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APMC INSTRUCTION 5360.1A

Subj:  CIVILIAN MARINER DECEDENT AFFAIRS STANDARD OPERATING 

          PROCEDURES 

Ref:   (a) CMPI 900, Section 2, Disappearances and Section 4, Notification of Next

               of Kin

(b) NAVMEDCOMINST 5360.1, Decedent Affairs Manual, Chapter 3, 

     Notification of Death

         (c) COMSCINST 6000.1C, Medical Manual of MSC, Chapter 4, Subchapter 4.9,

               Decedent Affairs

         (d) COMSCINST 5100.17C, MSC Afloat Safety and Occupational Health

               Manual, Chapter 5, Mishap Investigation and Reporting, Report Symbol 

               OPNAV 5102-1 (PID)  

(e) SECNAVINST 5520.3B, Criminal and Security Investigations and Related 

               Activities within the Department of the Navy

Encl:  (1) CAC/FHS Program Coordinators - Overseas/ Stateside.

 (2) Official Superior's Report of Employee's Death (CA-6).

          (3) Chronological Record of Medical Care (SF 600).


 (4) Inventory of Personal Effects (NAVSUP FORM 29).


 (5) Requisition and Invoice/Shipping Document (DD 1149).


 (6) Inventory of Personal Effects (NAVSUP Form 29).


 (7) Sample of Personal Effects Shipment letter from Director of Logistics


 (8) Requisition and Invoice/Shipping Document (DD 1149).


 (9) Time and Attendance Card (APMC-8/Form 17).

        (10) Public Voucher for Unpaid Compensation Due A Deceased Civilian

                Employee (SF 1154).

        (11) Internal Revenue Form 1099-MISC, Miscellaneous Income and Tax

      Statement.

        (12) Individual Retirement Record, CSRS (SF 2806) and Individual Retirement 

               Record, FERS (SF 3100).

        (13) Register of Separations and Transfers, CSRS (SF 2807) and Register of 

               Separations and Transfers, FERS (SF 3103).

        (14) Thrift Savings Plan Employee Data/Payment/Negative Adjustment Record

               Input Form, TSP-5.

1.  Purpose.  To provide procedural guidance to be followed in the event of the death of a
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civilian mariner.  In the event of a disappearance with no remains and the conclusion of death exist when the evidence is such that there is no other rational possibility, COMSC will make a determination of death in accordance with Section 2 of reference (a). 

2.  Cancellation.  This instruction supersedes the basic APMCINST 5360.1 of 22 May 98.  All enclosures to the basic instruction remain the same for this instruction.

3.  Background.  It is important to make ourselves available and work closely, compassionately and professionally with the family members, to provide whatever assistance they may need and to ensure that the family members are fully aware of all entitlements.   Upon notification of a death, the MSC APMC POC handling Decedent Affairs will contact the Military Medical Support Office (MMSO) regarding the death in service.  References (a) through (d) provide details clarifying areas of uncertainty.  MMSO Mortuary Affairs has a 24-hour duty desk and can be reached at 1-800-876-1131, extensions 629 or 645.  Questions and answers, which are not clearly understood, should be directed to the duty desk.

4. Procedures: 

a. Notification procedures in cases of employee death while assigned to a ship, 

APMC CSU or APMC Training Center:


(1) The Master, APMC CSU Director/Site Manager, or APMC Training Center 

Director will immediately report the death of a mariner to the MSC APMC POC handling Decedent Affairs at (757) 434-0595. 

(2) The Master, APMC CSU Director/Site Manager, or APMC Training Center 

Director will, in accordance with reference (e), immediately initiate request to the Naval Criminal Investigative Service (NCIS) on site to conduct an investigation to rule out homicide or suicide and to assist with/conduct inventory of personal effects of deceased and/or preserve evidence.  Initiate death notification message to Director, Afloat Personnel Management Center (APMC), with a copy to COMNAVPERSCOM, MMSO Mortuary Affairs and COMSC in accordance with reference (b). 

(3) Where possible, personal notification of the primary next of kin (PNOK) will

be made by the MSC APMC POC handling Decedent Affairs, APMC 13.

(4) If PNOK lives outside commuting area of APMC office, MSC APMC POC

handling Decedent Affairs will arrange for notification to be made by a Casualty Assistant Calls Officer (CACO) in the applicable area, enclosure (1).  CACO will only make initial contact.  Any follow up contacts will be accomplished by the MSC APMC POC handling Decedent Affairs.
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  (5) After personal notification is made, CACO will provide all details of notification to MSC APMC POC handling Decedent Affairs. 

