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PREFACE

Thi s panphlet is published as part of the Comm ssioned Corps Personnel
Manual (CCPM for Public Health Service (PHS) Conm ssi oned Cor ps of ficers.
It is provided for informational purposes only; it is not an official
policy docunment. Therefore, if thereis any conflict between information
provided herein and the United States Code, Joint Federal Travel
Regul ati ons, or the CCPM the latter docunents will be the controlling
aut horities.

DI VI SION OF COVM SSI ONED PERSONNEL’ S OFFI CI AL WEB SI TE

The Di vi si on of Conmi ssi oned Personnel’s (DCP) official Internet web site
<http://dcp. psc. gov> cont ai ns t he CCPM nost CCPMPanphl ets (i ncludingthis
pamphl et), a nunber of PHS forns, the Conm ssioned Corps Bulletin, and
ot her information.

The PHS Conmm ssioned Corps web site <http://ww.dhhs. gov/ phs/corps>
provi des i nformati on about the Corps to anyone interestedinits history,
per sonnel system appointnment criteria, and enpl oynent opportunities for
student s and heal t h prof essi onal s. Links tothe professional category web
sites are al so contained there.

DI VI SION OF COVMM SSI ONED PERSONNEL’ S TOLL- FREE PHONE NUMBER
1-877-1 NFO-DCP (or 1-877-463-6327)

By utilizing DCP' s tol |l -free phone nunmber, you will be able to access the
entire staff of DCP. Wen you use the toll-free nunber, your call will be
answered wi th a si npl e, easy-to-use voice mail systemthat will effectively
route your call.



VHO SHOULD USE THI S GUI DE

Thi s panphl et shoul d be read before conpl eting formPHS-1373, "Separation
of Commi ssioned O ficer."” It should be used by all officers who are
| eavi ng active duty fromthe U. S. Public Heal th Service (PHS) Conm ssi oned
Corps -- whether the separation is voluntary or involuntary -- except
officerswhoareenteringretired status and officers who aretransferring
to anot her Unifornmed Service (Army, Navy, Air Force, Marine Corps, Coast
Guard, or National Cceanic and Atnospheric Adm nistration Corps).

Oficers entering retired status should refer to Comm ssioned Corps
Per sonnel Manual (CCPM Panphlet No. 24, "Information on Conm ssioned
Oficers Retirement."

O ficers who are separating fromthe PHS Comm ssioned Corps to accept a
civil service appointment should refer to the section in this panphl et
entitled, “Separation to Accept a Civil Service Appointnent.”

O ficerswhoaretransferringto another Unifornmed Service shouldrefer to
the section entitled “Inter-Service Transfers” in this panphlet, and to
I NSTRUCTI ON 5, Subchapter CC23.3, "Inter-Service Transfers of Conm ssi oned
Oficers," of the CCPM
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RESI GNATI ONS AND | NACTI VATI ONS

TI METABLE FOR SEPARATI ON ACTI ONS

If you are transferring to another Uniformed Service, please read the
sectioninthis panphlet entitled“lInter-Service Transfers” before you take
any action described in this panphlet. If you are separating to accept a
civil service appointnment, please read the section in this panphlet
entitled “Separation to Accept a Civil Service Appointnent.”

Thi s panphl et expl ai ns nbst of the t hings you need to consi der and pl an for
once you decide to separate fromactive duty in the Public Health Service
(PHS) Commi ssioned Corps. It tells you what forns to submt, where to
| ocate them and where to obtain additional guidance. Most of your
guesti ons about separation should be answered by this panphlet. If not,
consult the cited sections of the Commi ssioned Corps Personnel Mnual
(CCPM or contact your admnistrative or personnel office or your
Commi ssi oned Corps Liai son.

Asi de fromacti ons taken by t he Operating Di vi si on (OPDI V)/ Programt o whi ch
you are assi gned, nost of your personnel and pay actions are taken by the
Di vi si on of Commi ssi oned Personnel (DCP). This panphlet will help you,
your OPDI V/ Program and DCP to process your separation fromthe Corps
efficiently and correctly.

The following timetabl e i s a skel eton versi on of actions YOU nust take in
connection with your separation fromactive duty. You shouldrefer tothe
maj or sections of this panphl et for conpleteinformation andinstructions
concerning each noted item

TITME PRIOR TO
SEPARATI ON ACTI ON TO BE TAKEN

| year Make sure al |l service obligations (e.g., nedical, dental,
or nurse officer special pay contracts, active-duty
obligations incurred pursuant to training, National
Heal th Service Corps scholarship obligations) wll be
conpl eted by your targeted date of separation.

180 days Schedul e your separation physical exam nation at the
near est Uni fornmed Servi ces or contract nedical facility.
Make sure form SF-88, “Report of Medical Exam nation,”
and form SF-93, “Report of Medical History,” are sent
i mediately follow ng the exam nation to: Division of
Conm ssi oned Personnel, ATTN. Medical Affairs Branch,
Room4C- 06, 5600 Fi shers Lane, Rockville, MD20857-0001.
(See page 7, Item9. “Separation Physical Exam nation.”)

100 days Deci de whether you will take termi nal |eave. Term nal
| eave i s any annual |eave taken after you submt your
separation request (form PHS-1373, *“Separation of
Commi ssioned O ficer”). If you do decide to take
term nal |eave, submt a request for all the term nal
| eave you plan to take. Term nal | eave nust be approved
before you submt formPHS-1373. (NOTE: If you are not
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90 days

60 days

30 days

20 days

fulfilling an active-duty obligation resulting froma
speci al pay contract or along-termtraining agreenent,
all unused annual leave is forfeited and cannot be
requested or approved. You will be deni ed paynent for,
and use of, any unused annual | eave.) Once the leave is
approved, conplete Part Aof formPHS-1373 and subm t the
original (top sheet) to DCP (see address on page 9).
Copi es of formPHS-1373 nust be gi ven to your supervisor
for processing. Your formPHS-1373 nmust be received in
DCP at | east 30 days before the | ast day that you will be
physically present at your duty station.

Conpl ete Part A and forward the original (top sheet) of
form PHS-1373 to DCP if you have not already done so.
G ve the copies of formPHS-1373 to your supervisor for
processi ng.

Check to see that your form PHS-1373 and form PHS- 31,
“PHS Conm ssioned Corps Oficer’s Leave Record,” have
been processed by your supervisor or admnistrative
office and have been forwarded to DCP.

I f you have recei ved your separation personnel order and
it authorizes shi pnent of househol d goods, begi nto nake
arrangenents for shipnment of your household goods by
subm tting formPHS-4013-1, “Application for Shipnent of
Househol d Goods -- Conmi ssioned Officers,” with acopy of
your personnel order, to the nearest shipping officer.
Shi pping of ficers are avail abl e i nseveral PHS activities
to help coordinate your nove with a shipping carrier.
Shi pping officers are listed in CCPM Panphl et No. 11,

“Informati on on Shipnent of Household Goods.” Any
expense incurred by you prior to issuance of the
separation personnel order wll NOTI be paid by the

Gover nnent .

Your final payroll and |lunp sum | eave paynment nust be
directly deposited to a financial institution. |If you
wi sh to nake a change to the financial institution for
recei pt of your final payroll and | unp suml eave paynent,
conpl ete form SF-1199A, “Direct Deposit Sign-Up Form”
and forward it to: D vision of Comm ssioned Personnel,
ATTN: Conpensati on Branch, Room4-50, 5600 Fi shers Lane,
Rockvill e, MD 20857-0001.

Exam ne tenporary heal th i nsurance options to protect you
and your dependents until you can obt ai n per manent heal th
i nsurance. |nformation about the benefits provided under

t he Conti nued Heal th Care Benefit Program (CHCBP) can be
found in the summary sheet and application formincl uded
inthe fol der that contains this panphl et, and under the
sectionentitled“Health Care Coverage, Dental Coverage,

and Uni f orned Servi ces Vol untary I nsurance Pl an” of this

pamphl et .



15 days

7 days

7 to | day(s)

TI ME AFTER
SEPARATI ON

7 days after

30 days after

45 days after

90 days after

Cbtain copies of all necessary travel vouchers for
yoursel f and your dependents. You shoul d have received
your separation order by thistime. If not, contact your
supervi sor or admnistrative office.

Subm t your application and check for CHCBP

If you requested appointnent to the inactive reserve
corps, DCP will send you a packet of information and
request a response fromyou. You will need to provide
the followi ng to DCP: conpl eted formPHS-6127, “U. S. PHS
Commi ssi oned Corps Questionnaire”; a current curricul um
vita; and a photocopy of your current professiona
license/ registration/ certification. After review ng
the i nactive reserve programinformation, if youelect to
term nate your commission, conplete and return form
PHS- 6125, “Resignation — PHS Conm ssioned Oficers
I nactive Reserve.”

