NOTE
· Basic Guidance:

· Receive Tasker from HQMC
· Verify that funeral is in our assigned area
· Reply to HQMC Tasker
· Contact Funeral Home to confirm details
· Send Tasker to Assigned Unit/Chaplain
· [bookmark: _GoBack]Complete and Send Personnel Casualty Report for Retired Marines
· Send Calendar
· Verify receipt by Assigned Unit/Chaplain in 1 hour

· To save on typing, some items are pre-typed and located under the folder “Typing Shortcuts”.

· Write PCR number and Funeral number at bottom of HQMC tasking sheet.

· If you click outside of the typing area while filling out the MFH database, error windows will pop up. Just close them and continue.

· If a Chaplain is needed, we no longer need to use the separate “Chaplain Info Sheet” located in the “Info Sheet” button for MFH. Just add the Chaplain contact list on the “To” line along with the Unit contact.

· If we are tasked to provide a “Firing Detail” for another Service’s funeral, all of our checklist procedures remain the same, except for contacting the Funeral Home and filling out a PCR.

· Ranks, abbreviations, and Pay Grades are located at the back of this checklist.

· Under folder “MFH Forms” is a manual tasker pre-typed if needed.



MFH Checklist
		MFH = Military Funeral Honors
		PCR = Personnel Casualty Report
DCIPS = Defense Casualty Information Processing System

1.	Receive Tasker from HQMC:
-	If Tasker is not in our area (150 miles), notify HQMC by phone (703)432-9524. 
-	If Tasker is in our area, reply to Tasker:
-	Select - Reply To All 
				-	“We have the tasker for action.”
2.	Contact Funeral Home and verify following:
		-	Name	____________________________________________
		-	SSN	____________________________________________
		-	Rank and Service	_____________________________
		-	Retired or Veteran	_____________________________
		-	Date of Death	__________________________________
		-	Date/Time and Location of Funeral	______________
-	Services Requested: 
                   ( Flag/ Taps/ Firing Detail/ Pallbearers)
                   ( Chaplain/ Denomination __________________)
-	Special Instructions ____________________________



3.	Complete MFH Database:

*************************************************

-	If Retired, open PCR Database:
-	PCR Database is located: on the Adjutant drive, in the Funeral folder, in the Database - DCIPS(PCR) folder
-	Open the DCIPS Database
-	Select Options
-	Select Enable this content
-	Select OK
-	Select “I Agree” on the “DOD NOTICE AND CONSENT” window
-	Select Casualty Main Listing
-	Scroll down
-	Make note of next available record number:
	Write the PCR # at the bottom of the HQMC Tasker
			-	Close
			-	Exit

**************************************************




-	MFH Database is located: on the Adjutant drive, in the Funeral folder, in the  Database - MFH folder.

-	Open the MFH Database.
-	Select Options
-	Select Enable this content
-	Select OK
-	Select Input Funeral Info
-	Record Number is always the record number listed at the bottom of the window. Write this number at the bottom of the HQMC Tasker.
EVERYTHING IS ENTERED IN CAPS
-	Service (Drop-down box)
-	Status (Drop-down box)
-	Rank (Drop-down box)(Navy – type in)
-	Last Name (fill in)
-	First Name (fill in)
-	Middle Initial (fill in)
-	SSN (fill in)
-	Requester: start typing funeral home name -will autofill, if not, just type it in
-	Requester Phone # - funeral home phone number


-	POC – funeral home individual
-	Date of Request – today’s date
-	Time of Request – time of email from HQMC
-	Date of Funeral (fill in)
-	Time of Funeral – time as listed from HQMC
-	Unit Assigned (Drop-down box)
-	PCR Message (Check box)
-	PCR RPT # - enter number that you previously looked up
-	Honors (Check box for each as required)
	-	Flag
	-	Taps
	-	Pallbearers
	-	Firing Detail
	-	Chaplain
		-	Denomination (Drop-down box)
-	Funeral Site (Drop-down box)
-	Burial Site (Drop-down box)
-	Worked By – enter your name
-	Click on window that appears underneath






-	Enter and verify Social Security Number – this connects the records
-	Date Received and Time Received – from HQMC email
-	Location of Funeral (Drop-down box or type in)
-	Follow Up Call to Funeral Home (Drop-down box)
-	Within 150 Mile Radius (Drop-down box)
-	MFH Info Sheet/Tasker to Unit (Drop-down box)
-	Follow Up Call to Unit (Drop-down box)
-	Chaplain Requested (Drop-down box)
-	MFH Info Sheet/Tasker to Chap (Drop-down box)
-	Follow Up Call to Chaplain (Drop-down box)
			-	Select Info Sheet, Unit Info Sheet
-	Type in “Special Instructions” window any instructions for details such as: “Arrive at Coastal Carolina State Veterans Cemetery NLT 1130. Full Honors. No Chaplain.”
		-	You must close the Special Instructions
               window to save instructions.  Do not 
               close MFH Report window.





