answer fundamental questions concerning the matter under investigation, such as : who?; what?; when?; where?; how?; and why?  The investigator or investigating committee must ascertain dates, places, persons, and events – definitely and accurately.  The day, month, year, and when pertinent, the time, of the incident or circumstances in question should be determined accurately. The place or places involved should be specifically reported, and all persons involved should be properly identified by full name, title, business or profession, as well as mailing address and telephone number and e-mail address or if an Auxiliarist that persons full name, office or position held and flotilla.  Where relevant, the IR should identify Auxiliary or Coast Guard manuals, policy statements, or other directives applicable to the circumstances, and determine whether such Auxiliary or Coast Guard manuals, policy statements, or other directives were complied with. Whenever possible specific identification of the Auxiliary or Coast Guard manual and the portion thereof, the policy or other directive should cited in the report. (Ref. AIM Chapter 5, Paragraph A1)
It is suggested that the IR be prepared and submitted in the following format, except where a less formal report may be requested by the elected leader: (i) a preliminary statement; (ii) finds of fact; (iii) opinions: (iv) recommendations; (v) enclosures and exhibits.  Procedural matters such as correspondence with the elected leader, are attached as enclosures while factual matters such as statements of witnesses, collected documents are attached as exhibits. (Ref. AIM Chapter 5, Paragraph B).  It is suggested that an investigator refer to the AIM COMDTINST M5830.1A for a detailed explanation the contents of a IR.
In the event that the matter being investigated is a rather simple incident, a less formal statement can be made which such include the following: (i) a brief statement of the purpose of the report; (ii) a narration of the incident and surrounding circumstances and there persons interviewed; (iii) any observations which the investigator believes can aid the elected leader in arriving at a decision – this may include demeanor presented by witnesses including the subject Auxiliarist.
[Sample Investigative Report]

DEPARTMENT OF HOMELAND SECURITY
UNITED STATES COAST GUARD AUXILIARY

EIGHTH DISTRICT, EASTERN REGION

    DIVISION _________[FLOTILLA_____]
Date:__20___

From:  Investigator's Name or Names

To:
   Name of appointing elected leader
Subj:  [Same as request found in elected leader's request]
Ref:
 (a) Investigative Request dated ______________.


(b)  Auxiliary Manual COMDTINST M16790.1G
Preliminary Statement
1.

Findings of Fact
1. __________________________(Exhibit(   )
*Facts may be set forth in a narrative format, or in a series of short paragraphs that narrate the facts.

Opinions
1.
__________________________(Finding(    )

*Determinations of misconduct are stated as opinions. 

Recommendations
1.
_______________________(Exhibit(    ) see also
 Opinion (   )

Recommendations must be supported by facts and may also flow from relevant opinions. Recommendations are not necessary but certainly would be helpful especially if formal disciplinary action is recommended or no disciplinary action is recommended.
Exhibits 
 (1)

               
 (2)

Enclosures (1)

                  (2)
_________________________
Investigator's Signature

Form VI Letter of Caution – Suggested Format

A Letter of Caution is generated as a result of an Informal Investigation. The term “Letter of Caution” is unique to action being taken as a result of an informal investigation. THIS LETTER OF CAUTION SHOULD NOT BE ISSUED AS A RESULT OF A COUNSELING SESSION OR A REPRIMAND FOR ANYTHING OTHER THAN THE DISCIPLINARY SANCTION ARISING FROM THE CONDUCT OF AN INFORMAL INVESTIGATION.

If an investigation DID NOT take place but rather counseling session, the affected Auxiliarist should receive a Counseling Memorandum which serves a written record of the counseling session, suggestions made and understanding received by the elected leader. 

A Letter of Caution may be subject to a response from the affected Auxiliarist and that response forms a part of the record kept on fine with the Director. 
A Letter of Caution can remain in the Auxiliarist’s file for a period of up to three (3) years from it issuance..

[Sample Letter/Memorandum of Caution]
DEPARTMENT OF HOMELAND SECURITY
UNITED STATES COAST GUARD AUXILIARY

EIGHTH DISTRICT, EASTERN REGION

    DIVISION _________[FLOTILLA_____]

Date:______________20___

FROM: [Name of Elected Leader]

TO:
[NAME OF AUXILIARIST]


Member number

SUBJECT: [Brief title of informal investigation]

As a result of an investigation into your conduct as a member of the United States Auxiliary, Eighth District, Eastern Region and upon careful review having been made of the investigative file I hereby provide you with the advise hereafter set forth.

