Death of a Member

Overview

Introduction This transaction is used to stop pay and allowances following the death of
a member.

Timing Submit this transaction upon receipt of a personnel casualty report
message indicating the death of a member of the U. S. Coast Guard,
U. S. Coast Guard Reserve or NOAA Commissioned Officer Corps. Do
not submit this transaction to report the death of a retiree, unless the retiree
was serving on a recall to active duty at the time of death. PPC (RAS)
must be notified in the event of the death of a retiree.

Corrections The Date of Death and Line of Duty fields can be corrected or updated.
and Deletions  This transaction cannot be deleted, it can only be cancelled.

Reference Section 5.A.5 of the Personnel and Pay Procedures Manual, PPCINST
M1000.2 (series) provides unit procedures for casualty reporting. Enclosure
(7) of the manual provides examples of Personnel Casualty Report messages.

Procedures Follow these procedures to record a death of a member.
Step Action
1 Select Separation Orders from the Separations Pagelet.

Separations
Separation Orders DO 14 Form
Separations Summarny Report Separation Requests by Status
Separation Request Extract Separations By AD Temm Date
Separation Orders Extract Separations 30-year Retirement

Continued on next page


http://www.uscg.mil/hq/cg1/psc/pppm/CHAP05.pdf
http://www.uscg.mil/hq/cg1/psc/pppm/CHAP05.pdf

Overview, Continued

Procedures,
continued

Step Action

2 Click on the Add a New Value tab.
Separation Orders

Enter any information you have and click Search. Leave fields blank for a list of all values.

503 N Ve
Maximum number of rows to return (up to 300): lﬁ

Empl 1D: begins with ||

Empl Record: [= v |

Trans ID: = v |

Order Type: |= “| Separation
National ID: |begins with ||

Last Name: |pegins with ||

First Name: [pegins with ||

L Include History [ cormect History [|case Sensitive

Search || Clear |Basic Search @ Save Search Criteria

3 Enter the Empl ID and click Add.
Separation Orders

Eind an Existing Value Add a New Value

Trans ID: 0

Empl ID: [1234567] = 4]
Empl Record: 0[@,

Continued on next page



Overview, Continued

Procedures,
continued
Step Action
4 On the Separation Details tab, select the Termination Type Code drop-down and

choose Death.
RN e Additional Info || Order Information || Order Travel || Order Notes | Leave Information |

Frank N Stein EmplID: 1234567 Empl Record: 0
Trans ID: i} QOrder Action: | V|
Order Begin Date: Order Type: Separation

Order End Date: Order Status:

Separation Details

Termination type code: | |
Termination Date: Eﬂ Departure Date:
SPD: @, Authorization Created

Re-enlistment Code: @,

Once Death is selected, the screen automatically opens the Death portion of the
orders.

Separation Details

Termination type code: v
Termination Date: E‘J Departure Date:
SPD: @, Authorization Created

Re-enlistment Code: @,

} Retirement
¥ Relad

F Discharge

Date of Death: ]

In Line of Duty: | ~

Heroism/Good Conduct:

Continued on next page



Overview, Continued

Procedures,

continued

Step

Action

6

Enter the following:

e  Termination Date (Item “DELTA” on the Personnel Casualty Report
Message),
e  SPD code (D26 for Death of a Member) and

o Date of Death (same as Termination Date).
Separation Details

Termination type code: |Death v|

Termination Date: 06/05/2014 |[3 Departure Date:

5PD: D26 @, |peath of a Member
Re-enlistment Code: @,

Authorization Created

Use the In Line of Duty drop-down to indicate whether the death was:
. In Line of Duty
. Retirement Eligible, not in Line of Duty
(Item “KILO” on the Personnel Casualty Report Message).

e  Orleave blank if they were not killed in the Line of the Duty, had no
dependents and were not Retirement Eligible.

