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Section A, Purpose and Scope

Thi s I NSTRUCTI ON provi des i nformati on concerning the systemfor distribution of
Conmi ssioned Corps Personnel Mnual (CCPM) nmaterials, Joint Federal Travel
Regul ations (JFTR), Conm ssioned Corps Bulletin, and other conm ssioned corps
publications, and procedures for maintenance of this system

Section B. Description of M. CC Key System

1. Conmi ssioned corps nmaterials are distributed by nmeans of the Ms: CC key
system The various segnments (keys, sub-keys, and code factors) of this
system provi de for selection of audience, as explained in paragraphs 2-5
of this Section and in Exhibits | and Il of this I NSTRUCTI ON.

2. Key M5:CCl. This key consists of managenent and admi ni strative addressees
who receive one or nore of the following types of materials coded as
i ndicated (See Exhibit I):

Conmi ssi oned Cor ps Personnel Manual (MB: CCL- 1A)
Conmi ssioned Corps Bulletin . . . . . . . . . . (MCCLl-1B)
Joint Federal Travel Regulations. . . . . . . . (M CCLl-1Q
Identification Card Issuing Oficials . (MB: CCL-1 D)
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3. Key M5:CC2. This key includes all conmi ssioned officers serving on active
duty, both regular and reserve corps. The M5 CC2 key is coded to pernit
sel ection of segnents of the active duty officer audi ence as foll ows:

Ceogr aphic | ocation

Agency, Bureau, or Programto which assigned
Corps (regular or reserve)

Per manent and tenporary grade

Pr of essi onal category

4. Key M5:CC3. This key includes all inactive reserve officers and i s coded
to permt selection of segnments of the inactive reserve officer audi ence
as follows:

Ceographic |l ocation of residence

Per manent grade

Pr of essi onal category

Reserve status (e.g., Ready Reserve, general Inactive Reserve, etc.)

5. Key MS:CHA. This key consists of all retired comm ssioned officer
addressees. This key is coded by officer's geographical |ocation and by
of ficer's professional category.

Section C. Use of Ms:CC Codes

The distribution of CCPM nmaterials will be indicated on each Transmttal Sheet
and Manual Circul ar by use of the appropriate Ms: CC key code(s). The codes used
will indicate if the material is to be distributed to the total audience or a
segnment thereof. Mnthly JFTR changes are distributed automatically when t he key
code requests JFTR as shown in Section B.2.

Section D. Mai ntenance of Ms: CC Keys

1. Key Ms: CCl1.
a. This key is maintained by the Division of Comm ssioned Personnel

(DCP), Ofice of the Surgeon CGeneral (OSG. Requests for additions,
del etions, and corrections to this key must be made in witing, and
routed through and approved by the Agency Liaison responsible for
the entity in question. The Agency Liaison nust forward approved
requests to the Distribution Control Oficer, DCP/OSG Room 4-35,
Par kl awn Buil di ng, Rockville, MD 20857-0001. The request nust
contain the foll ow ng:

(1) Specify if this is an:

Addition (will indicate request is for addition of new
addr essee) ;

Correction (will indicate that thisis a correction of address
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or nane of organization previously listed); or
Deletion (will request renoval of addressee fromlist);

(2) Type the address information and limt to five lines, none
exceedi ng 25 characters;

(3) Use Line #1 for mail key identification;

(a) Using the information in Section B.2., indicate the
proper mail key, i.e., M CCLl-1A, 1B, 1C, or ID

(b) Using the information in Exhibit 11, "Ml Key (Ms: CCl)
Code Sheet," indicate the proper code for the

organi zati on requesting the action;
(4) Use four (4) lines for the mailing address as foll ows:

(a) Use Line #2 to indicate the reci pient by positiontitle,
NOT by name of the person occupying the position, and
the appropriate Agency/Program Bureau, Institute,
Division, Area, etc., by using acronynms;

(b) Use Line #3 to indicate the room nunber, building, and
mai | st op;

(c) Use Line #4 to indicate street address and, if
applicable, a post office box nunber. DCP does not rely
solely onthe U. S. Postal Service (USPS) for delivery of
docunents. Therefore, no address is to be linted to a
post office box nunber. A valid street address nust
appear on this |ine;

(d) Use Line #5 to indicate the city, State, and zip code
with its four-digit suffix (Zip + FOUR). Use USPS
abbreviation for State;

(5) Indicate the commercial telephone nunber of addressee
i ncluding the area code; and

(6) Include a witten justification fromthe Agency Liaison if a
conplete CCPM or JFTR is requested. The justification nust
i ncl ude an explanation as to why no other set already in the
Agency coul d not be conveyed to the new y designated Bureau,
Institute, Division, Area, etc.

b. DCP wi | I make the necessary additions, deletions, and corrections in
t he key. If the Agency Liaison recomendation is adequate, and
subject to availability, DCP will fill orders for conplete editions

of the CCPM and/or JFTR

2. Key M5: CC2. This key is maintai ned by DCP fromofficial personnel orders.
The name and address of each conm ssioned officer on active duty is added
to the mailing key upon the officer's call to active duty. This is always
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the officer's duty station address as given on the personnel order
assigning the officer to his/her official duty station. The nailing key
isrevised nonthly to refl ect changes in address, grade, etc. The officer
will find a conplete CCPMfor reference in his/her adm nistrative office.

