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INTRODUCTION

A.
Purpose:  The purpose of this Standard Operating Procedures (SOP) is to provide step-by-step instructions for personnelists who are involved in the processing of death-in-service claims, to direct readers on where to locate additional resources and information, and to provide Department of the Army (DA) guidance on acceptable performance standards for completion of personnel actions associated with death-in-service claims processing.  

B.
Who to Call (problems and questions):  The DOD Field Advisory Services was established to provide personnelists with general information in the benefits, pay, classification and labor relations area.  The telephone number is (703) 696-6301. Each agency must designate a retirement counselor.  The Army Retirement Counselor is Mary Dakis (703) 325-9984.  The CSRS/FERS Handbook (previously FPM 830-1) lists the following duties of the agency retirement counselor.  

II.
ROLES

A.
Role of the Army Retirement Counselor

The agency headquarters level Retirement Counselor is the agency headquarters level program manager for retirement matters. The agency Retirement Counselor responsibilities include:

· Managing retirement program matters within Army;

· Serving as the agency liaison with OPM and other agencies on retirement matters;

· Interpreting policy directives, reviewing and commenting on proposed policy changes affecting government-wide programs, formulating Army policy and seeking assistance from OPM if needed to resolve questions not addressed in OPM's written instructions;

· Providing for training and education of local personnel who are responsible for retirement matters, and for employee counseling programs; and

· Evaluating the accuracy and timeliness of retirement submissions to OPM and the effectiveness of agency pre-retirement counseling programs, and making recommendations to agency management.

Subchapter 1D of the CSRS/FERS Handbook contains a more detailed description of agency retirement counselor responsibilities.

B.
Role of the Personnel Office 

At the local level, agencies are responsible for:

· Determining employees' retirement coverage correctly;

· Providing pre-retirement counseling for groups of employees and individual employees;

· Counseling employees concerning making service credit payments and post-56 military deposits and assisting employees with applications;

· Verifying creditability of service;

· Verifying retirees' eligibility to retain health and life insurance in retirement, certifying life insurance coverage and amounts in death in service cases, and transferring necessary documentation of health and life insurance coverage to OPM;

· Providing employees and survivors of deceased employees estimates of expected benefits and assisting them in the preparation of the retirement or refund application and related documentation; 

· Certifying the personnel office portion of applications for retirement, refunds, death benefits, and service credit payments;

· Directing annuitants and their survivors and other former employees who have questions about their benefits to OPM for assistance; and

· Requesting assistance, as needed, from the DOD FAS and/or the Army Retirement Counselor about retirement matters.

For a complete discussion of agency responsibilities in assisting employees to plan for retirement and apply for annuity, see Chapter 40, Planning and Applying for Retirement, of the CSRS/FERS Handbook. 

C.
Role of the Payroll Office 

Agency payroll offices are responsible for:

· Withholding retirement deductions from employees' pay, making the correct agency contribution, and transmitting these monies to the Fund;

· Preparing and maintaining an individual retirement record for each employee who is covered by CSRS or FERS;

· Maintaining post-56 military deposit accounts;

· Certifying individual retirement records and related records, and ensuring the correctness of data in these records;

· Certifying that the payroll office portion of applications for retirement and survivor benefits is accurate and complete; and

· Maintaining retirement control accounts and preparing retirement accounting reports.

III.
COMMUNICATION

A.
Education

1.  Educating the work force on survivor benefits can alleviate problems for the survivor, the Civilian Personnel Advisory Center (CPAC), and the Civilian Personnel Operations Center (CPOC) in the event of an employee death.  It is very important that employees are advised to keep all documents in one location so their survivors can readily locate them.  In addition, employees and their family members should be aware that the CPAC is available to assist survivors during their time of need.  This assistance entails providing counseling services and processing the survivor's claims.