Then select the appropriate Heroism/Good Conduct option. Now click Save.
" Separation Details

Termination type code: |Death v

Termination Date: D6/05/2014 |[5) Departure Date:

SPD: D26 @, Death of a Member Authorization Creafed
Re-enlistment Code: Q,

¥ Refirement

* Relad

» Discharge

Date of Death: 06/05/2014

In Line of Duty: [In Line of Duty -

Heroism/Good Conduct;

[ save | (G Retum tosearch | =] wotity | [wAdd | | UpdateiDisplay | = In

Continued on next page



Overview, Continued

Procedures,
continued

Step Action

7 Saving will generate a Trans ID and will change the Order Status to Authorized.
Now click on the Additional Info tab.
Additional Info | Order Information || Order Travel || Order Notes || Leave Information

Frank N Stein Empl ID: 1234567 Empl Record: i)

Trans ID: Order Action: | i

QOrder Begin Date: 06/05/2014 QOrder Type: Separation
Order End Date: D&M062014 Order Status: |Authorized

Separation Details
Termination type code: |Death v
Termination Date: D6/D5/2014 |[5) Departure Date:

SPD: D2 2 Deatn of aMemboer Authorization Created
Re-enlistment Code: @,

F Retirement
¥ Relad

F Discharge

Date of Death: 06052014
In Line of Duty: [In Line of Duty )

Heroism/Good Conduct:

8 No action is required on the Additional Info tab for a death. Now click on the
Order Information tab.

Separation Details p.ddiﬁonm [[CI0| Order Information | Order Travel = Order Notes ~ Leave Information |~ Order Approval [V

Frank N Stein Empl ID: 1234567 Empl Record: 0
Trans ID: 2250055 Order Action: | v| | Gol
Order Begin Date: 06/05/2014 Order Type: Separation

Order End Date: 06/06/2014 Order Status: Authorized

Separation Details

Element Name:
FulliHalf:

Job Code:
Salary Grade:

[Fl save | [ShRetumto Search | =] Notity | [Exadd | |/ UpdateiDisplay | | include History | |[# Comect History |

Beparation Details | Additional Info | Order Information | Order Travel | Order Motes | Leave Information | Order Approval | Order Funding | Order Audit]

Continued on next page




Overview, Continued

Procedures,
continued
Step Action
9 Enter the Authorizing Official and then click on the Order Travel tab.

Separation Details | Additional Info__ ([SFE TSI [ Order Travel ] Order Notes - Leave Information |
Frank M Stein Empl ID: 1234567 Empl Record: o
Trans ID: 2250055 Order Action: | d
Order Begin Date: (06/05/2014 Order Type: Separation
Order End Date: 06062014 Order Status: Authorized

Orders Basic Information

Action: TER

Reason Code: DEA

Transfer Authority: |Coast Guard Personnel Command
Authorizing Official: IMar}.r Shelley, CWO4, USCG I

10 Click on View All to see both the Depart and Report rows.

Separation Details || Additional Info || Order Information | el @i 200~ Order Notes || Leave Information | Order
Frank N Stein EmplID: 1234567 Empl Record: 0
Trans ID: 2250065 Order Action: | hd
Order Begin Date: 06/05/2014 Order Type: Separation
Order End Date:  06/06/2014 Order Status: Authorized
Seq Travel Travel = Actual - - -
Nbr Type Approval Estimated Date Date Nature of Duty Deptid Description Position

SEC BALTIMORE
1 Depart Approved 06/05/2014 06/D5/2014 INSPECTIONS DIV FACILIT]|
99 Report  Approved 06/05/2014 PPC ATHOME SER
MERS
" Travel Orders Find | View All First K 10f2 b | Last

*Seq Nbr: |_1 Travel Type: Trvl Approval: Approved EI

Estimated Date: |06/05/2014 Eﬂ Department: 007302 % SEC BALTIMORE INSPECTIONS DIV

