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ADMINISTRATIVE SEPARATIONS AND INVESTIGATIONS

0101 PURPOSE

This Volume provides a general overview of the matters that fall within the administrative law functional
area and specific information regarding administrative law services within the Marine Corps.

0102 GENERAL

Administrative law includes military personnel law, government information practices, administrative
investigations, involuntary administrative separations, and any area of law not specifically addressed
within the military justice, legal assistance, international and operational law. This Volume specifically
details functions related to enlisted involuntary administrative separations, administrative investigations,
and claims.

0103 ADMINISTRATIVE LAW SECTION

The Administrative Law Section of the Legal Services Support Team (LSST) is supervised by the
Administrative Law Officer (ALO) and is responsible for providing legal services support in enlisted
involuntary administrative separations processed within the specified Legal Services Support Area
(LSSA), pursuant to Administrative Board Procedures under DoD Instruction 1332.14, the current edition
of MCO 1900.16, and the MILPERSMAN (for U.S. Navy personnel assigned to Marine Corps
commands). In coordination with the local OSJAs, the Administrative Law Section may also provide the
respective Marine Corps Installations and Marine Expeditionary Force convening authorities and
reviewing authorities with technical assistance on administrative investigations appointed pursuant to
JAGINST 5800.7F or Rule for Courts-Martial 303, MCM.

0104 ENLISTED INVOLUNTARY ADMINISTRATIVE SEPARATIONS

For complete guidelines for processing Marine Corps enlisted involuntary separations see MCO 1900.16.
For complete guidelines for processing U.S. Navy personnel assigned to Marine Corps commands, see the
MILPERSMAN.

010401. Non-boards

A Enlisted involuntary administrative separations processed pursuant to notification
procedures under DoD Instruction 1332.14 and either MCO 1900.16 or the MILPERSMAN (for U.S.
Navy personnel assigned to Marine Corps commands) shall be initiated at the appropriate unit level and
processed directly through the chain of command to the separation authority via the cognizant Staff Judge
Advocate, using standard naval correspondence or a Marine Corps-approved standardized electronic
processing system.

B. The Administrative Law Section may provide technical advice or assistance
through the cognizant Staff Judge Advocate, to commanders within the respective Marine Corps
Installation and Marine Expeditionary Force on enlisted involuntary administrative separations processed
pursuant to notification procedures, but is not ordinarily involved in or responsible for routing or records
retention.

010402. Boards
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A. Enlisted involuntary administrative separations processed pursuant to board
procedures under DoD Instruction 1332.14 and MCO 1900.16 or the MILPERSMAN (for U.S. Navy
personnel assigned to Marine Corps commands) shall be initiated at the appropriate unit level and
processed, with the technical assistance of the Administrative Law Section to the separation authority via
the cognizant Staff Judge Advocate, using standard naval correspondence or a Marine Corps-approved
standardized electronic processing system.

B. The Administrative Law Section will: (1) review all enlisted involuntary
administrative separation board packages processed within the LSSA pursuant to board procedures for
technical compliance with the applicable references; (2) serve a copy of an involuntary administrative
separation board package upon the defense section within five working days of receipt of a package; (3)
provide, upon request from the convening authority and subject to availability, a commissioned, warrant,
or staff noncommissioned officer to perform the duties of a non-voting government recorder, in
accordance with paragraphs 6315.3 of MCO 1900.16 and 1910-502 of the MILPERSMAN (for U.S.
Navy cases); (4) coordinate with the Officer-in-Charge (OIC), LSST to ensure availability of a judge
advocate to serve as a legal advisor for the board; (5) coordinate with the non-voting Government
recorder, president of the board, and counsel for the respondent, the time, date, and location for the
conduct of the board; (6) ensure that the administrative board is convened within 30 working days of
receipt of an administrative separation board package; and (7) prepare a record of proceedings of the
board for signature, as required by the references.

C. The Administrative Law Section may: (1) prepare proposed endorsements for
the convening authority, endorsing commanders, and separation authority if processed via standard naval
correspondence; (2) prepare proposed correspondence for the cognizant Staff Judge Advocate if
processed via standard naval correspondence; (3) distribute and forward completed enlisted involuntary
administrative separation board packages; (4) forward those enlisted involuntary administrative separation
board packages that require additional action beyond the local separation authority; and/or (5) maintain
working copies of all board reports (including summary of proceedings and exhibits) and audio (CD) for
the respective Marine Corps Installation and Marine Expeditionary Force commands until processing is
complete.

D. Provide other administrative or clerical actions directed or authorized by the OIC,
LSSS, or OIC, LSST, to ensure timely and efficient processing consistent with established processing
time goals contained in paragraphs 6102 of MCO 1900.16 and 1910-010 of the MILPERSMAN (for U.S.
Navy cases).

0105 ADMINISTRATIVE INVESTIGATIONS

010501. The command Staff Judge Advocate is responsible for providing advice on and
the overall management and tracking of administrative investigations convened by cognizant
commanders.

010502. Technical assistance to commands regarding administrative investigations is a
service of the Administrative Law Section, LSST. Upon request by the command SJA and approval by
the LSSS/T OIC, the Administrative Law Section may:

A. Provide pre-investigation technical investigative assistance to appointed
investigating officers.
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B. Provide technical review of completed investigations endorsed and forwarded by
the convening authority.
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