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Casualty Services Checklist

	This section contains the following topics.
	


	Topic
	See Page

	Casualty Services Program
	

	       AFI 36-3002, Chapter 1 Casualty Services
	B-2

	       AFI 36-3002, Chapter 2 Casualty Reporting
	B-4

	       AFI 36-3002, Chapter 3 Casualty Notification
	B-7

	       AFI 36-3002, Chapter 4 Casualty Assistance
	B-8

	       AFI 36-3002, Chapter 5 

       Circumstance/Condolence Letters
	B-14

	       AFI 36-3002, Chapter 7 (vRED/DD Fm 93)
	B-15

	       AFI 36-3002, Chapter 8 (SGLI/FSGLI/VGLI)
	B-16
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Section B

Casualty Services Checklist

	
	CASUALTY SERVICES PROGRAM


	NOTE:  Reference AFI 36-3002, Chapter 1, unless otherwise specified
	Yes
	No

	1.  Are all persons (including Air National Guard (ANG) and United States Air Force Reserve (USAFR)) assigned and performing duties as the base casualty assistance representative (CAR) or casualty standby relieved from all additional duties or details?  (1.51.4)
	
	

	2.  Does the CAR have a private office where counseling of the next‑of‑kin (NOK) of Air Force casualties can be conducted?  (1.6.2)
	
	

	3.  Has the MPF Commander appointed a Casualty Augmentation Support Team (CAST) in writing?  (1.6.7)
	
	

	4.  Has the Chief, MPF Customer Support Section prepared written instructions to supplement AFI 36‑3002 outlining each base agency's responsibilities and has the supplement been sent through channels (MAJCOM) to HQ AFPC/DPWCS for approval?  (1.7.1)
	
	

	5.  Does the Chief, MPF Customer Support Section send AF Form 1075, Casualty Personnel Roster, listing MPF personnel responsible for casualty reporting, notification, and assistance and casualty standby duties to HQ AFPC/DPWCS when any changes occur?  (1.7.4)
	
	

	6.  Does the Chief, MPF Customer Support Section send AF Form 1075 to HQ AFPC/DPWCS listing all officers (captain and above) assigned casualty service duties at serviced Geographically Separated Units (GSU) outside a 50‑mile radius immediately upon a change?  (1.7.5)
	
	

	7.  Does the Chief, Customer Support Section train, with help from the CAR, all casualty services personnel at serviced GSUs, Personnel Support for Contingency Operations (PERSCO) team members, and CAST personnel, using AFI 36‑3002, the base instructions, and sample messages and letters for reporting casualties and notifying NOK?  (1.7.6)
	
	

	8.  Does the Chief, Customer Support Section give mortuary personnel casualty information, i.e., date and place of birth, home of record, race and religion, Total Active Federal Military Service Date (TAFMSD), and awards, decorations, and badges?
	
	

	9.  When a member’s dependent dies, does the Chief of the MPF Customer Support Element advise the member of the opportunity to apply for humanitarian reassignment when a member's dependent dies?  (1.7.8)


	
	

	10.  Does the Casualty Assistance Representative (CAR) assist the family of a deceased dependent by applying for Family Member SGLI (FMSGLI) if insured?
	
	

	11.  When an incident involves multiple casualties does the Chief, MPF Customer Support Section:
	
	

	        a.  Recall the CAST on orders from the MPF Commander to establish immediate telephone contact with HQ AFPC/DPWCS if possible?  (1.7.9)
	
	

	        b.  Coordinate with military and civilian organizations, including hospitals, to expedite the flow of information for casualty reporting?  (1.7.9.3)
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	Yes
	No

	       c.  Advise the on‑scene commander on conclusive evidence of death if recovery and positive identification of remains are delayed or impossible?  (1.7.9.4)
	
	

	12.  Does the designated PERSCO trainer train team members on all aspects of casualty reporting?  (1.9.1)
	
	

	13.  Has the designated PERSCO trainer established procedures for communicating with the field, transmitting casualty reports from the field, and working with hospitals?  (1.9.2)
	
	

	14.  Does the CAR report the status of all casualties to HQ AFPC/DPWCS and other agencies concerned (such as, Air Force Mortuary, Armed Forces Institute of Pathology (AFIP), DFAS‑DE, and so forth)?  (1.11.1)
	
	

	15.  Does the CAR help the NOK or other eligible beneficiaries of a deceased member to claim all government benefits to which they are entitled?  (1.11.2.3)
	
	

	16.  After the CAR confirms the NOK have been notified, does the MPF Commander release casualty information, for peacetime casualties, to the installation Public Affairs Office?  (1.14.1)
	
	

	17.  Does the CAR refer all requests for information on any wartime casualty (including those from friendly fire) to the installation Public Affairs Office?  (1.15.3)
	