Make certain that your tinekeeper and |eave-granting
aut hority have certifiedyour formPHS-31, “Public Health
Servi ce Conmm ssioned Corps Oficer’s Leave Record,” and
forwarded it to DCP for processing (see address on page
9). Be sure your tinekeeper keeps a copy of your form
PHS- 31.

Ret urn al | Government property, including PHS

identification cards for yourself and your dependents.
Qotain station cl earance.

ACTI ON TO BE TAKEN

Conpl ete and return all travel vouchers to your
adm ni strative or regional officeif you perfornedtravel
pursuant to separation

You should have received your PHS Comm ssioned Corps
“Statenent of Service” fromDCP. |f not, phone 301-594-
3544 (or toll-free 1-877-1NFO- DCP, listentothe pronpts,
sel ect option #1, dial 43544).

You shoul d have recei ved Departnent of Veterans Affairs
(VA) form SGA.V-8714, “Application for Veterans’ G oup

Life Insurance.” |If not, contact your |ocal VA office
listedinyour tel ephone directory and provide themw th
a copy of your PHS “Statenment of Service.” They wll

issue to you VA form SGV-8714. You have a total of 1
year and 120 days fromthe date of separation in which
you may submt the SGLV-8714, the first nonthly prem um
a copy of your PHS “Statenent of Service,” and evi dence
of your insurability, to apply for Veterans’ Goup Life
I nsurance (VG.I).

If you were entitled to a lunp sum | eave paynent for
unused annual | eave and your final formPHS-31, “Public
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90 days after

Heal th Service Conmm ssioned Corps Oficer’s Leave
Record,” has been submtted, you should have received
your payment by thistinme. If not, call the Transactions
and Applications Section, Personnel Services Branch
(PSB), DCP, at 301-594-3544 (or toll-free at 1-877-1 NFO
DCP, listen to the pronpts, select option #1, dial
43544) .

Your “Application for Veterans’ Goup Life Insurance”
shoul d be conpleted and sent to the VA by this tinme.

By February of the cal endar year foll ow ng the year i n which you separat ed
fromactive duty wwth PHS, you should receive a FormW2, “Wage and Tax
Statenment.” |If you do not receiveit bythistine, wite the Conpensation
Branch, DCP, about the status of your FormW?2. |If your address changed
since the tinme you separated, you nust provide witten notice to:

Di vi si on of Conmmi ssi oned Per sonnel
ATTN: Conpensation Branch

5600 Fi shers Lane, Room 4-50
Rockville, MD 20857-0001



THE SEPARATI ON PROCESS

Di scuss wi th your supervisor and/ or programmanagenent the date you
w Il be separating fromactive duty.

Read this entire panphl et before taking any other action.

Make sure you take all the foll owi ng acti ons early enough so that the
original (top sheet) with Part A conpleted of form PHS-1373 is
received in DCP at |east 30 days prior to the |last day you will be
physically present at your duty station. You nust submt formPHS-
1373 inatinely fashion evenif your separationis involuntary, you
are contesting it, and the outcone of your contest is not yet known.
I n such cases, you are permtted to add the fol |l owi ng statenment on
the form *“This formis valid only if ny efforts to reverse an
i nvol untary separation are not successful.”

Deci de whet her or not you will take term nal | eave. Term nal |eave
is any annual |eave that is approved before and taken after you
subm t your form PHS-1373 requesting separation.

If you wish to take term nal | eave, subnmit formPHS-1345, “Request
and Aut hority for Leave of Absence,” to your | eave-granting authority
for approval.

All term nal | eave nust be approved by your | eave-granting authority
bef ore you conpl ete and submt formPHS-1373. If you do not request
approval for thisleaveprior tosubmttingformPHS-1373, you cannot
t ake any annual | eave between that ti ne and t he date you | eave acti ve
duty (except for bona fide energencies).

Schedul e your separation physical.
Compl ete Part Aof formPHS-1373. Instructions for conpleting form

PHS- 1373 are on the backs of the blue and white copies of the form
They are repeated bel ow

Part A This part is to be conpleted by you.

ltem 1. Nane. Enter your nane (last, first, mddle initial) as
it appears on official PHS records.

Item2. Soci al Security Nunmber (SSN) and PHS Nunber. Enter your
SSN and PHS seri al nunber. Your PHS serial nunber is not
on your PHS identification card. It is a five-digit

nunber shown i n t he upper right corner of every official
personnel order you receive.

Item 3. G ade, Category, and Corps. Enter your tenporary grade
and permanent grade. Enter your professional category.
This will always be one of the 11 comm ssioned corps

categories: Medical, Dental, Nurse, Engi neer, Scientist,
Environnental Health Oficer, Veterinary, Pharnacy,
Di etetics, Therapy, or Heal th Servi ces. |ndicate whet her
you are in the regular or reserve corps.



Item 4.

|temb5.

ltem 6.

ltem 7.

Present Station. Enter the conplete organizational
breakdown t o which you are currently assigned. Start at
the highest organi zati onal | evel , normally the
OPDI V/ Program |evel, and extend down through the
appropriate bureau, division, branch, field activity,
etc. I ndicate the conplete address (street address,
city, State, and zip code) and telephone nunber.
I ndi cate a roomnunber and building for all assignnments.

Type of Separation. Indicate what type of separation is
requested, e.g., (1) termnationindicates that you w sh
tosever all tiesto PHS; (2) inactivationindicates that
you wsh to retain your commssion in the PHS
Commi ssi oned Cor ps t hrough an appoi ntment i ntheinactive
reserve corps (seethe sectionentitled®“lnactive Reserve
Corps Programi of this panphlet); or (3) if you are
transferring to another Uniforned Service, see the
sectionon “Inter-Service Transfers” of this panphl et and
consul t I NSTRUCTI ON5, Subchapter CC23. 3, “Inter-Service
Transfer of Conmm ssioned Oficers,” of the CCPM

Reason for Separation. It is inperative to indicate if
you are converting to anot her Federal personnel system
If you are requesting appoi ntment i ntheinactivereserve
corps and plan to provide services to any agency of any
country other thanthe United States, you shouldrefer to
the section of this panphlet entitled, “Conflicts of
Interest After Separation,” and to |INSTRUCTION 1,
Subchapter CC26.9, “Civil Enploynent by a Foreign
Governnent of Retired Regul ar and Reserve Corps O ficers
and Inactive Reserve Corps Oficers,” of the CCPM

Terminal Leave Requested, Last Day at Duty Station.
I ndicate whether term nal |eave is requested. Al so,
i ndi cate whether termnal |eave is approved. If so,
actual dates of term nal |eave nmust be furnished. | f
termnal |leaveisto betakenin parts, all dates nust be
f ur ni shed.

The requested | ast day at the duty station is the | ast
day you wi | | be physically present at your duty station.
Any approved term nal | eave begins the fol |l owi ng day and
travel tinme begins after your approved term nal | eave, if
any. Therefore, your | ast day on active duty is the date
constructed by adding any approved term nal |eave and
authorizedtravel timetothelast day you are physically
present at your duty station. EXCEPTION: |If you are
serving a limted tour of active duty with a “not to
exceed” date on your call to active duty personnel order,
as in the case of many officers assigned to the Nati onal
Health Service Corps, National Institutes of Health,
Centers for Di sease Control and Preventi on, and Food and
Drug Adm ni stration, enter the date shown on that call to
active duty order. Your approved term nal |eave and
aut hori zed travel time will precede that date.



|tem 8.

ltem9.

ltem10.

ltem 11.

ltem12.

ltem 13.

Paynment for Unused Annual Leave. Indicateif paynent is
requested. NOTE: Paynent will not be authorized unl ess
form PHS-31, “PHS Conmm ssioned Corps Oficer’s Leave
Record,” certified by your |eave nmai ntenance clerk and

your |eave-granting authority, is received in the
Transacti ons and Applications Section, PSB, DCP. (NOTE:
If you are not fulfilling an active-duty obligation

resulting from a special pay contract or a long-term
trai ning agreenent, all unused annual leaveis forfeited
and cannot be requested or approved. You wi |l be denied
paynment for, and use of, any unused annual | eave.)

Separation Physi cal Exam nation. You nust elect to take
a separation physical examnation or waive such
examni nati on. It is to your advantage to have an
exam nation upon separation (unless a physical
exam nation was perforned within 6 nonths of your
request ed separati on date) since the exam nati on serves
to protect any future entitl enments for benefits provided
by VA. These benefits include disability conpensati on and
heal th care for service-connected di seases or injuries.
It is inmportant, therefore, that your health status at
the time of separation fromactive duty be docunented in
your official health file maintained in DCP. List the
name of the facility where you are schedul ed to t ake your
exam nation and the date of the exam nation. See the
section entitled “Taking a Separation Physical
Exam nati on” of this panphl et for additional information.