2.  Existing Office of Personnel Management (OPM) pamphlets, brochures, and locally developed educational information pertaining to survivor benefits should be periodically distributed to the work force.  Benefits seminars, newsletters and bulletins should contain information on the following:

· The purpose of the various Designation of Beneficiary forms:

1. FEGLI (SF 54 or SF 2823)

2. TSP (TSP 3)

3. Unpaid Compensation (SF 1152)

4. CSRS (SF 2808)

5. FERS (SF 3107)

· CSRS and FERS survivor benefits,

· Requirements for continuation of FEHB coverage,

· Effects of making a military service deposit election,

· FEGLI benefits, and

· Unpaid Compensation

3.  Personnelists serving as retirement counselors in the CPACs and their Defense Finance and Account Service (DFAS) counterparts must communicate with each other from the time of notification of an employee's death through the final action in processing the claim for survivor benefits.  

B.
Counseling Procedures

1.  In preparation for counseling, retirement counselors should review the CSRS/FERS Handbook and the employee's official personnel folder (OPF) to make a preliminary determination about the type of benefits payable and to whom.  The following steps should be followed:

· Examine the employee's OPF for the next of kin, emergency address, marital status, dependent children, health and life insurance coverage, designations of beneficiary, retirement coverage and total creditable service (both civilian and military).   

· Determine whether a survivor annuity, basic employee death benefit or lump sum appears to be payable and to whom.  

· Determine the person(s) who appears eligible to receive life insurance (See FEGLI Operating Manual).

· Determine survivor's eligibility to continue health benefits enrollment.

· Schedule the survivor(s) for counseling as soon as he/she is ready.  Be sensitive to the survivor(s) mental and physical condition before scheduling the visit.  

· Advise the survivor(s) about entitlement to benefits and provide assistance in completing and submitting the necessary claim forms.  Specific information should be provided concerning entitlement to unpaid compensation, health and life insurance, CSRS or FERS annuities or lump sum payment, and TSP.  

· Make sure that all beneficiaries are given the proper claim forms.  Survivors should be notified of the appropriate number of certified copies of the death certificate that will be required.  Assist them in completing the claim forms expeditiously.   

· If appropriate, advise the survivor(s) that there may be benefits due from the Social Security Administration (SSA) and that they should contact SSA at 1-800-772-1213.  

· A survivor(s) of an employee whose death resulted from a job related injury/illness should be advised that there may be entitlement to benefits from the Office of Workers Compensation Program (OWCP) and given the appropriate forms.   

IV.
PROCESSING PROCEDURES

A.
MANAGER AND CIVILIAN PERSONNEL OFFICE

1.
Actions To Be Taken Immediately:

· Manager should immediately call the local CPAC upon notification of the employee’s death.  Initiate a Request for Personnel Action through PERSACT and coordinate the action to the CPAC within 24 hours of the death.

· Manager should notify the organizational commander and the appropriate union official, if applicable.

· Manager should arrange for turn-in of any government property assigned to the deceased, e.g., government credit card, civilian ID, keys to the office, issued equipment, etc.

· Manager should assist the CPAC in providing information to the Public Affairs Office when and if requested.

· CPAC should immediately notify the CPOC of the employee’s death.  Request the OPF from the CPOC.  Coordinate the PERSACTION to the CPOC.

· CPOC should immediately notify DFAS of the employee's death by providing the deceased employee's name, SSN, and date/time of death, if known.  Forward OPF to CPAC.

· CPAC: review the OPF, as outlined above, and establish a case file (separate manila folder maintained within the CPAC).

· CPOC: if the deceased employee enrolled in FEGLI, the Agency Certification of Insurance Status, SF 2821, must be completed and submitted to DFAS for certification within 24 hours of notification of death.  DFAS will certify and return the SF 2821 to the CPAC within 24 hours.  The CPAC will immediately forward Part-2 of the SF 2821 to OFEGLI.  A death certificate is not necessary at this time.

