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Section A Purpose and Scope

The purpose of this INSTRUCTION is to:

Sunmarize requirenents for Public Health Service (PHS) conm ssioned
officers to nmeet information needs in conpliance with directives received
fromthe Division of Comm ssioned Personnel (DCP), Ofice of the Surgeon
Ceneral (0SG;

I nform comi ssi oned of ficers of what courses of actionto take in order to
conply with directives; and

Identify what adverse effects may result from nonconpliance wth
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directives.

Section B. Authorities

The aut hority to adm ni ster the PHS Commi ssioned Corps is prescribedin 42 U.S. C
216. This authority has been delegated to the Surgeon General as part of the
general authority to adm nister the PHS Conmm ssioned Corps and is published at
53 Federal Register 5046-5047, February 19, 1988. Pursuant to this authority,
t he Surgeon Ceneral has del egated the authority for daily adm nistration of the
Conmi ssioned Corps to the Director, DCP, OSG

Section C.  Policy

PHS conmi ssioned officers are required to conply with directives received from
DCP, as prescribed herein. These directives fall within two main categories:

1. Pay and Al | owances. El enents of pay and allowances are set forth by
statute and regulations thereby necessitating conpliance with matters
dealing with pay and al | owances.

2. Personnel System The PHS Commi ssi oned Corps personnel systemis managed
centrally. Oficers' official personnel records reside in DCP. Decisions
af fecti ng assi gnnents, pronotions, benefits, separation, retirenent, etc.,
are based on these official personnel records and unl ess these records are
current, complete, and accurate, career decisions and benefits may be
adversel y affected.

Furt her, under the provisions of 42 U . S.C. 217, the President may decl are the PHS
Conmi ssioned Corps to be amlitary service intinme of war or enmergency i nvol vi ng
t he national defense. 1In such an event, current, accurate, and conpl ete records
are vital.

In addition to the requirements prescribed herein, PHS comm ssioned officers are
subject to any supplenentary requirenents i ssued by the conponent to which the
i ndi vidual officer is assigned.

Section D. Cenera

1. Upon call to active duty, DCP furnishes all officers wth packets which
i nclude, among other things, a "Comm ssioned Oficer's Handbook," and
specific payroll information. |In addition, newy conm ssioned officers

participate in orientation prograns which provide information about the
traditions, procedures, and benefits of the corps, an understanding of the
type of responsibilities and standards of conduct that are expected. Al
officers already on active duty were furnished with the "Comm ssioned
Oficer's Handbook” at the tinme of its latest revision, and as future
revisions occur, DCP shall furnish all officers with updated copies.

2. The officer's supervisor and administrative officer are the principal
sources of information concerning the comm ssi oned corps personnel system
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An officer's supervisor or admnistrative officer shall always be
consulted for information and assi stance on any personnel problem

3. The second |evel of support to the supervisor and the admnistrative
officer is the area and/or headquarters personnel office.

4. Each Agency has a Commissioned Corps Liaison Oficer who interacts
directly with DCP. The Liaison Oficers have procedures within their
respective Agencies for disseminating information and for receiving
conments on various issues and probl ens under consideration

Section E. Responsibilities

1. DCP shal | :
a. Informofficers of their responsibilities to the PHS Conm ssi oned Cor ps;
b. Provi de advi ce and gui dance concerni ng conpliance with directives; and
C. Advi se officers of adverse effects which may result from their non-
conpl i ance.
2. Conmi ssi oned officers shall:
a. Be famliar with directives issued by DCP and their individual prograns;
b. Exerci se infornmed judgnment regarding directives;
C. ot ai n necessary forns from normal supply channels;
d. Consult supervisors, Agency/Program |liaisons, and/or DCP when in doubt
about any provisions of directives;
e. Ensure that their whereabouts are known to their prograns at all tines
(i.e., on duty status, in travel status, or on approved |eave);
f. Ensure that their correct duty station address is reported to DCP; and
g. Conply with directives and deadl i nes announced.

