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Welcome to Casualty Assistance Calls
Officer Training.

As a Casualty Assistance Calls Officer, you will face one of the toughest and
saddest challenges of your career, one that will add an extra dimension to the
words "Honor, Courage, Commitment."

You will play an enormous role in paying final tribute to a fallen shipmate. This duty
goes beyond a moment of silence in remembrance of the fallen. This duty goes
straight to the heart of surviving family members during one of their darkest hours.
This is an important job and one that must be handled with the utmost care and
commitment and epitomizes the meaning of "taking care of our own."

Your training will equip you to function effectively and professionally, no matter
where, no matter when. | encourage you to focus all of your energy on the topic at
hand, learn as much as you can, follow up to keep your knowledge fresh and up-
to-date, and approach this assignment with all the seriousness and dignity it
rightfully demands.

Our surviving family members consistently point to the assistance of their
CACO as a comforting and sustaining presence during their time of trauma and
grief. CACO duty can be difficult, time-consuming and emotional, but | assure
you it will be one of the most rewarding aspects of your Navy career.

As you look back on your career, you can hold your head high and say with pride, "I
was a Casualty Assistance Calls Officer and served my shipmates when they
needed me." On behalf of all your shipmates, you have my respect, admiration and
full support as you assume this critical leadership role.
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Module Learning Objectives:

e Using the “My Experience of Loss” worksheet, the learner will discuss anticipated challenges in
completing the tasks of a CACO.
e The learner will demonstrate knowledge of CACO terms by completing a matching exercise.

References:

e DoD Instruction 1300.18, Department of Defense (DoD) Personnel Casualty Matters, Policies
and Procedures (Jan.8 2008, incorporating change 1, Aug. 14, 2009).

e MILPERSMAN 1770 Series.

e OPNAVINST 1770.1B, Casualty Assistance Calls and Funeral Honors Support (CAC/FHS)
Program Coordination (22 Jan 2019).

e SECNAV Instruction 1770.3D, Management and Disposition of Incapacitation and
Incapacitation Benefits for Members of the Navy and Marine Corps Reserve Units (March 17,
20006).

e (CNIC Instruction 1770.2B, Casualty Assistance Calls Program (7 April 2020).
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My Experience of Loss

This exercise is a self-assessment of your personal experience with loss. There are no right or wrong
answers.

Consider these questions and what your answers would be to prepare yourself for the tasks of a CACO.

1. At this point in my life, I would describe my personal experience with death as:
a. None b. Very limited c. Moderate d. Extensive

2. Iwould say that my primary feeling about death is one of:

3. To date, my most significant loss through death has been:

4. When I witnessed or heard about that death my first reaction was:

5. To me, the most difficult part of adjusting to and recovering from that death was:

6. I ohave o havenot had the experience of telling another person that a loved one has died.

7. At this point, my biggest fear about making a notification visit is:

8. For me, the most difficult next of kin (NOK) reaction to respond to would be:

9. Ithink I would handle that type of reaction by:

10. o I volunteered to be a CACO o I was directed to be a CACO
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Terminology

CACO: The person assigned by the service or DOD component who is dedicated to providing
assistance to the families of ill, injured, DUSTWUN, EAWUN, missing or deceased members.

Courtesy CACO: An assignment that may be short-term and that would provide assistance in one

of the following ways:

e Assist NOK traveling to the bedside of critically ill or injured service members.

e Make a one-time personal visit to the NOK to notify them of the death of a deserter. This is the
only time a Courtesy CACO is used.

e Meet NOK who travel to the local area for a funeral, memorial service, or Dignified Transfer.
May be assigned when a member is on a seriously injured/very seriously injured (SI/VSI) list.
NOK are entitled to round-trip transportation and up to 30 days per diem paid by PERS-00C.
Assists NOK in filing travel claim.

e Make a one-time personal notification visit to NOK of Department of the Navy civilian
employees.

Standby CACO: A CACO assignment when a member is reported as death imminent or when
member is hospitalized overseas (including Alaska and Hawaii). No contact is made with the NOK
until directed by the Regional Program Manager. Must keep local commanding officer informed as
to whereabouts at all times to ensure NOK will receive immediate notification if member dies. Once
member dies, can immediately notify NOK (can disregard notification time rule).

Command Representative (Liaison): A designated point of contact from the command suffering a
personnel casualty or injury who manages the execution of command responsibilities (i.e., the
submission of PCR, Record of Emergency Data and SGLI Election Form; establishment of
Inventory Control Board, etc.) and supports PERS-00C and the Regional Casualty Office to ensure
command requirements are completed.

Seriously Ill or Injured (SI): The casualty status of a person whose illness or injury requires
medical attention and a medical authority declares that death is possible but not likely within 72
hours, and/or the severity of the injury is such that it is permanent and life-altering.

Very Seriously Ill or Injured (VSI): The casualty status of a person whose illness or injury is such
that a medical authority declares it more likely than not that death will occur within 72 hours.

Duty Status Whereabouts Unknown (DUSTWUN): A transitory casualty status that is used when
the responsible commander suspects a Sailor may be a casualty and whose absence is involuntary,
but sufficient evidence does not exist to make a definite determination of missing or deceased.

Excused Absence Whereabouts Unknown (EAWUN): An administrative status, applicable only to
civilian personnel, that is used when the responsible commander suspects the employee may be a
casualty whose absence is involuntary, but does not feel sufficient evidence exists to make a
determination of missing or deceased.

Defense Casualty Information Processing System (DCIPS): DOD directed database used for
reporting and tracking all aspects of casualty cases, to include benefits applications and payments,
and mortuary affairs.
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CAC/FHS Program Lines of Authority/Responsibility

The lines of authority/responsibility for the Casualty Assistance Calls and Funeral Honors Support
(CAC/FHS) Program flow from the Chief of Naval Operations (CNO), through Navy Personnel
Command (NPC), the Navy Casualty Assistance Branch (PERS-00C), Commander Navy Installations
Command (CNIC) then to the appropriate CAC/FHS regional commanders.

Policy — PERS-00C Navy Casualty, Millington TN. -
PERS-00C prescribes policy, and provides oversight and PERS-00C
guidance for the Casualty Assistance process.

Policy Execution — Commander Navy Installations
Command Casualty Assistance and Funeral Honors
Program Manager (CNIC N0OOK). CNIC is responsible
for the execution, funding and technical support of the
program.

Management Control — Regional coordinator for the
Casualty Assistance Calls Program (CACP) and
Funeral Honors Support Program (FHSP) for the
respective area of responsibility (AOR) has overall
responsibility for casualties/funerals in their region.

Next of Kin
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CACO/Funeral Honors
Regions of Responsibility

Navy Region Europe,
Africa and Central
Command

(EURAFCENT)

There are no CNIC Casualty
or Funeral Honors Regional
Directors in Navy Region
Korea.

(Singapore/Diego Garcia is
covered by Region Japan).

South Korea is covered by

Region Japan for CACO Training purpose only.

For regional contact information, go to https://cnic.navy.mil/caco

PERS-00C toll-free number for assistance to next of kin: (800) 368-3202.
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The Role of the CACO

When tasked with a CACO duty assignment, the assignment becomes the primary responsibility for the
CACO. The specific duties of the CACO are to:

Personally notify the NOK of the casualty and apprise them of general circumstances surrounding
the casualty, based on the facts that they have.

Ascertain from the person authorized to direct disposition of remains (PADD) their desire for
disposition of the remains (embalming/casketing, cremation, etc.) and provide signed Statement of
Disposition to the Region CACO Coordinator.

Obtain remains shipment information through the Region CACO Coordinator, and keep the NOK
informed.

Inquire as to the needs of the casualty's immediate family and extend assistance as appropriate, and
permitted under instructions. Contact the Navy-Marine Corps Relief Society, American Red Cross,
and other service organizations, if necessary, to obtain financial assistance for family.

Assist Death Gratuity beneficiary (ies) with the application form, and submit to Region CACO
Coordinator.

Assist with funeral arrangements, including funeral honors, chaplain services and NOK
transportation.

Offer assistance to named beneficiaries in obtaining and completing of remaining benefits..
Monitor shipment of — the personal effects and household goods and keep the appropriate NOK
informed of shipping status. Note: CACOs do not work with a deceased member’s personal effects.
Personal effects are handled by the command representative (liaison), as discussed in Module 4. The
CACO keeps the NOK informed as to the status of personal effects, and helps with their receipt.
Refer news media queries to the local Public Affairs Officer (PAO) and protect personally
identifiable information (PII).

Keys to Success

CACO Checklist
CACO Resources at http://www.cnic.navy.mil/CACO

Organizations Skills

B N

Communication Skills
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Terminology Review

Match the terms with the correct definition.

CACO 6. SI(Seriously Ill or Injured)
Command Representative (Liaison) ___7. Standby CACO
_ 8.

1
2
3. Courtesy CACO VSI (Very Seriously Il or Injured)
4

4. DUSTWUN (Duty Status Whereabouts 9. DCIPS (Defense Casualty Information
Unknown) Processing System)

5. EAWUN (Excused Absence Whereabouts
Unknown)

A) An administrative status, applicable only to civilian notification if member dies. Once member dies, can
personnel, that is used when the responsible immediately notify NOK (can disregard notification
commander suspects the employee may be a time rule).
casualty whose absence is involuntary, but does not
feel sufficient evidence exists to make a E) The casualty status of a person whose illness or
determination of missing or deceased. injury is such that medical authority declares it

more likely than not that death will occur within 72

B) An assignment that may be short-term and that hours.
would provide assistance in one of the following
ways: F) A designated point of contact from the “losing”

e Assist NOK traveling to the bedside of command who manages the execution of command
critically ill or injured service members. responsibilities (i.e., the submission of PCR, Record
e Make one-time personal visit to the NOK to of Emergency Data and SGLI Election Form;
notify them of the death of a deserter. establishment of Inventory Control Board, etc.) and
e Meet NOK who travel to the local area for a supports PERS-00C and the Regional Casualty
funeral, memorial service, or Dignified Office to ensure command requirements have been
Transfer. May be assigned when a member is met.

on a seriously injured/very seriously injured )
(SI/VSI) list. NOK are entitled to round-trip G) The casualty status of a person whose illness or

transportation and up to 30 days per diem paid injury requires medical attention and medical
by PERS-00C. Assists NOK in filing travel authority declares that death is possible but not
claim. likely within 72 hours, and/or the severity is such
e Make a one-time personal notification visit to that it is permanent and life-altering.
NOK of Department of the Navy civilian ) )
employees. H) The person assigned by the service or DoD
component concerned to provide assistance to the
C) A transitory casualty status that is used when the faml!les of ill, injured, DUSTWUN, EAWUN,
responsible commander suspects the Sailor may be missing or deceased members.

a casualty and whose absence is involuntary, but

sufficient evidence does not exist to make a definite D) DOD directed database used for reporting and
determination of missing or deceased. tracking all aspects of casualty cases, to include
benefits applications and payments, and mortuary
D) A CACO assignment when a member is reported as affairs.

death imminent or when member is hospitalized
overseas (including Alaska and Hawaii). No contact
is made with the NOK until directed by the
Regional Program Manager. Must keep local
commanding officer informed as to whereabouts at
all times to ensure NOK will receive immediate
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Module Learning Objectives:

e During the “Using the PCR” activity, the learner will correctly identify key information contained in the
PCR.

e Participating in a role-play, the learner will demonstrate proper notification techniques.

e The learner will demonstrate knowledge of CACO terms by correctly completing a matching exercise.

e The learner will apply the appropriate steps, reports, forms and information of the notification visit to a
group case study.

References:

e DoD Instruction 1300.18, Department of Defense (DoD) Personnel Casualty Matters, Policies and
Procedures (Jan.8 2008, incorporating change 1, Aug. 14, 2009).

e MILPERSMAN 1770 Series.

e OPNAVINST 1770.1B, Casualty Assistance Calls and Funeral Honors Support (CAC/FHS) Program
Coordination (22 Jan 2019).
e CNIC Instruction 1770.2B, Casualty Assistance Calls Program (7 April 2020)
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Terminology

Personnel Casualty Report (PCR): The initial report that records the casualty and all relevant,
known information. At a minimum, a PCR should include type of casualty, rank, name, Social
Security number, location of the body and factual circumstances. PCRs should be submitted
within 4 hours by the commander, commanding officer (CO) or immediate superior in command
(ISIC) of a member who suffers a casualty. The PCR will be submitted electronically using the
web-based PCR on the DCIPS portal.

Record of Emergency Data: A form used to designate beneficiaries for certain benefits and
designate the person authorized to direct disposition (PADD) in event of the Service member’s
death. Itisa guide for disposition of that member’s pay and allowances if captured, missing, or
interred. It also shows the names and addresses of the person(s) the Service member desires to be
notified in case of emergency or death. The form for this information is the NAVPERS 1070/602
(Dependency Application/Record of Emergency Data — also referred to as a Page 2 in the Navy)
or DD Form 93 (Record of Emergency Data).

Primary Next of Kin (PNOK): The person most closely related to the casualty, usually the
un-remarried surviving spouse (does not include one who obtained a divorce from the decedent
at any time). If there is no surviving spouse, others are recognized in the following order:
Natural and adopted children, parents, blood or adoptive relative with legal custody, siblings,
grandparents, other relationships of legal age, persons standing in loco parentis, remarried
surviving spouse. See DoDI 1300.18 for more details.

Secondary Next of Kin (SNOK): Any other NOK not designated as a PNOK. Includes minor
children who reside outside the immediate household of the member, parents (if not listed as
PNOK), and any relative or friend named on the NAVPERS 1070-602 (Dependency
Application/Record of Emergency Data or DD 93/Record of Emergency Data) (if listed to
receive Death Gratuity/unpaid pay and allowances, SGLI). If the member does not have a
spouse, the eldest adult child is the PNOK and all other children are SNOK.

Other Interested Parties (OIP): Other interested parties include anyone named on a
Sailor’s DD Form 93 (1-08), Record of Emergency Data; or SGLV 8286,
Servicemembers’ Group Life Insurance Election and Certificate, as a beneficiary

Person Authorized to Direct Disposition (PADD): A person who is authorized to
direct disposition of human remains. Sailors identify a PADD on their DD Form 93. If
the PADD is not designated by the Sailor, the PADD is recognized by order of
precedence; surviving spouse, children who have reached the age of majority, parents in
order of seniority, etc.

OPNAYV 1770/1: Consent for Release of Personal Information. Form signed by the NOK to
authorize the release of their personal information to individuals and organizations, to include
Members of Congress making offers of support and condolences in the form of letters, gifts,
grants, and financial relief.

OPNAYV 1770/3: Next of Kin Identification Form. Form used by the CACO to verify
personal information about the NOK, to include address information.
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OPNAYV 1770/2: Next of Kin Travel Request. Form that collects personal information,
including desired travel arrangements, on persons using official travel due to a casualty.

Death Gratuity: One-time non-taxable payment to help surviving family members deal with the
financial hardships that accompany the loss of a service member.

Bedside Travel: In those military VSI or SI cases in which a competent medical authority
requests the presence of NOK at bedside, the casualty office of the military service concerned
shall be the final approval authority and shall assist in arranging appropriate government-funded
invitational travel in accordance with paragraph U5246 of the Joint Federal Travel Regulations.

Dignified Transfer of Remains (DTR): The process by which the Department of Defense
moves transfer cases containing human remains from one conveyance to another. Example: A
dignified transfer occurs when human remains are removed from an aircraft arriving at Dover Air
Force Base and placed into a mortuary transfer vehicle for ground transportation to the Port
Mortuary.
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Types of CACO Assignments

1. CACO (Deceased Sailor): The CACO has four main roles:

Notifies the NOK of the death of their family member.

Assists the NOK with the funeral arrangements.

Assists the NOK in filing for all the survivor benefits they are entitled.
Ensures the proper forms and reports are completed for documenting the case.

2. CACO (DUSTWUN or Missing Sailor): CACOs assigned to NOK in cases of Duty Status
Whereabouts Unknown (DUSTWUN) or missing have additional responsibilities and
procedures from that of a standard deceased case.

faoc o

Notifies the NOK of the casualty status of their family member.

Provides updates on search for the member.

Notify the NOK of any change to their family member’s status.

Ensures the proper forms and reports are completed for documenting the case.

ao o

3. Courtesy CACO (Ill or Injured Sailor): The Courtesy CACO will provide family arrival
assistance to Designated Individuals when Invitation Travel Orders (ITOs) or Authorizations
are issued. The Courtesy CACO will ensure the family is met at their point of arrival, where
the member is hospitalized and escorted or provided directions to the hospital or military
treatment facility. Additional assistance may be provided in securing lodging at or near the
treatment facility.

a. Navy Wounded Warrior: The Navy’s sole organization for coordinating the non-
medical care of seriously wounded, ill and injured Sailors and Coast Guardsmen, and
providing resources and support to their families.

4. Courtesy CACO (Funeral attendance): Attend the service member’s funeral as a Navy
representative when the location of the funeral is not in the local area of the NOK’s assigned
CACO.

5. CACO (POW/MIA - repatriation case): A Courtesy CACO will be assigned to the NOK
of service members whose remains are found from past wars and conflicts and are repatriated
to the United States.

a. Accompany the Navy Identification Team for the initial Identification Briefing.
b. Assists the NOK with the funeral arrangements.

6. DoD Civilian Decedents. When a reportable DoD civilian casualty occurs, the respective
Region will make personal notification to the emergency point of contact reflected on the DD
Form 93 or the electronic civil service equivalent of the DD Form 93. Thereafter, the Region
will facilitate the follow-on assistance with the appropriate civilian personnel or human
resources office for survivor benefits or entitlements.

7. DoD Contractor Decedents. When a reportable DoD contractor casualty occurs, the
respective Region will notify the appropriate contracting agency who will be responsible for
notifying the contractor’s NOK.
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Casualty Assistance Calls Officer
Checklist

There is a checklist to guide you through each phase of the CACO process.

Relevant forms, offices and agencies are all listed.

There are places for you to write important phone numbers, POCs and other information.

This will be one of your primary tools to organize the information you will need throughout your
assignment.

When you are assigned a case, start a binder (recommend a 2-inch, three-ring binder). Have
several tabbed sections in the binder, and include a blank notebook for notes and diary entries.
Put a copy of the checklist in the front of the binder.

*Complete copies of the CACO Checklists are contained in Appendix A and on the CACO Resources

webpage.
Casualty Assistance Calls Officer
Notification Checklist
Preparation
O Contact regional Casualty Assistance Calls (CAC) office prior to departure for specific

O

guidance.

Personnel Casualty Report and Other Forms: Obtain a copy of the Personnel Casualty Report
(PCR), Record of Emergency Data (DD Form 93 or NAVPERS 1070/602) and Service members
Group Life Insurance (SGLI) election form (SGLV 8286). (In accordance with the Privacy Act
of 1974, next of kin (NOK) shall not see or be told who the other beneficiaries are on the Record
of Emergency Data or SGLI election form.)

Notification Team: Arrange for a chaplain to accompany you on the notification visit. (Chaplain
support may be provided from a different military service). If a chaplain is not available, arrange
for another uniformed service member to accompany you. Never conduct a notification alone!

Language Barriers: Identify possible language barriers before attempting notification, and
arrange interpreter support if possible.

Latest Information: Contact the parent command to receive the latest information concerning
the casualty.

Transportation: Obtain a government vehicle.

Directions and Map: Obtain directions and/or a map to the home of the NOK, or verify the
route using GPS.

Calling Card: Print several CACO calling cards.

Uniform: Prepare uniform for notification visit. Wear service dress uniform of the season. If
unsure, ask the region program manager or your command for guidance.
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DCIPS Casualty Reporting
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In accordance with the provisions of DoD Instruction 1300.18, MILPERSMAN 1770-030, and
NAVADMIN 090/15, a PCR must be submitted to Navy Casualty for the following circumstances:

e Any Sailor who becomes unaccounted for (Duty Status Whereabouts Unknown (DUSTWUN))

e Any Sailor who dies on Active Duty

e Any Sailor who dies while a member of the Navy Reserve (regardless of duty status)

e Any Sailor who is declared Very Seriously [1l/Injured (VSI) by competent medical authority

e Any Sailor who is declared Seriously I1l/Injured (SI) by competent medical authority

e Any Sailor who is declared Not Seriously I1l/Injured (NSI) in an operational area (combat zone)
Any Sailor/Dependent/Civilian that’s hospitalized in an overseas medical facility.
Whenever possible, PCR will be submitted electronically using the Web-based PCR the DCIPS portal.

To access the web-based PCR, CAC-holder must navigate to one of the following URLs:

https://dcsa.hrc.army.mil/per
https://dcsb.hrc.army.mil/pcr
https://dcsc.hrc.army.mil/pcr
https://dcsd.hrc.army.mil/pcr

When the system requests it, select a valid certificate from your CAC and if asked, enter your PIN.

To acquire a copy of the current PCR User Guide, please send digitally signed (not encrypted) email to
MILL NavyDCIPS@navy.mil. The current version date of the PCR User Guide is 1 October 2016.

AFTER SUBMITTING A PCR FOR ACTIVE DUTY DEATH (OR RESERVIST ON ACTIVE DUTY)
CALL NAVY CASOPS TO CONFIRM RECEIPT OF THE PCR. DUTY HOURS 800-368-
3202//AFTER HOURS 901-634-9279.

Once the PCR has been submitted, all addressees that are preprogrammed/checked to receive DCIPS
notifications will receive an Email. This Email will prompt Navy Casualty (Casualty Watch during non-
duty hours) to check DCIPS and take appropriate action to review and validate the report before
submitting it to the CACO Regions and other functional offices for further action.

NOTE: An Initial (INIT) Personnel Casualty Report (PCR) will always be the first official notification
of'an incident to Navy Casualty. Subsequent updates fall under the categories of Supplemental (SUPP),
Status Change (STACH), or Progress (PROG), which are discussed later in this document. Duplicate
submissions of an Initial PCR may result in PCR validation and notification delays. Submission of PCRs
should be coordinated with unit, command or organization to ensure no duplicates are submitted.

As an emergency capability only, commands may send an encrypted e-mail with pertinent reporting
information to the mill navcas duty@navy.mil inbox. Report should include reporting command
information, and required fields identified in the DCIPS reporting guide (page 5). Additionally,
commands may attach necessary documents to the e-mail. As this is a backup capability, using this
method may result in a delayed response. Please follow up with a phone call.
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Using the PCR/PG2/SGLI
(See MILPERSMAN 1770-030 and NAVADMIN 090/15 for more details on the PCR.)
Locate the following information on the sample PCR on the next page:
1. What are the circumstances of the service member’s death?
2. Who is the POC at the service member’s command?
3. Who is the PNOK? SNOK?
4. Where did the incident happen?
5. Where are the remains?

6. Who is to receive the death gratuity?

~

. Who is the PADD?
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Sample PCR

Field Report Type: INIT

Field Report Number: N47724-FY15-003
Casualty Type: Nonhostile
Casualty Status: Deceased
Casualty Category: Accident
Special Category Special Interest
Multi Casualty:

SSN: 123-45-6789

Last Name: Henry

First Name: John

Middle Name: Patrick

Suffix:

Person Type: Regular

Person Affiliation: Active Duty
Person Category: Obligated/Voluntary Service
Rank: CPO

Grade: E-7

Service: United States Navy

Unit: USS Flattop, Norfolk, VA
UIC: 00000

In Support of Other Service:
Incident Dt: 10 Apr 2015 21:45
Circumstances: Member lost control of motorcycle and hit curb then was thrown from motorcycle. Member
sustained chest trauma.

Inflicting Force:

Was Conflict:

Ops Incident:

Event:

Investigation Required:

Vehicle Group:

Vehicle:

Armor level:

Vehicle Owner:

Position in Vehicle:

Incident City: Norfolk

Incident State: Virginia

Incident Country: United States
Grid:

Lat/Long:

Location:

Diagnosis:

Cause: Accident

Death Dt: 10 Apr 2015 21:45
Death City: Norfolk

Death State: Virginia

Death Country: United States
Died in Medical Facility: Died Outside A Medical Treatment Facility
Continuously Hospitalized: Not Continuously Hospitalized
Race: White

Ethnicity: None

Sex: Male

Religion:

Birth Dt: 20 Nov 1980

Birth City:

Birth State: Florida

Birth Country: United States
Citizenship: United States

DMOS:
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PMOS:

PEBD:

BASD:

Home of Record (City):
Home of Record (State):
Home of Record (Country):
Civilian Employer Type:
Civilian Pay Grade:

Civilian Contract Agency:
Civilian Organization:
DD93/RED Completion Dt:
DD93/RED Review Dt:

SGLI Dt:

Training/Duty Related:
Training Type:

Training Start Date:
Training End Date:

Duty Status: Pass/Liberty
Start Dt:

End Dt:

Retired/Separation Dt:
TDRL/PDRL.:

TDRL/PDRL %:
TDRL/PDRL Dt:
Posthumous Recommend
Date:

Posthumous Rank
Recommended:

Higher Rank Held:

Higher Rank Held From Dt:
Higher Rank Held To Dt:
DG Remarks:

Remarks:

(PNOK) Jane Henry, Hometown Street, Any Town, USA, Spouse
(SNOK) Joseph Henry, Old Road, Another Town, USA, Father.
SVMBR'’s remains are held at Community Regional Medical Center, Any Town, USA. 800-555-1234.
Closed Dt:

User Registration Info:
Name: Jones, Sailor C.
Rank/Grade: CPO - Chief Petty Officer - E07
Phone: 888-555-1234
Email: sailor.jones@navy.mil
Service: United States Navy
Unit: USS Flattop

UIC: 00000

Location:

City: Norfolk

State: Virginia

Country: United States
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Casualty Assistance Calls Officer
Notification Checklist

Notification of Primary Next of Kin

O Time of Notification: Notification will be made between the hours of 0500 and 0000 unless one
of the following circumstances occurs:

o Death occurred in theater during war.
o High media interest.
o Otherwise directed by PERS-00C or regional commander.