Actual Date: 06/05/2014 |[3] Location: MDO131 @, SECTOR BALTIMORE

Nature of Duty: Position Number: (00000283 |@,  FACILITY INSP

Posn Job Code: 479094 Second Class Marine Science Te

Other Location: |

Continued on next page



Overview, Continued

Procedures,
continued
Step Action
11 The only thing to fill out on this page is the Actual Date (date of death) in the
Report row. Then click Save at the bottom of the page.
Travel Orders i s
*Seq Nbr: |_1 Travel Type: anl Approval: Approved El
Estimated Date: [06/05/2014 [[3] Department: 007302 @, SEC BALTIMORE INSPECTIONS DIV
Actual Date:  [06/05/2014 [ Location; MDD121 @, SECTOR BALTIMORE
Nature of Duty: Position Number: (00000283 (@,  FACILITY INSP
Posn Job Code: 479094 Second Class Marine Science Te
Other Location: |
¥ Per Diem
¥ Travel Details
*Seq Nbr: |ﬁ Travel Type: anl Approval: Approved El
Estimated Date: [06/05/2014 [5i] Department: 003333 @, PPCATHOME SEP MBRS
Actual Date: Location: KsS0001 @, CGPPC
Nature of Duty: Position Number: @,
Posn Job Code:
Other Location: |
12 Saving will update the Actual Date in the Itinerary section. Now click on the

Order Notes tab.
Separation Details = Additional Info | Order Information OrderTra\reI ‘| Order Noles | Leave Information|

Frank N Stein Empl ID: 1234567 Empl Record:

Trans ID: 2250055 Order Action: | il |
Order Begin Date: 06/05/2014 Order Type: Separation

Order End Date:  06/06/2014 Order Status: Authorized

Seq Travel Travel c Actual . .
= el Estimated Date  ACT Nature of Duty D[ eeramri
1 Depat  Approved 06/05/2014 06/05/2014 i:EsCPEgl%mJgRDEW
09 Report  Approved 06/05/2014 06/05/2014 ;PB%QT HOME SEP

Continued on next page




Overview, Continued

Procedures,
continued
Step Action
13 Enter the appropriate Order Notes and edit them if necessary. Enter a Sequence

Number to identify how they will appear on the orders. Then click on the Leave
Information tab.
Separation Details || Additional Info | Order Information | Order Travel | Leave Information | Order

_f_[_a_l_l_l_ kHStem Empl ID: 1234567 Empl Record: 0

Trans ID: 2250055 Order Action: | v Go
Order Begin Date:  06/05/2014 Order Type:  Separation

Order End Date: 06/06/2014 Order Status: Authorized

Find | View All First EI 1.0f1 I Lasi

*Contract Clause: 250 O@ The following orders are issued solely to manage the Direct Access El
database and ensure a proper count of the officer corps size. Any
*Sequence Number: [ 1] accounting data associated with these orders is for dependent's PCS

travel as authorized per the JFTR vol 1.

14

Any remaining leave balance will be sold and included in the final payment to the

deceased member’s designated beneficiaries. Now click on the Order Approval
tab.

Separation Details = Additional Info |~ Order Information |~ Order Travel | Order Notes =00 L)) ' Order Approval |
|

Frank N Stein EmplID: 1234567 Empl Record: 0

Trans ID: 2250055 Order Action: | v GD
Order Begin Date: (06/05/2014 Order Type: Separation

Order End Date: 06/06/2014 Order Status: Authorized

Leave Balance: 38500000 Cumulative Sold Leave: 0.000000

Leave Disposition
Total to Carry Over (Days): 0.0 Terminal Leave Begin:
Terminal Leave (Days): 0.0 Terminal Leave End:

Continued on next page




Overview, Continued

Procedures,
continued
Step Action
15 Now click Submit.
El Additional Info Order Information Order Travel COrder Motes Leave Information OltlerApplmal Order Funding
Frank N Stein Empl ID: 1234567 Empl Record: 1]
Trans ID: 2250055 Order Action: | M GC‘
Order Begin Date: 0&/D5/2014 Order Type: Separation
Order End Date: D6/06/2014 Order Status: Authorized
Approval Type: Separation Order Approval
User ID: 7654321 Dee Monster
Deptof Approving 007448 [&,  SEC SS MARIE ADMIN/PERS DIV
Comment
16

Once submitted, this will appear to show it’s been routed for approval.
Approve Separation Order

— Approval Sep Order Header:Pending  (>ViewHide Commentg

One Level Approval

Pending

(T_‘:' Multiple Approvers
SPO Supervisor

— Comments
Dee Monster at 06/06/14 - 1:59 PM

= Save | |Gt Retum to Search 7] huatify [hAdd /] UpdateiDisplay ' Inch

17

Now return to the home screen.




