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Condolence Letter

	Introduction
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The Air Force believes next of kin (NOK) listed in items 4 through 7 of the DD Form 93, Record of Emergency Data, should receive a proper expression of sympathy whenever a military member is declared deceased or missing.


	When to Send a Condolence Letter
	 SYMBOL 183 \f "Symbol" \s 10 \h 
When the NOK are already aware of the circumstances.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Whenever a circumstance letter is not required.

NOTES:

Although it’s not required, the Air Force highly encourages condolence letters even when a member’s commander or the commander’s designated representative conveyed condolences in person.

See Air Force Instruction (AFI) 36-809, Survivor Assistance for commander’s condolence letters to NOK of deceased civilian employees.


	When Not to Send a Condolence Letter
	 SYMBOL 183 \f "Symbol" \s 10 \h 
When the NOK might have contributed to the member’s death through malicious actions.




Continued on next page

Condolence Letter, Continued

Responsibilities

	Member’s Commander
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Is responsible for providing condolence letter.

NOTE:  The Air Force does not require commanders to send condolence letters for missing persons declared deceased.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Other commanders’ in the member’s chain of command (i.e., MAJCOM) may send a letter of condolence.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Commanders send condolence letters to the NOK of deceased members within 5 calendar days from the date NOK were personally aware or notified of the death.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Before mailing to the NOK, the casualty assistance representative (CAR) should review all condolence letters for content.


	Air National Guard (ANG) or United States Air Force Reserve (USAFR) Commanders
	 SYMBOL 183 \f "Symbol" \s 10 \h 
The ANG or USAFR commander of the unit to which the member was permanently assigned will write condolence letter.


	Temporary Duty (TDY) Commander
	 SYMBOL 183 \f "Symbol" \s 10 \h 
For members assigned temporary duty (TDY), the member’s commander, not the TDY commander, will write and send the condolence letter.
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Condolence Letter, Continued

Responsibilities, Continued
	Aircraft Accidents
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Members’ commander prepares and mails condolence letters for military aircraft accidents involving only aircrew members or a limited number of casualties, such as an Air Mobility Command (AMC) operational support airlift aircraft.


	Casualty Assistance Representative (CAR)
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Reviews all condolence letters before they are mailed to the NOK:

 SYMBOL 183 \f "Symbol" \s 10 \h 
Ensures compliance with AFI 36-3002, Casualty Services.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Verifies that no conflict exists between information previously furnished by message to HQ AFPC/DPFCS and information in the letter.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Sends a copy of condolence letter to HQ AFPC/DPFCS the same day the commander mails the original to NOK.

Address:   HQ AFPC/DPFCS

                 550 C Street West, Suite 14

                 Randolph AFB TX 78150-4716

Fax:          DSN 665-2348

 SYMBOL 183 \f "Symbol" \s 10 \h 
Retains a copy of the condolence letter in the case file.
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Condolence Letter, Continued

	Guidance for Preparing Condolence Letter
	 SYMBOL 183 \f "Symbol" \s 10 \h 
Include known facts about the member, and if appropriate, include complimentary remarks about:

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

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

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

 SYMBOL 183 \f "Symbol" \s 10 \h 
Do not mention posthumous awards, decorations, or promotion.

NOTE:  Revealing this information could be embarrassing to the Air Force if the decoration or promotion is disapproved or a lesser decoration is awarded.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Tailor each letter to the individual case and its circumstances.

NOTE:  The example in AFI 36-3002, Casualty Services, must not be copied or paraphrased too closely.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Use letterhead stationery without captions and the personalized format discussed in AFI 37-126, Preparing Official Communications, for all originals and copies.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Date all letters and copies.

 SYMBOL 183 \f "Symbol" \s 10 \h 
Identify the casualty by full grade and name in the opening paragraph.

 SYMBOL 183 \f "Symbol" \s 10 \h 
EXAMPLE:  Airman First Class John J. Smith, Jr.
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Sample Condolence Letters

 SAMPLE CONDOLENCE LETTER FROM A SQUADRON COMMANDER

(Appropriate Letterhead)

Unit Mailing Address
(date)

Mrs. Jane Doe

123 Any Street

Anyplace, Texas 12345-6789

Dear Mrs. Doe


I wanted you to know how much we regret the loss of your son, Airman First Class John J. Doe.  The entire squadron joins me in sending our deepest sympathies and understanding during this period of bereavement.


John was one of the finest airmen in the 100th Mission Support Squadron.  I am personally aware of the numerous accomplishments John made while assigned here.  Additionally, John was very active in the community, particularly with the church and physical fitness activities.  His personality was one of promoting teamwork and positive motivation--I never saw John without a smile!


John was definitely a topnotch performer.  He was selected Airman of the Quarter for the period 1 October through 31 December 1997, at both the squadron and group level.  This was a remarkable achievement!


Please know we share in your pain and sorrow and offer final respects to one of our very best—John will certainly be missed by all of us.


Sincerely,


WILLIAM J. SMITH, Colonel, USAF


Commander
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Condolence Letter, Continued

SAMPLE CONDOLENCE LETTER FROM AN INSTALLATION COMMANDER
(Appropriate Letterhead)

Unit Mailing Address
(date)

Mrs. John A. Smith

111 Pine Street

San Antonio, Texas 78232

Dear Mrs. Smith


On behalf of the men and women of the 12th Flying Training Wing, I wish to convey our most sincere condolences on the death of your husband, Staff Sergeant John A. Smith.


Since joining this organization, Sergeant Smith earned a place in all our hearts.  He upheld the highest traditions and standards of the Air Force in his diligent and able performance.


I wish your family well in this time of readjustment.  The ideals of democracy on which our country is founded grow stronger each day by the dedication to duty from military professionals such as Sergeant Smith.


Sincerely,


WILLIAM A. BROWN


Brigadier General, USAF


Commander
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SAMPLE CONDOLENCE LETTER FROM A MAJOR COMMAND
(Appropriate Letterhead) 
Unit Mailing Address
(date)

Mrs. John A. Smith

111 Pine Street

San Antonio, Texas 78232

Dear Mrs. Smith


Members of this command join me in expressing to you and your family our deepest condolences on the tragic loss of your husband, Staff Sergeant John A. Smith.


You may be proud of the selfless devotion to duty that characterized Sergeant Smith’s service to our country.  He was an exceptionally fine airman and all of his friends and associates held him in the highest regard.


You will always be a member of the Air Force family, and if we can be of assistance, please let us know.


Sincerely,


WILLIAM A. SMITH, General, USAF


Commander
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