Travel and Transportati on Requested. Indicate any travel
and transportation requested in addition to that for
yoursel f. See the section entitled “Travel and
Transporation” of this pamphlet for nore informtion.

Mode of Travel (Officer Only). This item nust be
conpl eted even if you do not plan to travel. However,
you must actually performtravel to be reinbursed. You
will continue to be on active duty and remain in pay

status for the tine you are authorized to travel to the
pl ace fromwhi ch you were called to active duty or your
honme of record.

El ection of Travel. You should specify the name of the
city and State to which you request travel and also
whether it i s your hone of record or the place fromwhich
you were called to active duty or a location of |esser
di stance.

Permanent Mailing Address After Separation. You nust
furnish an accurate mailing address where you may be
contacted after separation. Your FormW2, “Wage and Tax
Statenment”; VAforns; and PHS “ St at enent of Service” w ||
be sent to this address. (NOTE: Your final payroll and
lump sum | eave paynent must be directly deposited to a
financial institution.) If this address changes within
a year of your separation, you nust provide witten




notificationtothe Conpensati on Branch, DCP. |f you are
appointed to the inactive reserve corps, you must keep
DCP i nformed of your current address.

Signature. You nust sign and date the form

Send the ORIG NAL (top sheet) only of the conpleted form PHS-1373
directly to DCP, | eaving parts B, and C bl ank, so that the formwi ||
be received no | ater than 30 days prior to the | ast day you wll be
physically present at your duty station.

Exanpl e:

You request separation fromactive duty effective June
30. You plan to take 30 days of term nal |eave (annual
| eave approved before but taken after you submit your
form PHS-1373). The last day you will be physically
present at your duty station will be May 31. Therefore,
your formPHS-1373 must be received in DCP no | ater than
May 1.

If your form PHS-1373 is not received in DCP by this
deadline, you will be divested of your unused annual
| eave pursuant to |INSTRUCTION 2, Subchapter CC29.1,
“Annual Leave,” of the CCPM



10.

11.

12.

13.

Send the ORIG NAL (top sheet) of form PHS-1373 to the foll ow ng
addr ess:

Di vi si on of Conmmi ssi oned Per sonnel

ATTN:  Transactions and Applications Section/PSB
5600 Fi shers Lane, Room 4-20

Rockville, MD 20857-0001

DO NOT UNDER ANY Cl RCUMSTANCES FORWARD THE ORI G NAL ( TOP SHEET) OF
YOUR FORM PHS-1373 THROUGH YOUR OPDI V/ PROGRAM SEND ONLY THE
ORI G NAL ( TOP SHEET) OF THE FORM DI RECTLY TO DCP. The copi es of the
form go through your OPDI V/ Program channel s.

Provide the copies of your form PHS-1373 to your imrediate
super vi sor.

Your supervi sor or other OPDI V/ Programofficialsw | conplete Parts
B and C of your form PHS-1373, certify your |eave record (form
PHS- 31), and conpl ete other adm nistrative actions connected with
your separation. The conpleted copies of form PHS-1373 and form
PHS- 31 should then be sent to the Transactions and Applications
Section, PSB, DCP, at the address shown in Item 9, above.

I f your OPDIV/ Program del ays forwarding the copies of your form
PHS- 1373 to DCP, your separation will not be del ayed. DCP wi || act
upon the original (top sheet) of formPHS-1373 submitted directly by
you. However, your claimfor |lunp sum paynent for unused annual
| eave cannot be processed until your OPDIV/ Program forwards your
separati on docunents to DCP.

When DCP has conpleted the processing of vyour separation
request, a personnel order authori zing your separationw || beissued
to you. When you receive your separation personnel order, you may
begi n maki ng arrangenents for travel and transportation of your
househol d goods as authorized on the personnel order and in
accordance with the Joint Federal Travel Regul ations (JFTR).

You and your dependents cannot travel at Governnent expense nor can
you ship, store, or release your househol d goods to a nmover until
your official separation personnel order authorizing shipnment of
househol d goods is issued. Any travel or shipnment perfornmed prior
to recei pt of your personnel order will be at your own expense.



WORDS OF CAUTI ON

1. You wi || be divested of paynent for, and deni ed use of, your unused
annual |eave if your formPHS-1373 is not received in DCP at | east
30 days prior tothe |l ast day that you are physically present at your
duty station.*

2. You wi || be di vested of paynent for, and deni ed use of, your unused
annual l|leave if you voluntarily separate from active duty before
conpl etion of 12 nonths of active duty.*

3. You will be divested of all travel entitlenments for you and your
dependents and of paynent for shipment of household goods if you
separate fromactive duty before conpletion of 24 nonths of active
duty. **

4. You wi || be di vested of paynent for, and deni ed use of, your unused
annual | eave*, and you will be divested of all travel entitlenents
for you and your dependents and of paynent for shi pment of househol d
goods, if:

a. You separate fromacti ve duty before conpl eti ng any acti ve-duty
obl i gation; or

b. You do not conplete the agreed to period of service under a
speci al pay contract.

5. Your | ast nonth’ s payroll and | unp suml eave paynment nmust be directly
depositedtoafinancial institution. FormSF-1199A, “Direct Deposit
Si gn-Up Form ” nmust be conpl et ed and sent to t he Conpensati on Branch,
DCP, if you will be designating a different financial institution
t han t he one t he Conpensati on Branch, DCP, currently has onfile for
you. |If you do not designate a different financial institution, your
final payroll and | unp suml eave paynent wil|l be directly deposited
tothefinancial institutionthe Conpensati on Branch, DCP, currently
has on file for you.

*1f you are divested of unused annual |eave, you may not take or be granted
term nal | eave. If your | eave-granting authority approves term nal | eave w t hout
knowi ng that you are to be di vested, and you have departed your | ast duty station
on termnal |eave, you will be ordered back to duty for the bal ance of your tine.
If you fail to report back to duty, you will be placed in Absence Wthout Leave
(AWDL) status. Wiile in AWOL status, you forfeit all pay and al | owances, you are
not eligible for health care or disability benefits, and you will not be
rei mbursed for any travel and shipping costs. In addition, the time in ANMOL does
not count toward conpl etion of an active-duty obligation. Therefore, it is your
responsibility to know the reasons for which you may be divested of your
entitlenments and whet her one of these reasons applies in your case.

** Chapter 7, Part S, Paragraph Ur7654, Joint Federal Travel Regul ations.
TERM NAL LEAVE
Term nal |eave is any annual |eave approved before but taken after

subm ssi on of formPHS-1373. Under PHS policy (I NSTRUCTI ON 2, Subchapt er
CC29. 1, “Annual Leave,” of the CCPM, you may be approved for an anmpunt of
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term nal | eave whi ch does not exceed the nunber of days of unused annual
| eave that would otherwi se be credited to you upon the date of your
separation fromactive duty.

All term nal | eave nust be requested and approved before you submt your
formPHS-1373. You may request term nal | eave on formPHS- 1345, “ Request
and Authority for Leave of Absence,” for any period of tinme between the
date you submt your formPHS-1373 and the date you are to be separated
fromactive duty.

Since term nal | eaveis not anentitlenment, your | eave-granting authority
may approve or deny your request based on your OPDI V/ Program s staffing

needs. If your request for termnal |eave is approved, submt the
conpl et ed and approved f or mPHS- 1345 t o your | eave mai nt enance cl erk. The
| eave maintenance clerk wll balance your |eave record through your

separation date, certify the | eave record, make a copy of it, and send it
forward for processi ng of your | unp suml eave paynent for any unused annual
| eave.

Term nal | eave i ncl udes each day, ot her than authorized travel tine, after
the | ast day that you are physically present at your duty station. For
example, if your last day at your duty station is a Friday, and you are
approved for term nal |eave, that | eave will comence on Saturday even
t hough Saturday may normally be a non-work day.

Once you subm t your formPHS-1373, you cannot request annual | eave except
for emergency purposes, e.g., adeathinthefamly. If |eaveis approved
for energency purposes, the Transactions and Applications Section, PSB,
DCP, must be notified inmedi ately by facsim|e (Fax) at 301-443-5366 so
that appropriate adjustnments may be nmade to your annual | eave record and
| ump sum paynent .

If you decide not to take approved term nal |eave, you will still be
charged for the | eave unless (1) the approved | eave was revoked by the
| eave-granting authority because of programstaffing needs; or (2) you
becone ill while ontermnal |eave. In either case, your | eave-granting
authority nust notify the Transacti ons and Appl i cations Secti on, PSB, DCP,
imediately by facsimle (Fax) at 301-443-5366 so that appropriate
adj ust nent s may be made t o your annual | eave record. If you beconeill, you
must submit certificationfroma physicianto your | eave-granting authority
and request that your term nal |eave be changed to sick | eave.