	

	18 Does the CAR maintain and dispose of installation casualty case files in accordance with AFI 37-138, Records Disposition-Responsibilities and Procedures, and AFMAN 37-139, table 36-3 Records Disposition Schedule?  (1.18.1.1.1 and 1.18.1.1.2)
	
	

	19 Does the CAR establish a case file for each assigned casualty and file them alphabetically?  (1.18.1.2)
	
	

	20  Do casualty case files contain:
	
	

	       a.  AF Form 58 with a chronological record of contacts with the NOK, other government and civilian agencies, and the CAR's action on behalf of the NOK?  (1.18.2.1.1)
	
	

	       b.  Copies of all messages, memorandums and forms sent to agencies and the NOKand any other relevant ?  (1.18.2.1.2)
	
	

	       c.  Any other relevant documents?  (1.18.2.1.2)
	
	

	21.  Upon receipt of DD Form 1300, Report of Casualty, does the CAR send a copy to the  Next of Kin (NOK) and Summary Court Officer?  (1.19.2.1 and 1.19.2.5)
	
	

	22.  Upon receipt of DD Form 1613, Statement of Service, does the CAR:
	
	

	       a. Send one copy to the Department of Veterans Affairs (\/A)?  (1.20.5.2)
	
	

	       b. Send one copy to the Social Security Administration (SSA)?  (1.20.5.3)
	
	

	       c. Send two copies to the NOK?  (1.20.5.1)
	
	

	       d. Put one copy in the case file?  (1.20.5.4)
	
	


Continued on next page

Casualty Services Checklist, Continued
	NOTE:  Reference AFI 36-3002, Chapter 2 unless otherwise specified
	Yes
	No

	1.  Does the CAR immediately telephone HQ AFPC/DPWCS upon learning of a casualty, without waiting for confirmation of the report?  ( 2.1.2.1)
	
	

	2.  Does the CAR prepare casualty reports and send them at once to HQ AFPC/DPWCS by the most expeditious means (pouch, courier, or first class mail when telephone or electronic communication isn’t possible due to combat, natural disaster, and so on)?  (2.1.2.3)
	
	

	3.  Does the CAR transmit the appropriate casualty message, as determined by HQ AFPC/DPWCS, within 4 hours of learning of a casualty?  (2.1.2.4)
	
	

	4.  Does the CAR prepare all casualty messages in an easily readable tabular format, with each item lettered and beginning on a new line?  (2.1.3.1)
	
	

	5.  Does the CAR label unknown or unconfirmed items: “To Be Supplemented” or “Unconfirmed,” respectively, and report or confirm the information as soon as possible in a supplemental report?  (2.1.4.4)
	
	

	6.  If an initial casualty report contains incorrect information, does the reporting unit submit a supplemental report at once and label the corrected items “Corrected”?  (2.1.4.7)
	
	

	7.  Does the reporting unit prepare initial casualty reports on deceased and missing Department of the Air Force (DAF) or Department of Defense (DoD) civilian employees overseas in order to facilitate transportation of NOK and household goods back to CONUS?  ( 2.1.4.8)
	
	

	8.  Does the MPF Commander or CAR obtain HQ AFPC/DPWCS approval prior to transmitting exercise casualty messages?  (2.3.1)
	
	

	9.  Does the CAR send exercise casualty messages only to persons participating in the exercise and approved by HQ AFPC/DPWCS?  (2.3.2.1)
	
	

	10.  Does the CAR indicate “EXERCISE REPEAT EXERCISE” in the subject line and closing sentence when sending simulated casualty reports for training purposes?  (2.3.3.1)
	
	

	11.  Does the reporting unit confirm delivery, to HQ AFPC/DPWCS only, of all:  (2.2. and 2.2.1.1)
	
	

	       a. Initial casualty reports?  (2.2.1.2.1)
	
	

	       b.  Search progress reports?  (2.2.1.2.2)
	
	

	       c.  Medical progress reports?  (2.2.1.2.3)
	
	

	12.  Does the reporting unit check with the telecommunications center every 2 hours until it receives confirmation of message delivery to all addressees?  (2.2.1.3)
	
	

	13.  Does the reporting unit notify HQ AFPC/DPWCS by telephone of the report's transmission?  (2.2.1)
	
	

	14.  Do Geographically Separated Units (GSU) and PERSCO teams immediately report casualty information by telephone to HQ AFPC/DPWCS and submit an initial report by electronic message as outlined in paragraph 2.1.4?  (2.4.1.1)
	
	

	15.  Does the CAR at the member’s servicing MPF complete all unknown or unconfirmed information from the member’s records within 4 hours of receiving the initial casualty report?  (2.4.2)
	
	

	16.  Once a commander declares a military member Duty Status-Whereabouts Unknown (DUSTWUN), does the CAR submit an initial DUSTWUN report (attachment 3)?  (2.11.2.3)
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	17.  Does the CAR send the DUSTWUN report to the offices indicated in tables 2.1 and 2.2?  (2.11.2.3)
	
	

	18.  Within 10 days of filing the initial DUSTWUN report, does the CAR submit the appropriate report or message?  2.14.3 (2.14.3.1 through 2.14.3.4)?  
	