3. Key M5:CC3. This key is maintained by DCP fromofficial personnel orders
and form PHS- 6126, "Change of Address Card for PHS Conmi ssioned Oficers
in the Inactive Reserve" received from individual inactive reserve
of ficers.

4. Key M5:CCA. This key is maintained by DCP from the forwardi ng address
furnished by the retiring officer on h| s/ her form PHS-1373, "Request for
Separation - Commissioned Oficer, and shown on his/her official

retirenment personnel orders.

Section E. Reserve Stocks of Printed Materials

1. Copies of CCPM Issuances. Upon request, DCP will furnish individual
copies of current CCPM INSTRUCTIONs with transmittal sheets and manual
circulars to officials in PHS Agencies and other Prograns. Witten
requests nust be sent to the Distribution Control Oficer, DCP/OSG at the
address given in Section D.1. 1In order for DCPto fill requests, materi al
needed nust be adequately identified. Ildentify all materials by nunber of
I NSTRUCTI ON  and subchapter and the transmittal sheet nunber when
requesti ng CCPM | NSTRUCTI ONs, the nunber and date when requesting nanual
circulars. DCP does not routinely furnish individual officers with all

i ssuances. Therefore, officers are encouraged to contact their
Adm nistrative Ofice if they wish to review the CCPM or see recent
i ssuances.

2. Conplete CCPM and JFTR. See Section D.l.a., for the requirenents for

requesting conplete editions of the CCPM and/or the JFTR

DEPARTMENT OF HEALTH AND HUMAN SERVICES T.S. PHS-CC 565 1/ 14/ 93



CCl11.0 PERSONNEL | NSTRUCTI ON 6 DI STRI BUTI ON OF PRI NTED MATERI ALS PAGE 5

Exhi bit |

SELECTI ON OF MATERIALS

Materials for Distribution

M5: CC1- 1A COW SSI ONED CORPS PERSONNEL MANUAL ( CCPM

Thi s key i ndi cates t he addressee recei ves all updates to the CCPMand the nont hly
Conmi ssi oned Corps Bulletin.

Ms: CC1-1B  COVM SSI ONED CORPS BULLETI N

Thi s key i ndi cates the addressee i s not included i n M5: CCL- 1A above, but receives
the nonthly Conmi ssioned Corps Bulletin.

M5: CC1-1C  JO NT FEDERAL TRAVEL REGULATI ONS AND TRAVEL (JFTR) I|ssuances

This key indicates the addressee receives all updates to the JFTR

Ms: CC1-1 D | DENTI FI CATI ON CARD | SSUI NG OFFI CI ALS

This key indicates the addressee is an official responsible for issuing PHS
identification cards.
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Exhibit I

MAILL KEY (IV5: CCl) CODE SHEET

NOTE: If a code is not |listed, please phone the
DCP Distribution Control Oficer at (301) 443-2691.

3A OFFI CE OF THE ASSI STANT SECRETARY FOR HEALTH ((QASH)

6A

6C

6D

6E

6H

6l

6J

6K

6L

6M

6R

6T

6U

6W

6X

6Y

I mredi ate O fice (and all other offices not |isted bel ow

Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi
Ofi

Ofi

ce

ce

ce

ce

ce

ce

ce

ce

ce

ce

ce

ce

ce

of Di sease Prevention and Health Pronotion
of Equal Enpl oynent Qpportunity

of Health Legislation

of Intergovernnental Affairs

of International and Refugee Health
of Managenent

of Health Planning and Eval uation
of Popul ation Affairs

of Heal th Communi cati ons

of the Surgeon Ceneral

of Mnority Health

of Energency Preparedness

on Wnen's Health

Nati onal AI DS Program Ofice

Nat i onal Vaccine Program O fice

3B SUBSTANCE ABUSE AND MENTAL HEALTH SERVI CES ADM NI STRATI ON ( SAMHSA)

6A

6B

6C

Ofice of the Adm ni strator

Center for Mental Health Services
(excludes St. EHizabeths Hospital)

Center for Substance Abuse Prevention
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6D Center for Substance Abuse Treat nent

Exhibit Il (continued)

3C CENTERS FOR DI SEASE CONTROL (CDQ)

6A Ofice of the Director, Ofice of Public Affairs,
O fice of Program Support, CDC Washington Ofice,
O fice of Program Pl anning and Eval uation, Ofice
of Health and Safety