O Media Attention: If contacted by the media, have them contact your Public Affairs Officer
(PAO). If your command does not have a PAO, have them contact your immediate superior in
charge (ISIC) PAO.

O In-Person Contact with NOK: Identify and make contact in person with the NOK immediately.
If notification must be made at their place of employment, speak with a manager or someone in
charge. Try to arrange for a private place to make the notification, and arrange to get the NOK
home safely.

o PNOK/NOK language needs. In overseas regions in particular, NOK English
comprehension cannot be assumed. Best practice is to identify possible language barriers
before attempting notification, and arrange interpreter support if possible.

O Notification:
o Identify yourself and present a calling card
o Confirm the identity of the NOK
o Confirm their relationship to the service member
o Ask to enter the home
o Deliver the notification:

=  “On behalf of the Secretary of the Navy, I regret to inform you that your
(relation) died today of (list circumstances as known). I am deeply sorry.”
(specific information can be read from Items Charlie and Delta on the PCR):

O Casualty Details: Provide NOK with reported circumstances of the incident.

O Inform NOK of current location of remains. Update family as the status changes on the location
of their loved one’s remains and the anticipated transportation dates.
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Notification Samples

Identity yourself:

“Mrs. Brown, I am LT Green and this is Chaplain Blue. We have some important
news about your husband CWO Frank Brown. May we speak with you?”

Confirm the identity of the NOK:

“Let me make sure our information is correct. Are you the wife of CWO
Frank Brown who is stationed on the USS Kitty Hawk?”

Ask to enter home: Speak quietly, clearly and slowly. Make every professional effort to obtain approval to enter
their home.

“Mrs. Brown, may we please step inside. We need to speak with you privately.”

Be simple and direct: Avoid euphemism or vague language: Use the word “dead.” The words “death” and
“dead” have a finality that has been found to be helpful for NOK’s acceptance of the loss.

“On behalf of the Secretary of the Navy, I regret to inform you that your husband (CWO Frank Brown)

was in a traffic accident this morning and was reported dead at 8 a.m. I am deeply sorry.”

Make clear and factual statements about the incident (refer to the PCR). Inform the PNOK of the current location
of remains. Inform the PNOK that the American Red Cross can assist with notifying any other active-duty
relatives. Advise the PNOK that a letter of condolence will be forthcoming from the commanding officer, and that
you can assist them in getting the results of any relevant investigations into the death.

*Place of Employment: If notification must be made at place of employment, speak with a manager or someone
in charge. Try to arrange for a private place to make the notification, and arrange to get the NOK home safely.

“Mr. Johnson, I am LT Gray and this is Chaplain Blue. We have some important
information for Mrs. Brown. Is there somewhere that we may speak with her privately?”

NOTE: Do not make the official notification to the manager as you are there to notify the NOK.

Condolence Call. When a notification of death is made by sources other than the Navy, (e.g., hospital staff, law
enforcement, death at home with NOK, etc.) a condolence call is suggested:

"On behalf of the Secretary of the Navy, I offer condolences on the death of your (relation). I am deeply sorry.”

CACO Student Guide 20 Module Two



Notification Visit Continued
(ChecKklist)

O Dignified Transfer of Remains: Ifkilled in action, inform NOK of the details of the dignified
transfer of remains, and obtain preferences for media coverage in accordance with DoDI 1300.18
and the Dignified Transfer of Remains Script from DCIPS. The only forms that absolutely must
be completed on the notification visit is the Dignified Transfer of remains paper work and the
Next of Kin Travel Request, NAVPERS 1770/10.

O Notifying Other Active-Duty Relatives: Inform the NOK that PERS-00C can assist with
notifying any other active-duty relatives.

O Letter of Circumstances: Inform NOK that a condolence letter is forthcoming from the

commanding officer and then follow up with parent command to ensure the letter is prepared and
mailed to NOK within 48 hours.

O Investigations: Advise NOK that investigations will be conducted as warranted, i.e., Line of
Duty, JAGMAN, Aircraft Mishap or police report. Tell them that you can assist them in
completing the requests for this information on a later visit and will keep them apprised of the
status of any relevant investigations.

O Immediate Needs: Inquire as to any immediate needs of NOK (for example emergency financial
needs). Assistance can be obtained from the local Navy-Marine Corps Relief Society and the
American Red Cross.

O Personal Information and Forms:

o Ifappropriate, complete OPNAV 1770/1 and 1770/3 (see below). If not appropriate, get
the following information from the NOK:

= Complete name.
= Correct address and phone numbers.

» If death gratuity beneficiary, get Social Security Number (death gratuity
beneficiaries are indicated on the deceased member’s Record of Emergency Data)

o Consent for the Release of Personal Information, OPNAV 1770/1: If appropriate, obtain
the signature of the PNOK on the form and fax/e-mail it to the regional CAC office and
PERS-00C. Reassure the NOK that if they choose not to consent to the disclosure of their
information, it will not affect processing benefits and other official actions. This form
only restricts the release of information to third-party organizations such as grief
counseling agencies, other non-governmental agencies and commercial vendors.

o Primary/Secondary Next of Kin Information, OPNAV 1770/3: Ifappropriate, complete
the form. Ensure that all blocks are completed to include ZIP code +4 (example: 12345-
6789).

O Death Gratuity (electronic funds transfer): Provide death gratuity recipients with the DD 397
and SF1199A forms to fill out. Get a voided check from the beneficiary’s banking institution.
When completed, fax/e-mail the DD 397, SF1199A, and voided check to your Regional CAC
and forward to PERS-00C after confirmation from your Regional CAC.

O Death Gratuity (paper check only): Follow the procedures in MILPERSMAN 1770-280 to
assist the NOK if the death gratuity is requested to be paid by paper check.
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O If the Casualty is an Officer: Obtain the following information about the deceased member
from the NOK:

o Date of Birth

o Place of Birth

o Religion

o Home of Record

o Place of Entry into the Navy

O Do Not Leave NOK Alone: Before leaving the NOK, ensure that they are not alone. Arrange for
someone to be with them (family, friends, or ombudsman) to provide continuing support and
assistance.

O Arrange Funeral Arrangements Visit: Before leaving, assure the NOK that you will provide
continuing assistance and of your availability. Schedule a visit with the NOK, if they are the
PADD, for the following day to make funeral arrangements.

O CACO Calling Card: Leave several completed CACO calling cards with the NOK.

O NOK’s Intentions; Early Return of Dependents (ERD) for members stationed in an
overseas location.
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Dignified Transfer of Remains Script

RANK AND NAME OF FALLEN: Petty Officer 1 Class John S. Sailor
RELATIONSHIP TO PNOK: Son

PRIMARY NEXT OF KIN (PNOK): Sailor

Sir/Ma’am:

The Department of Defense ensures our Fallen are returned to the United States as soon as possible by way of Dover Air Force
Base, Dover, Delaware. Currently, it is not known when your son is scheduled to arrive. At the time of your son's arrival, a Dignified Transfer
will occur. This solemn and dignified moment embraces the movement of your son in a flag-draped transfer case from the aircraft to an
awaiting transport vehicle. This vehicle departs in silence and proceeds to the Port Mortuary.

The United States Navy will arrange for you and two eligible Family members to travel, at government expense, to Dover Air Force
Base to observe this Dignified Transfer. Please know that the Dignified Transfer will be approximately fifteen minutes in le ngth. Neither you,
nor the members of your party, will be permitted to view or spend time with your son while at Dover Air Force Base. Neither you nor members
of your party will be permitted to enter the Port Mortuary. If you have any questions, we will make every effort to address those concerns.

Your Assistance Officer will be your primary point of contact throughout and beyond this event. Would you like for us to make travel
arrangements for you and two eligible family members to attend the Dignified Transfer at Dover Air Force Base?

[ ] YESTRAVEL [ ] NOTRAVEL [ ] UNDECIDED AT THIS TIME

Designated Traveler (PNOK):

Secondary Traveler:

Third Traveler:

MEDIA CONSENT

Another matter on which | need your decision is media coverage of your son‘s Dignified Transfer. Please decide on one of the following three
alternatives.

1. ___ PUBLIC MEDIA: yes and DVD yes: | choose to have the Dignified Transfer recorded and presented on a DVD: and | AGREE
to; allow representatives from the Public Media to record the event for possible release to local media. | understand that no Family
members are ever seen or identified in this process. An announcement of the Dignified Transfer will be sent to the media outlets and
members of the media may be present, however, they will not be in sight, film, or speak with Family members. (FULL RECORD)

2. PUBLIC MEDIA: no and DVD yes: | choose to have the Dignified Transfer recorded and presented on a DVD; 1 DO NOT wish
to permit any representatives from the Public Media to be present. However, if this option is selected, the internal coverage is subject
to the Freedom of Information Act. This means external media and the general public may request a copy of the DVD. (LIMITED
RECORD)

3. NO MEDIA AND NO DVD: | choose NO recording of the Dignified Transfer. (NO RECORD)

Witnessed Printed Name:

Witnessed Signature / Date:

. This script is printed directly out of DCIPS and will be given to you by your Regional Casualty Assistance Center. Contact PERS-00C as soon as
possible once PNOK decision is obtained. E-mail the above document as soon as possible.
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Death Gratuity Information

The death gratuity is a lump-sum payment made by the Department of Defense to the survivors or other
individuals identified by the service member prior to his/her death while on active duty, active duty for
training, inactive duty for training, or within 120 days after release from active duty if the death is due to
a service-related disability. The amount of death gratuity is $100,000.

A service member may designate one or more persons to receive all or a portion of the death gratuity
payment. The designation of a person to receive a portion of the amount will be identified by the service
member as a percentage of the total amount in 10 percent increments. Any amount not designated by the
member will be paid to or for the living survivors of the member in accordance with existing law and
regulation.

The death gratuity will normally be paid within 24 to 72 hours to the eligible beneficiary, although there
are some situations where it may be delayed (e.g., legal guardianship of minor children must be
established before payment, see below). When discussing the death gratuity payments, assigned CACOs
will explain that electronic funds transfer (EFT) is the primary means of payment. Paper checks will
only be offered as an alternative in the event that the beneficiary requests another form of payment. If
families require any type of special handling, CACOs should contact the regional CAC office or their
case manager for guidance.

Although EFT is the preferred method of delivery, if the beneficiary desires a paper check, the check is
issued by DFAS, which will overnight the check to either the CACO or the regional CAC office.
Whenever a check is issued in lieu of EFT, CACOs will offer to accompany the death gratuity
beneficiary to the financial institution of their choice and provide assistance with the transaction.

CACOs will inform and explain to any beneficiary who receives a death gratuity check that many
financial institutions have policies which preclude immediate access to those funds and that this delay
may range from 7 to 10 business days. EFT payment improves the security and speed by which the
funds are made available to the eligible beneficiary.

CACOs will provide the bank representative and the eligible beneficiaries the following telephone
numbers: (800) 368-3202 (toll free), (901) 874-2501 (Comm), and 882-2501 (DSN) so they can call
24/7 to speak with a Navy Casualty Office representative to verify death gratuity eligibility and the
amount authorized.

CACOs will encourage the eligible beneficiary to seek financial counseling and advice from a duly
licensed source (e.g., Navy Mutual Aid, Navy-Marine Corps Relief Society, their bank/credit union or a
financial counselor). The CACO will offer assistance in obtaining the same, if desired.

Minor Children: Guardianship of the property of a minor child is completely different than
guardianship of the child(ren). The laws of the state the children reside in will determine whether or not
the monies can be delivered. A parent or guardian will be required to go through the local court system
to establish guardianship of the minor’s property. Normally the court will set up a trust fund in the
child’s name with the parent as a guardian of that fund. The guardian can return to the court to petition
for a release of funds as needs arise. “Will” recommendations will be considered during this process. If
the parent or guardian doesn’t desire to have guardianship established, the monies will remain in place
until the child reaches the age of majority, at which time the monies will be awarded and the case can be
closed.
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The Range of Reactions to Notification
Be prepared for a wide range of reactions and responses to the notification. If the NOK remains silent,
then usually it is safe to proceed with details. Reactions include:
Physical Response: Fainting, hyperventilating, nausea, vomiting, cardiac arrest or self-inflicted injuries.
Anger: Rage that may include screaming or attempts to strike the CACO or others.
Uncontrolled Grief and Hysteria: Crying, sobbing, tearing at clothing, pulling their hair.

Apparent Disinterest: Appearance that the news does not affect them (this reaction may be a form of
denial).

Denial: A reaction that does not allow the NOK to process the news. Usually a temporary anesthetic that
allows us to continue to function in the face of events that would otherwise be debilitating.

Block Out: A reaction to an unexpected event that impairs recollection or memory of what was heard or
said. Do not assume the NOK will hear or remember anything you say.

Resentment/Blame: In some cases, the NOK will feel resentment toward the Navy or others and blame
the loss on them.
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Communication Principles

Active listening skills are an effective tool for a CACO. At the time of the initial notification,

communication principles are very simple: speaking softly and calmly, nodding your head to show
acknowledgement, maintaining appropriate eye contact, and using words such as “I see” or “I
understand.”

As your relationship with the family continues, other active listening skills will help:

Minimize internal distractions. If your own thoughts keep intruding, simply let them go and
continuously re-focus your attention on the speaker, much as you would during meditation.

Keep an open mind. Wait until the speaker is finished before deciding that you disagree. Try not to
make assumptions about what the speaker is thinking.

Avoid letting the speaker know how you handled a similar situation. Unless they specifically ask
for advice, assume they just need to talk it out.

Even if the speaker is launching a complaint against you, wait until the speaker finishes before
defending yourself. The speaker will feel as though his/her point has been made. They will not feel
the need to repeat it, and you will know the whole argument before you respond. Research shows
that, on average, we can hear four times faster than we can talk, so we have the ability to sort ideas
as they come in... and be ready for more.

Engage yourself. Ask questions for clarification, but, once again, wait until the speaker has
finished. That way, you will not interrupt his/her train of thought. After you ask questions,
paraphrase what you heard to make sure you understood the speaker correctly. Start with: “So you’re
saying...”

Do not make promises. Do not make promises about benefits. Do not commit to or promise the
NOK anything that cannot be provided or that is clearly outside the jurisdiction of the Navy. You
are not a benefits expert, so during the notification visit it is best to refrain from discussing benefits,
entitlements, and disposition of remains unless specifically requested by the NOK. These issues will
be briefed to you by the RPM and case managers at PERS-00C prior to the benefits visit.
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Barriers to communication can be significant in any situation, but especially under the conditions that
you will be working. Barriers include:

o Expectations: Assumptions a person has made before the communication begins about what will
take place, how another person thinks or feels or how another person will act.

e Self-concept: How we see ourselves affects how we communicate. For example, if you believe you
are less intelligent than the person you are communicating with you may simply accept what that
person says, even if you disagree.

¢ Emotion: How we are feeling affects the way we communicate. A normally calm person who is
able to express ideas rationally may have trouble doing that if he is experiencing a strong emotion
such as grief, frustration or anger. People in the grip of emotion may also have problems hearing
suggestions that do not mirror their point of view.

e Message content: The message content is unpalatable, and the receiver may choose to disregard the
message or turn against the messenger.

e Social Role Assumptions: Differences in rank and rate can lead to perceived differences in social
status. A person may defer to or be less open with people who are perceived to be in a higher social
position or rank.

¢ Gender Assumptions: Similar to expectations, but the assumptions made are based on gender. For
example, women are impractical and emotional; men are unobservant and poor communicators.

e Muddled or Confused Messages: When you are not clear on what you want to say, or when you
give out too much information.

e Unfavorable Channel: Choosing a method of delivery that is not optimal. (Example: having to
deliver notification over the phone.)

e Language: Assumption that the words you use are understood in the same way by the receiver. This
would include use of shorthand and acronyms.

e Unintentional Invalidation: When someone discounts what someone else is feeling or saying.
Dangerous statements include things like, “You’ll find someone else,” or “You’ll get over it,” or
“Come on, it isn’t that bad...” or “You think you’re suffering. When my dog died, I was
devastated.” Or “I know exactly how you feel. When my grandfather passed away, I was lost.”

e Timing is off: When a person is dealing with emergency issues, he/she will not be able to focus on
long-term fixes.

e Discomfort with Silence: When a speaker rushes in because he/she is uncomfortable with silence.
You must recognize the importance of letting people think and letting silence work.

e Diverting: When one speaker moves the conversation to what he or she wants to talk about (“You
think that’s bad, the other day I was ...”)
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Tips for Productive Communication:

e Do not attempt to fix or remedy the situation — it can’t be done. However, you can help pick up the
pieces.

e Do not argue, defend, rationalize or justify.

e Do not minimize or diminish: Phrases such as “It’s for the best” or “You’ll feel better soon” are
often not effective.

e Do not absorb or invalidate.

e Do chunk information into small pieces. Large amounts of information are difficult to process.
Pause after presenting two or three facts.

e Do check for understanding. Do not wait for the NOK to seek clarification. (Example: “Let’s make
sure we have this correct.” Rather than simply asking if there are any questions.)

Do summarize often: Rephrase and summarize key points. (Example: Now, let’s review what we have
said so that I can ensure that we have covered everything or if something needs further explanation.)
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Casualty Assistance Calls Officer
Notification Checklist

Follow-Up to the Notification Visit

O Provide Information to regional CAC office (ROC if after hours): Immediately report the
following by phone

o Date of Notification:

o Time of Notification:

o Verified Name of NOK:

o Address and Phone of NOK:

o Accompanying Chaplain's Name (or service member) (if applicable):

o Social Security Number of NOK (if applicable):

o Preference for receiving death gratuity (if applicable):

O Provide Information to Commanding Officer of Deceased Service Member: Call the
deceased service member’s commanding officer (PCR Item Bravo) and report the date and time
of notification to the NOK.

O MAO/DAO: Ifyour NOK is the PADD, contact the Mortuary Affairs Office or Decedent
Affairs Office for a detailed breakdown of authorized mortuary benefits and guidance.

o Askifthe AFMAO FAQ sheet and acknowledgement is required.

O Advise Others: Keep PERS-00C, other involved CAC offices, and any other CACOs assigned
to this case informed of any issues.

O Additional Administration: Keep accurate and up-to-date case notes in your case file.
o Travel Notes
= Mileage records for travel claims
= Official cell phone calls above normal plan
o Make 2 copies of all documents

= Maintain file copy and give one to PNOK/SNOK
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Casualty Assistance Calls Officer
Notification Checklist

Forms and Information for the Notification Visit available at the CACO resource webpage

Form Name Form Number

CACO Calling Card Template

Dignified Transfer of Remains Script

Next of Kin Travel Request OPNAYV 1770/2
Consent to Release Personal Information OPNAYV 1770/1
Next of Kin Identification OPNAYV 1770/3
Death Gratuity MILPERSMAN 1770-280

Death Gratuity Payment Instructions

Claim Certification and Voucher for Death Gratuity Payment DD Form 397

Direct Deposit Sign-Up Form SF 1199A

Case Contact Information for Notification Visit

Contact Type Contact Information (Name, Phone, Fax, Email, etc.)
American Red Cross Toll Free: (877) 272-7337
Chaplain

Command Information (CO, X0, CMC, etc.)

Decedent Affairs Office

Toll Free: (866) 787-0081

ety iy A (e After Hours Cell: (901) 619-8157

Navy-Marine Corps Relief Society Toll Free: (800) 654-8364

Other CAC Offices/ CACO’s

Regional CAC Office
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Sample Forms
Dignified Transfer of Remains Script
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Sample Forms
Consent to Release Personal Information (OPNAV 1770/1)

FOR OFFICIAL USE OMLY - PRIVACY ACT SENSITIVE
Any misuse or urauthorzed disclosure of this Information OMB 07D3-007E Exp 1273172022
may result In both criminal and civil penalties. OPMAVINGT 1770.1(Seres)

CONSENT TO RELEASE PERSONAL INFORMATION

FRIVACY ACT 3TATEMENT

Aubhorfly: SUS.C. 5013, DeD0 1300.15 Milary Fureral Support; Do0D 130022 Mortuary Affaks Polcy; Do 130018 Personnel Casuaky Mafers, Pollcls, and
Frocedures, Tffice of the Assisfant Secretary of Defense Memomndum, Subject Defense C n Processing Sy , dated Ot 22, 1559; EO 5257 (58M),
28 amended; and SORM ADEDD-8-1c AHRC Dol

FPurposs: To prowide Dol wilh 3 singls joint mifary cxsuaky information procsssing system; o provice support for e manspement of casualy and moruary affairs by the
Bervices Casualy anad Moruary Affars Cifices; fo respond %o Inquines; o provide siatistical dala comprising type, rumber, placer and cause of iIncident o Dol Sendces’
members, and b support the families of serdoe members. To obisin consent to rejexse personal Information of e nexd of Knoof Serdce Members. who ars Doty Stahis
Whensabouls Unknown (DLISTWIUN, missing, or deceased.

Rowfine Usss- |n addiborn by those discosunes generally pemmiSed under THe S LIS Code Saclion S52a0) of the Privacy Actof 1974, these records contained Sensin may
specifcaly be disciosed outside e Dol as & roubine use pursuant io Tile S US Code Secion S52aib 3} as follows: Information from these records may be disciosed 1o
the Cepafment of Vetsrans AfTairs, and offher Federal agencles in conrecfon with =igbility, notficalion and assktance in oblaining benefis due, bo thind parfes offering
privale wicim rellef and condolences as & nesult of a Sereice Kember's death.

Disolosure: ‘voloniary. However, fallure jo provide the requested infomeabion may couse payments of benefis and sndliements o be delayed.

ADBENCY DISCLOMURE MOTICE

‘The public reporting burden for this collaclion of irformation, OB 0T03-007E), 13 esdmated o aversges two (2] hours per response, Including he Hme for revlewing
Imziructions, saarching exisfing dats sources, gathenng snd maintairing the dala reeded, snd completing and reviewing fhe collechon of indonmsfion. Send commenis
reganding the burden estimale or busden reduction suggesions to the Depariment of Defiense, Washingion Headquariers Senicss, ot wihs.mc-alex #5d mibe dd-dod-
Irfomeation-coliecionsdmal.mi. Respondents should be mware hat notaihsiancing ary other provision of I, ro person shal be subject o any penaly for talling o
comply Wit a colleclion of information it do=s not display a currently walld 08B control rember.

AUTHORIZATION ETATEMENT

| herelry avihorize e ULS. Mavy, hrough E agents incduding my Casually Assisiance Calls Cflcer, fo release the personal inflonmeafion as identfed for fhe Individuals lsied
biow: to any Individuals) or ongantations), to nchade Members of Congress, making an offer of support and condolences Inthe form of Iefisrs. gifs, granis and finandal
relief. | understand fhis avthorzation may be nevoked at any Gme, § reguesbed I wriling by me, except fo the extent fhat aciion has alb=ady been laken. | am e indvidual,
1o whom the requesied information or record applles, or the parent or l=gal guardizn of a minor, or the legal guardlan of a legally Incompeient adult o whom fhe reguesied
rfomeation or record appiles. Exch lagaly competent sdull jover the sge of 18) misst compiets 2 separale tom and provide his or her signatrs.

D 1 DO MOT autharize @sclosure of my contact informiation.

ADD ROW DELETE ROW
HName Address Phene Murnber
Name {Please Type or Prini: Sigrature: Date:
OPNAV 1770 (NOW 2019) FOR DFFICIAL USE OMLY - PRIVACY ACT SENSITIVE Page 1.of 1

ATy milsuse ar unauthorized Msciosure of this Information
may resull In both criminal and civil penallies.
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Sample Forms

Next of Kin Travel Request (OPNAV 1770/2) Page 1 of 3

Any misuse or urauthorzed dsciosurs of this Information
miay result In both criminal and civil penalties.

OMS D703-007E Exp 1273112022
OPMAVINST 17700 1{Serles)

NEXT OF KIN TRAVEL REQUEST

FRIVACY ACT STATEMBENT

as amendsd and SORN ADED0-5-1c AHRT Dol

Whensabouts Unknown (DUSTWUN), missing, or deceases.

Auwthority: 5 UEC. 5013, DoDD 1300.15, Miltary Funeral Support; DoD0 130022, Mortuary Affairs Paollcy; DolDi 130018, Fersonnel Casuaky Mafers, Polickes, and
Procedures; Difce of e Assisiant Secrefary of Dedenses Memomndum, Subject: Cefenss Casually information Processing System, dafed Oct 22, 1555; EO 9357 (58M),

Furposs: To provides Dol with & single joind miliary casuaky nformabion processing sysiem; fo proside suppord fior e manapement of canalfty and morbsary aflais by the
Bervices Casunky and Mortuary Afals Sflices; o respond o Inguires; to provide stabisbical dain comprising Bype, member, place and casse of Inddend o Dol Servioes”
members; and fo support fhe Tamilies of sendoe members. To oblain consent fo release personal Information of #he next of Kin of Serdce Members who are Duty Siabes

Rowtine Uess In addiion io thoss disciosurss peneraily permited undes THis 5 US Code Section S52a{b} of fne Frivacy Act of 1574, Hhess reconds conained Sensin may
specifically b= dlsciossd pulside the Dol as & noufine wse pursuant o TiHe S LSS Code Secion S52ae){3) as follows: Infommation from thes= records may be discdos=d ko
ihe Dieparmment of Veterans Affais, and ofver Faderal agencies In conneclion wih eigiity, notifcasion and assistance in cbiaining benefBs dus, o third paries ofering
private vicim rellel and CoRGoIEncEs as & resul of 8 Bardce Memibers deatn.
Disolosure: Vohntary, Howsverfalure o provide e requested Informadion may causs payments of benefls and enfisments o be delayed.