You are on active duty while on termnal |eave and thus maintain the
responsibilities, duties, obligations, privileges, and benefits applicable
to active-duty PHS comm ssioned officers. Termnal |eave is

creditable towards conpletion of a service obligation and a speci al pay
contract. If your termnal leave will extend through the date of
separation, you may accept a Federal civil service appoi ntment or other
civilianenploynent inthe private sector, providedthat you do not viol ate
the conflict of interest statutes and regul ati ons. However, you nay not be
gi ven a concurrent appoi ntnment as a nenber of another Unifornmed Service.

If youw Il be divested of unused annual | eave for serving | ess than 1 year
on active duty, failing to conplete a service obligation, breaking a
speci al pay contract, or for any other reason, you may not take or be
approved for termnal | eave. In nost situations, youw !l be notified by
DCP if you are to be divested.
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If the di vestment acti on occurs after your supervi sor has approved tern nal
| eave, and you have already departed fromyour duty station, you may be
orderedtoreturntoyour duty station. If youfail toreturnto your duty
station when so ordered, you will be placed in AWOL status. Wile in AWOL
status, you forfeit all pay and all owances, will not be reinbursed for
travel and transportation expenses, and |lose your entitlenent to
PHS- sponsored heal th care and di sability benefits. Mreover, thetinethat
you are in AWOL status is not creditable toward conpl etion of a service
obligation or a special pay contract.

NOTE: Thereis alifetimelimt of 60 days on t he anount of unused annual
| eave for which you may be paid after February 9, 1976. Thislimt applies
to lunp sum | eave paynents fromall Uniformed Services. Thus, if you
receive payment for 60 days of wunused annual |eave from the PHS
Commi ssi oned Corps at separation, you are ineligible for any future | unp
sum | eave paynent from any Unifornmed Service.

Consul t I NSTRUCTI ON 2, Subchapter CC29.1, “Annual Leave,” of the CCPM for
nmore specific informati on about term nal | eave.

TERM NAL SI CK (MATERNI TY) LEAVE

An officer who gives birth while on active duty is granted 42 days of sick
(maternity) | eave after hospital di scharge for usual delivery, and 56 days
af ter Caesarean delivery. However, an officer whois planningto separate
fromactive duty in the postpartumperiod should be aware that maternity
| eave (and active-duty status) will not be ext ended beyond t he separati on
date specified by the officer on form PHS-1373, unless there are both
unusual extenuating circunstances and OPDI V/ Program approval .
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TAKI NG A SEPARATI ON PHYSI CAL EXAM NATI ON

The purpose of the separation physical exam nation is to document any
condi ti ons which were i ncurred or aggravated while on active duty, so as
to support aclaimyou may wishtofilewith the VA for possible service-
connected benefits. If you are seriously considering maki ng such aclaim
inadditiontothe separati on exam nati on, copi es of records of eval uati on
and treatnment of these conditions while on active duty should be sent to
t he Medical Evaluations Staff, Medical Affairs Branch (MAB), DCP (see
address on page 14).

Usual | y, a physi cal exam nati on done within 6 nont hs before separationw||
satisfy the purposes of the separation exam nation. However, if your
physi cal status changes significantly between the separation exan nation
and t he date of separation, you or your representative shoul d notify MAB,
DCP, i nmedi ately by facsim |l e (FAX) at 1-800-535-7691 or 301-594- 3299, or
phone 1-800- 368-2777 ext. 3 or 301-594-3297. Medical reports regardingthe
change shoul d al so be sent to the Medical Evaluations Staff, MAB, DCP.
These acti ons shoul d al so be taken even i f you have wai ved your separation
exam nation. This is inportant, since sufficient nedical evidence can
overcone the presunption of fitness for duty created by your initiating
separati on procedures, and since you must renmain on active duty in order
to be processed for PHS disability benefits. Although the change in
physi cal status may not qualify you for PHSdisability benefits, it is also
i nportant to provi de the addi ti onal docunmentati onto support any cl ai myou
may file with VA

Si nce t he separati on exam nati on serves to protect your interests, youare
afforded the right to waive it. Please state on formPHS-1373, Item9,
either the date and facility you have taken or will take the separation
exam nation, or your declaration of waiver.

You are responsible for scheduling your separation exam nation at the
nearest Uniformed Services or contract nedical facility. If such a
facility i s an unreasonabl e di stance fromyour resi dence or duty station,
you may contact the Beneficiary Medical Progranms Section, MAB, DCP, at 1-
800- 368-2777 or 301-594-6330 for advice.

I deal | y, you shoul d schedul e t he separati on examn nati onto be done at | east
180 days prior to your separation. Failureto obtainthe exanm nation prior
to your separationw || not del ay your separati on beyond t he dat e you have
specified on formPHS-1373 agai nst your will, nor will it be considered
adequat e reason to honor a request fromyou to delay your separation.
Certainly, arrangi ng for and taki ng t he exam nati on shoul d not be del ayed
until you submit your form PHS-1373.
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Your separation exam nation should be reported on formSF-88, “Report of
Medi cal Exami nation,” and form SF-93, “Report of Medical History,” with
appropriate attachments if there are specific service-connected conditions
t o be docunment ed. | NSTRUCTI ON 5, Exhibit 1V, Subchapter CC29. 3, *“Medi cal
Exam nation Requirenents,” of the CCPM gives guidelines for thorough
screeni ng by neans of thi s exam nation. These forns and attachnments shoul d
be sent directly to:

Di vi si on of Conmm ssi oned Per sonnel
ATTN: Medi cal Evaluations Staff, MAB
5600 Fishers Lane, Room 4C-06
Rockville, MD 20857-0001
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TRAVEL AND TRANSPORTATI ON

If you are separating fromextended active duty (2 or nore years of active
duty) and have conpleted all active-duty obligations, travel for you, your
dependents, and transportation of your household effects, wll be
aut hori zed on your separation personnel order.

All travel on conmon carriers nust be in coach class on a Governnent
contract carrier. Dislocation allowance is not payable upon separation.

Your travel: |If authorized, youw |l receive atransportation allowance
as prescribed by the Joi nt Federal Travel Regul ati ons (JFTR) for travel you
actual | y performinci dent to your separati on fromPHS. You nust desi ghate
ei ther your home of record or the place fromwhich you were called to
active duty inltem12 of your formPHS-1373. The designation of one of
these points or alocation of alesser distance than the hone of record or
pl ace fromwhich you were called to active duty, does not prohibit your
travel to another place, but you nmust pay any excess costs incurred by
travel toadifferent place. The designated | ocationw || be shown on your
per sonnel order as “authorizedtravel to. . .” You nust al so desi gnat e your
node of travel (e.g., private conveyance or comrerci al conmon carrier) in
Item 11 of your form PHS-1373.

You have a nunber of options fromwhich to select in acconplishing your
travel :

1. You may receive a nonetary al |l onance (known as MALT) paid on a
per-mle basis, plus a per diem all owance.

2. You nmay use conmerci al transportati on and cl ai mrei nbur senment
for the cost of tickets (limtedto cost of travel perforned on
a contract carrier).

3. Transoceanic travel mnmust be by conmon air carrier; overland
travel may be nade by choosi ng anong t he above opti ons.

The di stance for whicha MALTw || be paidisthe official distance between
the points of travel (not to exceed the distance between the points
aut hori zed on your personnel order), not the ni | eage r eadi ngs based on your
vehi cl e odoneter.

Per diemis payable for the nunber of days actually used for the travel,
not to exceed the authorized travel time as described in the foll ow ng
par agraph. The rates of per diemand MALT are subject to change. Check
with your admi nistrative or finance office for the current rate.

The anmount of travel time you are authorized will be based on the di stance
fromyour current duty station and the place fromwhich youwere calledto
active duty or your hone of record. Travel tinme will be conputed by DCP
to begin the day fol |l owi ng any approved term nal | eave or the | ast day you
are physically present at your duty stationif noterminal | eave has been
approved except that officers serving tours of active duty with “not to
exceed” dates will have their travel tine added prior to the date of
separation as explained under Item 7 in the section entitled “The
Separ ati on Process” of this panphl et. Your pay continues during aut hori zed
travel tine.
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Your Dependents' Travel: Your eligible dependents will be entitled to
transportation allowances to the place specified in your separation
personnel order, or a place of |lesser distance, only if they actually
performthe travel to that location to establish a residence. If your
dependents travel by comrercial carrier, reinbursenent will belimtedto
the cost of travel if performed on a contract carrier.

Paynment of Travel: You will not be paid for travel until you submt your
travel voucher(s) to the finance office serving your |ast duty station.
Vouchers are required for your travel and the travel of your dependents.

For your travel, use form SF-1012, “Travel Voucher,” and |ist your
dependents' travel expenses onthe same form You nust al so conplete form
PHS- 2988, “Voucher for Reinbursenent for Travel - Dependents of PHS

Commi ssioned O ficers,” for your dependents' travel. Obtain these forns
fromyour adm nistrative office before you | eave your duty station. Wen
you submt your travel voucher(s) for paynent, you must include a copy of
your separation personnel order.

