U.S. DEPARTMENT OF HEALTH COMMISSIONED CORPS DIRECTIVE
AND HUMAN SERVICES

CCD XXX.XX

EFFECTIVE DATE; XX MONTH XXXX

By Order of the Secretary of Health and Human Services:

First Name, MI, and Last Name

SUBJECT: Title of Directive is written in Title Case and limite 0 characters .and

after two spaces.

1. PURPOSE: Informs the reader of the gene
after each colon.

spaces are inserted

2.
3.
0 characters) followed by the Day, MONTH and Year, (i.e., 12 OCTOBER
2006) in order.

3-3. ontain the page number without hyphens or periods.

3-4. One inch margins surround the document.

3-5. Paragraphs should not be split between pages.
4, PROPONENT: The proponent of this Instruction is the Assistant Secretary for Health (ASH).

The responsibility for assuring the day-to-day management of the Commissioned Corps of the
U.S. Public Health Service (Corps) is the Surgeon General (SG).



CCD XXX.XX Short Title of Directive XX MONTH XXXX

5. SUMMARY OF REVISIONS AND UPDATES: This is the first issuance of this Directive within the
electronic Commissioned Corps Issuance System (eCCIS) and replaces Commissioned Corps
Personnel Manual (CCPM) Subchapter XX.XX, INSTRUCTION XX, dated XX MONTH XXXX with
amendments dated XX MONTH XXXX and XX MONTH XXXX. This issuance replaces the
information from the previous INSTRUCTION of the CCPM, and creates a stand alone Directive
within the eCCIS.

N
N




CCD XXX.XX Short Title of Directive XX MONTH XXXX

6. POLICY: This is a general section which explains the policy of the Corps. After Section 5 a
page break is inserted.
6-1.
a. If a Subsection a. is used then a Subsection b. must be used as well.
b.
Q) Numbers in parenthesis are not followed by periods.
)
(@) Letters in parenthesis are not fol
(b)
0] lower case roman numerals iS are then
used
(ii)
6-2.
7. RESPONSIBILITIES: Indicates responsik

7-1. a Y2 inch tab is inserted b g of the sentence
7-2. XXXXXX

8. HISTORICAL NOTES: ion pertaining to this specific Directive.

8-1.

8-2. located four spaces below the HISTORICAL NOTES.

Date