AGENCY DI2CLOTURE HOTICE

Thie publlc raparing benden for this collection of infomation, GMB 0703-D07E] [s estimat=d fo aversge o () hours per response, Including ihe Bme for revizsing
Instructions, ssarching existing data sowrnes, gathering and maintining he dala nessded, and competing and reviewing the coleciion of Imlormation. Send ommernts
regarding the burden estimate or burden reduction suppesiions o the Depardment of Defense, Washingion Headquariers Sendces, at wis. mr-alex esd mbw dd-dod-
Informetion-coliecion=imall mil. Respondents should be awane thet robwiistandng @y olber provision of law, no person shall be sublect i any penaky for falling o
comply wih a collection of informabion H it does not display & currently valid S&B contnol number.

1. S2nvice Member's Entire Full Name (Last, First, Lidove)

2. Dale of Request:

SECTION 1: INFORMATION OF TRAVELER

3

[ mr
[ =
[] MRS

Full Legal Name of Traveler qasr, Frs, yidde);

4. Dake of Birthc 5 Full 33N:

7. Relatonship to Service Member: | 8. Telephone Mumber:

0. Address [Strest Addrees, Cly, Stale, and Zip Codesd):

10. E-Mall Address:

T1. 15 Traveler In the Defence Travel Sysiem [O75)7

[] res ] we

IT YES proceed o figld 12, FNO proceed 1o Section 2 field 13

12 15 Traveler || Miltary or [_| DoD Employee? Provice Command
Trawel Coordnator Cantact imfomation below:

SECTION 2-

TRAVEL 5

FECIFIC INFORMATION

13. Purpose of Travel fe Funrsl Monerisl, Digngfed Trasgr
il Traveil;

14. Date of Event

15, Location of EVent jiy and Srse: Ifappiiceble, neme of

Camesenil:

16. Traweling via persanally awned venicie (POV)?
[ re= [ nwo

If YES, Indicate as driver ar passenger:
[] oriveER [] passenceR

17. Travelng via commencial arine?
[] ¥Es L] no

If YES, was Night scheduled by LS. Navy or traveler:
[ us. nawr [] TRAVELER

138. Prefered Alnport for Departure 1o Event:

19. Diate and Time of Deparbure:

20. Traweling via POV to Alport?
[]re= [ uo

If YES, Indicale as driver ar passenger:
[] oRINER [] PASSENGER

21. POV parked at Alpert?

0] ves [ wo

22, Prefemed Alnport for Amival to Event

CPNAY 17702 (RO 2019)

FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE

23. Date and Time of Retum:

Page 1073

Any misuse or urEwhonzed dsclosure of this Infermation
may result In both crminal and civil penalbies.
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Next of Kin Travel Request (OPNAYV 1770/2) Page 2 of 3

FOR OFFICIAL USE OMLY - PRIVACY ACT SENSITIVE

Ay misuse of unawtharzed disclasure of this Informatian OMB O703-0075 Exp 12/31/2022
may result In both criminal and civll penalties. OPMAVINGT 1770, 1 Seres)

Addiional Iinformation:

* Casuaky Ascisiant Call OfMcer provides fravel clalms and recelpts to Mavy Personnel Command (PERS-00C) upan compistion of trawel Squidabion,
# separate travel claim must be completed for each traweler, Including MINOTS. (Farents are awthorized 10 Sigy favel Cims for he minos, )

* Al recelpts must be in the travelers name.

* Wnen POV Is uilized, mileage will be computed per Defense Travel System (DTS) charts.

* Relmbursament for Geif-procured airfare and indging wil be ImHed to govemment cost.

* Renial cars are not an authorized expense.

* Travel I aunorzed fram resinence fo event sHE and back. Travelers are nat auihanzed to wsit aiher ocalions at govemment expansa.

* Electronic Funds Transfer (EFT) InSormaion must be provided a6 50an a5 pessible for relmbursement uniess payment ks requesied by chaok,

OPBAY 177002 (MO 2013) FOR OFFICIAL USE OMLY - PRIVACY ACT SENSITIVE Page 2 0l 3
Ay misuse oF unauthorzed disciosune of this Informatian
My result In both criminal and oivil penalties.
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Next of Kin Travel Request (OPNAYV 1770/2) Page 3 of 3

Any misuse or unauthorized disclosure of this information OMB 0703-0076 Exp 12/31/2022
may result in both criminal and civil penalties. OPHAVINST 1770.1(Series)

NEXT OF KIN TRAVEL REQUEST INSTRUCTIONS

Field 1 Service Member's Full Name: Enter Last name, first name, and middle name of the ill, injured, or deceased
sailor.
Field 2 Date of Request: Enter date the traveler completes the form. Date format DD Mmm Y'Y

Section 1: Information of Traveler

Field 3 Full Legal Name of Traveler: Check the block that applies to the traveler, enter last name, first name, and
middle name of the traveler.

Field 4 Date of Birth: Enter traveler's date of birth. Date format DD Mmm Y Y™™

Field 5 Full SSN: Enter traveler's full SSN number

Field 6 Gender: Enter traveler's gender. (Male/Female)

Field 7 Relationship to Deceased: Enter traveler's relationship to the ill, injured or deceased sailor (i.e., Spouse,
Mother, Father, Brother, Sister, Child, Etc..).

Field 8 Telephone Number: Enter traveler's phone number (format 999-999-9999).

Field 9 Address: Enter traveler's full home address.

Field 10 E-Mail Address: Enter traveler's full e-mail address.

Field 11 Is Traveler in the Defense Travel System (DTS): Check either "Yes” or "No” check box. If "Yes" proceed to
filed 12, if "No" proceed to Section 2 field 13.

Field 12 Is Traveler Military or DoD Employee? Provide Command Travel Coordinator Contact Information below:
Check either "Military" or "DoD Employee” check box. Enter traveler's Command Travel Coordinator contract
information.

Section 2: TRAVEL SPECIFIC INFORMATION

Field 13 Purpose of Travel: Enter purpose of travel (i.e. Funeral, Memorial, Dignified Transfer, Bedside Travel, etc.,).
Field 14 Date of Event. Enter date if the event from field 13.

Field 15 Location of Event: Enter the city and state where the event from field 13 is to be held, if applicable, enter name
of Cemetery.

Field 16 Traveling via persconally owned vehicle (POV)? If "YES", indicate as driver or passenger.. Check either "Yes"
or "Mo" check box, if check "Yes", check either the "Driver" or "Passenger" check box.

Field 17 Traveling via commercial airline? If "YES", was flight scheduled by U.S. Navy or traveler: Check either "Yes"
or "Mo" check box, if check "Yes", check either the "U.S. Navy” or "Traveler" check box.

Field 18 Preferred Airport for Departure to Event: Enter name of airport, city and state.

Field 19 Date and Time of Departure: Enter day and time traveler wants to leave (format MM/DDMNYYYY, 0000).

Field 20 Traveling via POV to airport? If "YES", indicate as driver or passenger.: Check either "Yes" or "No" check box,
if check "Yes", check either the "Driver" or "Passenger” check box

Field 21 POV parked at Airport?: Check either "Yes" or "No" check box.

Field 22 Preferred Airport for Arrival: Enter name of airport, city and state.

Field 23 Date and Time of Return: Enter day and time traveler wants to travel back to place of departure

(format (MMYDD/YYYY 0000)

OPMNAW 17702 (NOV 2019) FOR OFFICIAL USE OMLY - PRIVACY ACT SENSITIVE Page 3 of 3
Anmy misuse or unauthorized disclosure of this information
may result in both criminal and civil penalties.
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Sample Forms
Next of Kin Identification (OPNAYV 1770/3) Page 1 of 3

OME 070300768 Exp 12031/2022
OPMAVINST 1770.1 (Senes)

MEXT OF KIN IDENTIFICATION

PRIVACY ACT ESTATEMENT

HAuthortty: 5 U.EC. S701; and STOZ =t seq. Travel, Tmrsportafion and Subsisi=ncs; 10 W.5.C. 2631-2635 and Chapber 7; 37 U.S.C. 404, Trawel and Transportabon

Allaances-General 10 U200, J631-2635 and Chapter 7; 37 ULE.C. 404, Travel and Transp , ard E.O 9357 {22N], a5 amanded; and IORN
MIDSESDH1.

Purposs: To provide oficial ravel semvices: for iztion; to andhorize or deny fransportation; and otherwise manape e Navy-wide pass=nger
fFransporiation sysiem. Informadion is also used for asdll or res=anch purposes o obialn background information'dats

FRoutine Boes: bfomation may be discliossd o officlals and empicyees of other and a of the we Eranch of govErnmEent, upon request, in e

pesformance of thelr officlal duties redated 1o the prowision of ransponiation; diplomatic, ofclal, and other No-COSt DASSDOME: and visas bo subiect Inaly iduals.
To Forsign embassies, egpstions, and corsular offices fo determine silgibliity for visas o respeciive coundres, Hvisa s nequired.
To Commerdial Camiers prowviding tansportation o imdividuals whose= applicaions are prooessed through fhis system of recormds.

When requined by Federal statufe, by Execsiive Order, or by realy, personned recond informadion will be disclosed to Se individual, or . g apency as
PRECESSAry.

Disol ;O e af I Iz wolsntary; kowever, Talkere bo prowide She requesied Informalion may delay or Hmedy auths of travel
enilements

AGENCY DIZCLOIURE HOTICE

The pubic reporfing burden for this collection of Informafion, OME 0783-0474d], Is =stimated fo aveage tao {2 hours per response, including the tme for reviewing
Insinacfions, searching exisiing data sources, gathering and maintaining the data nesded, and completing and reviewing She collecton of informadion. Send comments
rEgarding the Dursen estimabe cr burd en FedEcSon Suggestions 5o the Depariment of Defense, Washington Heasquarsrs Services, af whs . mc-aiex. esd_moE. dd-sod-
Information-colectons@mailmil. Respondents showld be aware St noswEnsSsnding any ofher provision of e, mo person shall be subject B0 any penaiy for falling to
compdy with a collection of Informagion ® It does not display & cumenty walld OME confrol numkser.

Mexit of Min Information is required of the Service Member’s Parents, Minor Children, and Al Oithers receiving benefifs.

1. Region: 2 Submitted By 3. Submnit Dabe

4. Decedent’s Endire Full Mame ;Last, Frs2, anigoe):

SECTION 1 - NEXT OF KIM INFORMATION

L Dm Full Name iLa s, First, §kddie):
[ ms
DNRS

6. Relaticnship to Deceased: T. Date of Birthc 8. Full S5M: B Moiification Time'Date: 10. Motified by:

11. Address (Sireet Address, Sy, Stade, and Zip Code+4)0

Address Type: [[] Base/Military Housing [[] Centract or Leased Housing [[] Privately Owned Housing

12. Home Telephone Mumber: 13. Cel Phone Mumber: 14, Work Telephone Mumber:

SECTION 2 - CACO INFORMATION

15 CACO Full Name rLas, First, M) 18, Duty Station:

17. Aaddress (Sireet Address, City, Stade, and Zip Code 41

Auddress Type: [[] Personal Address [[] official Address
18. Home Telephone Murmber: 18, Call Phone Mumber: 20. Work Telephone Mumber:
OPMAV 177003 (MO 20120 FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE Page 1of3

Any misuse or unauthorized disclosure of this information
may result in both crimimal and civll penalties
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Next of Kin Identification (OPNAV 1770/3) Page 2 of 3
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Next of Kin Identification (OPNAYV 1770/3) Page 3 of 3

COME DT03-D078 Exp 1203172022
OPMAVINST 17701 [Series)

INSTRUCTIONS FOR OPNAV 1770/3 NEXT OF KIN IDENTIFICATION

Block 1 Region - Enter region in which next of kin lives.

Block 2 Submitted By - Enter name of the Casualty Assistance Calls Officer.

Block 3 Submit Date - Enter date submitted by Casualty Assistance Calls Officer (DD MMM YY)

Block 4 Decedent's Entire Full Mame - Enter last name, first name, and middle name of the deceased Sailor.

Section 1 Mext Of Kin Information

Block 5 Full Mame of Mext of Kin - Check the block that applies to the next of kin, and enter last name, first name, and
middle name of the next of Kin.

Block 6 Relationship to Deceased - List specific relationship to deceased (e.g. Spouse, parent, step-parent, child,
sibling, step-sibling, etc.)

Block 7 Date of Birth - Enter next of kin's date of birth (DD MMM YY),

Block 8 Full SSN - Enter next of kin's full social security number.

Block 9 Notification Time/Date - Enter time/date of the in person CACO notification (0000/DD MMM YYYY).

Block 10 Notified By - Enter name of person who nofified next of kin (May be different than CACO).

Block 11 Address (Sireet Address, City, State, and Zip Code+4) - Enter next of kin home address, check applicable
check box for address type.

Block 12 Home Telephone Number - Enter next of kin home telephone number (if applicable).

Block 13 - Cell Phone Number - Enter next of kin cell phone number (if applicable).

Block 14 Work Telephone Mumber - Enter next of kin work telephone number. Mot required, if next of kin does not wish
to be contacted at work.

Section 2: CACO Information

Block 15 CACO Full Name - Enter full name of the CACO (Last name, first name, middle name).

Block 16 Duty Station - Enter the CACO's duty station.

Block 17 Address (Sireet Address, City, State, and Zip Code+4) - Enter CAF:O's full address, check applicable check
box for address type.

Block 18 Home Telephone Mumber: Enter COCO’s home telephone number (if applicable).

Block 19 Cell Phone Number - Enter CACO's cell phone number (if applicable).

Block 20 Work Telephone Mumber - Enter COCO's work telephone number including extension.

Section 3. Dependent Child{ren) Information - If under the age of 19 or legally incompetent, in the fields provided, Enter:

Full Mame of Dependent Child - Enter last name, first name, and middle name of the child.

Date of Birth - Enter child's date of birth (DD MMM Y%YY).

Full 35N - Enter child’s full social security number.

Legal Guardian/Custodian Mame: Enter full name of legal guardian/custodian name (Last name, first name, middle
names).

Section 4. Regional Coordinator Verification of Mext of Kin Information
Regional Coordinator Name and Rant - Enter last name, first name, and middle name and rank of regional coordinator.

Signature Date - Enter date of regional coordinator's signature.
Regional Coordinator Signature - Regional coordinator signature.
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Sample Forms
Claim Certification and Voucher for Death Gratuity Payment (DD form 397) Page 1 of 3

Prescribed by: DoD 7000 14-R

CLAIM CERTIFICATION AND VOUCHER FOR 1. BUREAU VOUCHER NO. | 2. D.0. VOUCHER NO. No. 07300017
DEATH GRATUITY PAYMENT OMEB approval expires
(10 U.S.C. 1475-1480 and regulations pursuant thereta) 20210228

Return completed form to the appropriate Service Casualty Office or contact the Service Pay or Finance Office for direction on where
to submit your completed form. DO NOT return your form to the address in the paragraph below.

The public reporting burden for this collection of information is estimated to average 30 minutes per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding the burden estimate or burden reduction suggestions to the Department of Defense, Washington
Headquarters Services, at whs_mc-alex_esd mbx dd-dod-information-collections@mail. mil. Respondents should be aware that notwithstanding
any other provision of law, no person shall be subject to any penalty for failing to comply with a collection of information if it does not display a
currently valid OMB control number.

PRIVACY ACT STATEMENT

AUTHORITY: 10 U.S.C. 1475-1478, Death Gratuity, et al. ; DoD 7000.14-R, Vel TA, Chapter 38, Financial Management Regulation; and E.O. 9397 (SSN), as
amended.
PRINCIPAL PURPOSE(S): To record the name and address of the designated beneficiany(ies) or next-of-kin eligible to receive the death gratuity payment for
the deceased service member, in accordance with a finding by the Secretary of the Service concerned, and to maintain a record of the disbursement of these
benefits.
ROUTINE USE(S): To the Treasury Depariment to provide information on check issues and electronic funds transfers. To the Internal Revenue Service to report
taxable eamings and taxes withheld, accounting, and tax audits, and to compute or resclve tax liability or tax levies. Additional routine uses are listed in the
applicable system of records ru:mcee T7240, Defense Joint Military Pay System-Active Component (http:idpcid.defense.gov/Privacy/SORNsIindex/DOD-
Mmmmmmmmzm 17344 Defense Joint Military Pay System-Reserve Component (httpaidpcld.defense.gowviPrivacyl
icle 3 -_.} MD1D40 3, Manne Corps Manpower Management Information System Records (hitfpa/

- = p 40-3/); TT320a, Deployable Disbursing System (hitp/
dpcld defense gcw.fPnval:y.rSORNslrl:lex.l'DOD—\MdB—SORN—ArIIcIe—\-'lew!AmcIeJﬁTm 79&7320&!} Tro0E6, Au‘lumatad Disbursing System (hifpa//

5 = g A ey AT 06, T?34Th Defense Military Retiree and Annuity Pay System
Remrds (m chd defense goan\fac‘wsDRNsInd&xJDODMldB—SORNMde—Vew!ﬁmcle.l'S?lH!lEJt?M?hﬂ
DISCLOSURE: Voluntary; however, failure o provide the requested information may impede or delay the processing of this claim.

MNOTE: Penalties for presenting false claims or making false statements in connection with claims may include criminal fines or imprisonment of
up to 5 years per incident and civil fines in excess of $10,000 (False Claims Act, as amended, 31 U.S.C. Sections 3729-3733 and 18 U S.C.
Sections 287 and 1001).

3. APPROPRIATION SYMBOL AND TITLE 4. PAID BY

5. PAYEE NAME a. ADDRESS b. CITY c. STATE d. ZIP CODE
[

6. SERVICE MEMBER (Last name - First name - Middie iniial) 7. SSN (DoD ID for USMC Only) 8. GRADE

9. PLACE OF DEATH 10. DATE OF DEATH 11. DUE PAYEE

12. CERTIFICATE OF PAYEE FILING CLAIM UNDER SURVIVOR PRECEDENT LIST MANDATED BY LAW (FPilace an "check” in one of the
following boxes, according fo your relafionship fo the decedent)
| certify that | have not received gratuity pay/ that | am applying for under the survivor precedent list and | am:

] a [] miswioow [ | HERWIDOWER (Complete anly Block 15 and have Block 15 signed by fwo certifying withesses.)

A CHILD OF THE DECEDENT OR DESCENDANT OF A DECEASED CHILD AND THAT THERE IS NO WIDOW/(ER) SURVIVING; THAT THE
CONTENT OF BLOCK 13 IS ACCURATE AS SHOWN. (If payee is & minor af the fime of preparation of this form, Block 15 must be compiefed by

’_| b. the duly appointed guardian and documerntary proof of guardianship furnished. Complete Blocks 13 and 15 and have Block 15 signed by fwo
certifying witnesses)

THAT THERE IS NO WIDOWI(ER), OR CHILD SURVIVING. (Complefe Blocks 13 and 15 and have

|: ke LI FATHER E MOTHER Biock 15 signed by two certifying witnesses. )

DULY-APPOINTED EXECUTOR OR ADMINISTRATOR OF THE ESTATE
'OF THE PERSON

OTHER (next of kin of the member entitled
under the laws of domicile of the member af

e the time of the member's death), Indicate relationship

DD FORM 397, OCT 2019 PREVIOUS EDITION IS OBSOLETE. Page 1 of 3
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Claim Certification and Voucher for Death Gratuity Payment (DD form 397) Page 2 of 3
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Claim Certification and Voucher for Death Gratuity Payment (DD form 397) Page 3 of 3

Prescribed by: DoD 7000.14-8

INSTRUCTIONS

=Y

. BUREAU VOUCHER NUMBER.

2. D.0. VOUCHER NUMBER

3. APPROPRIATION SYMBOL AND TITLE
4. PAID BY

5. NAME AND ADDRESS OF PAYEE. Enter the full name and
address of the person to whom payment will be made. When a
minor child is a designated or *undesignated beneficiary, payment
will be made according to the provisions of the Depariment of
Defense Financial Management Regulations (DoDFMR), Volume
TA, Chapter 36 at hitp://comptroller.defense.govifmr/current/07a/
Volume 07a.pdf. The individual determined by this regulation
should be entered here. *Mon-designated beneficiary results when
the service member dies without designating beneficiaries and the
survivor precedent list, as described in Chapter 36 of the DoDFMR,
Volume TA, is followed.

6. SERVICE MEMBER. (Last Name, First Name, Middle Initial).
Enter the full name of the decedent.

7. SSN (DoD ID for USMC Only). Enter the Social Security Number
of the service member (decedent). For USMC Only, please use
DoD ID number

8. GRADE. Enter the pay grade of the service member at the time of
death, if known (e.g. E-4, 03). If not known, office or enlisted is
sufficient.

9. PLACE OF DEATH. Enter the place where the service member
died.
10. DATE OF DEATH. Enter the date of service member's death.

1

=

. DUE PAYEE. Enter the amount of death gratuity for which you (or
the minor child) are entitled.

1

i)

. CERTIFICATE OF PAYEE FILING CLAIM UNDER SURVIVOR
PRECEDENT LIST MANDATED BY LAW. Place an “X" in the
block that applies to you {and the minor child, if applicable).

a. WIDOWMWIDOWER. (If this is the only block you “X*, proceed
to block 15).

b. A CHILD OF THE DECEDENT OR DESCENDANT OF A
DECEASED CHILD AND THAT THERE IS NO WIDOW(ER)
SURVIVING. (If child is a minor, guardian must sign in block 15b
and have two witnesses complete blocks 15b(1) and
15b(2) and provide a certified copy of the appointment paper if a
guardian of a minor child, or children, has been appointed by the
court (as distinguished from being awarded physical custody).

¢. THE FATHER/MOTHER OF THE DECEDENT. (If you "X this

block, you are also certifying that there is no surviving widow{er)
or child).

d. DULY-APPOINTED EXECUTOR OR ADMINISTRATOR OF
THE ESTATE OF THE PERSON.

17. PAYMENT.

e. OTHER. (next of kin of the person entitled under the laws of
domicile of the person at the time of the person's death). Indicate
relationship.

13. CHILDREN OF DECEDENT. Only fill in if claim is on behalf of a
child of the decedent.

14. CERTIFICATE OF PAYEE FILING CLAIM AS A DESIGNATED
BENEFICIARY (a member may designate on the DD93 one or
more persons to receive all or a portion of the amount payable).
Indicate your relationship. If a member designates only a portion

of the amount payable, then the remaining amount of the death
gratuity not covered by a designation will be paid following the

survivor precedent list, as described in the DoD FMR, Volume TA,
Chapter 36.

15. CERTIFICATE OF WITNESSES TO SIGNATURE OF PAYEE.
To be completed by payee and witnesses.

16. ADMINISTRATIVE STATEMENT.

a. TYPED NAME. Type the name of the individual who verified
the eligibility of the beneficiary.

b. TITLE. Title of the individual who verified the eligibility of the
beneficiary.

c. SIGNATURE. Signature of the individual who verified the
eligibility of the beneficiary.

d. DATE. (YYYYMMDD)

a. PAID BY CHECK DRAWN IN FAVOR OF PAYER NAMED
ABOVE

(1) Check Mumber.
(2) Amount of Check.
(3) Date of Check.

b. ELECTRONIC FUNDS TRANSFER (EFT). Complete financial
institution information for payee.

(1) Banking Institution. Enter the name of the payee's financial
institution here.

(2) Account Number. Enter the payee's account number
where the payment should be deposited.

(3) Routing Number. 9-digit identification number unique to the
payee's financial institution (printed on checks issued by the
financial institution or otherwise available from the financial
institution).

DD FORM 397, OCT 2019

PREVIOUS EDITION IS OBSOLETE.

Page 3 of 3
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Sample Forms

EFT Death Gratuity Payment Form (Direct Deposit)

EFT DEATH GRATUITY PAYMENT FORM

Privacy Act Statement:

Authority: USC 5701,37 USC 404-427, EO 9397, 31 USC 3322, 32 CFR 209 and/or 210.
Principal Purpose(s): Used for payment of death gratuity. SSN is required for payment of
benefits. The information is confidential and is needed to prove entitlement to payments.
The information will be used to process payment data from the Federal agency to the
financial institution and/or its agent.

Routine Use(s): To provide financial institution information for payment of benefits via
electronic funds transfer.

Disclosure: Voluntary; however, failure to furnish information requested may delay or
prevent the receipt of payments through the EFT/DDS programs.

Name of Beneficiary: SSN:

*****+*xEFT/DDS payments please provide the following informatiomn ks xx
Account Type (circle) Account Number

CHECKING SAVINGS

Name of Financial Institution Financial Institution’s Routing Transit Number (RTN)

#
Note: RTN is available on the bottom of

Your checks or from your financial institution

Signature: Date:
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Terminology Review

Match the terms with the correct definition.

1. Bedside Travel

2. Death Gratuity

3. OPNAV 1770/1

4. OPNAV 1770/2

5. Other Next of Kin (ONOK)

6. Page 2

7. Person Authorized to Direct

Disposition (PADD)

(PCR)

A. A person, usually the PNOK, who is authorized

8. Personnel Casualty Report

9. Primary Next of Kin (PNOK)

10. Secondary Next of Kin (SNOK)

11. Dignified Transfer of Remains

12. OPNAV 1770/3

to direct disposition of human remains. Service
members will identify this individual on their DD
Form 93. If the identification of this person is not

listed by the service member, then the position is

recognized in the following order: surviving spouse,

children who have reached the age of majority,

parents in order of seniority, etc.

