
     
      

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Practice  Hours Forms Flow Sheet  

How to Verify  What Forms to Submit  

Are you an  officer that receives  Health Professions  Special 
Pay or do  you have a primary clinical deployment role  (e.g. 
pharmacist)?  

Yes  No  

Practice  hours  certification form(s) will 
be required. All officers in this scenario  
must complete the PHS-7047.  

No forms required; however,  officers  
cannot deploy in clinical roles  (e.g. 
pharmacist). There are  also  pay  
implications.  Officers  will not be  
eligible for HPSP.  

Are you in a clinical billet?  

Yes  

PHS-7047  is  the only  
required form.    

Unsure 
 

See Instructions  
on  Page 2  

No  

Were practice hours  
completed as an  official  
duty?   

Yes  

PHS-7047  AND  PHS-7085  
are required.   

No  
PHS-7047  AND  HHS-520  
are required.   

When are the forms due?  

-If HPSP  agreement signed  prior to  1 June 2019,  the forms are due by  1 June 2020.  For 
future years,  these will be required  on  the anniversary date thereafter (many pharmacy 
contracts were  from  28 January 2019, so initial forms  would be due 1 June 2020  with the 
next forms due in  28 January  2021).  Submit forms to  phspracticehours@hhs.gov. 
 
-For agreements after 1 June 2019, certification  of practice hours forms  are  due on  the 
anniversary date.   

-To find HPSP agreement (including date of  agreement), see instructions on page  3. 

***Note: This practice hours flow sheet is meant as an aid to our pharmacist officers and does not 
supersede or replace any directives or instructions provided by CCHQ or your Agency Liaison (contact 
info for agency liaisons: https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf.*** 
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https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf
https://dcp.psc.gov/ccmis/PDF_Docs/PHS-7047.pdf
https://dcp.psc.gov/ccmis/PDF_Docs/PHS-7047.pdf
mailto:phspracticehours@hhs.gov
https://dcp.psc.gov/ccmis/PDF_Docs/PHS-7047.pdf
https://dcp.psc.gov/ccmis/PDF_Docs/PHS-7085.pdf
https://dcp.psc.gov/ccmis/PDF_Docs/PHS-7047.pdf
https://www.hhs.gov/sites/default/files/forms/hhs-520.pdf


     
      

  

 

Practice  Hours Forms Flow Sheet  

How to Verify a Clinical Billet  

1. Access  your Promotion Information Report (PIR) via eOPF  on CCMIS.  

2.  In the  PIR find  your Current Assignment and look at the Position  Primary Job.  

3. Position  Primary Job code 81 qualifies  as  a  clinical billet. In this case,  
only the PHS-7047 is required.  

4. In example #2 (below) this  is not designated as a clinical position (not an  81  
Primary Job code), and the  PHS-7085 (or HHS-520) would be required in  
addition to the PHS-7047.  

***Note: This practice hours flow sheet is meant as an aid to our pharmacist officers and does not 
supersede or replace any directives or instructions provided by CCHQ or your Agency Liaison (contact 
info for agency liaisons: https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf.*** 
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https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf


     
      

  

  

 
 
  

 

 
 
   

 

Practice  Hours Forms Flow Sheet  

How to Verify HPSP Agreement 

1.  Log in to eOPF and select “Personnel Orders” from the drop-down options  

2. From the list of options select the Personnel Order with the NOA Desc: “Health 
Professions Special Pay (HPSP)” 

3. The Agreement Effective Date will be in the upper right hand corner of the document 

***Note: This practice hours flow sheet is meant as an aid to our pharmacist officers and does not 
supersede or replace any directives or instructions provided by CCHQ or your Agency Liaison (contact 
info for agency liaisons: https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf.*** 
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https://dcp.psc.gov/ccmis/PDF_docs/sgpac.pdf
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