Shi pnrent of Househol d Goods: Unless stated otherwi se, the authority to
travel as set forth on your separation personnel order includes
aut hori zati on to ship your househol d goods. Specific information about
shi pnrent of household goods is outlined in CCPM Panphlet No. 11,
“I'nformation on Shi pmrent of Househol d Goods.” This panphl et and f or mPHS-
4013-1, “Application for Shipnment of Household Goods - Conm ssioned
O ficers,” shoul d have been provi ded to you by your OPDI V/ Program |f you
do not have these materials, contact your adm nistrative office or your
Commi ssi oned Cor ps Li ai son.

Submt formPHS-4013-1 with a copy of your separation personnel order to
your shipping officer. For officers stationed in the Washington, D.C ,
metropolitan area regardless of the OPDI V/Program to which they are
assigned, the follow ng shipping officer may be used:

National Institutes of Health
ATTN: Shi pping O ficer

Bui |l di ng 13, Room 13013

9000 Rockville Pike

Bet hesda, MD 20892

Phone: 301-496-1595

Deadl i nes: Authorizedtravel and transportati on nust be conpleted within
180 days fol |l owi ng your date of separation fromactive duty. Shipnment of
your househol d goods nust have begun within this 180 day [imtation. You
may not, however, ship, store, or rel ease househol d goods to a nover unti |l
you have received your official separation personnel order. Travel
performed or shi pnment nmade before the i ssuance of your official personnel
order will be at your own expense.

Mode of Travel and Destination: You nmay elect to travel in a privately
owned vehicle (unless it is prohibitedon your separation personnel order),
or by conmon contract carrier, such as plane, train, or bus. The node of
transportation you select may determ ne the method of reinbursenent.
Dependents are not required to travel by the sanme npbde as the menber.

As mentioned previously, you may el ect to ship your househol d goods to a
pl ace that is a greater di stance than your honme of record or the place from
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whi ch you were called to active duty. However, you nust pay for the
addi ti onal cost in advance. The shipping officer can estimate the cost of
t he addi ti onal di stance so that you may pay for the extra shi ppi ng charges
i n advance. If the actual cost is less than estimted, you will be
rei mbursed for the extra paynent. |If the estimte was | ow, you must pay
t he bal ance. Station cl earance can be wthhelduntil this paynment i s nmade.

You wi | | be divested of your travel andtransportationentitlenentsif you:

1. Separate fromactive duty before conpletion of an active-duty
obl i gati on;

2. Separate fromactive duty before conpletion of a special pay
contract obligation;

3. Separate from active duty before conpletion of 24 nonths of
active duty in the PHS Conmmi ssioned Corps (except Junior
Comm ssioned O ficer Student Training and Extern Program
(JRCOSTEP) participants and officers called to short tours of
active duty);

4. Depart from your duty station prior to receipt of your
separati on personnel order; or

5. Fail to conply with PHS policies concerning separation from
active duty.
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I NACTI VE RESERVE CORPS PROGRAM

Inadditionto the active duty regul ar corps and reserve corps, the Corps
mai ntai Nns an i nactive reserve conponent pursuant to 42 U S.C. 204. The
purpose of the inactive reserve corps is to mintain a pool of
hi ghl y-trai ned heal t h prof essional s for recall during nati onal energencies
and f or ongoi ng OPDI V/ Programsupport. O ficers volunteer for theinactive
reserve corps, and recalls to active duty are with the consent of the
officer unless the President, by Executive Order, declares the PHS
Commi ssioned Corpstobeamlitary service pursuant to42 U. S.C. 217. For
the duration of such an Executive Oder, all PHS Conm ssioned Corps
of fi cers woul d be subj ect tothe Uni formCode of MIlitary Justice and coul d
be ordered to active duty at the di scretion of the Departnent of Heal th and
Hurman Servi ces (HHS). The PHS Comm ssi oned Corps was | ast militarized from
1945 to 1952.

I f you requested and are approved for appointnment in the inactive reserve
corps, youw || receive a packet of i nformati on al ong wi th your separation
personnel order. You nust conplete form PHS-6127, “U. S. Public Health
Servi ce Comm ssioned Corps Questionnaire,” and return it along wth a
current curriculum vita and a photocopy of your current professional
license/registration/certification.

It isveryinportant that DCP be able to contact i nactive reserve officers
at all times. You nust therefore provide DCP with your current mailing
address and notification should that address change. Form PHS- 6126,
“Change of Address Card for PHS Comm ssioned Officers in the |Inactive
Reserve,” will beincludedinyour inactivereserve information packet for
this purpose, but any notice in witing is acceptable. [If DCPis unable
tolocateyou, or youfail torespondto correspondence as requestedw thin
the allotted tinme, your commi ssion as an i nacti ve reserve officer can be
term nated automatically.

Benefits for inactive reserve officers include:

1. Continued affiliation with the PHS Conm ssi oned Cor ps;

2. Consi deration for return to active duty upon witten request
wi t hout making further application and going through the full
commi Ssi oni hg process;

3. Accrual of longevity credit for pay uponreturnto active duty
inany of the Uniforned Services (e.g., officers with 2 years

of active duty and 8 years of inactive reserve tine are
eligible for basic pay at the over-10-year level); and
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4. Recall to active duty for short tours* training tours, and
intermttent tours of active duty as avail able. O ficers
indicating availability for short tours will be notified of
tours and dates with as nmuch advance notice as possible.

I nactive reserve officers are not eligiblefor conm ssary or PXprivil eges,
Space-A flights, or Uniformed Services health care except during peri ods
of active duty for which a personnel order isissued. Currently, inactive
reserve officers do not accrue retirenent points.

Reviewthe material intheinactive reserve corps packet carefully. If you

deci de you are unable to fulfill your obligations as an i nactive reserve
of ficer, complete formPHS-6125, “Resi gnhati on--PHS Comm ssi oned O ficers
I nacti ve Reserve,” included in the packet and return it to the address
bel ow.

I f you have additional questions about the inactive reserve corps, phone
301-594-3360 (or toll-free at 1-877-1NFO-DCP, listentothe pronpts, sel ect
option #1, dial 43360), or wite:

Di vi si on of Conmmi ssi oned Per sonnel
ATTN: I nactive Reserve Corps/ ODB
5600 Fishers Lane, Room 4A-18
Rockville, MD 20857-0001

*PHS Commi ssi oned Corps officers who are in the inactive reserve corps and who
hol d Federal civilian positions are not entitled to “mlitary |leave” fromtheir
civilian position for purposes of recall to active duty for short tours. Unlike
the Armed Forces, PHS inactive reserve corps officers may not retain their
civilian appoi ntnent when called to active duty for short tours. Therefore, an
i nactive reserve corps office nmust resign his/her civilian appointnent if called
to active duty with the PHS Conm ssi oned Cor ps.
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| DENTI FI CATI ON CARDS

At the tinme you are separated fromactive duty, you nust surrender all
Uni formed Services identification (ID) cards issued to you and your
dependents. The cards should be surrendered to the ID card issuing
official, or the adm nistrative officer for the activity to which you are
assi gned.

If you | eave your duty station prior to your actual release fromactive
duty, i.e., going on termnal I|eave, and wll not be near your
adm ni strative offi ce on the date of actual separation, you nust mail all
Uni formed Services IDcards to the appropriate office. The | D cards nust
be sent by certified mail, returnreceipt requested, as closeto the date
of separation as possible.

Pursuant to Title 18, U. S. C. 499, possessi on and/ or use of an unaut hori zed
Uni formed Services IDcardisillegal. Any personillegally possessing or
usi ng such a card may be fined not nore t han $2, 000 or i npri soned not nore
that 5 years or both. Failure to surrender or return your Unifornmed
Services IDcard(s) may alsoresult in adelay inyour receivingyour |ast
nonth’s payroll and/or |lunp sum | eave paynent(s).
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HEALTH CARE COVERAGE, DENTAL COVERAGE, AND
UNI FORMED SERVI CES VOLUNTARY | NSURANCE PLAN

You, and your dependents, lose all eligibility for health care under the
Uni f or med Servi ces Heal th Benefits Program (USHBP) as of m dni ght on t he
dat e you are separated fromactive duty. This includes | oss of entitlenent
to benefits under TRICARE. You will have no health care coverage after
separation - either for yourself or your famly - until you take out a
heal t h i nsurance policy on your own as an individual, or until you are
enrolled in a group health insurance program offered by your future

enpl oyer.