B. The person most closely related to the casualty, usually the
un-remarried surviving spouse (does not include one who
obtained a divorce from the decedent at any time). This person
is also usually the PADD. If there is no surviving spouse, others
are recognized in the following order: Natural and adopted
children, parents, blood or adoptive relative with legal custody,
siblings, grandparents, other relationships of legal age, persons
standing in loco parentis, remarried surviving spouse. See DoDI
1300.18 for more details.

C. Consent for Release of Personal Information.

D. Could be grandparents, stepparents, stepbrothers and
stepsisters.

E. In those military VST or SI cases in which a competent
medical authority requests the presence of NOK at bedside, the
casualty office of the military service concerned shall be the
final approval authority and shall assist in arranging appropriate
government- funded invitational travel in accordance with
paragraph U5246 of the Joint Federal Travel Regulations
(Reference (s)).

F. Next of Kin Travel Request

G. Includes minor children who reside outside the immediate
household of the member, parents (if not listed as PNOK), and
any relative or friend named on the NAVPERS 1070-602,
Dependency Application/Record of Emergency Data or DD 93,
Record of Emergency Data (if listed to receive Death
Gratuity/unpaid pay and allowances, SGLI). If the member
does not have a spouse, the eldest adult child is PNOK and all
other children are SNOK.

H. One-time non-taxable payment to help surviving family
members deal with the financial hardships that accompany the
loss of a service member.

L. The process by which the Department of Defense moves
transfer cases containing human remains from one conveyance
to another

J. Primary/Secondary Next of Kin Information Form.

K. Service member’s Dependency Application/Record of
Emergency Data.

L. The initial report that records the casualty and all relevant,
known information. At a minimum, a PCR should include type
of casualty, rank, name, Social Security Number, location of
the body and factual circumstances. PCRs should be submitted
within 4 hours by the commander, commanding officer (CO) or
immediate superior in command (ISIC) of a member who
suffers a casualty.

Module Two
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Module Learning Objectives:

Using the CACO Checklist, the learner will identify the funeral arrangements to be discussed with the
PADD.

Participating in the “Quick Quiz” the learner will correctly identify options for the disposition of remains.
Using the Risk Factors for Complicated Bereavement, the learner will have the ability to identify
complicated grief issues and recommend appropriate referrals.

The learner will demonstrate knowledge of CACO terms by correctly completing the matching exercise
or other review activity.

The learner will apply the appropriate steps, reports, and information of the Funeral Arrangements Visit
to a group case study.

References:

DoD Instruction 1300.18, Department of Defense (DoD) Personnel Casualty Matters, Policies and
Procedures (Jan.8 2008, incorporating change 1, Aug. 14, 2009).

DoD Instruction 1300.15, Military Funeral Support (December 27, 2017).

MILPERSMAN 1770 Series.

NAVMED P-117, Manual of Medical Department

NAVSO P-6034, Joint Federal Travel Regulations, (JFTR) Volume 1.

CNIC Instruction 1770.1B, Funeral Honors Support Program (7 April 2020)
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Terminology:

Statement of Disposition of Military Remains (DD Form 3045): Person authorized to direct
disposition (PADD) completes this with the assistance of the CACO. It indicates funeral
arrangement preferences.

Mortuary Affairs Office (MAO): This office ensures prompt and uniform death benefits are
provided to all Navy beneficiaries worldwide:
o Morticians are available 24 hours a day to provide benefits guidance and technical
assistance to funeral directors and CACOs, or to answer any questions that may arise.
o Coordinates the Navy's Burial-At-Sea program.
Navy morticians (both military and civilian) are assigned to Navy Casualty with duty
locations at PERS-00C in Millington, TN, Dover Port Mortuary at Dover AFB, DE, and
USMC Casualty Branch at Quantico, VA.

Decedent Affairs Office (DAQO): This office provides support for the identification, care and
disposition of remains of deceased persons for whom the Department of the Navy is
responsible. Service includes:
o Obtaining proper authorizations for autopsy.
Preparation and submission of Death Certificates.
Preparation of remains.
Advice and counsel to CACOs.
Advice and counsel to eligible family members.

o O O O

Escort:

1) Military: A uniformed member (e.g. member of the deceased parent branch of
service) of appropriate grade who accompanies the remains of a deceased member from
the servicing mortuary to the place of burial or interment.

2) Special: A military member (e.g. any branch of service), a family member or a friend
of the family specifically requested by the PADD to escort the deceased member’s
remains.

Planeside Honors: A simple ceremony to observe the transfer of the flag-draped casket
from the airplane to ground transportation at the final destination. To the maximum
extent possible, small honor guards will render appropriate honors plane-side at the
arrival airports for all fallen active-duty service members.

Memorial Service: A service with military participation may be held for deceased members
whose remains are not recoverable. At the completion of such services taps will be sounded and
the pre-folded flag will be presented to the next of kin by the Navy representative.

Unit Memorial Service: A ceremonial command program that honors the service of deceased
Military Service members and offers support to grieving unit survivors.
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e Primary Care: The military services annually contract with CONUS mortuaries / funeral homes
to provide services at a fixed rate or at no cost to the family including:

(@]

O O O O O O

Removal from place of death.

Preparation (dressing and cosmetics).

Selection of casket (metal or wood).

Uniform preparation.

Cremation and urn (metal or wood).

Shipment of remains to place of services.

Shipment of remains to place of burial under military escort.

e Secondary Care: Includes reimbursement for funeral home usage and cost of gravesite, vault,

clergy person’s services, opening and closing of grave, floral tribute and obituary notices.

Module Three
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Casualty Assistance Calls Officer
Funeral Arrangements Visit Checklist

O Uniform: Service Khaki or Navy Service Uniform for E-6.
O Death Gratuity (paper check only): Deliver the death gratuity check (if not already delivered).

o Have NOK sign the DD-397, Claim Certification and Voucher for Death Gratuity Payment, and
fax/e-mail the signed copy to the regional CAC office.

O Consent for the Release of Personal Information, OPNAV 1770/1: If not completed on the first visit,
obtain the signature of the NOK on the OPNAV 1770/1 and fax/e-mail it to the regional CAC office and
PERS-00C.

O Primary/Secondary Next of Kin Information, OPNAV 1770/3: If not completed on the first visit,
complete the OPNAYV 1770/3. Ensure that all blocks are completed to include all ZIP codes +4 (example:
12345-6789).

O Location of Remains: Continue to update family as the status changes on location of their loved one’s
remains and the anticipated transportation date.

O Funeral Allowances: Counsel Person Authorized to Direct Disposition of remains (PADD) on funeral
options/allowances.

o Statement of Disposition of Military Remains (DD Form 3045): Assist the PADD in completing
the form.

o E-mail (encrypted) a signed copy of the form to the regional CAC office and all other parties
concerned.

O Payment of Funeral and/or Interment Expenses (DD-1375): Obtain PADD signature for each funeral
home used.

o E-mail (encrypted) to regional CAC office and MAO.
O Navy Escort:

o Inform the PNOK of the Navy escort of remains (provided by the casualty’s command.
Arrangements for travel of the escort/remains will be funded by the MAO or the DAO).

O Funeral Honors:
o Inform the NOK of eligibility and availability of funeral honors.
o Arrange for funeral honors through the regional CAC office.
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O

Funeral/Memorial
Date:

o Advise the PADD not to schedule a firm funeral date until the remains arrive at the receiving
funeral home.

Funeral/Memorial Travel Allowances:

o Complete and submit OPNAYV 1770/2, Next of Kin Travel Request

o  Assist with the family’s travel needs; contact PERS-00C for travel orders.

o Verify with the airline that the tickets are indeed purchased and waiting.
Funeral Attendance

o Advise the NOK of your planned attendance at the funeral if the funeral is in your local area.
Survivor Benefit Applications:

o Advise the NOK that survivor benefit applications will be forthcoming within the next 10
working days, and that you will call and make an appointment with them to assist with the
completion of the applications.

Advise Others: Keep PERS-00C, other involved CACO offices, and any other CACOs assigned to this
case informed of any issues.

Submit NAVPERS 1770/7 — every 30 days until case is closed.
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Burial Entitlement and
Allowances for Active-Duty Personnel

CACO Counseling
Note: The CACO should contact their regional CAC office to arrange a joint call with the MAO before
counseling the NOK on entitlements.

After personally notifying the PNOK, the CACO arranges a second visit, at which time he or she will counsel and
assist with the funeral arrangements. The PADD (often the PNOK) will complete the Statement of Disposition of
Military Remains (DD Form 3045).

The CACO should encourage the family to allow the Navy to utilize "Primary Care" contractual arrangements
because it is economically advantageous. Primary Care expenses include: removal, embalming, casket, clothing,
cosmetic/ restorative work, permits, air tray, transportation, cremation, urn, engraving and a flag case.

The Primary Care authorization and the name of the funeral home or national cemetery, if no funeral home
services are desired, should be telephoned/faxed/e-mailed to the local DAO or MAO.

In geographic areas where no contract for services exists, the Navy can arrange a one-time contract. The CACO
should call the MAO regarding contractual questions.

Interment Expense Allowances

The Statement of Disposition of Military Remains form (DD Form 3045) has several different options available to
the PADD. In Options 1 through 4, Primary Care is completed by a government-contracted funeral home. The
government contract need not be used for Secondary Care; any funeral home of the PADD's choice can be used.
Secondary care expenses include professional services, facilities, staff, church, transportation, gratuities, obituary
notices, memorial items, grave plot, cemetery labor, marker, vault/out burial container and columbarium.

Separate from the initial costs described above, additional maximum amounts for interment expenses are payable
by the Navy as follows:

Option 1 — Interment in a Private Cemetery
A maximum amount of $9,000 for interment in a private cemetery is authorized. Reimbursable expenses include:

e Use of a funeral home selected by the PADD for the remains to lie in repose; cost of a single grave space;
opening and closing of grave; flowers; contributions to a religious person officiating at service; obituary
notices; funeral home rental cars (for family transport) or flower cars and vault.

e Costs for transport of remains are payable in addition to the $9,000 maximum.

Option 2 — Interment in a Government Cemetery or Burial At Sea
A maximum of $6,000 is authorized when remains are taken to a funeral home prior to interment in a government
cemetery or prior to being shipped to a naval activity or ship for burial at sea. Reimbursable expenses include:

e Use of a funeral home selected by the PADD for remains to lie in repose, obituary notices, flowers and
contributions to religious person officiating at services.

e There are no costs to the PADD for opening and closing of grave in a national cemetery or for burial at sea.

e Costs for transport of remains are payable in addition to the $6,000 maximum.
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Metal casket Wood casket
Option 3 — Direct Consignment to National Cemetery or Ship/Port Activity for

Burial at Sea

Up to $2,500 is authorized when remains are shipped directly from the site where they were initially prepared and
casketed to a national or other government cemetery, or to a ship for burial at sea (no funeral home involved).
Reimbursable expenses include obituary notices, flowers and contributions to a religious person officiating at
services.

Option 4 — Cremation of Remains

When the PADD requests the Navy to make arrangements for cremation of the remains,
advise that the wood casket will be used. Cremation may be accomplished prior to or
following the funeral service. After cremation, the cremains (the term for cremated
remains), will be placed in the urn selected by the PADD and hand carried by military
escort to the designated location for the funeral service or interment.

Cremation Note: When cremation is desired at any point/option, the wood casket will
be used. Cremation permit/authorization for cremation must be signed by the PADD

for presentation to the crematory, prior to the cremation.

If the family selects Option 1 or Option 2 and would like to cremate the remains
following the funeral service, the cost of the cremation will be covered by the
government under Primary Care expenses. A standard military urn (wood or metal)
may be provided to the PADD at no additional cost, or they may select an urn with an
allowance of up to $300, also covered under Primary Care expenses. The inurned

cremains may then be returned to the family or interred in the cemetery indicated in Urns: Available in
the option. bronze, oak or
walnut with placards
and service emblems.

Option 5 — PADD Desires to Make All Arrangements

Should the PADD desire to make all the arrangements, reimbursement for all other

expenses associated with the internment of the remains cannot exceed: $10,500 for Internment/Entombment in a
Civilian Cemetery or $9,000 to Intern in a Government Cemetery, allotted costs subject to change. The total
amount of allowance for the casket, preparation and interment of the remains is predicated on the choice of the
cemetery indicated on the form. To obtain reimbursement for funeral expenses, the PADD must complete a DD
1375 and submit original receipts to the MAO.

Option 6 — Relinquishing of Rights

The PADD may relinquish his/her rights to another named individual. If this option is selected/signed, the
responsible CACO will be required to obtain a new form from the newly named PADD. Service members should
designate their PADD on their Record of Emergency Data/ pg 2. The PADD can be anyone the service member
designates as long as they are of majority age (at least 18 years old). There is no predetermined area for the PADD
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designation on the Record of Emergency Data. The customer service representative editing the Record of
Emergency Data must type the information in the comments block of the document.
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Sample Forms

STATEMENT OF DISPOSITION OF MILITARY REMAINS
{Read Agency Disclosure Notice, Privacy Advisory, and Instruchions on Page 2 before complefing this form.)

1. NAME OF DECEASED (Last, First, Midle inttial) 2. SERVICEIGRADE OF DECEASED 3. DCIPS CASE NUMBER

4. PERSON AUTHORIZED TO DIRECT DISPOSITION [PADD)

a. MAME [Last, First, Widaie Initial) b. RELATIONSHIP TO DECEASED c. TELEPHOME NUMBER (Inciuge

Area Code)
d. CURRENT RESIDENCE ADDRESS [Street, Aparment Number, Cfly, State and ZIF Code)
5. SELECTION OF DISPOSITION OPTIONS
1, the undersigned Person Authorized to Direct Disposition (FADD). have been provided a MORTUARY BRIEFING and | understand each of the options
presented and have selected disposition of remains as indicated below. | understand that the embalming/preparation, restoration, and casketing of remains,
under Options 1 - 4. may be provided by a civilian funeral home, under contract with the DoD), or a Mortuary operated by the Department of the Armvy. Mawy.
or Air Force.

OFTION 1 | | authorize the Miliary to assume custody of remains for embaiming/preparation. restoration, dressing or wrapping, with placement in the casket
selected in Block 8. and request transportation fo be amanged, with escort, at govermment expense to the FUNERAL HOME Eisted in Block &,
with subsequent intermentientormbment in the CIVILIAN CEMETERY listed in Block 7.

— I understand the reimbursement for expenses incurmed at the funeral home, cemetery and other authorized expenses cannot excesd

(nmais) $9,000. In addition to this maximum reimbursement, the Government will pay all remains transportation expenses.

OPTION 2 | | authorize the Military to assume custody of remains for embalming/preparation. restoration, dressing or wrapping, with placement in the casket
selected in Block 8. and request transportation fo be amanged, with escort, at govermment expense to the FUNERAL HOME Eisted in Block &,
with subsequent intermentientombment in the GOVERNMENT CEMETERY (FederaliState) listed in Block 7.

T I understand that the reimbursement for expenses incurred at the funeral home, cemetery and other authorized expenses cannot exceed

(i) £6.000_ In addition to this maximum reimbursement, the Military will pay all remains ransportation expenses.

OPFTION 3 | | autharize the Mil itary to assume custody of remains for embalming/preparation, restoration, dressing or wrapping, with placement in the casket
selected in Block 8. and request transportation fo be amanged, with escort, at govermment expense with direct consignment for
interment'entombrment in the GOVERNMENT CEMETERY (Federal/State] listed in Block 7.

_ I understand that the reimbursement for expenses incurred at the funeral home, cemetery. for the transportation of remains, and other
(M=) | guthorized expenses cannot excesd $2,500_

OFTION 4 | CREMATION: | understand the utiization of a WOOD CREMATION CASKET should be used when cremation is desired. | understand
that the casketed remains will be escorted by MILITARY ESCORT to the receiving FUNERAL HOME, listed in Block 6, in accordance
with all applicable statutory provisions. The cremation will take place as a primary expenss, funded by the Military at the funeral home or
cremation facility contracted by the PADD, and the Military will provide the wn selected in Block 9. This option to be used in conjuction
with Option 1 or 2.

(NREE) | if cremated remains are retained, the reimbursement will not exceed that of Option 2 above.

OPTION 5 ) desire to MAKE ALL ARRANGEMENTS for the disposition of remains. If the remains are under the control of the DoD, | direct the remains be
released to the funeral home listed in Block 6. Reimbursement for expenses associated with the disposition of the remains may not exceed the
reimbursement entitements listed in (A) or (B}, as applicable. If the remains are cremated and refained. the reimbwrsement will not exceed that
of (B) below. Additionally, the Gowermment will reimburse all remains transportation expenses. Refer to the instruction page of this form for
support provided by the Military Service when choosing this option.

(&) $10,500 for interment'entombment in a CIVILIAN CEMETERY listed in Block 7.
{inftiais) (B] %3,000 for intermeant in 3 GOVERMMENT CEMETERY (Federal/State) listed in Block 7.

OFTION B | | HEREBY RELINGUISH MY RIGHTS to all decisions regarding the dispesition of the remains and understand that the right to direct disposition
of the remains will pass to the next person in hierarchy by mammiage, blood relation, or adoption and whose name is listed below. | also certify
that | hawe the legal nght to make this authorization and release the DoD, its officers. agents, and employees from any and all liabdity that may
arise from this action. | further authorize the named individual to apply for reimbursement of the authorized reimbursable funeral expenses, up

_ to the allowabde limit, incwmed in the disposition of these remains. By law, the new PADD to whom the awthority toe direct disposition passes is
(MEE | smerelatonship)
|5 RECEIVING FUNERAL HUME Mame, AQcress (nciugs ZIF Coge) 7. CEMETERY (or where final Qiapasiion of remains [ [0 be emected)
and Tekphone Number (include Area Code) {Name, Address (Inciude ZIP Code) and Telephone Number (Include Area Code)
8. CASKET SELECTION (Not appicahie to Opfions 4 or 5 9. URN SELECTION {app¥canie fo Gptan &)
1B-GA Steel with Silwer Tone Finish Solid Bronze
Solid Hardwood with Walnat Finish Solid Walnut
11.a. TYPED OR PRINTED NAME OF PADD HL.IG;IATLIHE OF PADD c. DATE
12.a. TYPED OR PRINTED NAME OF WITNESS %NATLIHE OF WITNESS c. DATE
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Sample Forms

STATEMENT OF DISPOSITION OF MILITARY REMAINS

AGENCY DISCLOSURE NOTICE

The public reporting burden for this collection of information is estimated to average 15 minutes per response, including the time for reviewing
instructions, searching existing data sources, gathenng and maintaining the data needed, and completing and reviewing the collecbon of information.
Send comments regarding this burden estimate or any other aspect of this collection of information, induding suggestions for reducing the burden, to
the Department of Defense, Washingion Headgquarters Services, Executive Services Directorate, Directives Division, 4800 Mark Center Drive,
Alexandria, VA& 22350-3100. Respondents should be aware that notwithstanding any other prowvision of law, no person shall be subject to any
penalty for failing to comply with a collection of information i it does not display a curmenty valid OME control number.

PLEASE RETURN THIS FORM TO NavyMarine Corps Mortuary Affairs; 5720 Integrity Drive, Millington TH 380355,

PRIVACY ADVISORY

With this form the Department of Defense asks you to document your decisions about the remains of your Senvice Member. This process includes
prowiding your name and contact information as well as your relationship to the service member. This collection s authorized by 10 ULS5.C. 1481
through 1488, and this form will be fled in the Defense Casualty Infermation Processing System (DCIPS) as part of the service members Individual

Dieceased Personnel File (IDPF).

Completing this form s voluntary. However, without completing the form, your choices regarding your service memier may not be documented or

complied with.

INSTRUCTIONS

The Statement of Disposition of Remains form is a written
declaration from the Person Authorized to Direct Disposition
(PADD) as to their intent, wishes, and directions for the
Sernvice to ensure the expeditious embalming/preparation,
restoration and return of the remains of an active duty
member.

This fiorm is to be presented to the PADD when discussing
Martuary Entitlements by the Casualty Assistance Officer,
Casualty Assistance Calls Officer or Mortuary Officer during
the Mortuary Briefing.

The PADD designated on the DD Form 93, Record of
Emergency Data, must elect an option from Options 1 - 6 by
initialing the space under the option number and provide
information required in Blocks 6 - 10.

There are three purposes of embalming; an explanation of
each is listed below. Combined, the intent is to facilitate a
family's ability to view their loved one, should the
circumstances of death allow.

(1) Disinfection - destruction or inhibition of pathogenic
organisms and their products in or on the body.

(2) Preservation - the science or freatment of the body
chemically to temporarily inhibit decomposition during the
interval between death and final dispasition by burial,
cremation, entombment or other means.

(3) Restoration - the care given the deceased to recreate
natural form and color.

Dwring the embalming/preparation process, the embalmer
may utilize some or all of the following techniques: physical
disinfection of the remains; arterial and surface embalming;
treatment and closure of wounds/incisions; dressing and
wrapping of wounds; dermasurgery or physical restorative
measures such as artificial reproduction of facial features in

Depending on circumstances, restoring the remains to an
acceptable physical appearance may not be possible. The
PADD will be advised when the deceased cannot be
restored to a viewable condition. There are two
classifications of restorative art: minor and major.

Minor restorations include, but are not limited to, cormmection
a misaligned fracture, hypodermic tissue building, reduction
of swelling. sub-tissue surgery (mouth or eye), waxing (lips,
abrasions, sutures or razor bums), suturing clean cuts,
small hair replacements (eyebrow, eyelash, or temporal
hair}, bleaching and concealing minor discolorations or
removal and restoration of fever sores (scabs). Consent
from the PADD is granted by signing Block 11.b of this
form.
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Sample Forms

STATEMENT OF DISPOSITION OF MILITARY REMAINS

INSTRUCTIONS [Continued)

Major restorations include, but are not limited to, the
restoration of a full head of hair, sub-tissue surgery of a
swiollen neck, problems with buck-teeth, deep wound
preparation (after excision of necrotic, mutilated or diseased
tissue), care of deep lacerations, repair (or reconstruction} of
multiple fractures, third-degree burns, skin slip,
dismemberment of a limb (or head), and complete loss of a
part. Technical skill is required to artificially construct a
distorted portion of the face or cranium, wax surfacing over a
large wound [cheek, forehead, or neck), modeling a facial
feature, achieving a natural appearance when masking a
completely discolored face (or large post-mortem stain) with
opague cosmetics or matching wax with the complexion.
Consent from the PADD is granted by signing Block 11.b of
this form.

By selecting Options 1 - 4 and signing Block 11.b, the
PADD hersby authorizes the Department of Defense, and its
personnel to undertake, or direct a funeral home under
contract with the Military to undertake the remains
preparation process and restorative procedures, deemed
necessary in the embalmers professional practice, to provide
the greatest opportunity for a viewing, should the family elect
to view the deceased.

In all cases where the PADD elects Option 1 - 4, the Military
will utilize the standards of the DoD Mortuary Performance
Work Staterment as the minimum standards in the
embalming/preparation/restoration of the deceased remains.
If the PADD expresses a desire to not have the deceased
embalmed/prepared, the Military will honor this request and
advise the PADD of the support available for funeral senvices
held under Option 5.

When the PADD selects Option 4 (Cremation): The
Department of Defense will honor a PADDs request for
cremation by preparing or directing the contract funeral home
to prepare the remains in accordance with the statutory
provisions of that destination. Additionally, the Department of
Defense will provide a Military Specification Urn as selected
im Block 9. The Department of Defense will reimburse the
cost of the cremation above and beyond the maximum
reimbursement entitlement.

When the PADD requests to make all the arrangements for
disposition, outside the Military , or when helshe requests
services or merchandise beyond that which the Military can
provide within DeD standards, Option 5 must be selected.
Option 5 must also be selected if the deceased has already
been moved to the PADD's selected funeral home and
embalmediprepared, and the PADD does not wish the
Military to engage on his/her behalf, for re-processing of the
remains through the installation contract mortuary. The
Mortuary Officer should explain the support in providing a
uniform, coordinating interment in a govemnmental
cemetery, and military funeral honors, as requested by the
PADD. The Moruary Officer should pever require and

express there is a requirement for remains inspection under
Option 5.

When the PADD, designated on the deceased member's
DD Form 83, "Record of Emergency Data®, does not wish to
fulfill the designated responsibilities of a PADD and
therefore requests to relinquish the right to make any
decisions regarding the disposition of the remains of the
deceased whose information is listed in Blocks 1 - 3, the
FADD must select Option 6. The PADD will pass to the
next person in hiegrarchy by marriage, blood relation or
adoption (i.e., spouse, child, parent, brother or sister, ete.}
according to Law. The person recognized to fulfill the PADD
responsibilities will complete a new Statement of
Disposition of Remains. Both forms must be included in the
deceased Moruary Case File

GQuestions regarding this form may be directed to
Service Casualty or Mortuary Affairs Office.

Navy/Marine Corps Mortuary Affairs
5720 Integrity Drive
Millington TN 38055

A Navy Mortician is available 24 hours a day.

Questions regarding this form may be directed to Navy
Muortuary Affairs at 1-866-T87-0081 or 901-619-8157.
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Funeral Travel (see MILPERSMAN 1770-270 for details)

The Navy will provide funds toward a funeral as indicated in the Statement of Disposition of Remains form. For
those who are entitled, the Navy will also fund their travel.

