Decedent Affairs Forms and Where to Locate Them

Note:  The Personnel Service Center (SES) [a.k.a. HRSIC] cannot process the Death Gratuity payment  until they have received the following forms: Casualty Message, DD Form 1300, Faxed Copy of the CG-4170 of deceased member and Faxed copy of DD-397

	Form Name
	Form #
	Where to locate/Special Instructions

	SBP Application for Annuity 
	CG-HRSIC-1884
	http://www.uscg.mil/hq/hrsic/mswordforms.htm

	Report of Casualty 
	DD-1300
	This form is completed by Commandant (G-WPM-2) and copies will be forwarded to the NOK for use.  CG Adobe Forms Library or CG Jet Form Filler

	Claim Certification and Voucher for Death Gratuity Payment, 
	DD-397
	CG Adobe Forms Library or CG Jet Form Filler.  Click here for instructions for filling out

	Application for Uniformed Services Identification Card DEERS Enrollment, 
	DD-1172
	CG Adobe Forms Library or CG Jet Form Filler

	Personnel Effects Inventory and Disposition, 
	CG-3853
	CG Adobe Forms Library or CG Jet Form Filler

	Claim for Death Benefits, 
	SGLV-8283
	CG Adobe Forms Library or CG Jet Form Filler

	Claim for Family Coverage Benefits
	SGLV-8283A
	CG Adobe Forms Library or CG Jet Form Filler

	Accelerated Benefits Option (member)
	SGLI-8284
	CG Adobe Forms Library or CG Jet Form Filler

	Accelerated Benefits Option (family)
	SGLI-8284A
	http://www.insurance.va.gov/sglisite/forms/forms.htm

	Report of Death of Family Member
	SGLV-8700
	This form is completed by, and can only be accessed by Commandant (G-WPM-2)

	Claim for Unpaid Compensation of Deceased Member of the Uniformed Services
	SF-1174
	http://www.dior.whs.mil/forms/SF1174.pdf

	Application for Dependency and Indemnity Compensation, Death Pension and Accrued
	VA-21-534
	http://www.vba.va.gov/pubs/candpforms.htm Benefits by a Surviving Spouse or Child (including Death Compensation if Applicable)

	Application for Dependency and Indemnity Compensation by Parent(s)
	VA-21-535
	http://www.vba.va.gov/pubs/candpforms.htm

	Application for United States Flag for Burial Purposes
	VA-21-2008
	http://www.vba.va.gov/pubs/candpforms.htm

	Application for Burial Benefits (Under 38 USC Chapter 23)
	VA-21-530
	http://www.vba.va.gov/pubs/candpforms.htm

	Application for Standard Headstone or Marker
	VA-40-1330
	http://www.cem.va.gov/pdf/401330.pdf

	Application for Wife’s or Husband’s Insurance Benefits
	SSA-2-F6
	http://www.ssa.gov/online/forms.html

	Application for Lump Sum Death Payment
	SSA-8-F4
	http://www.ssa.gov/online/forms.html

	Application for Widow’s or Widower’s Insurance Benefits
	SSA-10-BK
	http://www.ssa.gov/online/forms.html


Instructions for filling out Form DD 397 (Death Gratuity)

	Block
	Description
	Instruction
	Example

	1
	Bureau Voucher No
	Leave Blank/HRSIC to complete
	

	2
	D.O. Voucher No
	Leave Blank/HRSIC to complete
	

	3
	Appropriation Symbol
	Leave Blank/HRSIC to complete
	

	4
	Paid By
	Leave Blank/HRSIC to complete
	

	5
	Payee Name & Address
	Enter name, social security number and home address of beneficiary/payee receiving death gratuity payment.  If payee is a minor, also include duly appointed guardian’s name and SSN.

Note 1:  If payment is requested by EFT, please include bank’s routing number and account number of beneficiary/payee.

