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BFS Follow-up Procedure
Missing/invalid address information - Look in Vistaweb to see if alternative current (from facility where veteran was seen during previous six months) address is available for same next of kin.
I. If the zip code is all that is missing from the address information, go to www.usps.com to look up the zip code.
II. If you suspect that the address is invalid/undeliverable, go to www.usps.com and enter the address as if you were searching for a zip code; if it is undeliverable the website will tell you the address could not be found.
III.	If no alternative current address available for same next of kin, but phone number is available, search on www.whitepages.com for address of next of kin.  If the phone number matches the one on file for the next of kin, the address listed can be used to try to contact them.
IV.  If unable to find current address for same next of kin, attempt to find current address for other next of kin or emergency contact and send letter to them.
V.	If no current address can be found for a next of kin or emergency contact, do chart, mark as “Wrong Number/Letter Returned/No Contact Information for NOK”, and file as a non-respondent.

Returned letter – Look in Vistaweb to see if alternative current (from facility where veteran was seen during previous six months) address is available for same next of kin.
I.	If no alternative current address available for same next of kin, but phone number is available, search on www.whitepages.com for address of next of kin.  If the phone number matches the one on file for the next of kin, the address listed can be used to try to contact them.
II.	If unable to find current address for same next of kin, attempt to find current address for other next of kin or emergency contact and send letter to them.
III.	If no current address can be found for a next of kin or emergency contact, do chart, mark as “Wrong Number/Letter Returned/No Contact Information for NOK”, and file as a non-respondent.

Wrong/disconnected number – If letter not returned, look in Vistaweb to see if alternative current (from facility where veteran was seen during previous six months) phone number is available for next of kin. 
I. If no other phone numbers can be found for same next of kin, try number again after a week to see if it has been reconnected.
II. If no operational current phone number can be found for same next of kin, see if current address and phone number are available for other next of kin or emergency contact and send letter to them.
III. If no current address and phone number can be found for other next of kin or emergency contact, send mail survey.

Incomplete interview – If next of kin does not wish to complete the interview (meaning less than 12 of the 17 structured questions have been asked), put “555” for all unasked questions, mark “Incomplete” for outcome, and file as a respondent.  If you asked at least 12 questions, even if the next of kin did not answer them, the interview is considered complete and the outcome is “Interviewed”.

Unable to contact – If unable to contact after three attempts, or if unable to contact after additional two attempts following contact with someone at next of kin’s home, send mail survey.
I.	If mail survey not returned by the end of the quarter after the death occurred, mark chart as “Unable to Contact” and file as a non-respondent.