Ceneral ly, several weeks may el apse between the ti me you ar e separ at ed and
the tinme you obtain civilian health care coverage on your own initiative
or t hrough an enpl oyer - sponsor ed heal t h i nsurance program Beneficiaries
have 60 days fromthe qualifying event, i.e., date of separation, date of
23rd birthday, date of divorce, etc., inwhichtoenroll inthe Continued
Health Care Benefit Program (CHCBP). However, the period of coverage
begi ns on the day after the qualifying event.

CHCBP i s a prem um based programthat offers tenporary continued health
coverage for all persons who lose their eligibility for health care under
USHBP. Thi s i ncl udes forner spouses of active and retired nenbers. CHCBP
al so provi des health coverage for unnmarri ed dependent chil dren who woul d
not ot herwi se be eligiblefor benefits under TRI CARE. Thi s i ncludes | egal
wards of active-duty menbers, preadoptive children, and dependent
grandchi | dren.

Health benefits under CHCBP are very simlar to those offered under
TRI CARE- St andard, and covers pre-existing health conditions, including
pregnancy. Al though CHCBPis not part of the TRI CARE program it functions
under nost of the rules and procedures of TRI CARE.

I f you sponsored the TRI CARE Acti ve-Duty Fam | y Menber Dental Pl an for your
dependents, they | ose all coverage at m dni ght on the | ast day of the nonth
for which a prem umhas been paid. For exanple, if a premumis paidin
February, benefits end at m dnight on March 31. You w || have no dental
care coverage after separation either for yourself or your famly until you
enroll in a private dental plan.
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STATEMENT OF SERVI CE

After separation fromactive duty, youw || automatically be issued a PHS
“Stat enent of Service.” This formis accepted by the VA as proof of active-
duty serviceinthe PHS Conm ssi oned Cor ps and i s t he key docunent you nust
provide to establish entitlenent to nost VA benefits. It is the PHS
equi val ent of Form DD- 214, “Arned Forces of the United States Report of
Transfer or Discharge.” Do not rel ease the original of the PHS*® St at enent
of Service”; retain it for your personal records. Always furnish a
phot ocopy when a copy of the docunent is required.
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PAY AND ALLOWANCES AT SEPARATI ON

Upon | eavi ng active service, you will receive all pay and al | owances due
you. \When aut horized, your |lunp sumpaynent will be based on t he anpunt
of unused annual |eave to your credit at the tinme of separation, not to
exceed 60 days. It will be computed at the rate of your active-duty pay
on the day of separation and will include only your basic pay and
subsi st ence and housi ng al | owances. Paynent wi Il not i ncl ude speci al pay.
I f you have a negative annual | eave bal ance at the ti ne of separation, you
will be required to repay one day of your pay and al |l owances for each day
of excess | eave used. Paynent of unused annual |eave will not be nade
until the nmonth follow ng the nonth you are released from active duty
(including travel tine).

Thereis alifetinelimt of 60 days on the anount of unused annual | eave
for which you may be paid after February 9, 1976. This limt appliesto
| unp suml eave paynments fromall Uniforned Services. Thus, if youreceive
paynment for 60 days of unused annual | eave fromthe PHS Conm ssi oned Cor ps
at separation, you are ineligible for any future lunp suml eave paynent
fromany Uniformed Service.

O ficers may request termnal |eave (see the section in this panphlet
entitled “Term nal Leave”) or they nmay request a lunp sum | eave paynent.
Alunmp suml eave paynment nmust be nade i f you are rel eased fromactive duty

and appointed to a Federal civilian position -- your |eave cannot be
transferred to your credit in the newposition. Please indicate on your
form PHS-1373 if you will be accepting a Federal civilian appointnent.

You nust desi gnate a financial organi zation to receive your final payrol
and | unp sum | eave paynent. If you do not provide a change to your
fi nanci al organi zation, your final payroll and | unp suml eave paynment w | |
be deposited to the financial institutiononfile. If youw shto make a
change to your direct deposit for receipt of your final payroll and | unp
sum| eave paynent, this can be acconplished by conpl eti ng form SF-1199A,
“Direct Deposit Sign-Up Form” and forwarding it to the Conpensation
Branch, DCP. Please indicate the effective date when the change shoul d
occur, i.e., if the separation nmonth is July 1999, the effective date of
the change woul d be the “July pay cycle.”

The address for the Conpensation Branch is:

Di vi si on of Conmmi ssi oned Per sonnel
ATTN: Conpensation Branch

5600 Fi shers Lane, Room 4-50
Rockville, NMD 20857- 0001

I f your separation personnel order isissuedbeforethe payroll cut-off for
the nmonth in which you separate, your |ast form PHS-6155, “Statenent of
Ear ni ngs and Deductions,” will be sent tothe forwardi ng address desi gnat ed

by you on form PHS-1373, “Separation of Conm ssioned Officer.” |f not,
your formPHS-6155, “Statenment of Earnings and Deductions,” will be sent
to the address you used while still on active duty.

In alnost all cases, the lunp sum | eave paynent is nmade within 90 days
foll owi ng separation. You may be di vested of unused annual | eave if you
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are separating fromactive duty under certain conditions. Refer to the
section entitled “Wrds of Caution” of this panphlet.
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CONFLI CT OF | NTEREST AFTER SEPARATI ON

There are certainrestrictionsthat will apply toyour activities after you
| eave active duty. These restrictions are intended to prevent you from
becom ng involved in situations that could conprom se the integrity of
Federal government activities because of your former or continuing
relationship with the governnent.

The first group of restrictions are i nposed by the Et hics in Governnent Act
(18 U. S.C. 207), the Departnental Standards of Conduct (45 CFR Part 73),
and governnent-w de regul ati ons covering post-enploynment conflict of
interest (5 CFRPart 737). Theserestrictions are ai ned at preventingthe
unfair use of inside know edge or influence that results from Federal
service. They do not require you to decline enploynment with any
or gani zati on, regardl ess of your dealings withthat organi zati on whil e you
wer e enpl oyed by t he governnent. They apply solely to activities, not the
mere exi stence of an enpl oynent arrangenent.

There are two general provisions of the Ethicsin Governnment Act that apply
to every fornmer Federal enployee.

1. You are barred for |life fromacting as agent or attorney, or
representing any other person, in any formal or infornal
appearance, or withtheintent toinfluence, nmaki ng any oral or
written conmuni cation, to or before any governnment entity in
connection with any particular matter involving specific
parties if you participated in that matter personally and
substantially while a Federal enployee.

2. You are barred for 2 years fromacti ng as agent or attorney, or
representing any other person, in any formal or infornal
appearance, with the intent to influence, by oral or witten
communi cati on, any governnent entity in connection with any
particul ar matter i nvol ving specific parties whi ch was pendi ng
under your official responsibility in your last year of
gover nnent enpl oynent.

If you have reason to believe you nay becone involved in a situation
prohi bited as descri bed above after |eaving the governnent, contact the
Et hics O ficer for your OPDIV/Programor the O fice of General Counsel,
HHS, and ask for an opi ni on about whether that activity could be seen as
a conflict of interest. If you violate the Ethics in Governnment Act, it
isacrimnal of fense puni shabl e by both fine and i npri sonnent. Therefore,
it istoyour benefit toask for anopinionif you have the slightest doubt
about a future activity.
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The prohibitions described above do not apply to meki ng comuni cati ons
solely for the purpose of furnishing scientific or technol ogica
i nformation. Nor do they apply if the agency head, in consultation with
the O fice of Government Ethics, certifies that the fornmer enpl oyee has
outstanding qualifications in a scientific, technological, or other
techni cal discipline such that the national interest would be served by
that individual's participation in the matter

The second maj or restriction on your post-enpl oynent activities invol ves
foreign enmploynent. Articlel, Section9, Cl ause 8 of the Constitution of
the United States, places arestriction on Federal enpl oyees and officers
with respect to their enpl oynent by foreign governnents. The provision
reads as foll ows:

“No title of nobility shall be granted by the
United States; and no person hol di ng any office of
profit or trust under them shall, wthout the
consent of the Congress, accept any present,
enol unment, office, or title, or any kind what ever,
fromany king, prince, or foreign state.”

I f you becone a nenber of the inactive reserve corps, you are consi dered
as hol ding an office withinthe neani ng of this constitutional provision.
You may not, therefore, accept enployment from a foreign country,
regardl ess of the title, position, or duties to be performed, wthout
obt ai ni ng t he approval of the Secretary, HHS, and the Secretary of State.
For information on howto apply for the necessary approval, wite to:

Di vi si on of Conmm ssi oned Per sonnel
ATTN: Ofice of the Director

5600 Fi shers Lane, Room 4A-15
Rockville, MD 20857-0001

These prohibitions do not preclude you from accepting enploynent with
American firns in foreign countries, even though these firns may be under
contract to a foreign governnment. Further, you are not prohibited from
enploynent with the United Nations, nor any public international
organi zations under the United Nations as | ong as your salary is paid by
the organi zation rather than by a foreign governnent.
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VETERANS BENEFI TS

Your active service inthe PHS Comm ssi oned Corps i s considered servicein
the Arned Forces for nost benefits adm nistered by VA. These benefits
i ncl ude educational assistance, honme |oan guarantees, disability
conpensation, health care, and survivor benefits. For nore specific
i nformati on on these benefits and what you need to do to establish your
eligibility, you should contact your |ocal VA office listed in your
tel ephone directory or call the VA's tol |l -free nunber 1-800-827-1000. You
may al so want to visit the VA's Internet site at <http://ww.va. gov/>.