· CPOC: process the PERSACTION from the deceased employees' supervisor. (NOTE: Do not delay initiation of the SF 50 pending receipt of the requested SF 52.  When DCPDS is down and will prevent meeting the time frames set within this reference, an SF-50 may be manually prepared.  However, CPOCs must ensure DCPDS is later updated.)

· CPAC will file the SF50 in the OPF.

· CPAC should immediately complete the Certified Summary of Federal Service (SF 2801-1/3107-1) and the Agency Certification for Death in Service (SF 2800A/3104A), as appropriate.  If employee was enrolled in FEHB, prepare a memorandum to transfer "Family" coverage to OPM or prepare a SF2810 terminating "Self Only" coverage.  Also, pull ALL SFs 2809 and SFs 2810 from the employees OPF and make copies of all forms for the case file.  Send originals with death packet to DFAS.  Prepare an annuity estimate.

· CPAC must annotate all original forms on a transmittal and forward in one packet to DFAS within 3 workdays of notification of the employee's death. 

· CPAC will prepare a condolence letter along with appropriate claim forms as described below.  A sample condolence letter is also provided for CPACs to use when local command policy mandates that the CPAC will prepare a condolence letter for the commander's signature 

                                                                      CSRS                         FERS

Application for Death Benefits            SF 2800                       SF 3104 

FEGLI Claim Form                             FE-6                             FE-6

Claim for Unpaid Compensation        SF 1153                        SF 1153   

Appl. for Acct Balance - Deceased    TSP-17                         TSP-17

Military Service Deposit Election       OPM 1519                     OPM 1519

Payer's Req for ID Numbers             IRS FORM W-9             IRS FORM W-9

Electronic Funds Transfer                SF 1199A                       SF 1199A

· CPAC: if the deceased employee had post-1956 military service and had not completed a deposit, prepare the RI 20-97, Estimated Earnings During Military Service, sign the form as the requestor and check "other" in the block entitled "Relationship to Employee".  At the top of the form, write "Please Expedite - Survivor Claim Pending".  Mail or fax the form to the appropriate branch of military service along with Military Discharge Certificate (DD Form 214).  Prior to faxing, it is necessary to coordination with the appropriate Military Service Finance Center.  Either procedure will expedite receiving the information necessary to assist with the Military Service Deposit Election.

· CPAC: if the deceased employee received military retired pay, the RI 25-45, Verification of Military Retired Pay Status for Survivors of Deceased Federal Employees must be completed.

· CPAC refer to the CSRS/FERS Handbook, Chapter 70, for procedures to follow when a military service deposit decision must be made.  This chapter also provides in-depth information in regard to counseling the survivor.  

· CPAC refer to Chapter 22, for additional information about the effects of a military service deposit, and Chapter 23 for post-1956 military service.  

· CPAC refer to the CSRS/FERS Handbook, Chapter 73, for information and processing procedures for children's benefits.  This chapter also provides the definition of dependency and eligibility for entitlement to benefits.  Consult this chapter ANYTIME the deceased employee had surviving children.

· CPAC refer to the CSRS/FERS Handbook, Chapter 74, for information about former spouse survivor benefits.  In general, a former spouse must follow the same procedures as a current spouse when applying for survivor benefits.

· CPAC refer to the CSRS/FERS Handbook, Chapter 75, for information and processing when lump sum benefits are payable.

· CPAC refer to the CSRS/FERS Handbook, Chapter 72, for information about spouse benefits for a deceased former employee.

2.
Actions To Be Taken Upon Receipt of Claim For Death Benefits

· CPAC should review all forms submitted by the survivor for accuracy and completeness.  The claim should include the necessary "proof of entitlement" (enclosure IV-10).  Additionally, ensure that all forms are signed and witnessed, if required.  