	

	19.  When a doctor hospitalizes a member determined to be VSI or SI or to have a III, does the CAR submit the appropriate VSI, SI or III casualty report?  (2.24.3)
	
	

	20.  Does the CAR submit VSI, SI, or III casualty reports on dependents and civilians only when requesting HQ AFPC/DPWCS to notify the NOK?  (2.24.4)
	
	

	21.  Does the reporting unit use Item M on the VSI or SI casualty report to request invitational travel authorization for travel for the NOK or VSI or SI members?  (2.24.3.1)
	
	

	22.  Does the reporting unit submit a Medical Progress Report within 24 hours of the initial (VSI, SI or III) casualty report and every 4 days thereafter?  (2.28.1.1)
	
	

	23.  Does the reporting unit submit a Medical Progress Report immediately when:  (2.20.3)
	
	

	       a. There is a change in diagnosis, prognosis, or status?  (2.28.1.2)
	
	

	       b. Surgery is scheduled and immediately after surgery?  (2.28.1.3 and 2.28.1.3.1)
	
	

	       c. The Air Force evacuates the patient (BROKE/MOVED)?  (2.28.1.4)
	
	

	       d. The Air Force moves a patient (MOVED) from one overseas MTF to another MTF reporting the complete itinerary including the flight mission number and name of the destination MPF?  (2.28.1.4)
	
	

	24.  Does the CAR:
	
	

	       a.   Establish local procedures to inform responsible agencies and individuals (medical, personnel, commanders, command post personnel, and so on) about the ITO program through such media as base supplements, commander's orientations, first sergeants’ meetings and training?  (2.29.4.4.2)
	
	

	       b. Ensure that base agencies and individuals notify them of all VSI and SI cases at the base hospital and at local civilian hospitals?  (2.29.4.4.3)
	
	

	       c. Contact HQ AFPC/DPWCS immediately by telephone when the MTF commander approves an ITO request?  (2.29.4.4.4)
	
	

	       d. Confirm ITOs with HQ AFPC/DPWCS?  (2.29.4.4.5)
	
	

	       e.  On receipt of the family members’ travel itinerary from AFPC/DPWCS, informs the personal escort selected by the unit commander?  (2.29.4.4.6)
	
	

	       f.  For members in hospitals away from the base, arranges for someone to receive the NOK and arranges for their quarters and meals?  (2.29.4.4.7)
	
	

	       g.  Find out when the NOK wants to go home and tells HQ AFPC/DPWCS by telephone or message?  (2.29.4.4.8)
	
	

	25.  Does the CAR investigate the possible death of a retiree when notified?  (2.32.1)
	
	

	26.  When the CAR learns of a retiree's death, has the CAR immediately informs the FSO of the retiree's name and SSN and the date of death?  (2.35.1.2.1)
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	27.  If the NOK don’t live in the CAR’s area of responsibility, does the CAR call the appropriate CAR with all known information?  (2.35.1.4)
	
	

	28.  When an Air Force retiree dies within 120 days after retiring, does the CAR notify HQ AFPC/DPWCS by telephone, then submit a message, or e-mail the same day or the next duty day after they learn of the death?  (2.33.1)
	
	

	29.  Does the CAR immediately fax and later mail the following documents (if available) to HQ AFPC/DPWCS?  (2.33.2)
	
	

	        a.  vRED/DD Form 93, Record of Emergency Data (if in UPRG) (signed original). (2.33.2.1)
	
	

	        b.  VA Form SGLV 8286, SGLI Election and Certificate (signed original) (2.33.2.2)
	
	

	        c.  VA Form SGLV 8283, Claim for Death Benefits (signed original) (2.33.2.3)
	
	

	        d.  Any other VA forms related to SGLI found in the UPRG?  (2.33.2.4)
	
	

	        e.  Copy of DD Form 214, Certificate of Release or Discharge from Active Duty?  (2.33.2.5)
	
	

	        f.  Copy of retirement order?  (2.33.2.6)
	
	

	30.  Does the CAR report the deaths of retired general officers by telephone to HQ AFPC/DPWCS immediately upon notification or submit a message or e-mail message with the information contained in attachment 17?  (2.34)
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	No

	1.  Does the CAR provide instructions to the notification officer prior to notification of family members and other designated persons?  (3.3.6.2)
	