6B Epi dem ol ogy Program Ofice

6C Nat i onal

Center for Chronic D sease Prevention

and Heal th Pronotion

6D Public Health Practice Program Ofice

6E International Health Program O fice

6F Nat i onal
6G Nat i onal
6H Nat i onal
6l Nat i onal
6J Nat i onal

6K Nat i onal

Center for Prevention Services

Center for Injury Prevention and Control
Center for Infectious Diseases

Institute for Cccupational Safety and Heal th
Center for Environmental Health

Center for Health Statistics

3D FOOD AND DRUG ADM NI STRATI ON ( FDA)

6A Ofice of the Conm ssioner other than Regional Field Ofices

(HF/ HFA)

6B Center for Drug Eval uation and Research (HFN)

6C Center for Food Safety and Applied Nutrition (HFF)

6E Nat i onal

Center for Toxicol ogi cal Research (HFT)

6F Center for Devices and Radi ol ogi cal Health (HFW

6G Center for Veterinary Medicine (HFV)

6l Regi onal

Field Ofices (Ofice of Regulatory Affairs) (HFR

6J Center for Biologics Evaluation and Research (HFB)
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3E HEALTH RESOURCES AND SERVI CES ADM NI STRATI ON ( HRSA)

6A Bureau of Primary Health Care (includes NHSC)

6C Bureau of Heal th Professions

Exhibit Il (continued)

6D Ofice of the Adm nistrator

6G Mat ernal and Child Heal th Bureau

6H Bureau of Heal th Resources Devel opnent
3F | NDI AN HEALTH SERVI CE (1 HS)

6A | HS Headquarters (excludes HQ West and Tucson-Sells Service Unit)

6E Aberdeen Area Ofice

6F Al aska Native Area Ofice

6G Al buquerque Area Ofice

6H Bemdji Area Ofice

6l Billings Area Ofice

6J California Area Ofice

6K Nashville Area Ofice

6L Navaj o Area Ofice

6M Ol ahoma Area Office

6N Phoeni x Area Ofice

60 Portland Area O fice

6T Sells Service Unit (includes Tucson)

6W Headquarters West (excludes Sells Service Unit)
3G NATI ONAL | NSTI TUTES OF HEALTH (NI H)

6A Ofice of the Director
6B Nati onal Cancer Institute

6C Nati onal Heart, Lung, and Blood Institute
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6D Nati onal Library of Medicine
6E National Institute of Allergy and Infectious D seases
6F National Institute of D abetes and Digestive and Ki dney Di seases
6G National Institute of Child Health and Human Devel opnent
6H National Institute on Aging
Exhibit Il (continued)
6l National Institute of Dental Research
6J National Institute of Environnental Health Sciences
6K National Institute of General Medical Sciences
6L National Institute of Neurological Disorders and Stroke
6M National Eye Institute
6N Cinical Center
60 Di vi si on of Conputer Research and Technol ogy
6P Nati onal Center for Research Resources
6Q Di vision of Research Grants
6S Fogarty International Center
6T National Institute of Arthritis and Miscul oskel etal and
Skin Di seases
6U Nati onal Center for Nursing Research
6V National Institute on Deafness and O her Conmuni cation
Di sorders
6w Nati onal Center for Human Genone Research
6X National Institute on Al cohol Abuse and Al coholism
6Y National Institute on Drug Abuse
6Z National Institute of Mental Health

3H HEALTH CARE FI NANCI NG ADM NI STRATI ON ( HCFA)

3l ENVI RONVENTAL PROTECTI ON AGENCY ( EPA)
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3J DEPARTMVENT OF HEALTH AND HUVMAN SERVI CES (DHHS) (O her than PHS)
6A HHS O'fice of the Secretary (OS)
3K OTHER GOVERNMENT AGENC ES
6A U S. Senate
6B U S. House of Representatives
Exhibit Il (continued)
3L NON- GOVERNVENTAL LOCATI ON
3M REG ONAL COFFI CES
6A Regi on I
6B Regi on Il
6C Region 11
6D Regi on IV
6E Regi on \Y
6F Regi on Vi
6G Region VI
6H Regi on VI 11
6l Regi on I X
6J Regi on X
3N AGENCY FOR TOXI C SUBSTANCES AND DI SEASE REG STRY ( ATSDR)
6A Ofice of the Adm nistrator
6B Di vi sion of Health Assessnent and Consul tation
6C Di vi sion of Health Education
6D Di vision of Health Studies
6E Di vi si on of Toxi col ogy
O ACGENCY FOR HEALTH CARE PALI CY AND RESEARCH
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6A Ofice of the Adm ni strator
6B Center for Medical Effectiveness Research
6C Center for General Health Services Intramural Research
6D Center for General Health Services Extranmural Research
6G Center for Research D ssem nation and Liai son

Exhibit Il (continued)

3P BUREAU COF PRI SONS

3Q U.S. COAST GUARD

3R | MM GRATI ON. AND NATURALI ZATI ON SERVI CE

3S ST. ELI ZABETHS HCSPI TAL
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