· CPAC will take appropriate action concerning TSP.  Complete Sections A, B, C, and D of the TSP-17.  Full names, addresses, and Social Security numbers of all individuals that are listed on Form TSP-17 should be provided in Section C.  If the beneficiary is an estate or trust, the Employer Identification Number (EIN) must be provided instead of a Social Security Number.  A copy of the death certificate must be attached to Form TSP-17.  Send the completed form to the TSP record keeper at the NFC in New Orleans.  Provide the family member with a copy of the tax notice regarding death benefit payments.

· CPAC will ensure that a copy of the complete case file is maintained at the CPAC.

· When the applicant has been granted a survivor annuity, OPM will send them a Survivor Annuity Statement.

· CPAC will code timeliness data elements in DCPDS and return OPF with death packet to CPOC.

3.
Actions To Be Taken If Contacted By Annuitant's Survivor.

A.  Refer to CSRS/FERS Handbook, Chapter 71, for processing procedures on spouse benefits for a deceased annuitant.  CPACs should assist survivors of annuitants in making death claims by providing the following information:

B.  When employees retire, their records are transferred and maintained by the OPM, not the agency from which they retire. Therefore, survivors must notify OPM of the death of an annuitant.  OPM will then supply the survivor with the forms necessary to file a claim for survivor benefits.  The survivor must submit the claims to OPM for processing.   Upon notification of the annuitant death, OPM will stop payment of the deceased annuitant's retirement checks. Once the claim is received and processed, OPM will begin paying the survivor annuity.

C.  Survivors should notify OPM of the annuitant death telephonically at commercial (202) 606-0500, or by written notification to:

                   OPM

                   Employee Service and Records Center

                   Boyers, PA  16017

B.
CIVILIAN PAYROLL OFFICE


1.  This section is for information purposes only.  It does not contain DFAS guidance and is intended to educate personnelists on actions that are taken in the payroll office.  Upon the informal notification of death, payroll is responsible for ensuring that the employee's supervisor/timekeeper is notified and a time and attendance report is obtained.  If the notification was not received from personnel, payroll notifies the appropriate CPOC/CPAC representative so claims processing can be initiated.


2.  When the SF 2821 is received from personnel, the authorized payroll official will certify and return the form to the CPO within 24 hours.


3.  Close-out of the SF 2806/3100 must be completed and forwarded to OPM within 10 workdays from the date of death.  Occasionally, this may require the manual preparation of the final fiscal and service history for the deceased employee's record.


4.  Upon receipt of the SF 50, SFs 2809/2810, and claims application, the receiving clerk date-stamps and logs-in the documents on the transmittal.  The SF 50 and the PRO copy of the SF 2810 are then routed to the appropriate payroll technician. The other documents and a copy of the SF 50 will be routed to the retirement technician for processing.  

(a) Payroll Technician.  Upon receipt of the SF 50, the

· Obtains the Payroll Substantiating Document File (PSDF) and verifies required information to include Name, Social Security Number (SSN), Date of Birth (DOB), Retirement Code, Federal Employees Group Life Insurance (FEGLI) Code, Federal Employees Health Benefits (FEHB) Enrollment Code, Service Computation Date (SCD) for Leave, and Annual Salary/Hourly Rate.

· Obtains the Master Employee Record (MER) and prepares the required data records for separating the employee from the active payroll files.  These data records will produce the SF 2806/3100 which will be given to the retirement technician for further processing.

(b)  Retirement Technician.  Upon receipt of a copy of the SF 50 from the receiving clerk, the retirement technician:

· Obtains previous SFs 2806/3100 from the storage container to include any SF 2806/3100 for Military Service Deposit.  Verifies the fiscal and service history. 

· Obtains SF 2806/3100 from the current biweekly payroll processing cycle.  Verifies fiscal and service history with previous SFs 2806/3100.

· Verifies and annotates the pay ceased date, sick leave balances, FEHB coverage, SCDs, Post 56 military deposit, tour and duty, LWOP, FICA amounts, indebtedness, as applicable. 

· Verifies the individual SF 2806/3100 fiscal history with the year-to-date earnings report.

· Prepares SF 2807/3103, for death claim to OPM. 