	

	2.  Does the CAR give the notification officer a copy of the Casualty Notification Officer Checklist, (Attachment 18) prior to notification?  (3.3.6.3)
	
	

	3.  Does the CAR, with help from the Transportation Officer, provide a sedan or station wagon for the notification officer?  (3.12.1)
	
	

	4.  After notification, does the notification officer inform the NOK eligible for casualty assistance that a CAR will contact them within 24 hours to arrange for a casualty assistance visit at their convenience?  (3.17.6.3.6)
	
	

	5.  After the notification is complete, does the notification officer telephone HQ AFPC/DPWCS as soon as possible from the NOK's area with:  (3.20.1)
	
	

	      a.  Time of notification?  (3.20.1.1)
	
	

	      b.  NOK's telephone number and address?  (3.20.1.2)
	
	

	      c.  Any unusual events or NOK comments?  (3.20.1.3)
	
	

	      d.  Name(s), relationship to the member, address(es), and telephone number(s) on other family members to be notified by the NOK or the Air Force.  (3.20.1.4)
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	General Information

	1.  Does the MPF Chief assign a CAR to provide casualty assistance to the NOK of military members and retirees?  (4.2.1)
	
	

	2.  Do the assisting CARs notify the primary CAR of the dates the secondary next of kin (SNOK) or other beneficiaries applied for and received benefits?  (4.2.4.1)
	
	

	3.  Does the CAR contact, either by telephone or in person, the PNOK within 24 hours of learning of an active duty casualty?  (4.3.1 and 4.3.3)
	
	

	4.  Does the CAR find out if there are any immediate problems, confirm addresses, and offer to arrange a casualty assistance visit for the individual's most convenient date and location?  (4.3.5.1, 4.3.5.2 and 4.3.5.3)
	
	

	5.  Does the CAR, after receiving relevant new information from any NOK of an active duty member:  (4.4)
	
	

	     a.  Immediately notify HQ AFPC/DPWCS by telephone?  (4.4.1)
	
	

	     b.  Confirm the information with a supplemental message to HQ AFPC/DPWCS by the next duty day?  (4.4.2)
	
	

	Active Air Force, Air National Guard (ANG), and United States Air Force Reserve (USAFR) Casualty Assistance Procedures

	6.  Does the CAR visit the NOK of an active duty member at least once?  (4.5.1)
	
	

	7.  Does the CAR make additional visits and telephone calls as required?  (4.5.2)
	
	

	8.  Does the CAR give the NOK of an active duty member a copy of AFPAM 36-3027? (4.5.4.1)
	
	

	9.  Does the CAR complete and explain the necessary claim forms for applicable benefits?  (4.5.4.2)
	
	

	10.  Does the CAR submit the NOK's applications and supporting documentation to the appropriate agencies as soon as possible?  (4.5.4.3)
	
	

	11.  When the Veterans Services Officer is not available, does the CAR complete and file the appropriate VA claim applications?  (4.5.4.4.1)
	
	

	12.  For members missing, does the CAR inform HQ AFPC/DPWCM (Missing Persons Branch):  (4.5.5.1)
	
	

	       a.  Whether the NOK has a valid power of attorney and if so, of its type and expiration date?  (4.5.5.1.1)
	
	

	       b.  If the NOK have or anticipate any legal problems?  (4.5.5.1.2)
	
	

	       c.  Whether they helped the NOK arrange for increased or special allotments through DFAS-DE?  (4.5.5.1.3)
	
	

	13.  Does the CAR advise family members of missing members that they may occupy excess government family housing at any installation?  (4.5.5.2)
	
	

	14.  Does the CAR inform the NOK of their right under Public Law 102-484, Section 1072, National Defense Authorization Act, to request a copy of the casualty case file and documentation obtained relating to the casualty, and provide it when requested?  (4.7.1)
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	15.  Does the CAR help the NOK obtain any protected documents they may have a right to see under the Freedom of Information Act (FOIA), and any other unclassified documents not readily available?  (4.7.2) (4.7.2.1) (4.7.2.2)
	
	

	16.  Does the CAR inform the PNOK of deceased or missing members involved in military aircraft accidents or suspected friendly fire incidents that they may obtain a copy of the releasable investigation report by writing to the staff judge advocate of the MAJCOM conducting the investigation?  (4.7.3)
	
	

	17.  If an AFOSI investigation is in progress on an active duty death (for example, suicides, homicides, suspicious deaths where cause or manner of death is unknown or the Air Force suspects foul play) or on a missing member, and the NOK wants to see the closed report, does the CAR advise them that they may request the information under the FOIA?  (4.7.4)
	
	

	18.  Does the CAR discuss with the NOK all benefits listed on AF Form 58, Casualty Assistance Summary (Transmittal)?  (4.8.1)
	