Servi cenenbers’ G oup Life |Insurance (SG.I)

I f you are i nsured under the SG.I program your group life insurance w ||
ordinarily continue for 120 days after separationfromactive duty w t hout
further paynent of premuns. |If you are totally disabl ed, your coverage
under the group policy will continue for a maxi numof 1 year, as |long as
you continue to be totally disabl ed.

Veterans’ Goup Life Insurance (VG.I)

Fol |l owi ng your separation from active duty, you may convert your SGLI
policy to VGAI. VGl is a b-year renewable term policy, issued in
mul ti pl es of $10, 000 up to $200,000. |If you convert to VG.I, you cannot
exceed the anmpbunt of SGLI coverage you held at the tine of separation.
A copy of the PHS “St atenent of Service” wll| automatically be sent by DCP
to the VA Dat a Processi ng Center in Austin, Texas, when you separate. The
processing center will send you a packet which will contain a conputer-
printed VA form SG.V-8714, “Application for Veterans’ Goup Life
I nsurance.” Conplete instructions on howto apply for the i nsurance are
printed on the form and a VGA.I premumrate schedule will be provided.

VG.I Application: Your SG.I coverage can be converted to VG.I coverage
within 120 days of separation by submtting the VA form SG.V-8714 al ong
with the appropriate premum After the first 120 days, you have 1 year
in which you may apply for VGl coverage by submtting the application
form the appropriate prem um and evidence of insurability.

Service nmenbers with full-time SG.I coverage who are totally disabl ed at
the ti me of separation, and whose servi ce make themeligible for VGI, may
purchase the insurance while remaining totally disabled up to 1 year
fol |l owi ng separati on.
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I f you have not received formSGAV-8714 wi thin 45 days after separati on,
you shoul d obtain a copy of formSG.V-8714 fromyour regional VA office,
or by witing to the address bel ow. You nust then submt formSG.V-8714,
the first nonthly prem um and a copy of your PHS “St atement of Service.”
After the first 120 days follow ng separation, you nust also include
evidence of insurability. You have atotal of 1 year and 120 days to apply
for VG.I coverage.

Make your check or noney order payable to “OSGLI” and mail it to:

O fice of Servicemenbers’ G oup Life Insurance
213 Washi ngton Street

Newar k, NJ 07102-2999

Phone: 1-800-419-1473

Upon approval of the application, a certificate will be issued.
Approxi mately 90 days before the end of the 5-year period, you will be
advi sed of your right to renew the policy for an additional 5 years.

Servi ce-Di sabl ed Veterans | nsurance (SDVI)

Vet er ans who are granted a servi ce-connected di sability but are ot herw se
i n good health may apply for Service-Di sabl ed Veterans | nsurance fromVA
for up to $10,000 life insurance coverage at standard insurance rates
within 2 years fromthe date VA notifies the veteran that the disability
has been rat ed as servi ce connected. You must contact VAto establish your
eligibility for this insurance.

Additional information on these insurance prograns should be obtained
directly fromVA or the Ofice of Servicemenbers’ G oup Life Insurance.
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VETERANS EDUCATI ONAL BENEFI T PROGRAMS

NOTE: Any Uni formed Servi ces nenber eligiblefor educati on benefits under
one of the Departnment of Veterans Affairs (VA) educati on prograns has until
10 years fromthe date of separation in which to use those benefits.

aOd d Bill (Chapter 34 of Title 38)

If you originally entered on extended active duty after January 31, 1955,
but before January 1, 1977, you were eligible for educational benefits
under the dd d Bill. If you did not use your educational entitlenent
under the dd d Bill, or if you only used a portion of those benefits
before the program expired on Decenber 31, 1989, you may be eligible to
have t he unused portion of your educational entitlement converted under
provi sions of the Montgomery G Bill.

To be eligible for conversion, you must have:

1. Ent ered on acti ve duty between January 31, 1955 and
January 1, 1977,
2. Been on active duty on October 19, 1984, and served w thout a
break in service through June 30, 1985; and
3. Served 3 years of continuous active duty since June 30, 1985.
If you satisfy these criteria, you will have your remaining benefits

convertedintoeligibility under the Montgonmery G Bill wi thout havingto
make contri buti ons. Under the conversion, youw || beentitledtoone half
of what you woul d have recei ved under the Od @ Bill plus the full maxi mum
mont hly benefit all owabl e under the Montgonery G Bill.

Vet erans Educational Assistance Program (VEAP) (Chapter 32 of Title 38)

If you originally entered on extended active duty fromJanuary 1, 1977
t hr ough June 30, 1985, you were eligiblefor participationinthe Voluntary
Educati onal Assistance Program (VEAP). VEAP is a contributory program
under which the governnment contributes two dollars toward educati onal
benefits for every doll ar contri butedtothe programby the servi ce nenber.

If you contributed the maxinumto the program at the maxi numrate per
mont h, you are entitled to a maxi numnont hly benefit for full-tine student
status. |If you decide that you are not going to use these educati onal
benefits and want a refund of the nonies that you contributed, you nmay
apply directly to VAfor a refund of your contributions. You rmay obtain
a refund application by contacting the regional VA office or DCP at:
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Di vi si on of Conmmi ssi oned Per sonnel
ATTN: Personnel Services Branch
5600 Fi shers Lane, Room 4-36
Rockville, MD 20857-0001

Montgonery G Bill (Chapter 30 of Title 38)

If you entered on active duty after June 30, 1985, you were eligible to
participateinthe Montgomery @ Bill. If youelectedto participate, your
base pay was reduced by $100 per nonth for the first 12 nonths. This is
non refundable. In addition, you had to sign a contract agreeing to stay
on active duty for 24 to 36 nonths.

If you signed a 36-nonth contract, you are entitled to a maxi mumnont hly
benefit for full-tine student status. |If you signed-up for a 24-nonth
contract, but remai ned on active duty for nore than 36 nont hs conti nuously,
you are entitledto a maxi numnont hly benefit for full-tinme student status.
If you signed a 24-nonth contract, and separated prior to conpleting 36
nmont hs of continuous active duty, you are entitled to a maxi mum nont hly
benefit for full-tinme student status.

NOTE: Certain officers who participatedinthe VEAP programand had noney
intheir VEAP accounts on Cctober 9, 1996, were able to convert any unused
educati onal benefitstothe Montgonmery @ Bill and nay al so be el i gi blefor
t he maxi mum benefits under this program

Appl vi ng for Your Educational Benefits

To apply for educational benefits, regardl ess of the programthat you
participated in, you nmust conplete VA Form 22-1990, “Application for
Educati onal Benefits.” The conpl eted application formnust be subm tted,
along with a copy of your PHS “Statenent of Service” to your school or
traininginstitution. The school or traininginstitutionw |l verify your
enrol I ment status andwi || forward your applicationandtheir verification
to the nearest VA regional office. The PHS “Statenent of Service” is
conparable to the formDD 214 which is i ssued by the Arned Forces and i s
frequently requested by the VA

After you have submtted the applicationform VA has sole responsibility
for processing, approving, and payingtheclaim |f you have any questi ons
after subm tting your applicationform you shoul d contact the nearest VA
regi onal office.
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| NDEBTEDNESS TO THE GOVERNMENT

Failure to Conplete Special Pay Contract: |f you are an officer whofails
to conplete the active-duty obligation incurred pursuant to a speci al pay
contract, youw |l beliabletothe Federal governnment for repaynent of an
anount representing the unserved portion of the period for which paynent
has been received, in accordance with HHS regul ati ons. The anmount of the
i ndebt edness will be specified on your separati on personnel order. You
will al so be term nated and deni ed use of, and paynent for, unused annual
| eave and wi | | be divested of all travel and transportation entitlenents,
and your | ast pay check will be wi thheld and applied to the anmount of the
debt .

Failure to Conplete Service OQoligation for Training Qutside HHS: |f you
fail to conplete an active-duty obligation incurred pursuant to
participationin HHS-sponsoredtrainingat non-HHiSfacilities, youw || be
i ndebted to t he Federal governnent for tw ce the amount of tuition, fees,
and ot her traini ng expenses; plus tw ce the ambunt of any conpensation (to
i nclude, but not limted to, pay, allowances, special pays, travel,
transportation, and shipnment of household goods) received by you in
connectionwth the HHS- sponsored trai ni ng. The anobunt of the i ndebt edness
wi || be specifiedonthe personnel order separating you fromactive duty.
In addition, you will be term nated and deni ed use of, and paynent for,
unused annual |eave and will be divested of travel and transportation
entitl ements upon separation, and your final paycheck will be w thhel d and
applied to your debt.