(6) Within 24 hours of notification, the MSC APMC POC handling Decedent

Affairs will contact the PNOK, confirming the death, explaining that the remains will be transported to the funeral establishment of their choosing in the city of the decedent's home of record, maintaining constant contact with PNOK during shipment of remains, and provide necessary assistance to complete APMC's responsibilities contained within this instruction.

b. Phone Numbers For Points Of Contact 

(1) MSC APMC POC handling Decedent Affairs: 24 hour cell phone (757) 434-

0595, Pager 1-800-946-4646 PIN 1456358 (enter your country code, area code, and phone number to be called and send with the # sign).  Also, these numbers are available during normal working hours: DSN 537-4277, or COMM (757) 417-4277.  Additionally, see APMC/CSUs “After Hours” POCs Listing published monthly.

(2) COMSC SDO:

DSN 325-5155





COMM (202) 685-5155 (Day or night).


(3) COMSCLANT SDO: 
DSN   646-5600




         

  
COMM   (757) 443-5600




  
           
CELL PHONE  (757) 434-6408




   


PAGER   (800) 225-0256, PIN 1409385


(4) COMSCPAC CDO:         24 HR CELL PHONE (619) 300-6019






         ADMIN COMM (619) 524-9600 




(5) COMNAVPERSCOM SDO:  DSN 882-3070/3071, ext. 9 

COMM (901) 874-3070/3071, ext. 9


(6) COMNAVPERSCOM POC:  1-800-368-3202 (day or night)



Dave Grecko
DSN 882-4300

COMM (901) 874-4300



Sandy Dubois
DSN 882-4289/97
COMM (901) 874-4289/97


(7) MMSO MORTUARY AFFAIRS POC:



 HMC Nicholson, 1-800-876-1131 x 628/629

5. Action:    
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a. Ship’s Master, CSU Director/Site Manager and APMC Training Center Director Responsibilities.  

(1) The Master will:

(a) Appoint the civilian department head for whom the mariner 

worked and one additional officer to complete an inventory of the deceased mariner's personal effects and establish a chain of custody (with the assistance of NCIS, if required).  

(b) Will complete enclosure (2), Official Superior's Report of Employee's 

Death, and forward to the MSC APMC POC handling Decedent Affairs.


   
(c) Will complete enclosure (3), Chronological Record of Medical Care, and send to the MSC APMC POC handling Decedent Affairs.  The MSC APMC POC handling Decedent Affairs will forward the original to the Medical Department.

(2) The CSU Director/Site Manager and APMC Training Center Director will:

(a) Appoint two staff members to complete an inventory of the deceased

mariner's personal effects and establish a chain of custody (with the assistance of NCIS, if required).  


(b) Will complete enclosure (2), Official Superior's Report of Employee's Death, and forward to the MSC APMC POC handling Decedent Affairs.


   
(c) Will complete enclosure (3), Chronological Record of Medical Care, and send to the MSC APMC POC handling Decedent Affairs.  The MSC APMC POC handling Decedent Affairs will forward the original to the Medical Department.

b.  The Department Head and Officer (or CSU appointees) will:

(1) Inventory and launder, if required, all personal effects.

(2) Complete enclosure (4), Inventory of Personal Effects.

(3) Turn over checks/currency found among the decedent's personal effects to the Ship's Purser, or Disbursing Officer if ship does not have a purser, or to the appropriate Fiscal Accounting Specialist, CSU, for appropriate disposition.
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(4) Package effects for shipment to the appropriate MSC NFAF Logistics Office.

(5) Complete enclosure (5), Requisition and Invoice/Shipping Document, for shipment of effects.

(6) Mail an advance copy of enclosures (4) and (5) to MSC APMC POC handling Decedent Affairs.

(7) For East coast mariners mail effects via "Registered Mail" to Day & 

Zimmerman, Attn: NFAF EAST Logistics, 1112 Cavalier Blvd., Chesapeake, 

Virginia 23323, and include enclosures (4) and (5).  Logistics Division will forward to decedent's next of kin (NOK).

(8) For West coast mariners contact the Supply Officer, NFAF WEST Logistics (PM1WL) at (619) 524-9861 (DSN 524-9861) for the address to mail effects via "Registered Mail" and include enclosures (4) and (5).  NFAF West Logistics staff will forward to decedent's next of kin (NOK).

c.  The Purser, Ship's Disbursing Officer or Fiscal Accounting Specialist will:

(1) Convert currency to a single check payable to 'Senior Deputy Disbursing Officer, COMSCLANT N8 with the following inscription in the lower left (object for which drawn) area: Ex-cash remit; personal effects of (name, ship, social security number)


(2) Forward the check via registered mail/return receipt requested, to COMSCLANT N8, Disbursing Officer, PO Box 7480, Virginia Beach, VA 23458-7480, and include a detailed list of the composition of the check.

