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BY ORDER OF THE 
SECRETARY OF THE AIR FORCE

AIR FORCE INSTRUCTION 36-809

22 APRIL 1994

AIR FORCE SPACE COMMAND
Supplement 1

2 JANUARY 1998

Personnel

SURVIVOR ASSISTANCE

OPR: HQ USAF/DPCE  (Ms Jewel C. Andrews) Certified by: HQ USAF/DPC  (Mr John R. Grah
Supersedes AFR 40-717, 8 Jun 90. Pages

Distribution: F

This instruction implements AFPD 36-8, Employee Benefits and Entitlements.  It prescribes the proce
dures to follow when a civilian employee dies.  It explains the responsibilities of commanders, su
sors, civilian personnel flights (CPF), installation mortuary officers, and other staff officials for noti
and assisting the next of kin. This instruction applies to appropriated fund civilian employees, inc
United States Air Force Reserve and Air National Guard Title 5 employees.

(AFSPC)  This supplement implements and extends the guidance of Air Force Instruction (AFI)
36-809, Survivor Assistance, 22 April 1994.  The AFI is published word-for-word without editorial
review.  Air Force Space Command (AFSPC) supplemental material is indicated in bold face.  Thi
supplement describes AFSPC’s procedures for use in conjunction with the basic AFI.  It applies t
Headquarters Air Force Space Command (HQ AFSPC), and all subordinate units.  It does no
apply to Air National Guard (ANG) nor Air Force Reserve Command (AFRC) units.  This supple-
ment requires maintaining information protected by the Privacy Act of 1974 authorized by 5 U.S.C.
1302, 2951, 3301, 3372, 4118, and Executive Orders 9397, 9830, and 12107.  System of records n
OPM/GOVT-1, General Personnel Records, applies.  Civilian Personnel Flights (CPF) may issu
their own supplements to this publication.  CPFs must provide an information copy to HQ AFSPC/
DPC, 150 Vandenberg Street, Suite 1105, Peterson AFB CO 80914-4450.  Upon receipt of this in
grated supplement discard the Air Force basic publication.  

SUMMARY OF REVISIONS

This is the initial publication of AFI 36-809, revising AFR 40-717.

NOTICE: This publication is available digitally on the AFSPC WWW site at: http://
midway.spacecom.af.mil/pubs. If you lack access, contact your Publishing Distribution Office (PD

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY
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1. Philosophy. The survivor assistance program aims  to reduce the trauma on the deceased's nex
Each person handling the personal affairs of the deceased employee must act with compassion 
confidential basis.

2. Responsibilities:

2.1. Commander:

2.1.1. When an employee dies, the commander conveys condolences in person or sends
cial letter of condolence to the next of kin within a week of the death.  This letter should b
sonal, sympathetic in tone,  and offer full assistance to the employee's survivors.

2.1.2. If the employee dies while on duty, notifies the next of kin when employee assigned
or her installation dies while on the job or while traveling on official business.

• Notification is carried out with the assistance of the CPF, the employee's superviso
other commanders, as needed.

• Prompt notification is essential so that the family will not learn about the loss from ou
sources.

• When possible, notification is made in person, especially when the death occurs ov
under hostile circumstances.  If this notification has to be made by letter, the letter s
give any details about the death deemed appropriate.  Release of details should be 
with compassion and dignity so as not to distress the next of kin. 

2.2. Supervisor. When an employee dies, the supervisor (or next immediately available superv

• Promptly notifies the servicing CPF, the organizational commander, and the installation
tuary officer.

• Gives to the CPF the name, relationship, address, and telephone number of the em
addressee designated on AF Form 971, Supervisor's Employee Brief.

• Prepares Standard Form 52, Request for Personnel Action, as directed in AFI 36-107, Per-
sonnel and Position Actions (formerly AFR 40-296), and hand-carries it to the CPF.

• Certifies and hand-carries if possible, or sends AF Form 1278, Time and Attendance Form,
to the civilian payroll office as soon as possible on the first workday after the emplo
death.

• Secures the employee's personal property for prompt inventory and shipment to the aut
recipient as directed in AFI 34-502, Disposition of Personal Property  (formerly AFR 143-6).

• Arranges for someone to turn in government property charged to the employee.