1.
You are charged with the enumerated improper actions:
2.
The enumerated improper actions have resulted in the following deficiencies:
3.
The following acceptable behavior is expected of you:

This Letter of Caution will be made a part of your file in the Director’s Office for a period not to exceed three (3) years and may be removed sooner than that time in accordance with the provisions of Auxiliary Manual COMDTINST M16790.1G Chapter 3.
YOU HAVE THE RIGHT WITHIN THIRTY (30) CALENDAR DAYS OF THE DATE OF THIS LETTER TO FILE A WRITTEN REPLY. THIS REPLY WILL BE AFFIXED TO THIS LETTER OF CAUTION AND KEPT IN THE DIRECTOR’S OFFICE TOGETHER WITH ANY OTHER RECORD OF THIS PROCEEDING.

Very truly yours,

________________________

[name and office of elected leader]

Copy To:

[name of complainant]

[other necessary parties]
 

Form VII – Letter/Memorandum recommending Formal Disciplinary Proceeding

Upon the conclusion of an investigation the elected leader requesting the investigation can determine whether there is warranted a formal disciplinary proceeding in light of the seriousness of the alleged offense(s). In doing so the elected leader must send the investigation file up to the DCO and Director with a letter or memorandum that formal disciplinary action be commenced.

[Sample Letter/Memorandum for formal disciplinary action]
DEPARTMENT OF HOMELAND SECURITY
UNITED STATES COAST GUARD AUXILIARY

EIGHTH DISTRICT, EASTERN REGION

    DIVISION _________[FLOTILLA_____]

Date:______________20___

FROM:
[name of elected leader]

TO:

[name of DCO and Director]

SUBJECT:   Recommendation that a formal disciplinary proceeding be instituted against [name of Auxiliarist] [member number]

I hereby recommend that formal disciplinary proceedings should be commenced against the above-named Auxiliarist based upon the results of an investigation which I authorized to be conducted.  I find that based upon the seriousness of the offenses set forth that Informal Disciplinary Proceeding would not sufficiently resolve this matter. I submit to you the following:
1.
The named Auxiliarist has been found to have engaged in unacceptable conduct as set forth herein. [describe unacceptable conduct]

2.
The following deficiencies have been found to exist: 
3.
In respect to making this recommendation to you, I have considered all statements made by the Auxiliarist and submitted to me which are attached: [make reference to statements attached if any, if none received so state]

4.
Acceptable and expected behavior not forthcoming:
5.
I hereby recommend that you consider the enumerated disciplinary action against the Auxiliarist:
Attached to this transmittal letter or memorandum is the complete record of the investigation commissioned by me. 
Very truly yours,

____________________________

[name and office of elected leader]

Copy:

Auxiliarist (copy of letter only- no file)

VIII
Director’s Notice to Auxiliarist – form of letter or memorandum
Upon receipt of a letter or memorandum of transmittal of an investigation from the elected leader to the DCO and Director, the Director is required to inform the accused Auxiliarist if the DCO and Director decide to entertain the matter based upon the seriousness of the charges. The DCO and Director have thirty (30) days to act on the matter after the last of them receives the file from the elected leader
The Director may generate a letter that no formal disciplinary action is warranted and that the matter is being sent back to the lower level elected officer to undertake an informal disciplinary action.

[Sample Letter /Memorandum]
INSERT HERE DIRECTOR’S

LETTERHEAD

Date:___________20_____
FROM:
[Director’s Name]

TO:

[NAME OF AUXILIARIST/MEMBER NUMBER]

SUBJECT:
Initiation of formal disciplinary proceeding

Dear Sir or Madam:

Please be advised that formal disciplinary proceedings have been commenced against you based upon the advice of ________________, as set forth in correspondence dated ________made to this office, a copy of which I understand has been sent to you. According to the transmittal received by me I advise you of the charge(s) and the documents upon which they are based.

Summary of allegations:
Statement of facts, information and documents in support of the allegations and this proceeding:

Current status of investigation:
PLEASE BE ADVISED THAT YOU HAVE THIRTY (30) CALDENDAR DAYS FROM THE DATE OF THIS LETTER TO FURNISH THE UNDERSIGNED WITH A RESPONSE TO THE ALLEGATIONS AND FACTS CONTAINED IN THIS LETTER

Very truly yours

__________________________

Director of Auxiliary

Copy To:

[send copy to all below initially notified of investigation]