(3) Forward original and four certified original copies of death certificate and one copy of autopsy report to the MSC APMC POC handling Decedent Affairs as soon as it is available.  Do not wait for a copy of the autopsy report before sending the death certificate.  If death occurred overseas, ensure that death certificate and/or autopsy report is translated into English and notarized.  Translation can usually be performed by the U.S. Embassy or Consulate's Office in that country.

      d.  NFAF Logistics Responsibilities.  The Director, MSC NFAF (East/West) 

Logistics will:

(1) Assign two NFAF employees to re-inventory, verify and sanitize the personal effects received from the ship, CSU, or APMC Training Center.
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(2) Prepare a new Inventory of Personal Effects, enclosure  (6), and any required supplemental inventory sheets and authenticate all documents 


(3) Obtain name and mailing address of Next of Kin (NOK) from the MSC APMC POC handling Decedent Affairs.


(4) Notify NOK by official letter for the Logistics Director's signature, advising of shipment of personal effects, enclosure (7). 


(5) Package decedent's personal effects for shipment, including the original copy of the NAVSUP Form 29, any supplemental inventory sheets and a copy of the notification/acknowledgment letter previously forwarded to NOK.


(6) Forward decedent's personal effects, utilizing U.S. Postal Express Mail or Federal Express.*  This will ensure prepaid shipment and delivery to inside of NOK's residence.  A Requisition and Invoice/Shipping Document (DD 1149) will be completed, enclosure (8).

*Note:  If within commuting area, personally deliver to NOK.


(7) Decedent's personal effects must be forwarded via commercial trucking company if they exceed the weight limitations for U.S. Postal Express or Federal Express; in this instance a Government Bill of Lading must be completed.


(8) If notification/acknowledgment letter is not returned within 14 days, initiate follow-up.


(9) Maintain a copy of all documentation in the case file.

     e.  APMC Financial Services Department, Payroll Division Responsibilities.  The APMC Financial Services Department, Payroll Division, upon receipt of paperwork from MSC APMC POC handling Decedent Affairs will:


(1) Verify pay and leave status for deceased employee using UCPS payroll system to determine if any wages are due.  


(2) Prepare the following if unpaid wages are due the deceased employee:



a.  Time and Attendance (APMC-8/Form 17) listing all unpaid wages and necessary deductions, enclosure (9).



b.  Public Voucher for Unpaid Compensation (SF 1154), enclosure (10).
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c.  Internal Revenue Form 1099-Miscellaneous Income for beneficiaries listed on SF 1154, enclosure (11).


(3) Forward completed Public Voucher for Unpaid Compensation (SF 1154) and 1099-Miscellaneous forms to Disbursing Division, COMSCLANT N8. 

(4) Enter data from Time and Attendance Card, APMC-8/Form 17, enclosure (9), into the automated payroll system.


(5) Complete the Individual Retirement Record, CSRS (SF 2806) or FERS (SF 3100A), enclosure (12).


(6) Complete Register of Separations and Transfers, CSRS (SF 2807) or FERS (SF 3103), enclosure (13).   Forward to the Office of Personnel Management.


(7) If deceased employee was covered by Thrift Savings Plan, complete Employee Data/Payment/Negative Adjustment Form TSP-5, enclosure (14), indicating separation information, and forward to National Finance Center, TSP Service Office, PO Box 61135, New Orleans, LA 70161-1135. 

f.  COMSCLANT N8, Disbursing Division Responsibilities.  The Disbursing Officer, upon receipt of information from MSC APMC POC handling Decedent Affairs and APMC Payroll Department will:

(1) Deposit ex-cash check (converted cash found in deceased's possession) turned

in by the Purser to the Treasury of the United States.

(2) Issue an ex-cash check for these monies to the payee and address designated

via email by MSC APMC POC handling Decedent Affairs.

(3) Prepare separate check(s), payable to the names and addresses listed on the

Public Voucher For Unpaid Compensation Due A Deceased Civilian Employee (SF 1154).

(4) Mail check(s), SF 1154, and 1099 Miscellaneous to the Beneficiary(ies).

(5) Maintain a copy of all documentation in the voucher file.
                                                                                   /S/









PHYLLIS B. SPANO









Director
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Distribution:

SNDL 41B, 41B(N8), 41C, 41C(PM1-EL), 41E(All Dept. Heads),                                                                   T-100C, T-100D, T-100H, T-100M, T-100P,                                                                                          T-100Q (USNS WATERS only), T-100V, T-100W, T-100Y

CSU-E

CSU-W    

Training Center East

Training Center West

Copy to:

41A (N1 Only)
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