Section F. Potential Adverse Effects

Exhi bit |1 (Requirenent and Adverse Effects Chart - Personnel Actions) and Exhi bit
Il (Requirenment and Adverse Effects Chart - Pay and Al |l owance Actions) contain
exanpl es of major reporting requirements for which officers are responsi ble, and
possi bl e adverse effects which may result from noncompliance with those
requirements. Oficers may also be required to submt additional information
that is not Ilisted in the charts in order for DCP to carry out its
responsibilities. Oficers are advised that if they do not provide the requested
specific personnel informationin atinely manner, thereis potential inpact upon
their opportunities for pronotion, reassignment, training, assimlation

benefits, and benefits for their dependents. Disciplinary action may al so be
taken against the officer. |In addition, requests for information dealing with
pay and allowances nust be correct and tinely; otherwi se, officers may not
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recei ve correct pay and al | owances, and nonconpliance may result in the officer's
bei ng underpaid or overpaid and decl ared i ndebt ed.

Section G Privacy Act Provisions

Personnel records are subject to the provisions of the Privacy Act of |1974. The
appl i cabl e system of records is: 09-37-0002, "PHS Comm ssioned Corps Ceneral
Per sonnel Records, " HHS/ QASH CSG

Section H  Acronyns Used in Exhibits

The foll owi ng acronyns have been used in Exhibits | and I1:

ACRONYM TERM

APPLES Assi gnnent Preference, Proficiency in Language, Education, and
Skills

AWOL Absent wi thout authorized | eave

CHAMPUS Cvilian Health and Medical Programof the Uniformed Services

CCER Conmi ssioned O ficers' Effectiveness Report

DCcP Di vi sion of Conm ssioned Personnel

DEERS Def ense Enrollnment/Eligibility Reporting System

DoD Depart ment of Defense

ID I dentification card

SALI Servicenen's Goup Life Insurance

TDY Tenporary Duty

VEAP Vet er ans Educati onal Assi stance Program

VHA Vari abl e Housi ng Al | owance
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Exhibit | - Requirenment and Adverse Effects Chart
Per sonnel Actions
Subj ect * For m No. Requi r enent Pot enti al Adverse
Effect On
APPLES Printout and Provi de informati on on Recommendat i on for
guestionnaire assi gnment preference, pronotion, reassign-
foreign | anguage and ment, training
education skills
CCER PHS- 838 Submt tinmely to super- Recommendati on for
CC25.1-11 vi sor; review w th super- pronotion, reassign-
vi sor; check when for- ment, special pay
war ded; keep copy
Dental | nsurance DD 2494 Submt formtinely with Eligibility of depend-
Pl an correct information ents for dental care
Dependents' 1D DD1172 Submit DD1172 to request Recei pt of benefits
Cards and DEERS DD1173 DD1173 (I D Card) and under DOD DEERS whi ch
CC29. 2-12 enrol I ment in DEERS i ncl udes health care
CHAMPUS, use of com
m ssaries, PXs
Fitness for Duty SF 88 Conpl i ance with instruc- Ret enti on on
SF 93 tions from Medi cal Branch, active duty; character

Li censure
CC26.1-14

Mai | i ng Address
(Duty Station)

Cath of Ofice

CQut si de Work
Request

Per sonnel Orders

Copy of actua
| i cense, cer-
tification or
registration

PHS- 5141

HHS- 520

DCP; periodi c nedi ca
revi ew

Subm t proof of
regi stration, or
cation

|i censure,
certifi-

If correction needed,
i medi ate notification
to Agency Li aison

Submit formprior to
i ssuance of assiml ation
orders

Submt formtinely with
correct information and
approval s

Verify duty station
address, billet title,
reporting date, if TDY
aut hori zed, first day on

of separation or re-
tirement

Recei pt of special pay
awar ds, consideration
for reassignnent,
future in corps

Recei pt of current

and correct informa-
tion; decl aration of
AWOL status, retention

in inactive reserve

Ef f ect uati on of
assiml ation

Recei pt of approva
for outside work

Recei pt of benefits
and entitlenents; re-
cei pt of pay; receipt
of communi cati ons;
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Separ ati on of PHS- 1373
Conmi ssi oned
Oficer

CC23.6-13

SCGLI SCGLV- 8286
CC29. 4-11

Term nal Leave PHS- 1345

CC29. 1-12

VEAP PHS 6273

travel status on transfer

Submt format |east 30
days prior to |ast day
physically at duty
station with correct in-
formation and forwardi ng
addr ess

Desi gnat e reduction of
amount of insurance or
refusal of insurance

Confirmthat term nal

| eave has been approved
prior to physically

| eaving duty station

Initiate contract for
educational benefits

*The acronyns are defined in Section G of this | NSTRUCTI ON.