	

	19.  Does the CAR complete AF Form 58 using the instructions in Attachment 23 and briefly summarize any problems in item 12 “Additional Comments” (4.8.6)
	
	

	20.  Does the CAR tell the NOK planning to live outside the Continental United States (CONUS) that military privileges may or may not be available to them, and the government will not pay import duties on items such as household goods and automobiles?  (4.2.1.1.1) (4.2.1.1.2)
	
	

	21.  Does the CAR contact the overseas installation nearest the NOK’s planned residence to obtain current information about military privileges and import duties, and provide the information in writing to the NOK?  (4.21.1.3)
	
	

	22.  Does the CAR tell the NOK living overseas that due to host country restrictions in Status of Forces Agreements they may have to live independently of the overseas installation?  (4.21.2.1)
	
	

	23.  Does the CAR address or discuss with the NOK:
	
	

	       a.  Death Gratuity?  (4.9)
	
	

	       b.  Financial assistance?  (4.10)
	
	

	       c.  Unpaid Pay and Allowances?  (4.11)
	
	

	       d.  Basic Allowance for Housing (BAH)?  (4.12)
	
	

	       e.  Surivivor Benefit Plan (SBP)?  (4.13)
	
	

	       f.   RCSBP?  (4.14)
	
	

	       g.  Montgomery GI Bill Death Benefit?  (4.15)
	
	

	       h.  Dependacy and Indemnity Compensation DIC?  (4.16)
	
	

	       i.   Non-service-Connected Death Pension? (4.17)
	
	

	       j.   Service member’s Group Life Insurance (SGLI)? (4.18)
	
	

	       k.  Social Security Payments (4.19)
	
	

	       l.  Social Security Lump Sum Death Payment (4.20)
	
	

	       m.  Other Assistance (4.21)
	
	

	24.  Does the CAR advise, by letter (Attachment 22 and 23) within 15 days, the parents of a deceased member, if they are not the NOK receiving an initial casualty assistance visit, of their possible entitlement to VA and Social Security benefits and how to apply?  (4.6.1 and 4.6.2)
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	25.  Does the CAR contact the NOK of deceased (active duty) members at least once every 30 days for the first 4 months after the member's death and at least once every 60 days thereafter until the case is closed?  (4.5.4.5  4.5.4.5.1   4.5.4.5.2)
	
	

	26.  Does the CAR contact the NOK of missing (active duty) members at least once every 30 days for the first year and at least once every 3 months thereafter for as long as the member remains in a missing status?  (4.5.5.5  4.5.5.5.1  4.5.5.5.2)
	
	

	27.  Does the CAR annotate all contacts with the NOK on the AF Form 58?  (4.5.3)
	
	

	28.  Does the CAR give the NOK a copy of AFPAM 36-3027?  (4.5.4.1)
	
	

	29.  Does the CAR explain and complete the necessary claim applications for applicable benefits (4.5.4.2)
	
	

	30.  Does the CAR ask the NOK about the status of benefit claims or applications they've already filed and offer to help expedite settlement?  (4.5.5.4.3
	
	

	31.  Does the CAR return one-of-a-kind documents or items with sentimental value to the NOK in person if possible or by certified mail, return receipt requested?  (4.5.5.4.4)
	
	

	32.  Does the CAR transfer the case only when the NOK leaves the area permanently and provides a firm address or location?  (4.22.3.1)
	
	

	33.  When transferring a casualty assistance case file, does the CAR immediately notify HQ AFPC/DPWCS and the gaining CAR?  (4.22.3.2.2)
	
	

	34.  When transferring an active duty casualty assistance case file, does the CAR review the AF Form 58 and verify and update all entries except addresses?  (4.22.3.2.3)
	
	

	35.  When the CAR forwards the case file to the gaining CAR, does the case file include a typed original of the partially completed AF Form 58?  (4.22.3.2.5)
	
	

	36.  Does the CAR use the “lst IND To” and “From,” on the AF Form 58 when transferring a casualty assistance case file?  (4.22.3.2.4)
	
	

	37.  Does the CAR send HQ AFPC/DPWCS a copy of the AF Form 58 and retain a copy of the case file for six months? (4.22.3.2.6.1)
	
	

	38.  Does the CAR send the casualty case file by certified mail, return receipt requested?  (4.22.3.2.5)
	
	

	39.  Does the CAR send an email message to the gaining CAR when they mail the casualty case file and ask the gaining CAR to contact them if the case file does not arrive?  (4.22.3.2.8 and 4.22.3.2.8.3)
	
	

	40.  Does the CAR close the casualty assistance case file on deceased members within 6 months from the date of death?  (4.24.2)
	
	