A memorial service may be held in lieu of a funeral when remains are not recovered. For this memorial service,
travel is also funded by the Navy. If no remains are recovered and the family opts for a memorial service, the
CACO will put “Memorial Service” and location of the service under Option 2, and the family will be allowed
$6,000 for expenses.

Note that this type of memorial service (remains not recovered) is different from a command-sponsored memorial
service (covered in the next section).

Expenses for travel to and from the funeral or memorial service are paid by the government. Qualified travelers
are:

e The deceased member’s surviving spouse (including a remarried surviving spouse).

o The deceased member’s children (including stepchildren, adopted children and illegitimate children)
regardless of age.

e The deceased member’s parent or parents (as defined).

e The deceased member’s siblings (including half and adopted siblings).

e Parents of the surviving spouse.

e The PADD.

e An attendant who accompanies an eligible relative to the burial ceremony if PERS-00C determines:
1. The accompanied eligible relative is unable to travel unattended because of age, physical condition or

other justifiable reasons; and

2. There is no other eligible relative traveling to the burial ceremony that is qualified to serve as an
attendant.

e Ifno relative identified above is provided allowances for travel and transportation, expenses may be provided
for:
1. PADD; and

2. Up to two additional persons closely related to the deceased that are selected by the PADD. CACOs must
ascertain the eligible traveler’s intention to travel to the burial ceremony.

Travel by Privately Owned Conveyance (POC) or Personally Procured Commercial Travel: If the traveler desires
to travel via POC or procures their own commercial airfare, the CACO will assist the traveler in completing DD
Form 1351-2 (Travel Voucher or Sub-voucher) and submit the form with receipts to PERS-00C for liquidation.
Reimbursement will be at the government rate.

Travel via Government Provided Commercial Air: If the traveler desires to travel via government provided
commercial air, the CACO will do the following:

e Complete and submit OPNAV 1770/2, Next of Kin Travel Request.

e Notify PERS-00C of traveler’s desires. PERS-00C will make reservations for traveler.

e Coordinate with commands and other CACOs to assist family members and eligible funeral travelers with
transportation to and from airports.

e Upon traveler’s return, assist with completing DD Form 1351-2 and submit the form with receipts to the
Regional CAC for review who will then submit to PERS-00C for liquidation.
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Memorial Services Travel (see MILPERSMAN 1770-271 for details)

The Navy will provide round-trip travel and transportation allowances to eligible family members to attend one

memorial service of any Sailor who dies while on active duty. This entitlement is only for a command memorial
service at a location other than the burial location. The deceased Sailor’s command or designated Navy
representative will coordinate with the PNOK to invite eligible family members to attend the memorial service.

Complete and submit OPNAV 1770/2, Next of Kin Travel Request

Eligible Travelers:
An eligible relative is authorized travel and transportation allowances for one round-trip to the installation or unit
memorial service. This round-trip is in addition to the burial ceremony. Authorized travelers include:

The surviving spouse (including a surviving spouse who has remarried since the service member’s death)
Child or children of the deceased member (including stepchildren, adopted children and illegitimate
children)
Parents as indicated below:

o A natural parent
A stepparent
A parent by adoption
A parent, stepparent or adopted parent of the current surviving spouse
Any other person, including a former stepparent, who has stood in loco parentis to the member at
any time for a continuous period of at least five years before the member became 21 years of age

o O O O

Siblings of the deceased member (including half and adopted siblings)
PADD
Attendants. The Navy will provide round-trip travel and transportation allowances to an attendant who
accompanies an eligible relative to the memorial service if the PERS-00C determines that:
o The accompanied eligible relative is unable to travel unattended because of age, physical
condition or other justifiable reasons; and
o There is no other eligible relative of the deceased Sailor traveling to the memorial service and
qualified to serve as an attendant

Authorized Expenses:
Travel and transportation allowances are limited to travel to and from the memorial service location plus two days

of per diem at the memorial service location.

Travel by POC or personally procured commercial travel: If the traveler desires to travel via privately
owned vehicle (POV) or pays for his/her commercial air fare, the traveler will need to complete DD 1351-
2 (3-08), Travel Voucher or Sub-voucher, and submit the form with receipts to Regional CAC for review
who will then submit to PERS-00C for liquidation.

Travel via government-provided commercial air: If the traveler desires to travel via government-provided
commercial air, PERS-00C will make reservations for the traveler.
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Election for Air Transportation of Remains From A Theater Of Combat

Operations

e All service members who die in a combat theater of operation are brought to the mortuary facility at Dover
Air Force Base, Delaware, for identification and final preparation.

e The PADD provides written instructions to the Navy indicating final disposition of his/her loved one to
include funeral home and/or cemetery selections.

o If the return of his/her loved one to final destination requires transportation by air, legislation requires that the
armed services provide a dedicated military aircraft or military contracted aircraft, unless directed otherwise
by the PADD, to the destination selected by the PADD.

o The aircraft will depart from Dover Air Force Base and arrive at a selected airport servicing the location
chosen by the PADD for funeral services.

e CJMAB Form 4, The Election of Air Transportation of Remains from a Theater of Combat Operations,
documents the PADD's acknowledgement or request for exception. The default option is the use of military or
military contracted aircraft, with provision for an exception if the PADD explicitly directs the use of a
scheduled commercial airline.

e The PADD should be fully informed of the transportation schedule to include date, time and location of
arrival of remains.

e  Upon completion of the CIMAB Form 4, the CACO should fax a copy to the MAO.

Social Security Burial Allowance

A maximum lump-sum benefit of $255 is payable when a member has sufficient quarters of coverage to be
eligible for Social Security benefits. Application should be made directly to the local office of the Social Security
Administration within two years after date of the member's death. The benefit is payable in the following order of
precedence:

e Toa widow(er) who was living in the same household as the deceased at the time of death. Temporary
absence or separation because of marital difficulties precludes payment unless the spouse was eligible for or
entitled to monthly benefits; if none,

e To the member's (minor age) children in equal shares.

Plane-side Honors
To the maximum extent possible, small honor guards will render appropriate honors plane-side at the arrival
airports for all fallen active-duty service members.

Military Funerals
If requested by the family, honors details may be used at the interment service for cremated remains as well as for
a casketed burial service.

e Active Duty Full Honors Composition (if desired by NOK): consists of an Officer-in-Charge (OIC) or a Petty
Officer-in-Charge (POIC), six casket bearers, a seven person firing party with a firing party head and a
bugler. A Navy representative of equal or senior in grade/rating to the deceased (when resources allow) will
present the flag to the next of kin (NOK). A Chaplain shall also be provided when requested by the (NOK), if
available.

e The CACO should notify the CAC/FHS Region office of the PNOK's desire for a funeral honors detail. The
CACO may be requested to arrange the utilization of members of his or her command (eg. In the event of an
active duty death, the deceased Sailor’s command is encouraged to provide detail members to participate in
the ceremony.

® The CACO should inform the family that funeral honors will be provided.
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Additional Counseling and Assistance

e  Other CACOs -- Keep any other CACOs assigned to other family members informed of funeral plans.

e Timing of Funeral—Advise the NOK not to schedule a firm funeral date until the remains arrive at the
receiving funeral home.

e American Red Cross—Advise the NOK to contact the American Red Cross to inform other relatives in the
armed forces of funeral plans.

e Obituary Notice—Help as needed with obituary notice.

e Coordinate Decedent Affairs Activities—Arrange for flags, contact escort and funeral director.

e National Cemeteries—Show the PADD a list of national cemeteries if one is desired.

e Member’s Command—Contact the deceased member’s command to inform the commanding officer of the
time and location of funeral.

e Funeral Attendance—Attend the funeral if it takes place in the area. Arrange the flag presentation.

e Benefits Package (Forms)—PERS-00C will send a packet of benefits claim forms to the CACO within 10
working days after the casualty.

Partial Remains Recovered

e In the event that only partial remains are recovered, the PADD must complete CJIMAB “Form 1, Disposition
of Remains Election Statement, Initial Notification of Identified Partial Remains.”

e Ifremains are recovered at a later date and identified to belong to the deceased the PADD will have to
complete CIMAO Form 3, Notification of Subsequent Identified Partial Remains.

Retained Remains
o In the event that partial remains are retained, the PADD must complete CIMAB “Form 8, “Disposition of
Organs Retained for Extended Examination”
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Funeral Expense Claims

e (Claims for reimbursement for funeral expenses should be prepared with the assistance of the CACO on DD
1375, Request for Payment of Funeral and/ or Interment Expenses. An itemized funeral invoice must
accompany all claim forms. If the Navy's allowance is to be paid directly to the funeral home or other person,
the PADD must include such information in Section 17 of the DD-1375.

e The Navy escort accompanying the remains is required to deliver the DD-1375. He or she will also deliver
personal items such as jewelry and medals.

e (Claims should be sent to the MAO.

e (Claims for memorial service (remains not recovered) expenses have a maximum of $6,000. The DD-1375
should be sent directly to the MAO.
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Sample Forms

Request for Payment of Funeral and/or Interment Expenses (DD Form 1375)

Module Three CACO Student Guide 57



Forms for the Funeral Arrangements Visit
O Death Gratuity Check (if not already delivered) and Form DD-397
O Disposition of Remains Form

O If not all remains are recovered — Disposition of Remains Election Statement — Initial Notification of
Identified Partial Remains (CJMAB 1)

O Partial Remains found/identified — Disposition of Remains Election Statement — Notification of
Subsequently Identified Partial Remains (CJMAB 3)

O

In Theater of Combat Operations only — Election for Air Transportation of Remains from a Theater of
Combat Operations (CJMAB 4)

Request for Payment of Funeral and/or Interment Expenses (DD-1375)
Primary/Secondary Next of Kin Information Form (OPNAV 1770/3, if not completed on first visit)
Consent for the Release of Personal Information (OPNAV 1770/1, if not completed on first visit)

Next of Kin Travel Request (OPNAYV 1770/2) — If NOK travel is required for the funeral or command
memorial

O Casualty Assistance Calls Program (NAVPERS Form 1770/7)

O00Oa0o

Forms and Information for the Funeral Arrangements Visit available at the CACO resource
webpage (http://www.cnic.navy.mil/caco)

Form Name Form Number

Application for Standard Government Headstone or Marker for Installation in a Private | VA 40-1330
Cemetery or State Veteran’s Cemetery

Burial at Sea Request Form

Disposition of Remains Election Statement Notification of Subsequently Identified CJMAB Form 3
Disposition of Remains Election Statement/ Initial Notification of Identified Partial CJMAB Form 1

Election for Air Transportation of Remains from a Theater of Combat Operation CJAMB Form 4
Disposition of Organs Retained for Extended Examination CJMAB Form 8

Funeral Travel MILPERSMAN 1770-270
Memorial Service Travel MILPERSMAN 1770-271
Next of Kin Travel Request OPNAYV 1770/2

Hardwood Flag Case Request Form
Instructions for DD1375

Request For Pavment of Funeral and/or Interment Expenses DD 1375
Statement of Disposition of Militarv Remains DD 3045
Travel Voucher or Subvoucher DD1351-2

Case Contact Information for Funeral Arrangements Visit

Contact Type Contact Information (Name, Phone, Fax, Email, etc.)

Toll Free: (866) 787-0081
After Hours Cell: (901) 619-8157
Navy Mortician on duty 24 hours a day

Navy Mortuary Affairs Office

Funeral Home

Airline for Travel to Funeral
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Sample Forms

Disposition of Remains Election Statement/ Initial Notification of Identified Partial Remains (CJMAB Form 1)
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Sample Forms

Disposition of Remains Election Statement Notification of Subsequently Identified Partial Remains (CIMAB Form 3)
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Sample Forms

Election for Air Transportation of Remains from a Theater of Combat Operation (CJMAB Form 4) (Pg. 1 of 2)
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Sample Forms

Election for Air Transportation of Remains from a Theater of Combat Operation (CJMAB Form 4) (Pg. 2 of 2)
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Sample Forms

Disposition of Organs Retained for Extended Examination (CJIMAB Form 8)
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Sample Forms

Hardwood Flag Case Request (Pg. 1 of 2)
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Sample Forms

Hardwood Flag Case Request (Pg. 2 of 2)
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The Stages of Grief

Are There Stages of Grief?

In 1969, based on her years of working with terminal cancer patients, psychiatrist Elisabeth Kiibler-Ross
introduced what became known as the “five stages of grief.” While these stages represented the feelings of people
who were themselves facing death, many people now apply them to experiencing other negative life changes (a
break-up, loss of a job) and experiencing the death of loved ones.

Kiibler-Ross proposed these stages of grief:

e Denial: “This can’t be happening to me.”

e Anger: “Why is this happening? Who is to blame?”

e Bargaining: “Make this not happen, and in return I will

e Depression: “I’m too sad to do anything.”

e Acceptance: “I’'m at peace with what is going to happen/has happened.”

However, Kiibler-Ross herself never intended for these stages to be a rigid framework that applies to everyone
who mourns. In her last book before her death in 2004, she said of the five stages, “They were never meant to
help tuck messy emotions into neat packages. They are responses to loss that many people have, but there is not a
typical response to loss, as there is no typical loss. Our grieving is as individual as our lives.”

There is no timetable for grieving. While the sense of loss and the intermittent sadness may never go away
completely, people experience the cycle of grief differently. Some find that within a few weeks or months the
period between waves of distress lengthens, and they are able to feel peace, renewed hope, and enjoy life more
and more. Others may face years of being hit with what feels like relentless waves of grief.
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The Grief Cycle

The Grief Cycle can be shown as in the chart below, indicating the roller-coaster ride of activity and passivity as
the person wriggles and turns in his/her desperate efforts to avoid the change.

Active Anger
E Stabili /\ Acceptance
g2 ity / \\Bargaining -
w
i .
& \ | Denial \ T“h"'g/
-] .
Time
HRA |
HIR
E
g o
Immobilisation Depression
Passive

The initial state before the cycle is stable, at least in terms of the subsequent reactions on hearing the bad news.
This is a stable state compared with the significant fluctuations that can be expected after news of the loss:

e Shock stage: Initial paralysis at hearing the bad news.

e Denial stage: Trying to avoid the inevitable.

e  Anger stage: Frustrated outpouring of bottled-up emotion.
e Bargaining stage: Seeking in vain for a way out.

e Depression stage: Final realization of the inevitable.

o Testing stage: Seeking realistic solutions.

e Acceptance stage: Finally finding the way forward.
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How Trauma Affects the Grieving Process

Grief tends to be mixed with trauma when a loss is sudden and unexpected — a fatal heart attack, an accident, a
murder — or when it is perceived as being outside the normal cycle of life, as in the death of a child. For
example, someone who nurses a spouse through a long illness will grieve when the spouse is gone, but the person
who witnesses the sudden death of a spouse in a car crash will likely be traumatized as well. A sudden loss can be
even more difficult to deal with if you don’t have a socially recognized outlet for mourning, as may be the case
with a miscarriage or stillbirth.

While trauma always incorporates grief, the two states are very different in how they are experienced and the
effect they can have. Grief is a normal reaction to loss, with its symptoms diminishing over time. On the other
hand, trauma is a disabling reaction that can block the grieving process, disrupt life and leave a person
psychologically vulnerable. Those coping with a traumatic loss may want to think about turning to a counselor or
other professional for help.

Grief vs. Trauma

The Effects of Grief

The Effects of Trauma

Sadness is the dominant emotion.

Terror is the dominant emotion.

Grief feels real.

Trauma feels unreal.

Talking about grief can help.

Talking about trauma is difficult or impossible.

Pain is related to the loss.

Pain involves not just loss but terror,
helplessness and fear of danger.

Anger is nonviolent.

Anger often involves violence toward self or
others.

Guilt involves unfinished emotional
business with the deceased.

Guilt includes self-blame for what happened
or thoughts that it should have been you who
was harmed.

Your self-image and confidence generally
remain intact.

Your self-image and confidence are
distorted and undermined.

You dream about the person you lost.

You dream about yourself in danger.

Symptoms lessen naturally over time.

Untreated, symptoms may get worse.
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Risk Factors for Complicated Bereavement

Below is a list of potential risk factors for complicated bereavement. The importance of these risk factors varies
in terms of time since the casualty. The table provides areas of concern that are cross-tabbed with specific
timeframes. It can be used as a guide for CACOs to know when to notify the Regional CACO program of
problems and seek additional assistance for the NOK.

Legend:

* - Expected
1 - Actions may be within “normal” ranges. Continue to observe and update Regional CACO Coordinator.

2 - Consult with the Regional CACO Coordinator, Gold Star, Fleet and Family Support Center (FFSC) staff, or
Chaplain.

3 — Situation warrants immediate consultation with Regional CACO Coordinator, Gold Star, FFSC staff or
Chaplain. Monitor closely.

At 1 3

Risk Factor Ful.leral Month | Months
Time

Sleep Problems: Survivor complains of sleep difficulties (too much or 1 3 3
too little).
Concentration Problems: Survivor describes a lack of concentration 1 3 3
and/or attention problems.
Illness: Survivor experiences a medical problem and/or needs medical 5 3 3
attention.
Anxiety and Panic Attacks: Survivor reports having bouts of intense 1 3 3
anxiety and or/panic.
Weight Changes: Survivor reports significant weight gain or loss. 1 3 3
Fatigue or Lethargy: Survivor reports low energy levels and 1 3 3
tiredness.
Substance Abuse: Family comments or your own observations
suggest abuse of alcohol, prescription or over-the-counter drugs or 1 3 3
street drugs.
Shock and Disbelief: Survivor continues to deny the death has " ) 3
occurred and acts as if the deceased is alive.
Intense Emotions: Survivor has feelings of intense sorrow and " ) 3
yearning for the deceased.
Inability to Stop Thinking About the Deceased: Survivor " ) 3
incessantly thinks about the deceased.
Acceptance of the Death: Survivor has difficulty accepting the death. " » 3

May feel a mistake has been made.

Suicide: Survivors express desire to hurt themselves, either explicitly
stated or implied.

Grief and Distress: These feelings appear unimproved or increasing

Seek Assistance Now!

since the funeral. 1 3 3
Depressed Feelings: Survivors report they feel very depressed or are

. 1 3 3
feeling hopeless about the future.
Searching for the Deceased: Survivor may actively look for the 1 ) 3
deceased, and/or report “seeing” the deceased.
Other Recent Deaths: Survivor has experienced other significant 3 3 3
deaths in the past 12 months.
Feelings of Loss of Security, Trust, Control, and Predictability:
Survivor expresses not feeling secure or safe and does not want to 1 3 3
perform activities that interfere with normal functioning (e.g., no
longer wants to drive a car or go to the store.)
Irritability or Anger: Survivor displays increasing irritability and 3 3 3

anger. May be directed at a person, military, or the deceased.
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At 1 3
Risk Factor Ful.leral Month | Months
Time
Absence of Emotional Response: Survivor expresses no emotions or 3 3 3
does not deal with the death. Suppresses emotions.
Feeling of Emptiness or Lack of Purpose: Survivor expresses a
feeling of being adrift; life has no more meaning, difficult in thinking 1 3 3
long term.
Compliance with Referrals: Survivor does not follow up on referrals 1 3 3
for supportive help.
Poor Physical Appearance: Unkempt appearance, unwashed hair, 3 3 3
poor personal hygiene.
Family Asks for Support with Children: Family requesting
. . . . 3 3 3
assistance with children’s grief.
Severe Child Difficulties: A child expresses a desire to harm
him/herself or commits acts of violence toward others (peers, siblings, Seek Assistance Now!
parents)
Child Difficulties: Children appear to be having adjustment problems
at home, school, or with friends. Radical changes in behavior (good or 3 3 3
bad). Have trouble concentrating, are moody or irritable.
Social Support: Contact with family, friends, or other support appears 3 3 3
to be absent or prone to conflict. Limited or no access to family.
Childcare: Inadequate or neglected for bereaved family’s needs. 3 3 3
Household Management: Home management is problematic, house
is unclean or in disarray, inadequate amount of food or lack of 3 3 3
transportation.
Financial: Money problems are present. Bills are unpaid, lack of
. 3 3 3
funds. Bill collectors call.
Withdrawal and Isolation: Survivors withdraw and isolate 1 3 3
themselves from tasks. job, school or social support by survivors.
Avoidance: Survivor avoids dealing with emerging issues, people, 3 3 3
places and responsibilities.
Graphic Images: Media constantly displays images of the events ’ 3 3
resulting in the decedent’s death and disturbs survivors.
Unwanted Media Attention: Family is approached by press or media | Notify PERS, Regional CACO
for interviews or does not desire media interest. coordinator, and PAO.
Destructive Behaviors: Survivor becomes involved in improper
relationships, commences impulse shopping, takes unnecessary risks, 3 3 3
etc.
Difficulty coping with Traumatic Details: Survivor complains of an ) 3 3
inability to cope with details or events associated with the death.

Counseling services are available through Gold Star, FFSC and others. Check with the Regional CACO
coordinator for any assistance needed.
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Terminology Review

Match the terms with the correct definition.

1. Decedent Affairs Office (DAO) 5. Memorial Service
2. Dignified Transfer of Remains 6. Mortuary Affairs Office (MAO)
3. Statement of Disposition of Military 7. Primary Care

Remains (DD Form 3045)

8. Secondary Care

4. Escort
9. Unit Memorial Service

A. This office ensures prompt and uniform death benefits are provided to all Navy beneficiaries worldwide:

. Morticians are available 24 hours a day to provide benefits guidance and technical assistance to funeral
directors and CACOs, or to answer any questions that may arise.

. Coordinates the Navy's Burial-At-Sea program.

. Navy morticians (both military and civilian) are assigned to Navy Casualty with duty locations at PERS-

00C in Millington, TN, Dover Port Mortuary at Dover AFB, DE, and USMC Casualty Branch at Quantico, VA.

B. 1) Military: A uniformed member of appropriate grade who accompanies the remains of a deceased member
from the servicing mortuary to the place of burial or interment.

2) Special: A military member, a family member or a friend of the family specifically requested by the PADD
to escort the deceased member’s remains.

C. A service with military participation may be held for deceased members whose remains are not recoverable. At
the completion of such services taps will be sounded and the pre-folded flag will be presented to the next of kin
by the Navy representative.

D. Honors rendered when welcoming home a fallen sailor. An Honors Team will be provided to convey
appropriate and dignified honors upon arrival of the service member and to transfer the flag-draped casket to
ground transportation. May be attended by the family, CACO and the press; however, members of the media are
not typically involved.

E. Includes reimbursement for funeral home usage and cost of gravesite, vault, clergy person’s services, opening
and closing of grave, floral tribute and obituary notices.

F. A ceremonial command program that honors the service of deceased Military Service members and offers
support to grieving unit survivors.

G. PADD completes this with the assistance of the CACO. It indicates funeral arrangement preferences.

H. The military services annually contract with CONUS mortuaries/ funeral homes to provide services at a fixed
rate or at no cost to the family including:

. Removal from place of death.

. Preparation (dressing and cosmetics).

. Selection of casket (metal or wood).

. Uniform preparation.

. Cremation and urn (metal or wood).

. Shipment of remains to place of services.

. Shipment of remains to place of burial under military escort

1. This office provides support for the identification, care and disposition of remains of deceased persons for
whom the Department of the Navy is responsible. Service includes:

. Obtaining proper authorizations for autopsy.

. Preparation and submission of Death Certificates.
. Preparation of remains.

. Advice and counsel to CACOs.

. Advice and counsel to eligible family members.
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NOTES

CACO Student Guide 70 Module Three



Module Learning Objectives:

Using the CACO Checklist, Student Manual and CACO website, the learner will demonstrate
understanding of the scope of information and steps to be taken in the benefits phase of a CACO case.
While participating in the “Setting Boundaries discussion, the learner will discuss setting personal and
emotional boundaries and designate a personal support system.

The learner will apply the appropriate steps, reports and information of the benefits visit to a group case
study.

Using the CACO website (www.cnic.navy.mil/CACO), the learner will locate the CACO Checklist and
all forms appropriate for each phase of the CACO process and will indicate items that will help them
overcome knowledge attrition.

After examining the sample Command Brief, the learner will discuss the importance of helping the
command members prepare in the event of a death.

The learner will demonstrate knowledge of CACO terms by completing a review activity.

References:

DoD Instruction 1300.18, Department of Defense (DoD) Personnel Casualty Matters, Policies and
Procedures (Jan.8 2008, incorporating change 1, Aug. 14, 2009).

DoD 7000.14-R DoD Financial Management regulation, Volume 7A, Military Pay Policy and Procedures
for Active Duty and Reserve Pay.

NAVSUP P-485, Transportation of Personal Property Afloat.

NAVSUP P-490, Transportation of Personal Property Ashore.

CNIC Instruction 1770.2B, Casualty Assistance Calls Program (7 April 2020)
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Terminology:

Freedom of Information Act (FOIA): This legislation gives citizens the right to get information about
the governance, actions, decisions and past records which are not confidential and not affecting the
security of the nation, required by them from the authorities. For casualty investigations, a request form
must be submitted to obtain certain records.

Tragedy Assistance Program for Survivors (TAPS): A 24/7 tragedy assistance resource for anyone
who has suffered the loss of a military loved one, regardless of the relationship to the deceased or the
circumstance of the death.

Thrift Savings Plan (TSP): A retirement savings program for civilians and members of the armed
forces who are employed by the United States federal government.

Servicemember’s Group Life Insurance (SGLI): A program of low-cost group life insurance for
qualifying service members.

Traumatic SGLI (TSGLI): A rider to Servicemembers’ Group Life Insurance that provides for
payment to service members who are severely injured (on or off duty) as the result of a traumatic event
and suffer a loss that qualifies for payment. Payments range from $25,000 to $100,000 based on the
qualifying loss suffered.