• Prepares compensation forms as directed in AFI 36-811, Injury Compensation, if a
work-related injury or illness caused the employee's death.

• Notifies an official of any union or employee group that the employee belonged to so i
provide any insurance or other benefit due to survivors.

• On request, gives to the Military Personnel Flight information from the deceased's o
personnel records (see AFI 36-6002, Casualty Services).

2.3. Civilian Personnel Flight (CPF):
2
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2.3.1. If the death occurs in a theater of operations or as a result of terrorist activity, notify th
vicing CPF and the CPFs located nearest the next of kin.  In these situations, CPFs use the 
reporting process outlined in AFI 36-3002 to notify the next of kin as quickly and compassion
as possible before the media reports the casualty. 

2.3.2. If the employee dies as a result of a work-related injury or illness, the CPF promptly
fies AFPOA/DPM, Washington DC, and the Office of Workers' Compensation Programs, 
by telephone or by message and describes the details of the death.

2.3.3. On request, the CPF gives information to the Military Personnel Flight from the dece
official personnel records (see AFI 36-3002).

2.3.4. The CPF notifies the local public information officer of the death.

2.3.5. If requested, the CPF makes biographical information from the personnel folder av
for use in a public announcement.  No public announcement is made before the next of 
been told of the death.

2.3.6. If the death occurs in an overseas area, the CPF notifies the American Embassy in 
nation.

2.3.7. The CPF assists the next of kin as soon as possible after the death occurs, by:

• Contacting the next of kin, and offering the assistance of the servicing CPF (or tha
more conveniently located Air Force CPF). 

• Mailing copies of letters and supporting information to other CPFs mentioned in lette
assistance, to hasten any help they are expected to provide.

2.3.8. The CPF counsels the survivors on their entitlements, which may include:

• Any unpaid compensation.

• Death benefits under the Civil Service Retirement System, the Federal Employees'Retire-
ment System, the Thrift Savings Plan, and Federal Employees' Group Life Insurance Pro-
gram.

• Health benefits coverage.

• Possible eligibility under the Federal Employees' Compensation Act, if a work-re
injury or illness caused the death.

• Availability of special tax benefits if the death occurred because of terrorist or mil
action (contact the nearest office of the Internal Revenue Service for more informati

2.3.9. The CPF gives proper claim forms to survivors and helps them complete and proce
claims quickly.  Specifically, the CPF:

• Promptly notifies survivors that they may need up to six certified copies of the death
tificate (continental United States [CONUS] death) or DD Form 1300, Report of Casu-
alty, if the employee died while in a temporary duty status or in a location outside
CONUS.

• Advises survivors to find out whether any benefits are due them under the Social Se
Program, the Veterans Administration, a credit union, or the decedent's membership in an
employee union, social or religious organization.  For more information, see AFP 4
Retirement Planning and Survivor Counseling.
3
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2.3.10. The CPF should periodically remind employees:

• That it is important to make beneficiary designations in writing and to keep
desig-nations current.

• To consider taking part in government insurance programs.

• To make a will.

• To take similar protective measures.

2.3.11. (Added-AFSPC)  The CPF will notify HQ AFSPC, Civilian Personnel Division (DPC)
of an employee’s death within 5 working days.  This notification will include the time and
circumstances of death and the name, relationship, and complete mailing address of the ne
of kin.

2.4. (Added-AFSPC)  HQ AFSPC/DPC will prepare a condolence letter for the AFSPC  Com-
mander’s (CC) signature.

3. The Installation Mortuary Officer. Helps the next of kin on mortuary affairs benefits.

4. Preparing and Transporting Remains:

4.1. When an employee dies while traveling on official government business, or while perma
serving outside the 50 states and District of Columbia, the remains are prepared and transp
provided for in AFI 34-501, Mortuary Affairs Procedures and Benefits (formerly AFR 143-1),  and
the Joint Travel Regulation (JTR), volume 2, chapter 6, part B.

5. Travel and Transportation of Family Members and Personal Property:

5.1. When an employee stationed outside the CONUS dies, travel and transportation of family
bers, household goods, and personal effects are provided as specified in AFI 34-502 and in t
volume 2, chapter 6, part B.  Family members need approved travel orders before they underta
travel and transportation. 

BILLY J. BOLES,   Lt General, USAF
DCS/Personnel
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