-	Open HQMC email
-	Select Tasker and copy it
-	Right click on MFH Report, select Send To: Mail Recipient (as Attachment)
-	Select PDF format
-	Select OK
-	Right click on email and paste HQMC Tasker into email
-	Before sending Tasker to the Assigned Unit, ensure that the following is complete:
-	To: Unit Contact List/(Chaplain Contact List - if requested)
-	Copy To: Adjutant MFH Contact List
-	Attachments (HQMC Tasker and MFH DB Sheet)
-	Subject: “MFH ICO RANK, LASTNAME, FIRSTNAME, MI, DAY MONTH YEAR @ TIME (OF FUNERAL)”
-	“Please confirm receipt of funeral tasker via reply-to-all email. If you have any questions or concerns please contact me.”
-	If Unit/Chaplain Office does not reply within one hour, contact POC by phone
-	Close MFH Report windows




4.	Complete PCR Database:
-	Complete for Retired/Active Duty Marines or Marines that have separated within the last 180 days.
-	PCR Database is located: on the Adjutant drive, in the Funeral folder, in the Database – DCIPS(PCR) folder.
-	Open the PCR Database.
-	Select Options
-	Select Enable this content
-	Select OK
-	Select “I Agree” on the “DOD NOTICE AND CONSENT” window
-	Select Hasty Report
-	Field Report Number (this is the PCR number that you looked up earlier)
-	Casualty Type (Drop-down box, select nonhostile)
-	Casualty Status (Drop-down box, select Deceased)
-	Casualty Category (Drop-down box, select Undetermined)
-	Personnel Type/Component (Drop-down box, select Reserve)
-	Personnel Affiliation (Drop-down box, select Retired/Separated)
-	Personnel Category (Drop-down box, select Other)



-	SSN (fill in)
-	Last Name (fill in)
-	First Name (fill in)
-	Service (Drop-down box, select correct Service)
-	Rank (Drop-down box, select correct Rank)
-	Military Unit of Assignment (type in: MCIEAST-MCB CAMLEJ)
-	Date/Time of Incident (hh:mm = 00:00)
-	Circumstance (type in: cause of death unknown. MCIEAST-MCB CAMLEJ was assigned MFH on MM/DD/YYYY.)
-	Remarks (type in: UNIT POC IS MICHAEL NEWTON AT PHONE # 910-451-4248)

-	Once completed, select Save and then Close.
-	Select Casualty Main Listing
-	Highlight last PCR (scroll down)
-	Select Email(Outlook)
-	Ensure “Casualty” contact list is selected in the To: block
-	Send the email
-	Select Close	
-	Select Exit




5.	Update Calendar::
-	MFH Calendar is located: on the Adjutant drive, in the Funeral folder, in the MFH Calendar folder, in the “current year” folder.
-	Type Last Name (*Service*)(this line in Bold)
		-	Next Line – Rank, Duty Unit @ time of Funeral
		-	Next Line – FULL HONORS
-	Next Line – Exception to Full Honors (No Pallbearers, etc.)
-	Next Line – Chaplain (Prot, etc.)
-	Next Line – Location of Funeral
		-	Print 2 copies
-	Before sending Calendar, ensure that the
following is complete:
			-	To: Funeral Calendar Contact List
-	Copy To: Adjutant MFH Contact List
-	Attachment (Updated Current Month Calendar)
-	Subject: “Updated Month Year MFH Calendar (FOR DAY MONTH FUNERAL).”
-	Body: “Updated.”
		-	Place one copy of Calendar in Notebook
		-	Place one copy in Funeral Notebook in CDO’s
office and update Calendar on wall.



NAVY ENLISTED RANKS



	PAY GRADE
	RANK
	ABBREVIATION

	
	
	

	E-1
	SEAMAN RECRUIT 
	SR

	E-2
	SEAMAN APPRENTICE 
	SA

	E-3
	SEAMAN 
	SN

	E-4
	PETTY OFFICER THIRD CLASS
	PO3

	E-5
	PETTY OFFICER SECOND CLASS
	PO2

	E-6
	PETTY OFFICER FIRST CLASS
	PO1

	E-7
	CHIEF PETTY OFFICER
	CPO

	E-8
	SENIOR CHIEF PETTY OFFICER
	SCPO

	E-9
	MASTER CHIEF PETTY OFFICER
	MCPO

	E-9
	MASTER CHIEF PETTY OFFICER OF THE NAVY
	MCPON
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