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Section A. Pur pose and Scope

The purpose of this INSTRUCTION is to provide information about the main-
tenance of the Commi ssioned Corps Personnel Manual (CCPM and to enphasize
the necessity for nmintaining the manual on a current basis.

The provisions of this INSTRUCTION are applicable to all organizational

segnments and individuals receiving CCPM naterials (see I NSTRUCTION 6, CCl I
of this manual).

Section B. Ceneral

For i nformation about the plan of the manual see I NSTRUCTION 2, CClI| of this
manual

| NSTRUCTI ONS. CCPM | NSTRUCTI ONS are forwarded under dated, sequentially
nunbered transmittal sheets which identify material transmtted and any
mat eri al superseded. Dates and nunbers of transmttal sheets are shown at
the bottom of all pages of the manual.
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3. dirculars. CCPMmanual circulars are dated and nunbered sequentially at the
top of all pages. They are distributed without transnmittal sheets to the
audi ence(s) shown at the bottom of the first page. The expiration date
shown bel ow the distribution line onthe first page indicates the date after
whi ch the circular should be discarded.

4. Verification List. A verification list of current manual pages, including
circulars, is issued periodically. (See INSTRUCTION 3, CCl 0 of this manual)
Manual users should obtain any m ssing material pronptly.

5. Checklist of Transmittal Sheets. A checklist for transmttal sheets on
which the receipt of transmttals should be posted is shown in Exhibit I.
Manual hol ders may use this sheet to verify the conpl eteness of their nman-
ual s and take necessary action to obtain any nmssing naterial. Any gaps in
the transnmittal sheet nunbers recorded will indicate the issuances which
have not been received. Instructions on the use and nmi ntenance of the
checkl i st are provided on the reverse of the sheet.

Section C. Filing and Mii nt enance

1. FEiling

a. File all PHS I NSTRUCTI ONS i n numeri cal sequence by chapter, subchapter
and | NSTRUCTI ON nunber as illustrated bel ow

(Chapt er) cCc23
(Subchapt er) CcCz23.
(I'st issuance) cc23.1-11
(2nd i ssuance) CcC23.1-12

b. File PHS agency |evel INSTRUCTIONS in the same nmanner, follow ng the
correspondi ng PHS i ssuances.

c. Transmittal sheets may be retained for reference purposes. Filing in
nureri cal sequence in a separate | oosel eaf binder or in a separate part
of the CCPMis recomended. This file may be of particular value in
i dentifying obsolete materi al

d. File manual circulars in a separate section of the manual by sequentia
number .

2. Mai_nt enance

a. O fices receiving CCPMmaterials are responsi bl e for keepi ng the manua
current and in usable condition

b. CCPM material is the property of the office to which issued and shal
not be renmoved from that office for any reason by an officer or em
pl oyee who transfers or |eaves that office.
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3. Superseded and bsolete Material
a. Di sposition of superseded and obsolete material is left to the dis-
cretion of the manual user. However, outdated issuances should not be
left in the manual binder with current material. Expired circulars
shoul d be di scarded.
b. Afile of outdated material is maintained for reference purposes by the

Commi ssi oned Personnel Operations Division, Ofice of Personnel

Managenent, Office of Managenent.

Section D. Di stribution

1. Al CCPM materials are distributed to appropriate audi ences. The

distri-

bution will be indicated on each transnittal sheet or manual circular by use

of the appropriate key code. (See INSTRUCTION 6, CCIl of this

manual )

Material s i ssued at PHS agency managenent levels will be distributed to the

appropriate audience within the jurisdiction of the issuing office.

2. Requests for copies of CCPM materials which were not received should be

directed to:

Di stribution Control Oficer

Commi ssi oned Personnel Operations Division

O fice of Personnel Managenent, O fice of Managenent
Room 4- 35 Par kl awn Bui | di ng

5600 Fi shers Lane

Rockville, Maryland 20857

3. Requests for materials issued at PHS agency managenment |evels should be

addressed to the issuing office.
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EXHI BIT |

Checklist for Transmittal Sheets for CCPM

When kept current, this checklist permits the nanual user to see at a gl ance

which transmittals are included in the nmanual. See reverse for information on
mai nt enance of checklists and manual
I NSTRUCTI ONS MANUAL Cl RCULARS PHS AGENCY SERI ES
No Transm ttal Entered | No Transm ttal Ent er ed No Transm ttal Ent er ed
Dat e By Dat e By Dat e By
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EXH BIT | (continued)

Thi s checklist is designed to show whi ch Personnel INSTRUCTIONtransnittals have
been added to your nmanual. The checklist is divided into three columms
permtting the recording of PHS, agency personnel |NSTRUCTION, and nmnual
circular transmittals on one checklist. This checklist should be filed as the
first page of your manual.

Whenever a transmittal sheet is received, take the follow ng steps pronptly to
keep your nmmnual current.

I. Check the transnittal sheet nunber agai nst the nunber of the |ast previous
transmittal. |In the case of circulars check the previous circular nunber
agai nst the current transmittal. If the nunber is not the next in sequence,
obtain the mssing transnmittal fromthe appropriate office.

2. Bring your manual wup-to-date by meking the additions, deletions, or
corrections specified in the transnmttal sheet.

3. Post (on the next line in the proper colum of your checklist) the nunber
and date of the new transmttal and the initials of the person naking the
entry.
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