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Section A.  Purpose and Definition

Thi s I NSTRUCTI ON, i n conformance with Departnment and PHS i ssuance nanage-
ment policies, authorizes the further suppl enentati on of PHS Conmi ssi oned
Corps Personnel Manual materials by PHS organi zational |evels; defines
the scope and purpose of such suppl enentation; provides guidelines for
the issuance of new or revised material; and establishes standards and
cl earance procedures.

For purposes of this INSTRUCTION, the term "PHS organi zati onal |evels"

shall be interpreted to nean the PHS staff offices, PHS agenci es, and PHS
Regi onal O fices, and/or subordi nate organi zational |evels therein

Section B. Ceneral Policy

Al PHS Commi ssioned Corps manual material issued at the PHS level is
appl i cabl e throughout PHS. Further supplenentation may be i ssued by PHS

organi zational |evels when necessary to inplement or anplify PHS
i ssuances and wll be restricted in scope to the issuing PHS
organi zational |evel. However, all PHS organizational Ilevels are

encouraged to reconmend revision of, or additions to, PHS i ssuances which
woul d nore adequately neet their needs.
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2. Suppl ements to PHS Commi ssi oned Corps nmanual materials shall conformto
PHS policy and practices as expressed in PHS issuances. |In areas where
the PHS position has not been expressed, the issuing PHS organizati onal
| evel shall ascertain the PHS position prior to formal issuance of nanual

mat eri al .
Section C. Forns of |ssuances
1. | NSTRUCTI ONS
a. The authorized form of permanent issuance is the Personnel
| NSTRUCTI ON.

(1) |INSTRUCTIONS shall be prepared and issued in accordance with
the standards contained in Chapter CCl1, | NSTRUCTION 2.

(2) Issuing office identification shall be shown on all
| NSTRUCTI ONS:

(a) In the heading, e.g.
DEPARTMENT OF HEALTH, EDUCATI ON, AND WELFARE
Public Health Service

Heal th Services Adm nistration

(b) Preceding the transnittal sheet nunber which appears at
the bottom of each page, e.g.

T.S. PHS-CC 1.
(c) At the top of the second and succeedi ng pages, e.g.
PAGE 4 HSA PERSONNEL | NSTRUCTI ON 2

b. I NSTRUCTI ONS shall be issued under dated, sequentially nunbered
transmittal sheets.

(1) Transmittal sheets shall be prepared and issued in accordance
wi th Chapter CCl1, | NSTRUCTI ON 3.

(2) Issuing office identification shall be shown on all transmttal
sheets, preceding the transmttal sheet nunber, e.g.

HSA Commi ssioned Corps No. 1

DEPARTMENT OF HEALTH, EDUCATI ON, AND WELFARE T.S. PHS-CC 264 05/ 25/ 78



CCl1 MANUAL | SSUANCES PHS PERSONNEL | NSTRUCTI ON 4 PAGE 3

2. ClI RCULARS

a. The aut hori zed formof tenporary issuance is the Commi ssi oned Cor ps
Personnel Manual Circul ar.

(1) Circulars shall be prepared and issued in accordance with the
standards contained in Chapter CCll, GUI DE 5.

(2) Issuing office identification shall be shown on all Circulars
as a prefix to the Circular nunber, which shall appear at the
top of each page, e.g.
HSA No. 1
b. Circul ars shall be sequentially nunbered by the i ssuing office, e.qg.
HSA No. 1, HSA No. 2, etc.
c. All Circulars shall have an expiration date at the bottom of the

first page and may be discarded by the recipients after that date.

Section D.  _Filing

| ssuances by PHS organi zational | evels shall be filed in the manual follow ng the
corresponding PHS issuances. In the event there is no corresponding PHS
i ssuance, the PHS organi zational |evel issuance will be filed in the appropriate
sequence.

Section E. Cl earances

Al'l manual issuances prepared by PHS organi zati onal |evels shall be approved, in
draft form by the Director, Ofice of Personnel Managenent (OPM), Ofice of
Managenment (OM, PHS. In addition, three copies of all PHS organizational |eve
i ssuances shall be forwarded to the Division of Personnel Policy, Planning, and
Eval uati on, OPM OM PHS, when published. PHS organizational |evel issuances wil]l
follow the format and style of PHS issuances and be published on other than
yel | ow paper.
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