Dependent’s Educational Assistance (DEA): Provides education and training opportunities to eligible
dependents of certain veterans. The program offers up to 45 months of education benefits which may be
used for degree and certificate programs, apprenticeships, and on the- job training.

Montgomery GI Bill (MGIB) Refund: Provides up to 36 months of education benefits to eligible
veterans for qualified education expenses. Members contribute $1,200 during their first year of active
duty. If the benefit is unused by a deceased member, the unused portion of the payment is reimbursed to
the designated beneficiary.

Marine Gunnery Sergeant John David Fry Scholarship (Fry Scholarship): Provides Post-9/11 GI
Bill benefits to the children and surviving spouses of Servicemembers who died in the line of duty while
on active duty after September 10, 2001. Eligible beneficiaries attending school may receive up to 36
months of benefits at the 100% level.

Personal Effects: Articles owned by an individual, as well as any articles of government property in
his/her temporary custody.

Person Eligible to Receive Effects (PERE): The person eligible to receive the personal effects of a
deceased military member or civilian employee.

Dependency and Indemnity Compensation (DIC): A tax-free monthly benefit authorized for
unremarried spouses and eligible children of members who died on active duty or died following active
duty from a service connected disability. Benefit amounts change from year to year and are available on
the Department of Veterans Affairs website
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e Navy Gold Star Program: The Navy’s official program for providing long-term support to surviving
families of Sailors who pass while on Active Duty.

e Gold Star Coordinator: Serves as the long-term support advocate for Survivors and is responsible for
service delivery. Works closely with the CACO. Provides, either directly or through appropriate
professional resources; support groups, life skills education, assistance in managing applicable life-long
benefits transition milestones and referrals to counseling resources.
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Casualty Assistance Calls Officer
Benefits Visit Checklist

O Uniform: Service Khaki or Navy Service Uniform for E-6
O Benefits Brief

o Upon receipt of the benefits package (to be sent to the CACO within 10 days of receipt of the
PCR), call the regional CAC office to arrange to attend a brief on assisting the PNOK in
completing applications for benefits.

o Download applicable forms as indicated in the benefits package checklist provided by Navy
Casualty (PERS-00C) prior to attending the brief.

o Make an appointment with the PNOK for the benefits visit. Date/
Time:

O Privacy Act Authorization

o Ifnot already done, have the PNOK sign the Privacy Act Authorization and attach a copy to all
benefit claim forms.

O DD-1300
o Make copies of the DD-1300 as needed.
o Attach a copy of the DD-1300 to all benefit claim forms.

O Housing
o Advise the family on housing options.
o Family
choice:

O Investigations

o Provide family with the status of any investigations, and assist with completing the FOIA request,
if not done on a previous visit.

O Inventory of Personal Effects

o When the command Inventory Control Board completes the inventory and a DD 1300 with a Line
of Accounting is received, contact the Personal Property Office to arrange for delivery.

o Monitor status of personal effects and address inquiries to member’s command. (Should be
inventoried and shipped within 14 days.)

O Legal Issues: Contact Naval Legal Services Office for guidance as needed (e.g., appointment for family
for probate or guardianship issues).

o Appointment
Date/Time:

O Navy Gold Star

o Regional CACO coordinator will provide Gold Star Coordinator contact information:

= Gold Star Coordinator:

=  Contact Number:

=  Email:

o Contact Gold Star Coordinator and arrange and introduction to the NOK
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O Recordkeeping and Tracking
o Keep copies of all claims submitted.
= Copy for your case file.
= Copy for PNOK.
o Fax a copy of all completed application forms to the regional CAC office.

o Monitor the progress of all survivor benefit entitlements by submitting a NAVPERS 1770/7 as

follows:
=  Submit “initial” NAVPERS 1770/7 to regional CACO coordinator within 30 days of the
casualty:
e Due
Date
= Submit “interim” NAVPERS 1770/7 every 30 days:
e Due Date
e Due Date
e Due Date
e Due Date

= Submit “final” NAVPERS 1770/7 when all benefits/monies have been received.

= Submit DD 1164 via DTS for reimbursement of CACO expenses (for example, mileage,
toll, phone calls) to the regional CAC office monthly:

e Due Date
e Due Date
e Due Date
e Due Date

o CACO Change

» Ifyou transfer, turn your case over to another CACO and provide his or her name and
phone number to the regional CAC office.
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The Benefits Package

A Survivor’s Benefit Package will be sent to the CACO from PERS-00C, usually within 10 days of the casualty.
This package will contain a checklist of appropriate forms for the case to be downloaded, as well as other
applicable material as determined by PERS-00C. If the Survivor's benefit package is not received within eight
days, call the regional program manager and inform them. The Benefits Package will include a large binder titled,
“The Days Ahead,” which is an organizer for the family to keep all their documents in one location.

Contents of the benefits package may include:

e Veterans Affairs folder

o QGold Star Certificate(s)

e Gold Star lapel pin(s)

e Flag case request card

e TAPS brochure

e Navy Gold Star Program Brochure
e DD 1300 (Report of Casualty)

e Project Compassion brochure

e “The Days Ahead” binder

e A Survivor’s Guide to Benefits

e Military Widow: A Survival Guide
e Gold Star Wives brochure

e TRICARE fact sheet

e  Survivor Benefit Plan Package

e Beneficiary financial counseling brochure
e Navy-Marine Corps Relief Society letter (loans, grants, scholarships available)

Benefit claim forms that can be downloaded from the CACO website (www.cnic.navy.mil/CACO):

e VA Form 40 1330 (Applications for Standard Government Headstone Marker)
e VA Form 21-534a (Application for Dependency and indemnity Compensation)
e Form TSP-U17 (Information Relating to Deceased Participant

e NAVPERS 1770/7 (Casualty Assistance Calls Program) CACO USE ONLY

e SGLV-8283 (Claim for Death Benefits)

Immediately upon receipt of the benefits package from PERS-00C, contact the regional CAC office to set up a
time for CACO staff to go over package with you via phone or in person. Next, make an appointment with the
NOK to go over the forms and help to complete them and send to the agency or address stated on the form; often
a return envelope is provided. Both the CACO and the NOK should keep a copy of all completed forms.

The NOK will need to provide certain documents to submit the claims, including:

e Marriage certificate
e Divorce decrees
e Birth certificates of children
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Sample Benefits Package Letter/Checklist

From: — -—--—-mmemme- , Casualty Case Manager
To: , Casualty Assistance Calls Officer (CACO)

Subj: BENEFITS PACKAGE ICO

1. Thave enclosed the benefits package for, (Spouse). Please

acknowledge receipt by calling (901) 874-4396, DSN 882-4396 or toll free 1-800-368-3202; you can
also reach me via e-mail at ------------ (@navy.mil. Also, please notify your CAC/FHS Regional Casualty
Assistance Program Manager that you have received the benefits package.

2. The following (checked) items are included in this package:

U “The Days Ahead” Binder

“A Survivor’s Guide to Benefits” see “Survivor’s Guide” tab
DD Form 1300 (Report of Casualty) see “DD1300"” tab

Taps Brochure see “Resources” tab

Project Compassion Brochure see “Resources” tab

Gold Star Wives Brochure see “Resources” tab

TRICARE Survivor Benefits Brochure see “Resources” tab
Navy-Marine Corps Relief Society Letter see “Resources” tab
VA Benefits for Survivors Brochure see “VA” tab
Beneficiary Financial Counseling Service Brochure see “Insurance” tab
U Gold Star Lapel Pin(s)

U Gold Star Certificate(s)

pooooooog

3. Please download the following (checked) forms and assist the NOK with submission.
Since payment of benefits is contingent upon receipt of claims it is imperative these forms are filed as
quickly as possible.

U Application for Standard Government Headstone or Marker (VA Form 40-1330)
www.va.gov/vaforms/va/pdf/VA40-1330.pdf
Fax completed form to 1-800-455-7143

O Application for Dependency and Indemnity Compensation (VA Form 21-534a)
www.vba.va.gov/survivors/21-534a.pdf
Fax completed form to (215) 381-3084 AND (901) 874-6654

U Claim for Death Benefits (SGLV-8283)
www.insurance.va.gov/sglisite/forms/8283.htm
Fax completed form to (877) 832-4943

U Information Relating to Deceased Participant (Form TSP-U-17)
https://www.tsp.gov/PDF/formspubs/tsp-u-17.pdf
Fax completed form to (703) 592-0170
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U Casualty Assistance Calls Program (NAVPERS 1770/7) CACO USE ONLY
www.public.navy.mil/bupers-npc/reference/forms/NAVPERS/Documents/NAVPERS%201770-
7%20R6-10 re.pdf
Contact your Regional Casualty Assistance Program Manager for submission requirements.

4. The VA Form 21-534a (Application for Dependency and Indemnity Compensation) is

designed to expedite all VA based claims and must be returned to both the VA In-Service Claims office
and OPNAV N135C. Please fax the DIC worksheet to the VA at (215) 381-3084 and scan/email an
encrypted copy to -------------———- (@navy.mil

5. For additional information on survivor benefits, please visit the Department of Veterans’

Affairs website: www.vba.va.gov/survivors/index.htm. To inquire about Montgomery G.I. Bill refunds,
contact Mr. James Yetman at james.yetman@va.gov. To request a Presidential Memorial Certificate,
complete the form at http://www.va.gov/vaforms/va/pdf/VA40-0247.pdf and fax your request and all
supporting documents to: (800) 455-7143.

6.  Ten copies of the DD Form 1300 have been included in the benefits package. In lieu of a
death certificate, this form may be used by the next-of-kin as proof of death. It may also be used as
proof of service, as a DD Form 214 will not be issued.

7. The NAVPERS 1770/7 is for your initial, interim, and final CACO reports which should be
submitted via your Regional Casualty Assistance Program Manager.

8.  Please hand deliver packet and lapel button(s).
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Military Benefits

Military Benefits

Military benefits may include:

e Unpaid pay and allowances up to the day of death
o Unpaid re-enlistment bonus
o Unused leave
o Unpaid Bonuses
e 365-day government quarters residence OR 365-day BAH entitlement
¢ One-time move at government expense to any location (including OCONUS) within three years of death
e Death Gratuity Payment (if not already paid)
e Survivor Benefit Plan (monthly annuity for survivors of deaths in the line of duty)
e Dependents’ ID Card for spouse and child(ren) (all ID cards must be reissued)
e Commissary, exchange, medical care, proper DEERS status

e TSP Benefits

Note: Medical and dental benefits terminate for the spouse after three years after sponsor's death (i.e., date of
death is May 3, 2008 termination date would be May 31, 2011) after which the spouse will have the option of
continuing with TRICARE and Delta Dental at the same costs as a retired individual. However, minor children
and unmarried dependent children remain in transitional survivor status at the active duty rate until they reach the
age of 21 or up to 23 if they are enrolled in secondary school of higher learning. These children remain
transitional survivors until they reach the eligibility age limit, marry, or otherwise become ineligible for tri-care.

Housing Issues

Families residing in government quarters should be advised as follows: that the military allows dependents 365
days of no cost continued residence in government quarters or entitlement to a quarters allowance if they choose
to reside in private quarters (not for active-duty spouse — only dependents). Notify the government housing
office of family's intentions, and apprise PERS-00C and the regional CAC office of the family's intentions and
address should they vacate government quarters.

If family resides in other than government quarters, the CACO should apprise dependents of a 365-day BAH
entitlement for private quarters. Contact PERS-00C to arrange the entitlement, and immediately notify PERS-00C
of any change of address. Brief the family on Defense Finance and Accounting Service (DFAS) payment
procedures.

Families residing in overseas government housing may be subject to additional restrictions due to SOFA or other
agreements with the host nation. Consult with the regional CAC office for applicable policy.

Dependents are entitled to a one-time move, at government expense, for spouse and child(ren) within three years
after a military member's death. Also, the Navy will store household belongings until the family is ready to move,
up to one year. In some instances, more than one move may be allowed.
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Thrift Savings Plan
TSP benefits are passed to designated beneficiaries via the member’s validly completed TSP-U-3. If no
TSP-U-3 was completed, the benefits will be passed according to the order of precedence required by law.

If a participant dies while he or she is still in federal service, the participant’s personnel or payroll office
will report the participant’s death to the TSP. If the participant dies after separating from service, his or
her next of kin, legal representative or other responsible person must report the participant’s death to the
TSP. In either case, however, to begin the process, the participant’s survivor(s) must submit Form TSP-
17, Information Relating to Deceased Participant, to the TSP, along with a copy of the participant’s
certified death certificate.

Form TSP-17 can be downloaded and printed from the TSP website, under Forms & Publications; it is
also available from the participant’s agency or service personnel office or the TSP.

Payments to beneficiaries can take several months from the time the TSP is notified of the participant’s
death. If there is an outstanding loan or a court order against the account, it must first be resolved.
Beneficiaries must be located, their Social Security numbers must be obtained and verified, and their
addresses must be obtained or confirmed. Payments are usually made 60 days after the beneficiary
determination package is sent from the TSP or after the TSP has received all of the information it needs to
make the payment (e.g., an Election of Payment form), whichever is sooner. Beneficiaries can also
request an accelerated payment by submitting the Waiver of Tax Notice Period that is in the beneficiary
determination package.

. Options for the Spouse(Children):
o Take all money in TSP out
o Leave money in TSP, but no new contributions
o Rollover monies into an IRA (Non-Roth IRA has to go into traditional IRA’s)

The Survivor Benefit Plan (SBP)

SBP is payable to all active-duty spouse and/or children, pending a JAG LOD determination. If no
election is made/ signed/forwarded, SBP will default to “Spouse” or “Spouse and child” election after one
year. The benefit amount is 55 percent of 75 percent of base pay at the time of death.

Example: Base pay of $4,000 per month
75% of $4,000 = $3,000
55% of $3,500 = $1,650

The SBP benefit amount is offset dollar for dollar by receipt of DIC (Spouse or Spouse and Child
elections), while SBP (Child-only election) is not.

Example: DIC $1254 (Spouse) + ($310 per child) + SBP (S & C) $0 = $1,564
(2015 Dollars) DIC $1254 (Spouse) + ($310 per child) + SBP (C only) $1650 = $3,214

If the surviving spouse has one or more children under the age 1, add the 2-year transitional benefit of
$270.00.

SBP is taxable and DIC is not. SBP for child(ren) will stop once each child reaches 18, or 22 if an
unmarried full-time student. It also stops when a spouse remarries. See
http://militarypay.defense.gov/Benefits/sbp.html.
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The DoD Self-Service Login (DS Logon) and Online Survivor Benefits Report
(OSBR)

Public Law 109-163 required the Department of Defense (DoD) to provide the survivors of deceased service
members with computer accessible, personalized no cost information about benefits and financial assistance
available to them from the Federal government.

The Armed Forces Services Corporation (AFSC) provides survivors an Interactive Online Survivor Benefits
Report. This report permits survivors to input “what if”” changes to the status of eligible surviving family
members. Contact your Regional Casualty Assistance Coordinator to obtain the initial survivor benefits report for
delivery to the survivor.

Your regional coordinator can also assist you in obtaining a DoD self-service logon, or DS, logon premium
account for your survivor which will permit them to access the report 24/7, 365 days a year. To access the report,
an account which consists of a username and password are required. The DS logon is a secure self-service logon
identification that permits individuals affiliated with the DoD or Department of Veterans Affairs (VA) to access
several websites using a single username and password.

If the survivor has questions after obtaining the DS logon and password have them contact the Family Assistance
Support Team at 877-827-2471 or by email at osbr@afsc.com.

Department of Veterans Affairs Benefits
e Dependency and Indemnity Compensation (DIC)

o Spouse and child(ren).

o Monthly allotment.

o Service-related death.
e Servicemembers’ Group Life Insurance (SGLI)

o SGLI is payable to the designated beneficiary on SGLI election form. If none is designated, it is paid
to spouse, children, and parents, in that order, by law.
o Normally paid within three to four weeks.

o Must submit DD 1300, a copy of death certificate, SGLI election form (SGLV-8286) and LES or
statement confirming the last month for which the SGLI premium was collected from the member’s
pay.

o Monthly installment option available.

o An Accelerated Benefits Option (ABO) is available in terminally ill cases; see resource in CACO
Toolkit for more information.

o Upon the death of the service member, SGLI payment is made by the Office of Servicemembers’
Group Life Insurance (OSGLI) to the service member’s beneficiary in either a lump-sum payment or
in 36 equal monthly installments as specified by the service member. Eligible beneficiaries may elect
to change the lump-sum payment to 36 equal monthly payments; however, they cannot change the 36
equal monthly payments to lump sum.

o Ifthe proceeds are to be paid in a lump-sum payment, the beneficiary will be given the option of
receiving the lump-sum payment either through the Prudential Alliance Account or by check.

An Alliance Account is an interest-bearing draft account established in the beneficiary’s name with a draft book.
The beneficiary can write drafts (checks) for any amount up to the full amount of the proceeds. There are no
monthly service fees or per-check charges and additional checks can be ordered at no cost. Fees do apply for some
special services including returned checks, stop payment orders and copies of statements/checks.

Module Four CACO Student Guide 81



The funds in an Alliance Account begin earning interest immediately and will continue to earn interest until all
funds are withdrawn. The interest rate may change, but not more than once a month and will vary over time
subject to a minimum rate that will not change more than once every ninety days.

Alliance Account funds are part of Prudential’s General Account and are backed by the financial strength of The
Prudential Insurance Company of America, which has been in business and serving its customers for more than
130 years. The Alliance Account is not a bank account or a bank product, and therefore, is not insured by the
Federal Deposit Insurance Corporation (FDIC).

o TSGLI: Traumatic SGLI coverage (while living) is automatic with SGLI coverage for an additional
$1 per month. Coverage provides a payment of $25,000 up to $100,000 (in $25,000 increments) for
members with a qualifying loss. Payment is also made to the beneficiary of a member who has died
from a qualifying injury seven days or more after a qualifying injury occurs.

e Headstone

o PNOK or PADD Only, delivery in three to four months

e Dependent Educational Assistance
o Spouse and child(ren).
o Up to 45 months.

e MGIB Refund:
o Unused GI Bill monies refunded to designated SGLI life insurance beneficiaries (only what member
put in). Must submit letter requesting refund.

e Marine Gunnery Sergeant John David Fry Scholarship (Fry Scholarship):
o Provides Post-9/11 GI Bill benefits to the children and surviving spouses of Service members who
died in the line of duty while on active duty after September 10, 2001. Eligible beneficiaries attending
school may receive up to 36 months of benefits at the 100% level.

Accompany the NOK to the local Department of Veterans Affairs office for a detailed explanation of benefits if
required. Some local VA representatives will agree to visit the NOK to discuss benefits. Consult with your
regional program or case manager for additional guidance.
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Social Security Benefits
e Lump Sum Death Benefit
o $255
o Spouse or child
e Monthly Allotment
o Unmarried children who are under age 18 (or up to age 19 if they are attending elementary or
secondary school full time). Children can get benefits at any age if they were disabled before age 22
and remain disabled. Under certain circumstances, benefits also can be paid to your stepchildren,
grandchildren or adopted children.
e Young Widow(er) Benefit
o Through child's 16th birthday if not still in high school.

You can call a special toll-free number for families of military service members (866-777-7887) between 7 a.m.
and 4 p.m. EST Monday through Friday, and they will take the NOK’s claim right away over the telephone using
their expedited process.

You can also visit the local Social Security office if not using the expedited telephone claims process. Check the
local telephone directory for the nearest office, or call (800) 772-1213 between 7 a.m. to 7 p.m. EST Monday
through Friday, or visit their website at www.socialsecurity.gov.

Using the toll-free number is highly recommended.

Beneficiary Financial Counseling Services (BFCS)

Free, unbiased financial counseling tailored to a survivor’s needs is available from the national team at
FinancialPoint®. Their certified financial planners and other financial professionals are experts in handling a wide
range of financial situations and offering customized assistance. FinancialPoint counselors have no products to
sell. They do not receive a commission for their services, and they are not affiliated with any banks or investment
firms.

Phone Access: 888-243-7351

Fleet and Family Support Center Financial Programs
The Navy’s Personal Financial Management (PFM) implements specific requirements that establish a systemic
approach to address personal financial management issues for Sailors, families and Navy commands.

Management of personal finances presents an increasing challenge to Sailors and their families. For some, the
lack of basic consumer skills and training in how to wisely manage finances sets the stage for financial difficulty.
Contributing factors include a high cost of living in some areas of the United States, predatory lenders/lending,
high-pressure sales tactics, deceptive advertising, consumer rip-off schemes and a tendency to live beyond one’s
means.

Sailors and the Navy have a joint responsibility to address personal financial obligations. Sailors have an
obligation to meet the financial needs of their families and pay their just financial debts in a timely manner.

Overall, the PFM program offers information and referral, education and training, as well as financial counseling
to address the financial education needs of Sailors and their families. The PFM program is to emphasizes a
proactive, career lifecycle approach to service members' personal financial responsibility and accountability by
providing basic principles and practices of sound money management, counseling tools and referral services using
a comprehensive education and training program.
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Active-Duty Casualty Benefits and Entitlements Summary

Current as of July 2013
LOD Taxable/ Non-
BENEFIT and ENTITLEMENTS DESCRIPTION Tmpact Taxable
) ) May remain in government quarters up to 365 days or receive one-
Basic Allowance for Housing (BAH) time lump-sum payment ifin civilian quarters not to exceed 365 No NT
JFTR Chapter 10 par. U10424 days of BAH or a combination of both again, not to exceed 365 Impact
days. If beneficiary i s active-duty military, paymentswill be made on
a quarterly basis for this entitlement.
. . - Continues for unmarried widow(er), handicapped dependent
Uniform Services ID and Privilege children or dependent children attending school through age 21 No
Card . (may be extended to age 23 if a full-time student in a VA-approved Impact
DoD Instruction 1000.13 educational institution).
. Continues for unmarried widow(er), handicapped dependent
Ethange, Commissary and Theater children or dependent children attending school through age 21 (may | No
Privileges ) be extended to age 23 if a full-time student in a VA-approved Impact
DoD Instruction 1000.13 educational institution).
Unpaid Pay and Allowances (UPPA) Paid to designated beneficiary. Consists of any unpaid pay and allowances, No
DODFMR 7A Chapter 36 unused leave, any remaining bonus entitlements, etc. DFAS generally will Impact T/NT
process final pay within 60 to 90 days.
Post-9/11 Gl Bil An individual who is the child or spouse of a person who, after Sept. ‘
public Law 111-32. the Marine Gunne 10, 2001, dies in the line of duty while serving on active duty, is eligible | Will NT
S ¢ lohnD a Frv Scholarshi v for education assistance under the Post 9/11 Gl Bill. This educational Impact
ergeant Jonnavid Fry >cholarship, assistance is known as the “Marine Gunnery Sergeant John David Fry
amends the Post- Scholarship.” In this instance, a child may be married or above the age
9/11 Gl Bill (chapter 33) of 23. Each spouse or child would receive the 36 months of benefits
to include tuition capped at the highest in-state undergraduate
*Updated for 2015 tuition, BAHfor E5 w/ dependents based on the ZIP code of the
college and up to $1,000 for books. The dependent would have to be
going fulltime in order to receive the full BAH.
lzgztral Isialg]lii/eezlagetirceomnetr:’lcbg;sl(t)enn? Paid to dgsignated beneficiary. If no beneficiary form is on file, then No T
Act of 1986 payment is made by law. Impact
Death Gratuity . . L . No
DODFMR 7A Chapter 36 igl(;jcy:::)i:rlizated beneficiary(ies) $100,000 (one-time payment.) Impact NT
) DIC is a tax-free monthly benefit authorized for unremarried NT
Dependency and Indemnity widow(er)s and eligible children of service members who died on Will
Compensation (DIC) active duty or died following active duty from a service-connected Impact
& Spouse Transitional Benefit disability. Must be VA approved. Current rates can be found at
38 CFR3.312. & http://www.vba.va.gov/bln/21/rates/ comp03.htm. A transitional
M21-1MR, Part IV benefit is also payable to the surviving spouse with dependent children
for the first two years after member’s death or until the youngest child
turns 18 (23 if attending college), whichever periodis shorter.
Additional benefits are payable if the spouse and/or child isincapacitated
or in need of assistance.
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Taxable/ Non-

LOD

BENEFIT and ENTITLEMENTS DESCRIPTION Tmpact Taxable
Dependents’ Educational Assistance DEA is payable by the VA to the spouse and each child to defray the N
(DEA) expenses of higher education. Amounts are payable monthly. Note: Ir’: act
Dependents’ Educational Children can only receive DEA or DIC — not both. Spouse can receive P
Assistance Pamphlet both DIC and DEA concurrently. See www.vba.va.gov.
U.S. Code 38, Chapter 35
Headstones, Grave Markers and Provided by Department of Veterans Affairs (VA). N
Medallions Ir:pact
38 CFR38.631 &
Servicemembers’ Group Life Insurance $400,000 coverage unless member has declined or elected a lesser NT
(SGLI) Servicemembers’ and Veterans’ amount. If the deceased was married to another military member, No
Group Life Insurance Handbook an additional $100,000 (FSGLI) is payable unless spouse has declined or | Impact
elected a lesser amount.
Traumatic Injury SGLIPublic Arider to the SGLI policy provides payments to help traumatically
Law 109-13 & _TSGL' injured service members and their families with financial burdens No NT
Procedural Guide associated with recovering from a severe injury. Payments range Impact
from $25,000 to $100,000 depending on the qualifying loss
suffered. Also payable to SGLI beneficiary(ies) if the member died
seven days or more after a qualifying injury occurs.
Social Security Burial Allowance Social $255 one-time lump-sum death benefit, if eligible. N
Security Survivor Benefits Publication ° NT
Impact
Funeral Travel Travel to attend burial ceremonies is authorized for the spouse,
JFTR par. 5242 children, parents (including in-laws), and siblings (full, half or No NT
MILPERSMAN 1770-270 adopted); or the person authorized to direct disposition of the Impact
remains (PADD), if not one of the previously mentioned. If there
are no other qualifying relatives, the PADD may select an
additional two persons closely related to the deceased. Per diem is
payable for the time necessary to travel to the location concerned,
plus not to exceed 2 days at that location, and the time necessary
to return from that location.
Memorial Service Travel An eligible relative (as outlined above in “Funeral Travel”) may be
JFTR par. 5242 authorized travel and transportation allowances for one round- No NT
MILPERSMAN 1770-271 trip to one installation/home port/unit memorial service if that Impact
memorial service occurs at a location other than the burial
ceremony location. The memorial service must be in CONUS, a
non-foreign OCONUS area or the deceased member’s last PDS or
home port, and may not be in a theater of combat operations. Per
diem is payable for travel days to and from the location
concerned, plus up to 2 days at that location. Note: Commands
must provide a statement indicating the date and location of the
memorial service, as well as the list of invited/attending family
members.
Travel to Dignified Transfer The Primary Next of Kin (PNOK), plus two eligible relatives of the
DOD INST 1300.18 PNOK’s choosing (see “Funeral Travel” for eligible relatives list) of | g NT
: Navy fatalities from a theater of combat operations may travel to Impact
Dover Air Force Base to observe the Dignified Transfer of Remains
Travel to Very Seriously ill or injured A Military physician may determine that such travel is warranted.
Sailors Bedside Such travel is authorized for up to three individuals, as designated | N NT
by the member (verbally or indicated on the page 2), or by the Impact
JFTR par. 5246 attending Physician. Individuals are entitled to lodging and per
MILPERSMAN 1770-230 diem for the duration of the “bedside warranted” status.
Subsequent arrangements may be authorized through Navy Safe
Harbor.
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BENEFIT and ENTITLEMENTS

DESCRIPTION

LOD
Impact

Taxable/ Non-
Taxable

Travel to Bedside of Not Seriously Injured
Sailors

JFTR par. 5246
MILPERSMAN 1770-230

Travel is authorized for up to three individuals (as determined
above) to visit a member who has a wound or injury incurred in a
combat operation or combat zone and who is hospitalized in a
medical facility in the U.S. for treatment of that wound or injury.
Per diem authority must not exceed 30 days unless an extension is
authorized/approved through the Secretarial Process.

