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Admonitions and Reprimands – Administrative


Updated by Major Scott E. Poynter, March 2001

AUTHORITY:   AFI 36-2907, Unfavorable Information File (UIF) Program, Chapter 3 (1 May 97).  This Instruction does not apply to the ANG and is provided for information only. 

INTRODUCTION 

While many state Codes of Military Justice authorize letters of admonition or reprimand as forms of nonjudicial punishment, for less severe infractions, "administrative" letters of admonition or reprimand may also be used by Commanders. Admonitions and reprimands may also be given orally, if a Commander feels the conduct does not warrant a written record. 

ADMONITION 

An "Admonition" is a warning, reminder, or reproof given to deter repetition by the offender of the type of misconduct which resulted in the admonition and to advise the offender of the consequences that may flow from a recurrence of the misconduct. It is a formalized version of a written counseling. Attachment 1 to this topic is a sample Letter of Admonition with a form acknowledgment of receipt and a chance to respond. 

REPRIMAND 

A "Reprimand" is an act of censure which reproves or rebukes the offender for misconduct. An admonition may be included in a "reprimand." Attachment 2 to this topic is a sample Letter of Reprimand with a form acknowledgement of receipt and a chance to respond. 

GUIDANCE AND COMMAND DISCRETION 

While there is currently no specific ANGR or applicable AFI governing administrative admonitions and reprimands, Commanders and supervisors have inherent authority to issue them. As such, there is no specific guidance on questions of where to file them, what use of them can be made, how long they may remain "on file," or what, if any, appeal lies from their issuance. As a policy matter, they should not be filed in the recipient's official personnel file, but rather in a Commander's or supervisor's own file on the member. The Commander may use them in determinations on promotion, assignment, OPRs, etc. based upon the Commander's discretion. The length of time the Commander wishes them kept "on file" is also a matter of discretion. The only avenue of appeal from an administrative admonition or reprimand would appear to be through a "complaint of wrongs" procedure pursuant to any applicable  law or regulation. 

In response to an ANG member's poor performance or a breach of proper conduct, if informal counseling fails to achieve the desired result, or if an infraction is of a more serious nature, a Commander or supervisor should consider an administrative letter of admonition or reprimand. The question of how serious an infraction has to be for the Commander to deal with it administratively rather than nonjudicially, and if administratively, orally or in writing, is the Commander's "call." This should be made with the advice of the Staff Judge Advocate, since these actions may form the building blocks for more serious adverse action against the member in the future. While these actions usually follow unsuccessful counseling attempts, counseling is not necessarily a prerequisite to the issuance of an admonition or reprimand. Each Commander must use judgment in deciding which rehabilitative tool to use. Sometimes a reprimand will get the offender's attention and effect the desired change without resort to protracted counseling. On the other hand, some offenders may only become more recalcitrant if they perceive the early reprimand as unjust or premature. 

ORAL REPRIMANDS

If you give an oral admonition or reprimand, document to whom you gave it, when you gave it and for what it was given. You may wish to document the oral admonition or reprimand on an AF Form 174, “Record of Individual Counseling.”  It is also a good practice to have a witness with you while giving an oral admonition or reprimand.

WRITTEN REPRIMANDS

YOU SHOULD ALWAYS SEEK TO HAVE THE RECIPIENT ACKNOWLEDGE RECEIPT OF A COPY OF WRITTEN ADMONITIONS OR REPRIMANDS. Sometimes an offender will refuse to sign a writing acknowledging receipt, and while an order to sign might be valid, it is suggested that the Commander simply write in the appropriate space, "Airman refused to sign." 

PERMIT A RESPONSE 

Recipients should always be permitted to explain their misbehavior in a written statement attached to the letter of admonition or reprimand. Before using one of the attached forms or letters, or should any problems arise in this area, a Commander should check with the Staff Judge Advocate. 

KWIK-NOTE: Administrative letters of admonition or reprimand are given when the member's conduct is too serious for counseling but not serious enough to warrant nonjudicial punishment.
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Attachment 1 

SAMPLE LETTER OF ADMONITION 

(Unit Letterhead) 

MEMORANDUM FOR (Member's Rank and Name) Date 

FROM: CC 

SUBJECT: Admonition 

1. It has come to my attention that you did on or about ________________ report to your duty section on a regularly scheduled UTA wearing a dirty uniform and with your hair not in compliance with AFI 36-2903. 

2. You are hereby admonished to take care of your personal appearance in the future. You are further advised that should such conduct recur you may be subject to more severe administrative or punitive action. This could include your being sent home to bring yourself into compliance with dress and appearance standards and loss of pay for the time you are absent from the UTA while bringing yourself into compliance. You could also be subject to nonjudicial punishment if the infraction is deemed serious enough. Further, continued noncompliance could eventually lead to demotion in grade or even involuntary discharge. 

3. You will acknowledge receipt of this letter by endorsement within 10 days. Your endorsement is not an admission of guilt but merely an acknowledgment of receipt of this document. You may include in such endorsement a statement on your own behalf which will be retained by me with this correspondence. 

SIGNATURE BLOCK, Rank, State ANG Commander 

1st Ind, Member's Rank and Name 

TO: Unit/CC 

1. Receipt Acknowledged. 

2. I do/do not desire to make a statement on my behalf. It is/is not attached hereto (Strike out inapplicable choice). 

SIGNATURE BLOCK, Rank, State ANG 

(Note: This is a general format that should be adapted to current style standards.) 

Attachment 2 

SAMPLE LETTER OF REPRIMAND 

(Unit Letterhead) 

MEMORANDUM FOR (Member's Rank and Name) Date 

FROM: CC 

SUBJECT: Reprimand 

1. It has come to my attention that you did on or about _____________________ during a UTA, go from your place of duty without authority, thereby leaving your duty section unmanned and unsecured. 

2. You are hereby reprimanded. This is not the first time your irresponsibility and inattention to duty has come to my attention. By your conduct you have violated your duty to your unit and rendered your duty section vulnerable to theft or damage. This conduct cannot and will not be tolerated. If such misconduct should recur you may be subject to more stringent administrative or disciplinary measures. 

3. You will acknowledge receipt of this letter by endorsement within 10 days. Your endorsement is not an admission of guilt but merely an acknowledgment of receipt of this document. You may include in such endorsement a statement on your own behalf which will be retained by me with this correspondence. 

SIGNATURE BLOCK, Rank, State ANG Commander 

1st Ind, Member's Rank and Name 

TO: Unit CC 

1. Receipt acknowledged. 

2. I do/do not desire to make a statement on my own behalf. It is/is not attached hereto (Strike out inapplicable choice). 

SIGNATURE BLOCK, Rank, State ANG 

(Note: This is a general format that should be adapted to current style standards.) 
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