

OFFICIAL – SENSITIVE PERSONAL (when completed)

	Covering Letter for Multi-Will Despatch to DHC
(Refer to current DIN for instructions)
	In accordance with the Data Protection Legislation, the Ministry of Defence will collect, use, protect and retain the information on this form in connection with all matters relating to personnel administration and policy.
	JS Form
JPA N004a
                        
Updated May 15


	
	Unit HR Admin: Complete this form if two or more Wills are being despatched to the DHC. Ensure that each Will Envelope (MOD Form 106A) also has a corresponding JS Form JPA N004 attached to it. Double envelope the consignment and despatch it to the DHC. ALL WILLS ARE TO BE SENT RECORDED DELIVERY TO THE DHC.

On receipt of the Wills, the DHC will update JPA with the date of receipt. Unit HR Admin should periodically check that Wills have been received and recorded and take any necessary action required. The ‘JPA DHC Unacknowledged Will Report’ is provided for this purpose.  

	

	Enter contact information in the event Wills Library needs to contact the sender. 
	

	
	

	
	To:
	From:
	
	

	
	Wills Library
	       Unit:
	[bookmark: _GoBack]     
	

	
	
	
	
	

	
	DHC MP490
	Address:
	     
	

	
	
	
	
	

	
	c/o Kentigern House
	
	     
	

	
	
	
	
	

	
	65 Brown Street
	
	     
	

	
	
	
	
	

	
	GLASGOW, G2 8EX
	
	     
	

	
	
	

	
	Serial No:
	     
	
	Date:
	 
	 
	 
	 
	 
	 
	  Telephone Number:
	     
	

	
	
	

	
	Rank :
	
	Name:
	
	Signature:
	

	
	     
	
	     
	
	     
	

	
	
	



Enclosed and attached to this letter are the following Wills in sealed envelopes (MOD Form 106A): 15 Lines per form.
The ‘JPA Record Updated’ field is to be ticked against each person to confirm that the following Will information fields have been updated on JPA:
1. Date Will Signed. 2. DHC or Private Will Record?  3. Date Will Sent to DHC. 

	

	
	Number
	Rank
	Name
	Remarks
	JPA Record Updated
	

	
	[bookmark: Text108]     
	[bookmark: Text123]     
	[bookmark: Text138]     
	[bookmark: Text153]     
	|_|
	

	
	[bookmark: Text109]     
	[bookmark: Text124]     
	[bookmark: Text139]     
	[bookmark: Text154]     
	|_|
	

	
	[bookmark: Text110]     
	[bookmark: Text125]     
	[bookmark: Text140]     
	[bookmark: Text155]     
	|_|
	

	
	[bookmark: Text111]     
	[bookmark: Text126]     
	[bookmark: Text141]     
	[bookmark: Text156]     
	|_|
	

	
	[bookmark: Text112]     
	[bookmark: Text127]     
	[bookmark: Text142]     
	[bookmark: Text157]     
	|_|
	

	
	[bookmark: Text113]     
	[bookmark: Text128]     
	[bookmark: Text143]     
	[bookmark: Text158]     
	|_|
	

	
	[bookmark: Text114]     
	[bookmark: Text129]     
	[bookmark: Text144]     
	[bookmark: Text159]     
	|_|
	

	
	[bookmark: Text115]     
	[bookmark: Text130]     
	[bookmark: Text145]     
	[bookmark: Text160]     
	|_|
	

	
	[bookmark: Text116]     
	[bookmark: Text131]     
	[bookmark: Text146]     
	[bookmark: Text161]     
	|_|
	

	
	     
	     
	     
	     
	|_|
	

	
	     
	     
	     
	     
	|_|
	

	
	[bookmark: Text163]     
	[bookmark: Text164]     
	[bookmark: Text165]     
	[bookmark: Text166]     
	|_|
	

	
	[bookmark: Text167]     
	[bookmark: Text168]     
	[bookmark: Text169]     
	[bookmark: Text170]     
	|_|
	

	
	     
	     
	     
	     
	|_|
	

	
	     
	     
	     
	     
	|_|
	

	






OFFICIAL – SENSITIVE PERSONAL (when completed)