· Assembles register and forward to authorized payroll official responsible for certification of the SF 2806/3100.

· Furnishes a copy of the SF 2807/3103 or payroll feedback letter to personnel.  

(d).  Authorized Payroll Certifying Official.  Upon receipt of death register from the retirement technician, the certifying official  Verify completeness and accuracy.

·  Certify the SF 2806/3100.

·  Return to the retirement technician for final dissemination.

4.
Claims for Unpaid Compensation.  Upon receipt of the SF 1153, Claim for Unpaid Compensation Due Deceased Civilian Employee, SF 1152, Designation of Beneficiary (if appropriate), and death certificate from personnel, the receiving clerk date-stamps, logs-in the documents, and routes the forms to the appropriate payroll technician or retirement technician for final processing.

·  Prepares the SF 1154, Public Voucher for Unpaid Compensation Due a Deceased Civilian Employee immediately.  The unpaid compensation check must be issued within 24 hours.

· An IRS Form 1099-MISC is prepared for each beneficiary with the money amount annotated in block 3.  A Form W-2 will be provided if requested by the claimant.

· A letter of condolence is sent with the SF 1154, the check, and IRS Form 1099-MISC.

· The SF 1153 and death certificate are to be filed internally in the decedent claim file.  If the packet has been previously forwarded to OPM by the PRO, the CPO will forward the necessary death certificate directly to OPM.  However, if the CPO has forwarded the remaining documents to the PRO, annotate the previous SF 2807/3103 submission date and page number information.   

VI.
ADDITIONAL REFERENCES

CSRS/FERS Handbook:


Chapter 22 - effects of a military service deposit.

Chapter 23 - post-1956 military service.  


Chapter 70 - counseling the survivor & military service


deposit decisions.


Chapter 71 - spouse benefits for a deceased annuitant.


Chapter 72 - spouse benefits for a deceased former


employee.


Chapter 73 - children's benefits.


Chapter 74 - former spouse survivor benefits.  


Chapter 75 - processing lump sum benefits.

The Guide to Processing Personnel Actions

TSP Bulletins

Title 5, Code of Federal Regulations

Title 5, United States Code

VII.  Connects to following BPMs

B06 – Death – Processing FERS/CSRS Death Claims

B07 – Death – Processing OFEGLI Death Claims

B08 – Death – Processing TSP Claim

B09 – Death – Processing Unpaid Compensation Claim

VII.
Letters of Condolence

A.
Sample Letter from Personnel

Next of Kin

Street Address

City, State  ZIP

Dear Mr./Ms. Next of Kin:


     The Civilian Personnel Advisory Center of the (name of activity) wishes to extend its deepest sympathy to you upon the loss of your (husband, wife, daughter, mother, father, etc.),        (deceased name)         .


     While it is difficult to think of routine matters and business arrangements at this time, certain things should be handled at your earliest convenience.  The Civilian Personnel Advisory Center is prepared to assist you in filing the various claims for benefits for which you may be entitled.


     In order to process your claims, it will be necessary for you to obtain __ (depends on applicable paragraphs below) certified copies of the death certificate and any policies or designations of beneficiary which may be helpful in the settling of claims.  The following forms, which are enclosed, should be completed and returned to this office along with the copies of the death certificate.   (CPAC POINT OF CONTACT)   from the Civilian Personnel Advisory Center, telephone number ___________, is available to answer any questions you may have and to assist you in the completion of these forms.

· Application for Death Benefits.  This form is to be used in making application for benefits payable under the retirement system.  The form should be completed and returned to this office with a certified copy of the death certificate as soon as possible.  Please insure that you sign this form before submitting it to this office.  However, do not date the form it at this time.  Upon receipt, it will be reviewed for accuracy to prevent undue delays in processing your claim.  All documents will be sent to the Office of Personnel Management as soon as possible.  