No
Impact

NT

Mortuary Services
U.S.Code Title 10 Chapter 75

Preparation, encasement and transportation of remains provided
through a contract mortuary or government facility.

No
Impact

NT

Gravesite
U.S.Code Title 10 Chapter 75

Provided by Department of Veterans Affairs (VA) through the
National Cemetery System.

No
Impact

NT

Survivor Benefit Plan (SBP) & Special
Indemnity Allowance (SSIA) DoD Directive
1332.27 & DODFMR 7B Chapters 42-52
PL110-181 (18 Apr08)

Annuity computed at 55% of member's disability retired pay (75%
of basic pay) (*Note: Computation of disability retired pay
predicated on member's retirement plan, i. e. final pay or high 36
average.) Any SBP payable to the spouse is offset dollar for dollar
by DIC. Child(ren) may receive payment with no offset. — Surviving
spouses whose SBP payments have been offset (partially or
totally) as a result of receiving DIC, including surviving spouses of
members who died while serving on active duty, are eligible for
the Special Survivor Indemnity Allowance (SSIA).

SSIA will not be payable for any period prior to 1 Oct 08.

-- Monthly SSIA payments will be paid as follows:

--- 1 Oct 08 thru 30 Sep 09 - $50

---1 Oct 09 thru 30 Sep 10 - $60

---1Oct 10 thru 30 Sep 11 - $70

---10Oct 11 thru 30 Sep 12 - $80

---1 Oct 12 thru 30 Sep 13 - $90

---1 Oct 13 thru 30 Sep 14 - $150

---1 Oct 14 thru 30 Sep 15 - $200

---1 Oct 15 thru 30 Sep 16 - $275

---1 Oct 16 thru 30 Sep 17 - $310

SSIA payments terminate 1 Oct 17

Wil
Impact
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Return of Personal Effects

The Navy has no authority to decide lawful succession to or title of ownership of the personal effects of a member
who has died. The member's command is only responsible for inventorying and taking custody of personal effects
for safekeeping and delivery to the legal recipient, known as the person eligible to receive personal effects
(PERE), including the member's POV. The inventory should be recorded on NAVSUP 29. This is a command
responsibility. The CACO should not be involved in inventorying or custody of a deceased member’s personal
effects.

e Per DoDI 1300.18, PEREs are recognized in the following order:
1. The legal representative of a person’s estate.

Unremarried surviving spouse.

Children in order of seniority (age).

Parents in order of seniority (age).

Siblings in order of seniority (age).

Other blood relative.

A person standing in loco parentis.

S B A S i

A person named as a beneficiary in a will.

The command should appoint an Inventory Control Board (ICB) which will provide status reports on the personal
effects to the regional CAC office. The ICB must consist of at least two people (who are not the CACO) to
maintain dual custody at all times. All personal effects should be inventoried, including items in the work space.
If the personal effects are in a private residence that the member was sharing with another individual and that
person refuses the Navy permission to enter the residence to collect items for shipment, the NOK may have to
obtain a court order for release of those items. The shipment of personal effects must be completed within 14
days. The command representative (liaison) should advise the regional CAC office of any estimated shipment
date and date of arrival. See NAVSUP 490, Rev 5, for more guidance, or consult NAVSUP Code 53.
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Bank Accounts: Contact the bank to determine necessary steps to close member accounts.

POV: If the POV(s) are located at a commercial storage facility, the costs for storage have to be paid by the
recipient prior to shipment; the CACO needs to contact the storage facility and obtain details on how to retrieve
the vehicle and apprise the NOK of arrangements. If there is a lien against the vehicle, the legal recipient will be
advised and given the name and telephone number of the lien holder. Inform the legal recipient that you will, at
his/her request, call the financial institution to inform them that the member is deceased.

Documentation: Be specific and use caution when documenting personal effects on the NAVSUP 29. Never
inventory personal effects alone. It is important to use generic information when describing personal effects. For
example, rather than say “A 2-carat diamond ring” use “a yellow ring with a clear stone.” Do not use words such
as gold, silver, china, Rolex, etc.

Mail: Read opened mail, but do not read unopened mail.

Shipment Documentation: The command representative is the liaison with the origin Personal Property Shipping
Office (PPSO). The liaison communicates with the assigned CACO (at destination) and provides information as
to shipment, storage and/or delivery of personal property. The assigned CACO at destination is the agent for NOK
and initiates the delivery of the personal property to the NOK/legal recipient (PERE) via the PPSO. Make an
appointment with the Personal Property/Household Goods Office to arrange for “Blue Bark” shipment.

Documents to provide are:

e Copy of PCR

e CACO appointment letter

o Copy of member’s Page 2

e A DD 1300 with the line of accounting (LOA)
e NAVSUP Form 29

e Vehicle registration and/or supporting documents

If death occurred outside the 48 contiguous states, then the personal effects are normally routed through the Fleet
and Industrial Supply Center, Williamsburg, VA. While personal effects are being processed, the command to
which the member was assigned will keep the CACO advised as to when and how the effects were sent, bill of
lading numbers, intermediary shipment points and expected arrival time of effects. If there is indication of a delay
or effects do not arrive, do not hesitate to contact the Fleet and Industrial Supply Center, or the Personal Property
Division, HQ Naval Supply Systems Command. Forms for personal effects are included in the Command
Information page of the CACO website (www.cnic.navy.mil/CACO).

Items Not Covered or Shipped: Examples include pets, garbage and damage to property. Check with your case
manager or regional CAC office for guidance if you encounter an issue with an item not covered or shipped.
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Sample Forms

Inventory of Personal Effects (NAVSUP Form 29) (pg. 1 of 2)
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Sample Forms

Inventory of Personal Effects (NAVSUP Form 29) (pg. 2 of 2)
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Sample Forms

Shipment of Personal Effects Letter
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Sample Forms

Handling of Personal Effects Designation Letter
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Investigations

Sometimes an investigation is initiated to explore the circumstances surrounding the death of a military member
(or DoD civilian employee who becomes a fatality while accompanying military personnel in the field or as a
result of military-related actions). Navy Casualty (PERS-00C) will task commands to provide the following,
usually by a casualty assistance follow-up message e- mailed to the command:

e The name of the DoD organization conducting the investigation.

e The type of investigation being conducted.

e The existence of any reports by the investigating organization that have been or will be issued as a result of
the investigation.

e A point of contact within the investigating organization that can provide information on the status of the
completion of any investigative reports.

Examples of investigations are Line of Duty (LOD) Investigations, JAGMAN Investigations, or an Aviation
Mishap Investigation.

Your role as a CACO is to provide the PNOK and parents with current information about ongoing investigations
(if applicable) and the process for obtaining a copy of such investigation and any autopsies (if conducted). You
should work with your regional program manager to obtain this information.

DoD informs PERS-00Cabout the procedures for family members to obtain a copy of the completed report(s), to
the extent that such reports may be furnished, and for obtaining answers to their questions on the completed
investigation from a fully qualified representative.

If the question of investigations comes up on the notification visit, assure the family that you will keep them
apprised of the status as soon as you know anything, and that you will help them fill out any forms to get the
information they want.

The Freedom of Information Act (FOIA) request form is included in the CACO Toolkit.
When speaking with a family about ongoing investigations:
Do:

e Tell the family what information is available.
o Assist the family to complete Freedom of Information Act request forms.
e Coordinate with your regional program manager to obtain the latest information.

Don’t:

e Speculate; only tell the family information you have.
e Make promises that you cannot keep (for example, telling the family when investigations will be completed
or available.)
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Sample Forms

Freedom of Information Request Letter: Service and Medical Records

(Date)

Commander

Navy Personnel Command

(PERS-00J6)

Attn: Freedom of Information Coordinator
5720 Integrity Drive

Millington, TN 38055

To Whom It May Concern:
In accordance with the provisions of Public Law 102-484, Section 1072 of the 1993

National Defense Authorization Act, | request a copy of the below listed documents from
the service record or medical record of:

(Rate, Name, Last Four of SSN)

who died on

Documents requested:

(Signature)

(Printed Name)

(Relationship to Sailor)

(Street Address)

(City, State, ZIP Code)

(Telephone Number)

(Form received from OPNAV N135C 6 November 2009.)
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Sample Forms

Freedom of Information Request Letter: Police Investigation
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Sample Forms

Freedom of Information Request Letter: JAGMAN
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Sample Forms

Freedom of Information Request Letter: NCIS
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Sample Forms

Freedom of Information Request Letter: Autopsy
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Setting Boundaries

In his book, Boundaries & Relationships: Knowing, Protecting, Enjoying the Self, psychotherapist Dr. Charles L.
Whitfield describes a boundary or limit as "how far we can go with comfort in a relationship. It delineates
where ‘I’ and ‘my’ physical and psychological space ends and where ‘you’ and ‘yours’ begin."

If your boundaries are intact and you have good self-awareness, you will have a negative response to people
around you who don't. Think of the co-worker or casual acquaintance who shares intimate details of her or his
marriage with you. What about the boss who seems to be trying to develop a friendship with you? At the least,
this can be confusing. We are comfortable in relationships when we know the "rules" or conventions that define
them.

Setting boundaries is not a more sophisticated way of manipulation — although some people will say they are
setting boundaries, when in fact they are attempting to manipulate. The difference between setting a boundary in a
healthy way and manipulating is: when we set a boundary we let go of the outcome.

It is important for a CACO to maintain personal and emotional boundaries when working with a case, especially
an extended case. This means setting limits without feeling like you have hurt or disappointed another person and
being able to ask for what you want or deserve.

Clearly defined boundaries indicate that you have self-respect, care for yourself and are aware of protecting your
own interests. People who are able to do this are able to say NO! You may find that saying “no” brings up many
different emotions for you. If you have emotional boundaries that are too restrictive, you may feel emotionally
numb. To others you may seem to be insensitive, unaccepting and not interested. You may avoid reacting or
showing your feeling to others and have problems asking for or giving help.

If you have emotional boundaries that are too loose, you may be unable to contain your feelings and you may
overreact to yourself or others. You may tell others too much about yourself, may depend too much on others to
meet your needs and may trust too quickly or get into intimate, sexual relationships too fast or inappropriately.
You may also agree to do things when you to really want to say “no.” You may also give too much, take too much
and not respect your own or others’ personal rights. You have the right to set limits on your physical and
emotional space and ask others to respect those limits.
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How Can | Tell if My Boundaries Are Violated?

Any of the following may be signs that you do not have adequate boundaries in place:

e Always saying YES when someone asks you to do something, even if you don't feel like it.
e Often putting the needs of others before your own.

e Putting up with verbal and emotional abuse.

¢ Allowing yourself to be manipulated by another's moods.

e Feeling hurt and angry when someone treats you a certain way.

e Being taken for granted.

CACO duty can take a physical and emotional toll on a member. Before taking on a case, set your own boundary
guidelines and stick to them. Have a support system in place, a person or group of people you can talk to when
you are experiencing stress, strong emotions or secondary trauma from your CACO duty. Your spouse, adult
friends, chaplain or religious advisor, parents or siblings could be in your support system and help you maintain
your boundaries and your perspective.

Take a few minutes now to consider who could be your support when you are called to CACO duty. When you
complete this training, talk to the person or people listed, tell them about the duty you may be called on to
perform, and discuss how they can provide support to you as you accomplish this critical service to your fallen
shipmates and their families.

Name:

Name:

Name:
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Long-Term Assignments

CACO assignments can range from a few hours to many months. In extended assignments, communication needs
change over time. Two kinds of communication problems are common: 1) the NOK may become frustrated and
angry about slow progress, or 2) the NOK may show signs of becoming too dependent on the CACO. The
following approaches will help to avoid both of these problems.

Establish short, medium and long-term goals. As the situation changes, the purposes and goals of
communication between the CACO and NOK also change. Remain flexible, establish interim and final goals, and
discuss them with the NOK to facilitate this process. Measuring and acknowledging progress compared to these
goals is a useful tool for keeping communication open and reducing frustration.

Identify and discuss milestones and changes. As each milestone is reached, any changes in communication
goals and patterns can be identified and discussed. For example, advising the NOK in advance that calls will be
decreasing will help to avoid surprises and negative feelings of resentment at being "abandoned."

Involve other resources as needed. In some long-term assignments, ongoing NOK needs will ultimately be
passed off to other support services. Planning for and discussing this long-term strategy can be included as part of
the mid- and long-term goal setting process.

Navy Gold Star Program: The Navy’s official program for providing long-term support to
surviving families of Sailors who pass while on Active Duty.

The mission of the Navy Gold Star program is to “Connect with surviving family members of

active Duty death through engagement; creating culture of remembrance”. This is accomplished
through the program’s efforts to provide long-term support to the families of those who die on active duty for as
long as they desire. The program serves as their link to the Navy as well as the bridge for these families to
survivor support resources and other Gold Star members. Program coordinators reach out to Survivors to
identify their needs, connect them with resources to meet those needs and follow up to ensure that these needs are
met. The program staff are empowered to created opportunities for these families to connect to one another
through support groups and social outings as well as to create a culture of remembrance by hosting ceremonies
and events that show these families that their loved ones are not forgotten.

Navy Gold Star (NGS) Coordinator: Serves as the long-term support advocate for Survivors and is responsible
for service delivery. Coordinators provide, either directly or through appropriate professional resources and
referrals; support groups, life skills education, assistance in managing applicable life-long benefits transition
milestones and referrals to counseling resources. The Gold Star Coordinator will work closely with the CACO to
support not only the family, but the CACO themselves. The Coordinators support their area of responsibility
(AOR) which may be geographically larger than others, especially within areas of the country with limited Naval
presence

Within 21 days of the loss, the CACO will connect with the assigned NGS coordinator to discuss the case, family
dynamics and needs, as well as to establish a transition plan. Whenever possible, the CACO will coordinate an
introduction between the Survivor and the assigned NGS Coordinator. NGS coordinators will contact assigned
family members 30 days post-loss unless an introduction plan is established or a need to delay has been
previously discussed with the assigned CACO.

NGS and CACO will support the family concurrently with their varying needs with the Regional CACO
Coordinator making the determination when all applicable elements of the short-term casualty assistance process
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(CACO) is verified or properly initiated on behalf of that Survivor. When the CACO has completed all required
duties, the case will then be officially transferred to the Navy Gold Star program.

"Close" the assignment. In all CACO assignments that include substantial periods of CACO-NOK interaction, a
final call or visit to acknowledge that the assignment is finished is usually beneficial. This action is especially
helpful after a long-term assignment. The discussion can be opened with a statement such as "We have reached all
of our goals" or "Everything has been completed." A closing statement such as "It has been an honor to serve

you" can provide a sense of closure for both the NOK and the CACO.

CACO Student Guide 102 Module Four



CACO Completion Report: The NAVPERS 1770/7

The NAVPERS 1770/7 tracks the progress of a CACO case. The initial report is due 30 days after assignment,
and interim reports are due every 30 days thereafter. A final report shall be completed when all benefits have been
received and the CACO is ready to close out the case.

The CACO may add any comments or recommendations for improvements on this form for review. Be sure to
include the number of hours worked on the case.
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Forms for the Benefits Visit

O Benefit Claim Forms as Directed by Navy Casualty (PERS-00C)
NAVPERS 1770/7
DD 1300, Report of Casualty

DD 1164, Claim for Reimbursement for Expenditures on Official Business

Oo0Oo0oa

Privacy Act Authorization

Forms and Information for the Benefits Visit available at the CACO resource webpage
(http://www.cnic.navy.mil/caco)

Form Name Form Number

Summaryv of VA Dependents' and Survivors' Benefits VA Pam 21-12-2

A Survivors Guide to Benefits

Abpplication for Dependencv and Indemnitv Compensation bv a Surviving Spouse or Child VA 21-534a
Abpplication for Refund of Educational Contributions VA 24-5281
BAH Non Reciept Letter to DFAS

Beneficiarv Financial Counseling Services for SGLI VGL FSGLI Beneficiaries

Claim for Death Benefits SGLV 8283

Claim for Reimbursement for Expenditure on Official Business SF 1164

Freedom of Information Act Request

Information Relating to Deceased Particinant TSP-U-17

MGIB Refund Letter

Personal Effects Extension Letter

Personal Effects Shipment Request Form
Post 9 11 GI Bill Frv Scholarship
Presidential Memorial Certificate (PMC) Fact Sheet

Presidential Memorial Certificate (PMC) Request Form VA 40-0247
Request Pertaining to Military Records SF 180

Social Security Survivor Benefits

Tricare Survivor Benefits Brochure

VA Bereavement Counseling webpage

VA Death Pension Benefits webpage

VA Dependents Indemnity Compensation (DIC) webpage

VA Educational Benefits Information
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Case Contact Information for Benefits Visit

Contact Type

Contact Information (Name, Phone, Fax, Email, etc.)

Navy Casualty Benefit Claims

PERS-00Cis available to answer questions regarding

SGLI at (800) 368-3202

SGLI/OSGLI

Office of Servicemembers’ Group Life Insurance
(SGLI)

Tel. (800) 419-1473

Main Fax. (800) 236-6142

Claims Fax. (877) 832-4943

http://www.insurance.va.gov/sglisite/sgli/sgli.htm

VA Representative/Office

Navy Gold Star Coordinator
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Sample Forms

Casualty Assistance Calls Program (NAVPERS 1770/7) (pg. 1 of 3)
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Sample Forms

Casualty Assistance Calls Program (NAVPERS 1770/7) (pg. 2 of 3)
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Sample Forms
Casualty Assistance Calls Program (NAVPERS 1770/7) (pg. 3 of 3)
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Sample Forms

SGLI Options Letter

Module Four CACO Student Guide 109



Sample Forms

Claim for Death Benefits (SGLV 8283) (pg. 1 of 4)
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Sample Forms

Claim for Death Benefits (SGLV 8283) (pg. 2 of 4)
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Sample Forms

Claim for Death Benefits (SGLV 8283) (pg. 3 of 4)
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Sample Forms

Claim for Death Benefits (SGLV 8283) (pg. 4 of 4)
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Sample Forms

Presidential Memorial Certificate Request (VA Form 40-0247)
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Sample Forms

Application for Dependency and Indemnity Compensation (VA Form 21-534a) (pg. 1 of 2)
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Sample Forms

Application for Dependency and Indemnity Compensation (VA Form 21-534a) (pg. 2 of 2)
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Sample Forms

MGIB Refund Request Letter
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Sample Forms

Claim for Standard Government Headstone of Marker (VA Form 40-1330) (pg. 1 of 4)
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Sample Forms

Claim for Standard Government Headstone of Marker (VA Form 40-1330) (pg. 2 of 4)
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Sample Forms

Claim for Standard Government Headstone of Marker (VA Form 40-1330) (pg. 3 of 4)
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Sample Forms

Claim for Standard Government Headstone of Marker (VA Form 40-1330) (pg. 4 of 4)
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Final Issues of Note

Religious Issues: Brief summaries of various religious traditions regarding death are included on the CACO
website (www.cnic.navy.mil/CACQO). CACOs should review the material on their own and understand that they
could encounter a variety of religious issues while working on a case. A CACO should always attempt to bring a
chaplain along when notifying NOK of a casualty.

Organizing a Case File: As stated at the beginning of the training, organization is one of the two keys to success
as a CACO (communication is the other). Keep copies of everything in a well-organized file. Keep all of your
CACO materials together in an easy-to-access place so that when you are assigned a case you can easily and
efficiently accomplish the necessary tasks.

Dealing with Knowledge Attrition: It is possible to be assigned a case within just a few days of taking this
training, but it is also possible it could be a few months. It is normal for there to be some knowledge attrition
between now and the time a case is assigned. The CACO website (www.cnic.navy.mil/CACO) contains all forms
and resources. The CACO Checklist that has been used at the start of each module is included on the CACO
website (www.cnic.navy.mil/CACO), and reviewing that periodically will help keep you ready for a case
assignment.

CACO Refresher Training: Trained CACOs have annual SIMmersions training requirements via Joint
Knowledge Online (JKO) at https://jkodirect.jten.mil/Atlas2/faces/page/login/Login.seam.

CACOs will need to create a JKO account prior to course enrollment. The three required SIMmersions training
course numbers and titles are: (1) OSD-SIMMO1 - Casualty Notification Training; (2) OSD-SIMMO02 - Casualty
Assistance First Visit Training; and (3) OSD-SIMMO3 - Casualty Assistance Benefits and

Entitlement Training.

(1) OSD-SIMMO1 - Casualty Notification Training - The purpose of the course is to provide an interactive
training to Casualty Notification Officers within the Military Departments and the U.S. Coast Guard. This training
was directed in the NDAA 2014 to provide standardized training across the Department. The course has three
primary learning objectives to develop Compassion, Knowledge, and Professionalism when making initial
notification of a death to the next of kin;

(2) OSD-SIMMO02 — Casualty Assistance First Visit Training - The purpose of the course is to provide an
interactive training to Casualty Assistance Officers within the Military Departments and the U.S. Coast Guard.
This training was directed in the NDAA 2014 to provide standardized training across the Department. The course
has three primary learning objectives to develop Compassion, Knowledge, and Professionalism while providing
casualty assistance;

and (3) OSD-SIMMO3 - Casualty Assistance Benefits and Entitlement Training - The purpose of the course is to
provide an interactive training to Casualty Assistance Officers within the Military Departments and the U.S.
Coast Guard. This training was directed in the NDAA 2014 to provide standardized training across the
Department. The course has three primary learning objectives to develop Compassion, Knowledge, and
Professionalism while providing casualty assistance on benefits and entitlements.
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Terminology Review

Match the terms with the correct definition.

1. Dependency and Indemnity Compensation
(DIC)

2. Dependents’ Educational Assistance
(DEA)

3. Freedom of Information Act (FOIA)
4. Montgomery GI Bill (MGIB) Refund

5. Person Eligible to Receive Personal Effects
(PERE)

6. Personal Effects

A. This legislation gives citizens the right to get information
about the governance, actions, decisions and past records
which are not confidential and not affecting the security of
the nation, required by them from the authorities. For
casualty investigations, a request form must be submitted to
obtain certain records.

B. Articles owned by an individual, as well as any articles of
government property in his/her temporary custody.

C. A rider to Servicemembers’ Group Life Insurance that
provides for payment to service members who are severely
injured (on or off duty) as the result of a traumatic event and
suffer a loss that qualifies for payment. Payments range from
$25,000 to $100,000 based on the qualifying loss suffered.

D. The Navy’s official program for providing long-term
support to surviving families of Sailors who pass while on
Active Duty

E. A tax-free monthly benefit authorized for unremarried
spouses and eligible children of members who died on active
duty or died following active duty from a service connected
disability. Benefit amounts change from year to year and are
available on the Department of Veterans Affairs website.

F. A program of low-cost group life insurance for qualifying
service members.

G. A 24/7 tragedy assistance resource for anyone who has
suffered the loss of a military loved one, regardless of the
relationship to the deceased or the circumstance of the death.