Note 2:  If payee is a minor, use the duly appointed guardian’s banking information.
	John E. Doe 000 00 0000

1111 Glenn Avenue

Wilmington, DE 55555

Routing:  1011-00000

Account:  88888888

	6
	Service Person
	Enter the name of the deceased member
	James E. Doe

	7
	Service Number
	Enter the SSN of the deceased member
	777 77 7777

	8
	Grade
	Enter the pay grade of the deceased member
	E-6, W-2, O-1, etc.

	9
	Place of Death
	Enter the city and state of where death occurred
	Washington, D.C.

	10
	Date of Death
	Enter the date of death
	01/18/2001

	11
	Years of Service
	Leave Blank/HRSIC to complete
	

	12
	Additional Pay
	Leave Blank/HRSIC to complete
	

	13
	Total Monthly Pay
	Leave Blank/HRSIC to complete
	

	14
	Due Payee
	Leave Blank/HRSIC to complete
	

	15
	Certificate of Payee
	Check the block that pertains to the beneficiary
	

	16
	List Children of the Decedent
	· If block 15a was checked then leave blank

· If block 15b was checked then the full name of the child/children and home address will need to be entered

· If block 15c was checked then enter ‘None’
	· If block 15b checked, then example would be ‘Ramona E. Doe, 1515 Dorsett Street, Waterloo, IA 50701’

· If block 15c checked, then example would be ‘None’ under the ‘Name’ block

	17a
	Signature of Payee
	The beneficiary will need to sign in the presence of two witnesses.  

Note:  The duly appointed guardian will sign if payee is a minor.
	SIGNATURE

	
	Signature and Address of 1st Witness
	The 1st witness will need to sign and enter his/her home address
	SIGNATURE

444 Bone Street, Wilmington, DE  55555

	
	Signature and Address of 2nd Witness
	The 2nd witness will need to sign and enter his/her home address
	SIGNATURE

1212 Sickly Dr., Wilmington, DE 55555

	
	Address of Payee
	Enter “Same as block 5 above”.  If it is duly appointed guardian, then enter the guardian’s home address.
	‘Same as block 5 above’ OR

if for guardian, example would be 

333 Pilmore Ave, Wilmington, DE 55555

	18
	Administrative Statement (date, check number, amount of check, date of check, signature, typed name and title)
	Leave these blocks blank/HRSIC to complete
	


The shaded areas above are required blocks on the form

HRSIC (SES) cannot process the Death Gratuity until we have received the following forms:

Casualty Message

DD Form 1300

Faxed Copy of the CG-4170 of deceased member

Faxed copy of DD-397

Even though we will accept a faxed copy of the DD-397 to process the Death Gratuity, we still need the original mailed to HRSIC.  It is important to include the beneficiary’s SSN. 

After we have received and verified the applicable documents, we are normally able to process the death gratuity payment within 2 working days if payment was request via EFT.  If payment is request via EFT, we need the bank routing and accounting numbers.  Easiest way to provide this information is to send a voided check.   

Please be aware that if the member was in a retired status at the time of death then we will be unable to make the payment until the VA makes line of duty determination.

Unpaid Pay & Allowances

We also process unpaid pay & allowances payments when a member dies on active duty.  Once we receive the Unpaid Pay & Allowances form (SF-1174) signed by the beneficiary (most of the time this is paid out to the surviving spouse if member was married), we process the payment of any pay and allowances the member was authorized at the time of death to the beneficiary.  As part of this process we inform the beneficiary/survivor by letter that the payment has been processed.  We normally include the payment of BAH for 180 days after the date of the death of the member (if the beneficiary is the spouse).   If there was no pay and allowances authorized at time of death or the spouse was not listed as the beneficiary for the Unpaid Pay & Allowances, then we normally send a letter to the spouse letting them know that a payment for BAH for 180 days has been processed.

Note:  BAH for 180 days is a benefit that is only for members who die while on active duty.  It is not payable to members who are death-imminent retiree survivors.

