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Section A. Pur pose and Scope

Thi s | NSTRUCTI ON provi des i nfornmati on and i nstructions on the use of Conm ssi oned
Cor ps Personnel Manual (CCPM circul ars.

Section B. Use

The CCPM circular series is used primarily to provide information and instruc-
tions of a one tinme or tenporary nature. The circular series is also used to
di ssenmi nate to conmi ssioned corps officers information and i nstructions for use
and reference where changes in policy and/or procedures require notification to
i mpl ement changes before permanent | NSTRUCTI ONS can be issued and to increase
understanding of matters which may affect officers. The authorized form of
per manent issuance is the CCPM Personnel |INSTRUCTION. Circulars will carry an
expiration date at the bottom of the first page and should be discarded after
that date. All circulars will be signed by the Director, Ofice of Personne

Management (OPM), O fice of Managenment (OM), PHS, follow ng approval by the
Director, OM PHS.
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Section C.  Style and Fornmt

Circulars will conformto the style and format shown in Exhibit |I. The signature
bl ock shown in the exhibit shall appear on the | ast page of the circular.

Section D. Distribution

Al |l addressees on the administrative and managenent nmiling key (Ms:CC A will
receive all circulars. The nature of the information transnitted will determn ne
whi ch additional audiences (active-duty officers, inactive-duty officers, or
retired officers) will also receive distribution. Information on distribution
keys is found in INSTRUCTION 6, CClI, of this manual.
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EXH BIT |

(Dat e) MANUAL Cl RCULAR - COWM SSI ONED CORPS PERSONNEL PHS NO. - - -

SUBJECT: Commi ssi oned Corps Personnel Manual Circul ars

I. The Comm ssioned Corps Personnel Mnual (CCPM) circular is a conpanion
i ssuance of the CCPM All circulars will be identified by a subject headi ng
and will carry an expiration date at the bottomof the first page.

2. Circulars will conformto the style and format of this exhibit. The date on
the |l eft-hand side of the heading and the PHS NO. on the right-hand side of

the heading on the first page will be affixed by the issuing office upon
approval of the circular for publication. Circulars will be nunbered
consecutively. A subject will appear bel owthe heading. 1In accordance with
Departnment policy governing managenent materials issued by its operating
agencies, all circulars will be printed on yell ow paper.

3. Subsequent pages will have headi ngs as foll ows:

Page ## MANUAL Cl RCULAR - COWM SSI ONED CORPS PERSONNEL PHS NO. - - -

4. Manual circulars will be distributed to appropriate audi ences.

Di rector

O fice of Personnel Managenent
O fice of Managenent, PHS

EXPI RATI ON DATE:
DI STRI BUTI ON:
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