	41.  Does the CAR request an extension from HQ AFPC/DPWCS in a memorandum or message if benefits aren’t settled by the 5th month after the date of death?  (4.25.1)
	
	

	42.  Does the CAR close cases involving members returned to military control from a missing status within 90 days after the member’s return to military control?  (4.24.1)
	
	

	43.  Does the CAR submit the original AF Form 58 to HQ AFPC/DPWCS to administratively close a case?  (4.24.4)
	
	

	44.  Does the CAR type the AF Form 58, properly complete all items, accurately record dates, and sign the form?  (4.24.4.1  4.24.4.1.1   4.24.4.1.2   4.24.4.1.3)
	
	

	45.  If more than one installation provided assistance, has the CAR complied with paragraph 4.2.4 before submitting the AF Form 58?  (4.24.4.2)
	
	


Continued on next page

Casualty Services Checklist, Continued
	NOTE:  Reference AFI 36-3002, Chapter 4, unless otherwise specified
	Yes
	No

	46.  Are casualty assistance case files being maintained and disposed of in accordance with AFI 37-138, Records Disposition--Procedures and Responsibilities (4.26.1)
	
	

	Retiree Casualty Assistance

	General Information

	47.  Does the CAR establish initial contact for casualty assistance with the NOK of a retiree by telephone or in person?  (4.49.1)
	
	

	48.  Does the CAR determine if a casualty assistance visit is necessary or if assistance may be done by mail and telephone contact?  (4.49.2)
	
	

	49.  Does the CAR contact other family members or the estate executor according to their needs, as determined during the initial contact with the NOK?  (4.49.3)
	
	

	50.  Does the CAR give or send the PNOK of a retiree the following:  
	
	

	       a.  All necessary claim forms (partially complete before mailing)?  (4.48.2.2)
	
	

	       b.  An error-free cover letter (Attachment 24) tailored to the NOKs needs?  (4.48.2.3)
	
	

	       c.  A copy of AFPAM 36-3028  (4.48.1.2   4.48.2.1)
	
	

	51.  Does the CAR mail all applications for unpaid pay and allowances with supporting documentation to Defense Finance and Accounting Service, U.S. Military Retiree Pay,
P.O. Box 7131, London, KY 40742-7131?  (4.51.2.1)
	
	

	52.  When unpaid pay and allowances are divided, does the primary CAR submit all applications in one package?  (4.51.2.2)
	
	

	53.  Does the CAR send a copy of the civilian death certificate, as soon as received, to:  AFRL/HEDB, 2608 Flight Nurse, Bldg 807,  Road, Brooks AFB TX 78235‑5250?  (4.49.4)
	
	

	54.  Does the CAR use the AF FM 58 as a checklist and guide during the counseling session? (4.48.1.3)
	
	

	55.  Does the CAR ask the NOK that status of benefit claims or applications already processed and offer to help expedite settlements, if applicable?  (4.67.5.2)
	
	

	56.  Does the CAR contact: (4.67.1)
	
	

	       a. at least once every 30 days for the first 2 months after the retiree's death?  (4.67.1.1)
	
	

	       b. at least once every 60 days thereafter until the NOK receive all benefits?  (4.67.1.2)
	
	

	57.  Does the CAR monitor cases for receipt of AOP, SBP, RCSBP or RSFPP?  (4.67.3)
	
	

	58.  Does the CAR help the NOK of a retiree apply for monthly Social Security and VA benefits?  (4.67.4)
	
	

	59.  Does the CAR provide casualty assistance to the NOK of retirees who die within 120 days of retiring the same as they would to the NOK of Active Air Force casualties see Section 4C (4.3.4.2)
	
	

	60.  Does the CAR contact the NOK of retirees who die within 120 days of retirement at least once every 30 days for the first 4 months after the member's death and at least once every 60 days thereafter until they have received all benefits, including monthly Social Security and VA benefits?  (4.5.4.5   4.5.4.5.1   4.5.4.5.2)
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	NOTE:  Reference AFI 36-3002, Chapter 4, unless otherwise specified
	Yes
	No

	Processing SBP, RCSBP or RSFPP Annuities at Installations with Defense Retiree and Annuitant Pay System (DRAPS) Capabilities

	61.  Does the CAR maintain an AF Form 58 for each case file, noting all contacts with the NOK, summarizing relevant information and the dates the NOK applied for and received benefits?  (4.67.5.4 and 4.48.1.4)
	
	

	62.  Does the CAR complete the AF Form 58 per the instructions in attachment 21?  (4.48.1.6)
	
	

	63.  Does the CAR inform the local FSO of a confirmed retiree death?  (4.55.2.1)
	
	

	64.  Does the CAR give the FSO the retiree's name, SSN, date of retirement, grade, and the date of death?  (4.55.2.2)
	
	

