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EMERGENCY PARTIAL PAYMENT PACKET 
 

 
1. GENERAL.   
 
These instructions are designed to provide specific guidance to DON personnel 
who want to file a claim with the government for an emergency partial payment 
because they have suffered a loss from a disaster.  An emergency partial 
payment is appropriate when a claimant residing in Government assigned 
quarters, Public Private Venture (PPV) housing located within the perimeter of 
the installation (CONUS) or for OCONUS, all quarters wherever situated (except 
when the claimant is considered a local inhabitant), has suffered a significant 
loss of personal property and need immediate of funds to replace items needed 
for daily living (e.g., food, clothes, baby items, etc.).  These instructions are 
designed to answer your questions regarding who can file, where to file and how 
to file a request for an emergency partial payment of a claim with the government.   
 
You can turn your request for emergency partial payment in to your local Legal 
Service Provider, usually located within the local Regional Legal Service Office 
(RLSO) or Staff Judge Advocate’s office.  Upon receipt of this package, the Legal 
Service Provider will provide you with a standard claims package which must be 
submitted within 3 months from the date of the disaster.  Your request for an 
emergency partial payment and your claim will be forwarded and processed at 
the Personnel Claims Unit (PCU) at: 
 
   Personnel Claims Unit Norfolk 
   9053 First Street Suite 102 
   Norfolk, VA 23511-3605 
   Toll Free (888) 897-8217/ Fax (866) 782-7297 
   Commercial (757) 440-6315 
   DSN 564-3310/FAX DSN 564-3337 
   Email:  norfolkclaims@navy.mil 
 
Read these instructions carefully and answer all questions in order to 
ensure the most expeditious processing of your claim.  Failure to complete 
the forms properly or to provide all required documents and substantiation will 
result in delay or even denial of your claim.  Keep copies of all documents 
submitted. 
 
Remember, it’s your claim.  You, the claimant, are in the best position to 
provide the specific information necessary for fast and fair adjudication of 
your claim.  The claim will be adjudicated pursuant to the Military 
Personnel and Civilian Employees Claims Act (PCA)(31 U.S.C.§ 3721).  The 
PCA is a gratuitous payment statute and is not intended to replace 
insurance.  The PCA only allows payment up to the fair market value 
(FMV)(depreciated value) of lost or destroyed items.   
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2. WHO MAY FILE A REQUEST FOR AN EMERGENCY PARTIAL 

PAYMENT?  
 

a. Proper Claimant. The PCA covers all active duty members and 
reservists on active duty for training under federal law.  The PCA also applies to 
Department of the Navy (DON) Federal civilian employees.  Reservists or retired 
members may only claim for damages under the PCA if loss or damage to their 
personal property occurred while they were on active duty. 

 
b. Power of Attorney (POA).  A legal representative who has been  

designated as your legal representative by a POA in order to communicate with 
the PCU.  Payment will be made to the claimant’s account, not to the agent’s, 
unless the POA specifically authorizes the agent to both file the claim and 
receive payment. If an agent is filing a claim on your behalf, the agent must 
include a copy of the POA.  Your agent must have either a General POA granting 
the agent the power to everything the claimant could do, or a Specific Power of 
Attorney, granting the agent the authority to file your claim.  Many RLSOs provide 
POA on a walk-in basis.  The prospective claimant must be present to grant a 
POA.  Remember, the power of attorney must be effective on the date the claim 
is submitted.     
 
3. WHAT FORMS WILL I NEED TO FILE? 
 
Requests for an emergency partial payment of a claim for damages caused by a 
disaster are filed using the specialized DD Form 1842, Claim for Loss of or 
Damage to Personal Property Incident to Service.  A copy is attached to this 
instruction.   
 
When completing this form, ensure blocks 1 – 18 are completed.  Describe the 
extent of the damages in the space available in block 10 or on an additional 
piece of paper. Please ensure your SSN number is entered correctly and legibly.  
The SSN is used to deposit funds into your military pay account.   
 
4.   DOCUMENTING DAMAGES. 
 

In circumstances where damage is severe, such as flooding, you may be 
granted limited access to your quarters and it may be difficult for you to 
document damages.  However, when granted access, it is important that you 
take every opportunity possible to document your loss in cases where the 
disaster destroyed property in your assigned quarters.  It is recommended that 
you photograph the damage to the property in your quarters.  When 
photographing valuable items, photographing the brand name will assist in 
substantiating your claim.  For example, it is not unusual to find a stereo system 
in the average home, however if you owned an expensive Bose stereo system 
you should photograph the item and ensure the Bose label is present in the 
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photograph.  The same concept is true for furniture.  For example, a photograph 
of a sofa doesn’t necessarily show the brand, so whenever possible photograph 
the manufacturer’s tag as well.   
 
5. WHAT IF I HAVE PRIVATE INSURANCE? 
 
You are required to file a claim against private insurance (home owners, renters, 
vehicle, etc.).  If you are filing for an emergency partial payment while you wait 
for your insurance company to respond, you will be required to provide a final 
accounting of what your insurance company paid for your loss.  You will be 
required to reimburse the Government for any payments made that are later 
covered by your insurance company.  Include a copy of any correspondence you 
have had with your insurance company when you file your claim after you have 
received an emergency partial payment. 
 
6.   WHAT IF I DON’T FILE THE FOLLOW UP CLAIM?   
 
If you file a claim for an emergency advance payment for your loss, you must file 
the standard claims package within 3 months from the date of the emergency 
payment.  Any amount advanced will be deducted from the total adjudicated 
value of your loss in your final claim.   
 
If you feel you need more than 3 months to file your claim, you must consult with 
the PCU.  If you do not file your supplemental claim within 3 months, and you do 
not receive an extension of time from the PCU, the emergency partial payment 
will be recouped from your pay.    
 
The only exception to this rule is when the emergency partial payment request is 
for food loss only.  If you agree to accept the amount established by the PCU for 
your family size, you need not submit a supplemental claim.  
 
7. HOW DO I GET PAID? 
 
Claims payments by the PCU, including emergency partial payments, are 
processed through the Defense Finance and Accounting Service (DFAS).  DFAS 
electronically deposits payment directly into your military pay account.  To avoid 
delays in payment you must ensure the banking information you have stored in 
your My Pay account is accurate.  You can access your My Pay account at 
https://mypay.dfas.mil/mypay.aspx.     

https://mypay.dfas.mil/mypay.aspx
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