7. Servicemembers’ Group Life Insurance
(SGLI)

8. Thrift Savings Plan (TSP)

9. Tragedy Assistance Program for Survivors
(TAPS)

10. Traumatic SGLI (TSGLI)
11. Fry Scholarship
12. Navy Gold Star Program

13. Gold Star Coordinator

H. Provides Post-9/11 GI Bill benefits to the children and
surviving spouses of Servicemembers who died in the line of
duty while on active duty after September 10, 2001. Eligible
beneficiaries attending school may receive up to 36 months
of benefits at the 100% level.

1. Provides education and training opportunities to eligible
dependents of certain veterans. The program offers up to 45
months of education benefits which may be used for degree
and certificate programs, apprenticeships, and on the- job
training.

J. Provides up to 36 months of education benefits to eligible
veterans for qualified education expenses. Members
contribute $1,200 during their first year of active duty. If the
benefit is unused by a deceased member, the unused portion
of the payment is reimbursed to the designated beneficiary.

K. A retirement savings program for civilians and members
of the armed forces who are employed by the United States
federal government.

L. Serves as the long-term support advocate for Survivors
and is responsible for service delivery. Works closely with
the CACO. Provides, either directly or through appropriate
professional resources; support groups, life skills education,
assistance in managing applicable life-long benefits
transition milestones and referrals to counseling resources.

M. The person eligible to receive the personal effects of a
deceased military member or civilian employee.
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Module Learning Objectives:

e Given a case study scenario, the learner will demonstrate appropriate overall understanding of the CACO process,
roles and responsibilities.

Case Study Group Presentations

Your group is to prepare a five- to seven-minute presentation on your case study. Choose a spokesperson to present
the information. You will have five minutes to present your case. The presentation should include the following:

1. Read the scenario to the class.

2. Discuss two or three things that are unique to your case and that the rest of the class will benefit from learning
about (“lessons learned”). Be prepared to state the issue, the steps taken, and why your group feels these two or
three issues are worth mentioning
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Case Study One: ENS Stella Douglas

ENS Stella Douglas is stationed on the USS CARNEY presently at sea off the coast of Florida. ENS Douglas was
washed overboard and is reported as DUSTWUN.

ENS Douglas has two minor sons (age 3 and 2) and they are currently residing with ENS Douglas’ in-laws in
Richmond, Virginia. Her husband died two years ago, she has a brother in the Marine Corps stationed in
Washington state and a sister in the Army stationed in Virginia.

You are the CACO for her parents in Miami, Florida and you are in receipt of the DUSTWUN PCR, Page 2 and
SGLI Election Form. The SGLI designation names the two minor children as beneficiaries, Unpaid Pay and
Allowances (UPPA) is designated to her mother and Death Gratuity to the two minor children (equally). The
PADD as listed on the Page 2 is a friend of ENS Douglas who is a 29 year old civilian male who lives in Mayport,
FL.

AS A TEAM, DO THE FOLLOWING:

Module Two

1. Who is the PNOK and what actions would you take to notify the PNOK?

2. The parents want ENS Douglas’ brother and sister notified. What role do you play in the notification?
3. What additional information do you need to gather since this case involves an officer?

4. How long can the Commanding Officer of the USS CARNEY keep ENS Douglas in a DUSTWUN status and
how often do updates to the DUSTWUN PCR need to be done?

5. Eight days after the initial notification ENS Douglas is declared “deceased”. Her remains were not recovered.
What do you do?

6. How do you arrange for the payment of the Death Gratuity (DG)?
Module Three
7. What arrangements do you do to get the Disposition of Remains Form filled out?

8. The command is having a Command Sponsored Memorial at the Chapel on Naval Station Mayport, Florida.
What form is required to be submitted and to whom and what is your involvement in this procedure as the
CACO?

9. How do you as the CACO coordinate funeral travel and who is eligible for the NOK that you are assigned?
The funeral is being held in Brianca Cemetery, Miami, Florida.

10. What are your responsibilities for attending the funeral in Miami, Florida?
Module Four
11. How do you arrange for the payment of the SGLI for the two minor children?

12. The parents want ENS Douglas’ vehicle shipped to them. It is located in a commercial facility close to the
ship’s home port in Mayport, Florida. What steps are required to accommodate this request? Who is responsible
for these steps?

13. There is a house full of furniture in the house that ENS Douglas is renting which belongs to her. Her parents
want the furniture placed into a temporary storage unit until they decide what to do with it. How do you help the
command representative accomplish this request?
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Case Study Two: LT Robert Brown

LT Robert Brown is shot while on liberty in Yokosuka, Japan and is pronounced dead on the scene of the crime.
LT Brown is survived by his wife and two daughters, age 8 and 6 years, who reside in your local area. He is also
survived by his parents who reside in San Diego, California.

You are assigned as the CACO for the PNOK and receive the PCR, Page 2 and SGLI Election form at 1400 local.
The wife is receiving Death Gratuity, SGLI, and Unpaid pay and allowances and is listed as the PADD. The case
has been picked up by the local media.

AS A TEAM, DO THE FOLLOWING:

Module Two
1. Outline the procedures you would follow to notify the PNOK.

2. When you knock on the PNOK’s door you discover that the wife speaks no English and you realize that she is
Japanese. She quickly starts to panic. Explain how you would handle the situation-how would you notify her?
What will you do about the children?

3. What forms must be completed during the Notification Visit?
4. Describe the procedures you would follow for the payment of the Death Gratuity (DG)?
Module Three

5. The PADD is leaning toward burial in a national cemetery in the Houston area and is undecided as to what
option to select on the Disposition of Remains Form (DISPO). Describe how you would assist the PADD in
making a decision on funeral arrangements. What counseling or allowable funeral expenses would you provide?
Who would you advise of the PADD’s decision?

Module Four

6. Who is eligible to receive the personal effects? There is no will in place. Describe the process you would
follow to facilitate the return of the deceased service member’s personal effects, including those on his person?

7. The wife would like copies of all investigations. How would you assist her in obtaining these?
8. Describe how to assist the wife in applying for her benefits?
9. When do you submit the initial NAVPERS 1770/7?

10. The wife receives the Death Gratuity ($100,000 tax free) and the SGLI $400,000 tax free). She has also
received $600,000 (tax-free) from a commercial life insurance policy that LT Brown had set up 4 years ago. The
wife tells you that her husband made all of their investment decisions and has no idea what to do with the money.
What is your response to her?
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Case Study Three: HN Joseph Hamilton

HN Joseph Hamilton, stationed with 1** MARDIV, Camp Pendleton, California was deployed to a unit in
Afghanistan. He died from a gunshot wound that went thru his chest and killed him immediately. Survivors
include his wife of one year and a son who is two months old. The wife and son reside in the local military
housing complex and the member’s parents live in Orlando, Florida. The wife is designated to receive the Death
Gratuity, Unpaid Pay and Allowances and SGLI. There is no indication on the Page 2 as to who is the Person
Authorized to Direct Disposition.

You have been assigned as the CACO for the PNOK and arrive at the PNOK’s residence at 1300.

AS A TEAM, DO THE FOLLOWING:

Module Two

1. The PNOK is not at home when you arrive. Outline the procedures that you would follow to locate the PNOK
and once located what would you say to the PNOK?

2. What paperwork needs to be completed on the notification visit?

3. The PNOK states that she has immediate needs/financial assistance (the baby needs diapers and formula).
What resources are available to assist the PNOK? Describe how you would proceed with the arrangement for the
payment of the Death Gratuity?

4. You have discussed the Dignified Transfer Ceremony and she and her son want to attend along with you as the
CACO and the service member’s parents. How will you assist her with travel arrangements? What about for the
parents?

5. HN Hamilton’s name and cause of death have been noted by the media. Additionally, the spouse and some
family members have posted information on Facebook. What will you do when the media contacts the spouse?

Module Three

6. The PNOK/PADD is unsure whether she wants the Navy to do the primary care. What explanation do you
provide?

7. During the second visit, the PNOK indicates that she desires to have her husband’s burial in a national
cemetery in San Diego, California. How would you set up the funeral honors? Describe how you would arrange
the travel for the spouse and 2 year old son? What about for her parents who live in Los Angeles, California?
What about for the deceased service member’s parents?

Module Four

8. The PNOK has indicated that she will remain in base housing for a total of 60 days (from the service member’s
date of death) before moving to Rome, Italy. What are her housing entitlements and what is required to execute
the move?

9. The PNOK tells you she just found out she is pregnant and wants to know if the new baby will qualify for
benefits. What benefits will the baby qualify? What explanation do you provide and what documents does she
need to provide to you?

10. When should you get your Navy Gold Star Representative involved in this case and when can you transfer the
case to the Navy Gold Star Representative?

11. The wife desires a copy of the Line of Duty Investigation what do you do?
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Case Study Four: DC2 John Robinson

DC2 Robinson is stationed at Naval Support Activity Naples, Italy and was killed at 0230 local Italian time as a
result of a motorcycle accident. He is currently single. His parents live in Bremerton, Washington and his father is
an active duty Senior Chief Petty Officer.

DC2 Robinson is engaged to a local Italian woman who is rumored to be pregnant, and his page 2 also lists a
daughter age 2 who currently resides with his ex-wife in New York City. The Page 2 lists DC2 Robinson’s ex-
wife as the PNOK and has a note in the remarks section that the service member has a will and it is currently
located at his home address in Naples, Italy. The father of the deceased service member is designated as the
PADD, SGLI is directed to the current fiancée’ (100%), the Death Gratuity and Unpaid pay and allowances are
designated to the 2 year old daughter. The command in Italy has indicated that they are preparing to conduct a
Command Sponsored Memorial in four days. The service member’s remains are in custody of the Italian
government and due to government transfer agreements the deceased remains will not be transferred for
approximately 10 days.

You are assigned as CACO for the parents. You receive the casualty call at 2300 (your local time).

AS A TEAM, DO THE FOLLOWING:

Module Two
1. Identify the PNOK.

2. Outline the procedures you would follow to notify the parents taking into account the time difference between
your location and the place of death. Is this a Dignified Transfer of Remains (DTR) and if so what paperwork is
required on the Notification Visit.?

Module Three

3. The PADD indicates during the first visit that he wants to cremate the service member and bury the remains at
Arlington National Cemetery. Describe how you would make those arrangements?

4. The father is upset over the delay of the shipment of the remains. Explain how you would handle this and
what explanation would you offer to the father?

5. Who is eligible to attend the funeral in Arlington at the Navy’s expense?

6. All family members wish to travel to Italy for the Command Sponsored Memorial; but the ex-wife is causing
issues and does not want the fiancée at the memorial service. Who is responsible for deciding who can and
cannot attend?

Module Four

7. Death Gratuity benefits go to his 2 year old daughter. Describe what procedures you would follow to get the
Death Gratuity paid?

8. The father wants to know who receives the SGLI. How do you handle this situation? Describe your response
to the father.

9. Who receives the 365 days of BAH on this case and how do we ensure payment?

10. The fiancée asks which benefits her new baby will receive. What should the CACO’s response be?
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Case Study Five: YN2 Cecilia Smith

YN2 Cecilia Smith was stationed at Naval Station, Norfolk, Virginia. She died from a gunshot wound apparently
inflicted by her husband PSCS John Smith. Her husband is in the custody of local law enforcement. There are two
minor sons (Age 10 and 8) from the current marriage who were present at the scene of the incident. Deceased
service member’s parents are divorced - the mother lives in Chicago and the father lives in Boston. Another
daughter (age 14) from a previous marriage resides with YN2 Smith’s ex-husband in San Diego. The husband
(PSCS Smith) is listed as the beneficiary for the full amount of SGLI, Death Gratuity and Unpaid Pay and
Allowances. YN2 Smith and PSCS Smith owned a house in the Norfolk, Virginia area. You are stationed at Naval
Station Norfolk and have been assigned as the CACO for the husband.

AS A TEAM, DO THE FOLLOWING:

Module One
1. Who is the PNOK? What procedures would you follow to make notification to the PNOK?
2. How many CACOs are assigned to this case? What regions are the CACOs assigned?

3. The husband is incarcerated in the local city jail. How would you notify him of the death? What would you
tell the husband during the notification?

4. What procedures would you follow to get the Death Gratuity (DG) paid to the husband?
Module Three

5. Describe what action you would take in getting the Disposition of Remains Form (DISPO) completed by the
husband?

6. The husband would like you as the CACO to persuade the warden to allow him to attend the funeral. What
step (s) would you take to assist him?

Module Four
7. The husband wants to know when he will receive the $100,000 Death Gratuity. What is your response?

8. The husband asks when he can expect the $400,000 SGLI on the wife’s policy and the $100,000 FSGLI. How
do you respond to these questions?

9. What are the husband’s potential benefits?

10. Describe the procedures you would follow in regards to the deceased service member’s personal effects
located in their house?
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Casualty Assistance Calls Officer
Checklist

There is a checklist to guide you through each phase of the CACO process.

Relevant forms, offices and agencies are all listed.

There are places for you to write important phone numbers, POCs and other information.
This will be one of your primary tools to organize the information you will need
throughout your assignment.

When you are assigned a case, start a binder (recommend a 2-inch, three-ring binder).
Have several tabbed sections in the binder, and include a blank notebook for notes and
diary entries.

Put a copy of the checklist in the front of the binder.

*Complete copies of the CACO Checklists are contained in Appendix A and on the CACO
Resources webpage.

Casualty Assistance Calls Officer
Notification Checklist

Preparation

O

O

O

Contact regional Casualty Assistance Calls (CAC) office prior to departure for
specific guidance.

Personnel Casualty Report and Other Forms: Obtain a copy of the Personnel Casualty
Report (PCR), Record of Emergency Data (DD Form 93 or NAVPERS 1070/602) and
Service members Group Life Insurance (SGLI) election form (SGLV 8286). (In
accordance with the Privacy Act of 1974, next of kin (NOK) shall not see or be told who
the other beneficiaries are on the Record of Emergency Data or SGLI election form.)

Notification Team: Arrange for a chaplain to accompany you on the notification visit.
(Chaplain support may be provided from a different military service). If a chaplain is not
available, arrange for another uniformed service member to accompany you. Never
conduct a notification alone!

Language Barriers: Identify possible language barriers before attempting notification,
and arrange interpreter support if possible.

Latest Information: Contact the parent command to receive the latest information
concerning the casualty.

Transportation: Obtain a government vehicle.

Directions and Map: Obtain directions and/or a map to the home of the NOK, or verify
the route using GPS.

Calling Card: Print several CACO calling cards.

Uniform: Prepare uniform for notification visit. Wear service dress uniform of the
season. Ifunsure, ask the region program manager or your command for guidance.



Notification of Primary Next of Kin

O Time of Notification: Notification will be made between the hours of 0500 and 0000
unless one of the following circumstances occurs:

o Death occurred in theater during war.
o High media interest.
o Otherwise directed by PERS-00C or regional commander.

O Media Attention: If contacted by the media, have them contact your Public Affairs
Officer (PAO). If your command does not have a PAO, have them contact your
immediate superior in charge (ISIC) PAO.

O In-Person Contact with NOK: Identify and make contact in person with the NOK
immediately. If notification must be made at their place of employment, speak with a
manager or someone in charge. Try to arrange for a private place to make the
notification, and arrange to get the NOK home safely.

o PNOK/NOK language needs. In overseas regions in particular, NOK English
comprehension cannot be assumed. Best practice is to identify possible language
barriers before attempting notification, and arrange interpreter support if possible.

O Notification:
o Identify yourself and present a calling card
o Confirm the identity of the NOK
o Confirm their relationship to the service member
o Ask to enter the home
o Deliver the notification:

*  “On behalf of the Secretary of the Navy, I regret to inform you that
your (relation) died today of (list circumstances as known). I am
deeply sorry.” (specific information can be read from Items Charlie and
Delta on the PCR):

O Casualty Details: Provide NOK with reported circumstances of the incident.

Inform NOK of current location of remains. Update family as the status changes on the
location of their loved one’s remains and the anticipated transportation dates.

O Dignified Transfer of Remains: Ifkilled in action, inform NOK of the details of the
dignified transfer of remains, and obtain preferences for media coverage in accordance
with DoDI 1300.18 and the Dignified Transfer of Remains Script from DCIPS. The only
forms that absolutely must be completed on the notification visit is the Dignified Transfer
of remains paper work and the Next of Kin Travel Request, NAVPERS 1770/10.

O Notifying Other Active-Duty Relatives: Inform the NOK that PERS-00C can assist
with notifying any other active-duty relatives.



O Letter of Circumstances: Inform NOK that a condolence letter is forthcoming from the
commanding officer and then follow up with parent command to ensure the letter is
prepared and mailed to NOK within 48 hours.

O Investigations: Advise NOK that investigations will be conducted as warranted, i.c.,
Line of Duty, JAGMAN, Aircraft Mishap or police report. Tell them that you can assist
them in completing the requests for this information on a later visit and will keep them
apprised of the status of any relevant investigations.

O Immediate Needs: Inquire as to any immediate needs of NOK (for example emergency
financial needs). Assistance can be obtained from the local Navy-Marine Corps Relief
Society and the American Red Cross.

O Personal Information and Forms:

o Ifappropriate, complete OPNAYV 1770/1 and 1770/3 (see below). If not
appropriate, get the following information from the NOK:

=  Complete name.
» Correct address and phone numbers.

= [f death gratuity beneficiary, get Social Security Number (death gratuity
beneficiaries are indicated on the deceased member’s Record of
Emergency Data)

o Consent for the Release of Personal Information, OPNAV 1770/1: If appropriate,
obtain the signature of the PNOK on the form and fax/e-mail it to the regional
CAC office and PERS-00C. Reassure the NOK that if they choose not to consent
to the disclosure of their information, it will not affect processing benefits and
other official actions. This form only restricts the release of information to third-
party organizations such as grief counseling agencies, other non-governmental
agencies and commercial vendors.

o Primary/Secondary Next of Kin Information, OPNAV 1770/3: If appropriate,
complete the form. Ensure that all blocks are completed to include ZIP code +4
(example: 12345-6789).

O Death Gratuity (electronic funds transfer): Provide death gratuity recipients with the
DD 397 and SF1199A forms to fill out. Get a voided check from the beneficiary’s
banking institution. When completed, fax/e-mail the DD 397, SF1199A, and voided
check to your Regional CAC and forward to PERS-00C after confirmation from your
Regional CAC.

O Death Gratuity (paper check only): Follow the procedures in MILPERSMAN 1770-
280 to assist the NOK if the death gratuity is requested to be paid by paper check.



O If the Casualty is an Officer: Obtain the following information about the deceased
member from the NOK:

o Date of Birth

Place of Birth

O

O

Religion

o Home of Record

O

Place of Entry into the Navy

O Do Not Leave NOK Alone: Before leaving the NOK, ensure that they are not alone.
Arrange for someone to be with them (family, friends, or ombudsman) to provide
continuing support and assistance.

O Arrange Funeral Arrangements Visit: Before leaving, assure the NOK that you will
provide continuing assistance and of your availability. Schedule a visit with the NOK, if
they are the PADD, for the following day to make funeral arrangements.

O CACO Calling Card: Leave several completed CACO calling cards with the NOK.

O NOK’s Intentions; Early Return of Dependents (ERD) for members stationed in an
overseas location.

Follow-Up to the Notification Visit

O Provide Information to regional CAC office (ROC if after hours): Immediately report
the following by phone

o Date of Notification:

o Time of Notification:

o Verified Name of NOK:

o Address and Phone of NOK:

o Accompanying Chaplain's Name (or service member) (if applicable):

o Social Security Number of NOK (if applicable):




O

o Preference for receiving death gratuity (if applicable):

Provide Information to Commanding Officer of Deceased Service Member: Call the
deceased service member’s commanding officer (PCR Item Bravo) and report the date
and time of notification to the NOK.

MAO/DAO: Ifyour NOK is the PADD, contact the Mortuary Affairs Office or
Decedent Affairs Office for a detailed breakdown of authorized mortuary benefits and
guidance.

o Askifthe AFMAO FAQ sheet and acknowledgement is required.

Adyvise Others: Keep PERS-00C, other involved CAC offices, and any other CACOs
assigned to this case informed of any issues.

Additional Administration: Keep accurate and up-to-date case notes in your case file.
o Travel Notes
= Mileage records for travel claims
= Official cell phone calls above normal plan
o Make 2 copies of all documents

= Maintain file copy and give one to PNOK/SNOK

Funeral Arrangements Visit Checklist

Uniform: Service Khaki or Navy Service Uniform for E-6.
Death Gratuity (paper check only): Deliver the death gratuity check (if not already delivered).

o Have NOK sign the DD-397, Claim Certification and Voucher for Death Gratuity
Payment, and fax/e-mail the signed copy to the regional CAC office.

Consent for the Release of Personal Information, OPNAV 1770/1: If not completed on the
first visit, obtain the signature of the NOK on the OPNAYV 1770/1 and fax/e-mail it to the regional
CAC office and PERS-00C.

Primary/Secondary Next of Kin Information, OPNAV 1770/3: If not completed on the first
visit, complete the OPNAV 1770/3. Ensure that all blocks are completed to include all ZIP codes
+4 (example: 12345-6789).

Location of Remains: Continue to update family as the status changes on location of their loved
one’s remains and the anticipated transportation date.

Funeral Allowances: Counsel Person Authorized to Direct Disposition of remains (PADD) on
funeral options/allowances.

o Statement of Disposition of Military Remains (DD Form 3045): Assist the PADD in
completing the form.



o E-mail (encrypted) a signed copy of the form to the regional CAC office and all other
parties concerned.

Payment of Funeral and/or Interment Expenses (DD-1375): Obtain PADD signature for each
funeral home used.

o E-mail (encrypted) to regional CAC office and MAO.
Navy Escort:

o Inform the PNOK of the Navy escort of remains (provided by the casualty’s command.
Arrangements for travel of the escort/remains will be funded by the MAO or the DAO).

Funeral Honors:
o Inform the NOK of eligibility and availability of funeral honors.
o Arrange for funeral honors through the regional CAC office.

Funeral/Memorial
Date:

o Advise the PADD not to schedule a firm funeral date until the remains arrive at the
receiving funeral home.

Funeral/Memorial Travel Allowances:
o Complete and submit OPNAYV 1770/2, Next of Kin Travel Request
o Assist with the family’s travel needs; contact PERS-00C for travel orders.
o Verify with the airline that the tickets are indeed purchased and waiting.
Funeral Attendance

o Advise the NOK of your planned attendance at the funeral if the funeral is in your local
area.

Survivor Benefit Applications:

o Advise the NOK that survivor benefit applications will be forthcoming within the next 10
working days, and that you will call and make an appointment with them to assist with
the completion of the applications.

Advise Others: Keep PERS-00C, other involved CACO offices, and any other CACOs assigned
to this case informed of any issues.

Submit NAVPERS 1770/7 — every 30 days until case is closed.

Benefits Visit Checklist

Uniform: Service Khaki or Navy Service Uniform for E-6
Benefits Brief

o Upon receipt of the benefits package (to be sent to the CACO within 10 days of receipt of
the PCR), call the regional CAC office to arrange to attend a brief on assisting the PNOK
in completing applications for benefits.



o Download applicable forms as indicated in the benefits package checklist provided by
Navy Casualty (PERS-00C) prior to attending the brief.

o Make an appointment with the PNOK for the benefits visit. Date/
Time:

Privacy Act Authorization

o Ifnot already done, have the PNOK sign the Privacy Act Authorization and attach a copy
to all benefit claim forms.

DD-1300

o Make copies of the DD-1300 as needed.

o Attach a copy of the DD-1300 to all benefit claim forms.
Housing

o Advise the family on housing options.

o Family
choice:

Investigations

o Provide family with the status of any investigations, and assist with completing the FOIA
request, if not done on a previous visit.

Inventory of Personal Effects

o When the command Inventory Control Board completes the inventory and a DD 1300
with a Line of Accounting is received, contact the Personal Property Office to arrange for
delivery.

o Monitor status of personal effects and address inquiries to member’s command. (Should
be inventoried and shipped within 14 days.)

Legal Issues: Contact Naval Legal Services Office for guidance as needed (e.g., appointment for
family for probate or guardianship issues).

o Appointment
Date/Time:

Navy Gold Star

o Regional CACO coordinator will provide Gold Star Coordinator contact information:

= Gold Star Coordinator:

=  Contact Number:

= Email:

o Contact Gold Star Coordinator and arrange and introduction to the NOK



O Recordkeeping and Tracking
o Keep copies of all claims submitted.
= Copy for your case file.
= Copy for PNOK.
o Fax a copy of all completed application forms to the regional CAC office.

o Monitor the progress of all survivor benefit entitlements by submitting a NAVPERS
1770/7 as follows:

=  Submit “initial” NAVPERS 1770/7 to regional CACO coordinator within 30
days of the casualty:

e Due
Date
= Submit “interim” NAVPERS 1770/7 every 30 days:
e Due Date
e Due Date
e Due Date
e Due Date

= Submit “final” NAVPERS 1770/7 when all benefits/monies have been received.

= Submit DD 1164 via DTS for reimbursement of CACO expenses (for example,
mileage, toll, phone calls) to the regional CAC office monthly:

e Due Date
e Due Date
e Due Date
e Due Date

o CACO Change

If you transfer, turn your case over to another CACO and provide his or her name and phone
number to the regional CAC office.



When speaking with a family about ongoing investigations:

Do:

e Tell the family what information is available.
e  Assist the family to complete Freedom of Information Act request forms.
e Coordinate with your regional program manager to obtain the latest information.

Don’t:

e Speculate; only tell the family information you have.

e Make promises that you cannot keep (for example, telling the family when investigations will be
completed or available.)
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