	65.  Does the CAR obtain the required annuity documentation from the beneficiary within 10 workdays and give it to the FSO for processing?  (4.55.4)
	
	

	66.  Does the CAR keep copies of all claim application forms, and supporting documentation in the case file?  (4.48.1.8)
	
	

	67.  Does the CAR contact the local FSO prior to checking with DFAS on the status of a new or established annuity, or DFAS-CL on death gratuity payment (for deaths within 120 days after retiring), or AOP?  (4.71.9)
	
	

	Processing SBP, RCSBP or RSFPP Annuities at Installations without DRAPS Capabilities

	68.  Does the CAR inform DFAS-CL by telephone of a confirmed death on the same day they receive notification?  (4.56.3)
	
	

	69.  Does the CAR contact the NOK to obtain the required documentation?  (4.56.5)
	
	

	70.  Does the CAR consider the wishes of the NOK?  (4.56.5.1)
	
	

	71.  Does the CAR complete the SBP, RCSBP or RSFPP claim and send them with supporting documentation directly to DFAS within 10 days of being notified of the death.  (4.56.6)
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	NOTE:  Reference AFI 36-3002, Chapter 4, unless otherwise specified
	Yes
	No

	Transferring Casualty Assistance Cases

	72.  Does the CAR contact HQ AFPC/DPWCS for guidance prior to transferring a 120 day retiree’s case file?  (4.42.3.2.2)
	
	

	73.  Does the losing CAR notify the gaining CAR of the transfer and any actions already completed in the case?  (4.42.3.2.2)
	
	

	Closing Casualty Assistance Cases

	74.  Does the CAR close all retiree case, regardless of the installation’s DRAPS capability, 6 months after learning of the death on AF Form 58, Casualty Assistance Summary? (4.68.2.1)
	
	

	74.1.  Does the CAR e-mail  or mail closed retiree cases to AFPC/DPDXIDL? (4.68.2.3)
	
	

	74.2.  Does the CAR ensure all entitlements are received on AF Fm 58 (Items 10 (a) through 10 (j)., or a final determination made?  (4.68.2.3)
	
	

	Disposition of Casualty Assistance Case Files

	75.  Are casualty assistance case files being maintained and disposed of in accordance with AFI 37-138, Records Disposition--Procedures and Responsibilities, and AFMAN 37-139, Records Disposition Standards?  (4.46 and 4.47)
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	NOTE:  Reference AFI 36-3002, Chapter 5, unless otherwise specified
	Yes
	No

	Circumstance and Condolence Letters

	1.  Does the commander provide circumstance and condolence letters?  (5.4.1/5.14.1.1)
	
	

	2.  Do ANG and USAFR commanders offer the member’s unit commander the opportunity to write circumstance letters?  (5.4.1.1.1)
	
	

	3.  Does the member’s permanently assigned ANG or USAFR unit commander write condolence letters?  (5.14.1.2)
	
	

	4.  For members assigned TDY, does the TDY commander write circumstance letters and the member’s commander write condolence letters?  (5.14.2)
	
	

	5  Does the Legal and Safety offices review circumstance letters for military aircraft accidents to ensure accordance with AFI 91-404, Investigating and Reporting US Air Force Mishaps?  (5.6.1)
	
	

	6.  When an investigation, an autopsy, or a medical examiner’s or coroner’s report reveals that the cause or circumstances originally reported to the NOK were incorrect, does the CAR or unit commander telephone HQ AFPC/DPWCS?  (5.7.1.1)
	
	

	7.  Does the CAR or unit commander notify HQ AFPC/DPWCS before sending updated circumstance letters?  (5.7.1.3)
	
	

	8.  Does the CAR review all circumstances and condolence letters to ensure that:  (5.4.3.1 and 5.14.3.1)
	
	

	     a.  They comply with AFI 36-3002?  (5.4.3.2 and 5.14.3.2)
	
	

	     b.  They don’t conflict with information already sent to HQ AFPC/DPWCS?  (5.4.3.3 and 5.14.3.3)
	
	

	9.  Does the commander send circumstance and condolence letters within 5 calendar days from the date the Air Force notifies the NOK of the casualty?  (5.4.1.2 and 5.14.1.4)
	
	

	10.  Does the commander send circumstance letters to the NOK of missing members within 5 calendar days of declaring the member missing and within 5 calendar days of terminating a search?  (5.4.1.3 thru 5.4.1.3.2)
	
	

	11.  Does the CAR send a copy of circumstance and condolence letters to HQ AFPC/DPWCS on the same day the commander mails the original to the NOK?  (5.4.3.4 and 5.14.3.4)
	
	

	12.  Do commanders use letterhead stationery without captions and the personalized letter format discussed in AFMAN 33-326 for all originals and copies?  (5.9.11 and 5.16.7)
	