Failure to Fulfill an HHS or National Health Service Corps (NHSC
Scholarship Obligation: If youfail tofulfill an active-duty obligation
i ncurred by acceptance of an HHS or NHSC schol arshi p, youw || be required
to repay an anmount conputed in accordance with applicable |aws and
regulations. In addition, youwll be term nated and deni ed use of, and
paynment for, unused annual |eave and will be divested of travel and
transportation benefits upon separation, and subj ect to havi ng your fi nal
paycheck withheld to satisfy your debt.

Debt Col |l ection: The HHS participates in conputer-nmatching prograns
designed to identify individuals who are in arrears to the governnent in
settling a debt. If you do not make a good faith effort to repay nonies
you owe to the governnent, information about you may be disclosed to a
consumer reporting agency for collection of the debt. This disclosureis
consistent with routine uses expl ai ned under Privacy Act Systens Notice
09- 40- 0010, “Pay, Leave and Att endance Records,” HHS/ PSC/ HRS. | nformati on
about an i ndividual will be disclosedonly tothe extent necessary to take
action on the debt.
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SEPARATI ON TO ACCEPT A A VIL SERVI CE APPO NTMENT

O ficers requesting separationfromactive duty to accept acivil service
appoi nt rent shoul d becone famliar withthe informationcontainedinthis
pamphl et. The foll ow ng contains additional information and i nformation
specific to separating to accept a civil service appointnent:

Separation Wth Under 20 Years of Service Wth Existing Special Pay
Cont r act

Oficers with less than 20 years of service may resign from the
commi ssi oned corps and be appointed to the sanme position under Title 5.

Oficers resigning with |less than 20 years of service and breaking a
speci al pay contract will have their commi ssions termnated and will be
di vest ed of unused | eave and travel and transportation entitlenments. |If

contract repaynent is required, the officer would be indebted to the

governnent in accordance with the provisions specified in the contract.

Separation Wth Under 20 Years of Service Wth No Special Pay Contract
Oficers with less than 20 years of service may resign from the
commi ssi oned corps and be appointed to the sanme position under Title 5.
Oficersresigning with I ess than 20 years of service have no continui ng
post-resignation benefits or entitlenents, and are not eligible for
pl acenent i nthe Corps’ inactivereserve. |f otherwiseeligible, officers
may request paynent for accrued annual |eave, up to the 60 day maxi num
Annual | eave may not be transferred to the civil service.

Unused Annual Leave

O ficers separating to accept acivil service appoi ntment shoul dindicate
on their conpleted formPHS-1373 (Item6, “Reason for Separation”) that
they are converting to anot her Federal personnel system |If thisis the
case, alunmp sumpaynent for unused annual | eave, upto the 60 day maxi num
i s payable. Your |eave cannot be transferred to your credit in the new
posi tion.

To obtain paynent for unused | eave, up to the 60 day maxi nrum the officer
must ensure that his/her formPHS-31, “PHS Comr ssioned Corps Officer’s
Leave Record,” is certified, signed, and dated by the officer’s |eave
mai nt enance cl erk and | eave-granting authority at the ti ne of separation
and forwarded to: Divisionof Conmm ssioned Personnel, ATTN: Transacti ons
and Appli cations Section, PSB, 5600 Fi shers Lane, Room4-20, Rockville, MD
20857-0001.

Term nal Leave

If you wish to take term nal |eave, submt form PHS-1345, *"Request and
Aut hority for Leave of Absence,” to your |eave-granting authority for
approval of all the term nal |eave you plan to take. All termi nal |eave
nmust be approved by your | eave-granting authority before you conpl ete and
subm t formPHS-1373, “Separation of a Conm ssioned Oficer.” 1f you do
not request approval for this |l eave prior tosubmttingformPHS- 1373, you
cannot take any annual |eave between that tine and the date you | eave
active duty (except for bona fide energencies). Any approved term nal
| eave not taken, except for emergencies, will be charged.

I nactive Reserve Corps
If you are requesting appointnment in the inactive reserve corps and pl an
to provide services to any agency of any country other than the United
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States, you should refer to the section of this panphlet entitled

“Conflict of Interest After Separation,” and to | NSTRUCTI ON 1, Subchapter
CC26.9, “Civil Enploynment by a Foreign Governnment of Retired Regul ar and
Reserve Corps O ficers and I nacti ve Reserve Corps O ficers,” of the CCPM

PHS Conmmi ssi oned Corps officers who are in theinactive reserve corps and
who hol d Federal civilian positions are not entitledto “mlitary | eave”
fromtheir civilian position for purposes of recall to active duty for
short tours. Unlikethe Armed Forces, PHSi nactive reserve corps officers
may not retain their civilian appointnent when called to active duty for
short tours. Therefore, an inactive reserve corps officer must resign
his/her civilian appointnent if called to active duty with the PHS
Conmmi ssi oned Cor ps.

Di vest nent of Travel Entitlenent and Unused Leave

1. You wi || be divested of paynent for, and deni ed use of, your unused
annual |eave if your formPHS-1373 is not received in DCP at | east
30 days prior tothe |l ast day that you are physically present at your
duty station.*

2. You wi || be divested of paynent for, and deni ed use of, your unused
annual l|leave if you voluntarily separate from active duty before
conpl etion of 12 nonths of active duty.*

3. You will be divested of all travel entitlenments for you and your
dependents and of paynent for shipment of household goods if you
separate fromactive duty before conpl etion of 24 nonths of active
duty. **

4. You wi || be di vested of paynent for, and deni ed use of, your unused
annual | eave*, and you will be divested of all travel entitlenents
for you and your dependents and of paynent for shi pment of househol d
goods, if:

a. You separate fromacti ve duty before conpl eti ng any acti ve-duty
obl i gation; or

b. You do not conplete the agreed to period of service under a
speci al pay contract.
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Fi nal Payroll Paynment

Your |ast month’s payroll and lunmp sum | eave paynent must be directly
depositedto afinancial institution. FormSF-1199A, “Direct Deposit Sign-
Up Form ” must be conpl eted and sent to the Conpensati on Branch, DCP, if
you wi | | be designating adifferent financial institutionthanthe onethe
Conpensati on Branch, DCP, currently has on file for you. If you do not
designate a different financial institution, your final payroll and | unp
suml| eave paynent will be directly deposited to the financial institution
t he Conpensati on Branch, DCP, currently has on file for you.

*If you are divested of unused annual |eave, you may not take or be granted
term nal | eave. |If your | eave-granting authority approves term nal | eave w t hout
knowi ng that you are to be di vested, and you have departed your | ast duty station
on termnal |eave, you will be ordered back to duty for the bal ance of your tine.
If you fail to report back to duty, you will be placed in Absence Wthout Leave
(AWDL) status. Wiile in AWOL status, you forfeit all pay and al | owances, you are
not eligible for health care or disability benefits, and you wll not be
rei mbursed for any travel and shipping costs. In addition, the time in ANMOL does
not count toward conpl etion of an active-duty obligation. Therefore, it is your
responsibility to know the reasons for which you may be divested of your
entitlenments and whet her one of these reasons applies in your case.

** Chapter 7, Part S, Paragraph U7654, Joint Federal Travel Regul ations.

34



| NTER- SERVI CE TRANSFERS

The policies and procedures relatedto aninter-service transfer are very
different from those to be used by an officer who resigns his/her
commi ssi on as a PHS Commi ssi oned Corps of fi cer to accept a newappoi nt ment
with another Uniforned Service. Therefore, you must understand the
di stinction between these two separate actions inorder to ensurethat you
follow the correct procedure.

If you are resigning your conmm ssion as a PHS conm ssioned officer to
accept a new appointnent in one of the other Unifornmed Services (Arny,
Navy, Air Force, Marine Corps, Coast Guard, or National Cceanic and
At nospheric Adm nistration Corps), you should follow the procedures
outlined in this panphlet.

If you are transferring as a PHS comm ssi oned officer to a position as a
conm ssi oned of ficer with one of the other Uni forned Servi ces, do not use
thi s panphlet. Oficers acceptinginter-servicetransfers shouldread and
followthe instructions set forth in I NSTRUCTI ON 5, Subchapter CC23. 3,
“Inter-Service Transfers of Commi ssioned Oficers,” of the CCPM You may
obtain a copy of this INSTRUCTI ON fromthe nearest adm nistrative office
that mai ntains a CCPM by contacti ng your Commi ssi oned Cor ps Li ai son, or
fromthe DCP web site at <http://dcp. psc. gov>.
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