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Section O

Transferring Casualty Case Files

	Do Not Transfer an Active Duty Case File
	 SYMBOL 183 \f "Symbol" \s 10 \h 
When the next of kin (NOK) leaves the area temporarily.

NOTE:  Transfer an active duty case file only when the NOK leaves the area permanently and provides a firm address or location.

 SYMBOL 183 \f "Symbol" \s 10 \h 
If the NOK does not want the case transferred.

 SYMBOL 183 \f "Symbol" \s 10 \h 
To an overseas installation without approval from Headquarters Air force Personnel Center, Casualty Services Branch (HQ AFPC/DPFCS).


	To Transfer an Active Duty Case File
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The casualty assistance representative (CAR) must obtain from NOK:

 SYMBOL 183 \f "Symbol" \s 10 \h 
A firm address and telephone number at new location.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Projected date of arrival at new location.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Immediately notify HQ AFPC/DPFCS (DSN 665-3505), and the gaining CAR with NOK’s:

 SYMBOL 183 \f "Symbol" \s 10 \h 
New address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
New telephone number.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Projected date of arrival at new address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Review AF Form 58, Casualty Assistance Summary (Transmittal) to ensure all items on the form, except addresses, are:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Typed error-free.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Legible.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Up-to-date.

NOTE:  The gaining CAR must update addresses when case is closed.


Continued on next page

Transferring Casualty Case Files, Continued

	To Transfer an Active Duty Case File,

Continued
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Send case file by certified mail, return receipt requested, to the gaining CAR.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Complete “1st IND (indorsement) To” and “From” blocks and type your signature block and sign below the last entry in item 11 on the AF Form 58.  Do not complete items 13 and 14.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Include the typed original of the partially completed AF Form 58.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Mail a copy of the AF Form 58 to:

HQ AFPC/DPFCS

550 C Street West, Suite 14

Randolph AFB TX 78150-4716

NOTE:  Keep a file copy of the AF Form 58 for 6 months.
 SYMBOL 183 \f "Symbol" \s 10 \h 
Send a message to the gaining CAR and info HQ AFPC/DPFCS when case file is mailed, and provide:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Information on assistance provided to and completed for the NOK.

 SYMBOL 183 \f "Symbol" \s 10 \h 
NOK’s new address and telephone number.

 SYMBOL 183 \f "Symbol" \s 10 \h 
NOK’s projected date of arrival at new address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Request the gaining CAR to contact you (the losing CAR) if the case file does not arrive within 10 calendar days.


Continued on next page

Transferring Casualty Case Files, Continued

	Gaining CAR’s Initial Contact with the NOK
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The gaining CAR must contact the NOK within 24 hours of NOK’s projected date of arrival at their new address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Make initial contact by telephone.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Find out if NOK has any immediate concerns or problems.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Confirm address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Offer a casualty assistance visit.

 SYMBOL 183 \f "Symbol" \s 10 \h 
A casualty assistance visit to the NOK is mandatory whenever:

 SYMBOL 183 \f "Symbol" \s 10 \h 
An Active Air Force, Air National Guard, or United States Air Force Reserve member dies or is declared missing.

 SYMBOL 183 \f "Symbol" \s 10 \h 
A Retiree dies within 120 days of retiring.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Offer a casualty assistance visit to any beneficiary besides the NOK, or assist them by mail and telephone if they agree.


Continued on next page

Transferring Casualty Case Files, Continued

	Do Not Transfer a Retiree Duty Case File
	 SYMBOL 183 \f "Symbol" \s 10 \h 
To any installation without approval from HQ APFC/DPFCS.

NOTE:  Retiree case files are never transferred unless approved by HQ AFPC/DPFCS.




	To Transfer a Retiree’s Case File
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The CAR must contact HQ AFPC/DPFCS at DSN 665-3505 for guidance and approval prior to transferring a case file.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Upon approval, the losing CAR must obtain from the NOK:

 SYMBOL 183 \f "Symbol" \s 10 \h 
A firm address and telephone number at new location.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Projected date of arrival at new location.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Immediately notify HQ AFPC/DPFCS at DSN 665-3505, and the gaining CAR with NOK’s:

 SYMBOL 183 \f "Symbol" \s 10 \h 
New address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
New telephone number.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Projected date of arrival at new address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Review the AF Form 58, Casualty Assistance Summary (Transmittal) to ensure all items on the form, except addresses, are:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Typed error-free.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Legible.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Up-to-date.

NOTE:  The gaining CAR must update addresses when case is closed.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Send the case file by certified mail, return receipt requested, to the gaining CAR.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Complete “1st IND (indorsement) To” and “From” blocks and type your signature block and sign below the last entry in item 11 on the AF Form 58.  Do not complete items 13 and 14.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Include the typed original of the partially completed AF Form 58.


Continued on next page

Transferring Casualty Case Files, Continued

	Gaining CAR’s Initial Contact with the NOK
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The gaining CAR must contact the NOK within 24 hours of the NOK’s projected date of arrival at their new address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Make initial contact by telephone.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Find out if NOK has any immediate concerns or problems.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Confirm address.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Offer a casualty assistance visit.

 SYMBOL 183 \f "Symbol" \s 10 \h 
A casualty assistance visit to the NOK is mandatory when a retiree dies within 120 days of retiring.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Offer a casualty assistance visit to:

 SYMBOL 183 \f "Symbol" \s 10 \h 
The NOK of a retiree who die more than 120 days after retiring, or assist them by mail and telephone if they agree.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Any beneficiary besides the NOK, or assist them by mail and telephone if they agree.


Continued on next page

Transferring Casualty Case Files, Continued

Scenario

	Situation
	An active duty, single parent, staff sergeant assigned to Kirtland AFB NM, is on leave for the holidays to visit her parents and daughter in St. Louis MO, near Scott AFB IL.  En-route to St. Louis, she is involved in an automobile accident in Oklahoma City OK, near Tinker AFB, and dies from injuries received.


	QUESTIONS
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Who reports the casualty?

 SYMBOL 183 \f "Symbol" \s 10 \h 
Who supplements the initial casualty report?

 SYMBOL 183 \f "Symbol" \s 10 \h 
Who’s responsible to obtain and distribute documentation?

 SYMBOL 183 \f "Symbol" \s 10 \h 
Who will provide assistance to the NOK?
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