	

	13.  Are all original and copies of circumstance and condolence letters dated?  (5.9.12 and 5.16.8)
	
	

	14.  Do circumstance and condolence letters identify the casualty by his or her full grade and name in the opening paragraph?  (5.9.13 and 5.16.9)
	
	

	15.  Are circumstance letters written to NOK of foreign nationals who were in the United States under the auspices of the Air Force mailed with a letter of transmittal, to the Air Force International Affairs Division (HQ USAF/CVAI), 1040 Air Force Pentagon, Washington DC 20330-2006 for translation into the appropriate language and forwarding to the foreign country?  (5.10.2)
	
	

	16.  Does the CAR fax a copy of the circumstance letter written to NOK of foreign nationals who were in the United States under the auspices of the Air Force to HQ AFPC/DPWCS, showing the date CAR mailed the letter to HQ USAF/CVAI?  (5.10.3)
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	VIRTUAL RECORD OF EMERGENCY DATA (vRED) AND 
DD FORM 93, RECORD OF EMERGENCY DATA CARD


	NOTE:  Reference AFI 36-3002, Chapter 7 unless otherwise specified
	Yes
	No

	1.  Does the Unit Commander or GSU Commander:  (7.3.3 and 7.3.4)
	
	

	     a.  Provide each member the opportunity to complete and update the vRED?  (7.3.3.1 and 7.3.4.1)
	
	

	     b.  Ensure newly assigned members review and update their vRED?  (7.3.3.3 and 7.3.4.2)
	
	

	2.  Does the unit commander stress the importance of keeping the vRED current?  (7.3.3.2)
	
	

	3.  Does the MPF Commander:  (7.3.5)
	
	

	     a.  Authorize and identify at least two people (one must be the CAR) to retrieve vREDs?  (7.3.5.2)
	
	

	     b.  Provide AFPC/DPWCS with an initial/updated letter of authorized personnel for vRED access per MPFM 03-05?  (7.3.5.2.2)
	
	

	     c.  Ensure members' family member information on the vRED is not used as a source document by MPF, GSU, or CSS to update MILPDS?  (7.3.5.3)
	
	

	     d.  Ensure base supplements to AFI 36-3002 include instructions for ensuring a current vRED is on file for all newly accessed or assigned personnel?  (7.3.5.4)
	
	

	     e.  Establish in writing the MPF requirement for reviewing and filing vREDs? (7.3.5.5.)
	
	

	4.  Does the MPF Customer Service Element:  (7.3.6)
	
	

	     a.  Provide continuing publicity on the vRED and importance of its accuracy?  (7.3.6.2)
	
	

	     b.  Ensure all newly assigned or deploying members are provided the opportunity to review vRED for accuracy?  (7.3.6.3 through 7.3.6.3.2)
	
	

	     c.  File one copy of the completed vRED or DD Form 93 in the member's UPRG and removes previous copy and ensures one copy is in the UPRG at all times?  (7.3.6.4 and 7.3.6.4.1)
	
	


 Current as of July 2, 2003
	
	SERVICEMEMBERS' GROUP LIFE INSURANCE (SGLI)

FAMILY SGLI

AND

VETERANS' GROUP LIFE INSURANCE (VGLI)


	NOTE:  Reference Veterans Affairs Handbook (VAH) 29-03*-1 and AFI 36-=3002, Chapter 8 unless otherwise specified      *current year
	Yes
	No

	1.  Does the MPF Customer Support Section manage the SGLI and VGLI programs in accordance with DoDD 1341.3 and VAH 29-75-1?
	
	

	2.  Does the MPF Customer Support Section maintain and complete the following Veterans' Affairs forms : (8.2.6)
	
	

	     a.  SGLV‑8283, Claim for Death Benefits (SGLI and VGLI)?
	
	

	     b.  SGLV‑8285, Request for Insurance (SGLI)?
	
	

	     c.  SGLV‑8286, Application for SGLI Election and Certificate?
	
	

	     d.  SGLV‑8714, Application for Veterans’ Group Life Insurance?
	
	

	     e.  SGLV‑8721, Beneficiary Designation – Veterans’ Group Life Insurance?
	
	

	3.  Does the MPF Customer Support Section counsel and provide members with the appropriate monthly premium rates? 
	
	

	4.  Does the MPF Customer Support Section process appropriate DJMS transactions in accordance with the governing instructions?  AFCSM 36-699, Vol 1, Para. 13.92
	
	

	5.  Are 2 copies of Form SGLV‑8286 maintained in the Unit Personnel Record Group (UPRG) on all members and are they prepared properly?  (Instructions on Form SGLV‑8286)  (8.4.3.1.1)
	
	

	6.  Is copy VA Information Handout given to the member?
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