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What to do in the Event of a Death

Overview

This checklist provides the steps to take when a cleric or lay employee dies.

Reporting the Death

Confirm you have e Loginto MAP at https://cpg.org/map
access to My Admin _— -
Portal (MAP). e [f you cannot access MAP, request access from your Institution Administrator or

your institution’s Diocesan Administrator. If you do not know who that person is,
call CPG’s Client Services at (855) 215-5990.

Gather necessary e Date of death
information about the
deceased person.

Change the deceased e Loginto MAP at https://cpg.org/map
erson’s employment
gtatus in MAB. y e From the MAP main landing page, click on the “People” tab.

e From the People landing page, click on the “Terminate Employee” quick action
button.

e If you are responsible for multiple institutions, select the employing institution from
the “Select an institution” screen, and then select the employee from the
“Employees” screen.

e (Click the “Remove” link to the right of the person’s name to open the “Termination
Information” screen.

e On the “Termination Information” screen:
o Select the termination type of “Death”
o Enter the date of death
o Select the “Submit” button.

After coverage is terminated, CPG will designate a Benefits Outreach Coordinator (BOC) to serve as a liaison between
the various departments at CPG and the beneficiaries and dependents of the deceased. The BOC will:

e Contact all named beneficiaries and dependents after receiving notice of the death.
e Send a Claims Benefit package to the designated beneficiary/dependent with all necessary information and
forms to complete.

Disclaimers

This material is provided for informational purposes only and should not be viewed as investment, tax, or other advice. It does not constitute a
contract or an offer for any products or services. In the event of a conflict between this material and the official plan documents or insurance policies,
any official plan documents or insurance policies will govern. The Church Pension Fund (“CPF”) and its affiliates (collectively, “CPG”) retain the right to
amend, terminate, or modify the terms of any benefit plan and/or insurance policy described in this material at any time, for any reason, and, unless
otherwise required by applicable law, without notice.
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