AWOL decl arati on

Recei pt of benefits
upon separation; re-
cei pt of final pay,
annual | eave, and W2

Recei pt of correct
amount of life in-
surance

Recei pt of benefits
upon separation

Recei pt of educationa
benefits from VA
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Exhibit Il - Requirenment and Adverse Effects Chart
Pay and Al l owances Actions
Subj ect * For m No. Requi r enent Pot enti al Adverse
Effect On

Addi ti onal Speci al PHS- 6289 Know eligibility date; Ef fective date of
Pay contact DCP 3-4 weeks contract
CC22.2-12 before eligibility due

Board Certification
CcCc22.2-12

Check to Bank

Dependency Det er -
m nation

Payrol | Address

Medi cal Speci a
Ccc22.2-13, 9, 10

Pays

Notice of Arriva

Quarters Al owance
Certificate

(Wt hout Dependents)
Cc22.4-11

Quarters Assi gnment
& Accept ance Agree-
nment

SF1199A

PHS- 1637- 1

Witten neno

or PHS- 6363

PHS- 6300- 1

PHS- 2874

PHS- 2977

PHS- 6070A

if officer is not noti-
fied by DCP;, tinely
notari zation; retain copy

Subnmit docunentation im
nmedi at el y upon recei pt
of certification or re-
certification

Submt formto authorize
sendi ng check to bank

Submit form annual |y when
requested; also report
changes as they occur

Provide initial mailing
address in witing and
i mredi ate notification
in witing upon change

Know eligibility date;
contact DCP 3-4 weeks
before eligibility due

if officer is not noti-
fied by DCP;, tinely
notari zation; retain copy

Submit formwthin five
days of reporting for
duty whether call to
active duty or transfer

Certify whether CGovern-
nent quarters were/are
occupi ed

Certify whether CGovern-
nent quarters are
occupi ed

Ti mel i ness of re-
cei pt of Board
Certified Pay

Recei pt of salary
check

Val i dati on of
dependent ('s)
and benefits

st at us

Recei pt of salary
check, statements of
ear ni ngs; receipt of
current and correct
i nformation

Ef f ecti ve date of
contract

Recei pt of correct
pay; validation of
conpl i ance with cal
to duty orders; re-
cei pt of correct VHA
paynent

Recei pt of quar-
ters all owance

Recei pt of quar-
ters all owance
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Quarters Tern na-
tion Record

Request for Over-
seas Station

Al | owances

(I'ncl udi ng de-
pendents re-
siding in house-
hol d)

CC22.4-12

Tax Wt hhol di ng
Feder al

State
State of Lega
Resi dence
Certificate

Vari abl e Housi ng
Al | onance

*The acronyns are defined in Section G of this | NSTRUCTI ON.

PHS- 6070B

PHS- 6059

IRS W4

DD2058

PHS- 6353
or State form

PHS- 6290

Certify that Govern-
nment quarters were

vacat ed

Submt form upon

arrival and within
10 days of any change

If not claimng exenption
fromw thholding in fol -

| owi ng year, submt new
W4 by 12/31 of current
year; if claimng exenption
for foll ow ng year,
W4 by 2/15 of that year

Subnmit to docunent State of

| egal residence

Subnmit to docunent anpunt
of State tax to be wth-

hel d

Fur ni sh docunent ati on
of housing costs within
five days of change

Recei pt of over-
paynment causi ng
i ndebt edness

Recei pt of cor-
rect anount of
al | owances

W t hhol di ng of
correct anount
of taxes

W t hhol di ng of
taxes for the
correct State

W t hhol di ng of
correct anount
of taxes

Recei pt of VHA
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