· If you have been covered as a dependent under the Federal Employees' Health Benefits program and are entitled to continued health benefits coverage as a ____________ (spouse or dependent child), such coverage will be automatically transferred to your name by the Office of Personnel Management.  Payments for coverage will be deducted from your monthly survivor benefit check.  If you are not entitled to coverage, the Civilian Personnel Advisory Center will advise you of your right to convert coverage to a private plan.

· Standard Form 1153, Claim for Unpaid Compensation of Deceased Civilian Employee.  This form should be completed and submitted to this office with a certified copy of the death certificate.  Unpaid compensation refers to such items as salary due, payment for unused leave, amount due as refund of salary deductions for U.S. saving bonds, and unpaid travel vouchers.  If applicable,  contact (Appropriate DFAS POC address and telephone number) concerning uncashed salary checks.

· Federal Retirement Thrift Savings Plan (TSP) Form TSP-17, Application for Account Balance of Deceased Participant and Form W-9 (original).  These forms should be completed and returned to this office with a certified copy of the death certificate.

· Office of Federal Employees' Group Life Insurance Form FE-6, Claim for Death Benefits and Form W-9 (original).  This form should be completed and submitted to this office with a certified copy of the death certificate.  If the claim is being made for death benefits by accidental means, submit the coroner's and police reports, news clippings, and any other available reports concerning the accident.

The following paragraph should be used if the deceased had military service which was not verified.  In addition to the above forms, it will be necessary for you to provide a copy of your ______'s verification of military service.  This form is called a DD 214 and it reflects the beginning and ending dates of military service.    

The following paragraph should be used ONLY if deceased employee was covered under FERS.  As a member of the Federal Employees' Retirement System, your ________ (husband, etc) was covered under Social Security.  You should contact the Social Security Administration by calling 1-800-772-1213 to determine if you are entitled to any benefits and what action you must take to apply.

 
In regard to the above forms, please return the original copy of each form to this office for processing.  Upon receipt, the forms will be reviewed, processed and forwarded for appropriate action.  You will receive copies.  Payment will be made directly to you.  Payment of benefits to beneficiaries usually occur as follows: 

· Unpaid Compensation - usually paid within 5 days after forms are submitted to the Civilian Payroll Office.

· Survivor Benefits - time for payment depends upon proof of survivorship.  The Office of Personnel Management will require copies of your marriage certificate and birth certificates of minor children as proof of survivorship.  Copies of divorce decrees may be required, if applicable.

· Life Insurance - usually paid within 4 - 6 weeks after forms are submitted to the Office of Federal Employees' Group Life Insurance.


I would like to extend to you the personal opportunity to visit or call this office for any assistance you may need to complete the above forms.  Additionally, ______________ will be personally contacting you to offer assistance.   If you live in the local area and would experience difficulty visiting our office, we would be glad to arrange for a representative of this office to personally visit you in your home.







Sincerely,

B.
Sample Letter from Commander

Next of Kin

Street Address

City, State  ZIP

Dear Mr./Ms. Next of Kin:

     On behalf of the employees of the (name of activity), I wish  to convey our deepest sympathy to you upon the death of your  (husband, wife, daughter, mother, etc), (name).

     During    (decedent's name)    years of Government service,  he/she distinguished himself/herself among his/her co‑workers and  supervisors with his/her pleasant, enthusiastic manner and  continuing high‑quality performance (or other words of a similar  nature, as appropriate).  He/she was a valued member of our team,  and you can be justly proud of his/her contributions.  His/her  friends and co‑workers remember him/her with respect and  admiration and he/she will be missed by all.  

     If we can be of any assistance to you, please do not  hesitate to call Mr./Ms.                     from the Civilian Personnel Advisory Center who is prepared to answer any questions you might have.  His/her telephone number is (   )               .

     I extend my condolences to you and your family.  I hope that time and memories will help lessen the burden of your sorrow, and  that you may draw some measure of comfort knowing that others  care and share in your loss. 






Sincerely,
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