Manual : Personne
Chapter Series CC--Comm ssioned Corps Personnel Manua
Part 2--Conmm ssioned Corps Personnel Adm nistration

DEPARTMENT OF HEALTH AND HUMAN SERVI CES
Public Health Service

Chapter CC22--Pay and Al |l owances Adm nistration
Subchapt er CC22. 4-- Al | owances
Per sonnel | NSTRUCTI ON 5-- Advance Station Housing All owance

CONTENTS
Section Subj ect Page
A Purpose and Scope............ . 1
B. Aut hority. . 1
C. General Provisions............. ..., 2
D. Liquidation of Advance.............. ... . ... 3
Exhi bit | Form PHS- 6186, "Request for Advance of Station
Housing Al lowance". .......... . .. .. 5

Section A. Pur pose and Scope

Thi s | NSTRUCTI ON pr ovi des i nfornmati on concerni ng the condi ti ons under whi ch a PHS
commi ssi oned of ficer may recei ve an advance of hi s/ her station housing all owance
(SHA). The purpose of this advance is to assist an officer in defrayi ng housing
costs which exceed one nonth's basic all owance for quarters (BAQ. Infornmation
on SHA is contained in Subchapter CC22.4, |INSTRUCTION 2, of this Manual

I nformati on concerni ng advance paynent of an officer's basic pay is contained in
Subchapter CC22.1, |INSTRUCTION 2, of this Manual

Section B. Authority

Thi s | NSTRUCTI ON i npl erent s t he authority for advance paynent of an officer's SHA
as authorized in Joint Travel Regul ations of the Unifornmed Services (JTR), par
ML100- 6.
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Section C. Ceneral Provisions

1. Eligibility. A PHS conmi ssioned officer may receive an advance of SHA at
any time, provided the officer is:

a. Stationed at a permanent duty station (PDS) outside the continental
United States (OUTCONUS); and

b. Not occupying Governnent quarters and is entitled to receive an SHA;
and
c. Payi ng rent and/or security deposits and/or initial expenses incident

to occupyi ng econony housing in anounts in excess of one nonth's BAQ

2. Requests for Advance. Requests for an advance of SHA nmust be made on Form
PHS- 6186, "Request for Advance of Station Housing Allowance" (see Exhibit
), and subnmitted to the address specified in Section C. 3., below Al
requests are subject to approval by the Director, Comnr ssioned Personnel
Operations Division (CPOD), Ofice of Personnel Management (OPM, O fice of
Managenment (OM, PHS.

3. Address of Conpensation and Benefits Branch (CBB), CPOD. Conpleted Form
PHS- 6186 should be forwarded to CBB, CPOD, at the follow ng office:

ATTN. ADVANCE PAY

Conpensati on and Benefits Branch/ PA
Commi ssi oned Personnel Operations Division
O fice of Personnel Managenent

O fice of Managenent, PHS

Room 4-50, Parkl awn Buil di ng

5600 Fi shers Lane

Rockville, Maryland 20857

4. Amount of Advance. The ampunt to be advanced will be determined on the
basi s of antici pated expenses and the SHA rates prescribed for the officer's
duty station in Appendixes A and B of the JTR For purposes of this
I NSTRUCTI ON, anti ci pated expenses include the foll ow ng:

a. Advance rent;
b. Security deposits; and

c. Initial expenses incident to occupying econony housing (e.g.,
el ectrical apparatus designed to convert foreign electrical current for
use with personal electrical equiprment). Not included in this category
are itens of an unnecessary nature (e.g., television sets for use with
forei gn broadcasts).
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An SHA advance nmmy be authorized in an ampbunt not to exceed the total of 12
nmont hs' SHA expected to be accrued by the officer at the OUTCONUS duty
station. The total advance may not, however, exceed the anticipated SHA
accruable for the officer's tour of duty at the overseas | ocation.

5. Miltiple Advances. |If an officer requests an SHA advance before a previous
SHA advance has been fully liquidated, the proceeds of such an advance, if
approved, will be applied first to liquidate the outstanding amount of the
previ ous SHA advance. |If the proceeds are not sufficient to |iquidate the
out st andi ng bal ance of the previous SHA advance, the request will not be
approved.

6. Docunentation. Before an advance can be authorized by the Director, CPOD
the officer must submit to CBB, CPOD, docunents verifying that the rent
and/or security deposits and/or initial expenses incident to occupying
econony housi ng exceed one nonth's BAQ These docunents shoul d be forwarded
to CBB, CPOD, at the address indicated in Section C. 3., above. Docunents

that will satisfy this requirenment include the follow ng:
a. Rent al receipts;

b. Si gned | ease agreenents; and

c. Recei pts or price quotations on initial expense itens.

In circunmstances where the officer needs an immediate SHA advance, the
officer may request the appropriate official at the nearest unifornmed
services facility to certify to CBB, CPOD, by telegram or other
communi cation, that he/she is eligible for an SHA advance and that the above
docunent ati on has been submitted. Upon receipt of this verification, the
Director, CPOD, may authorize the SHA advance.

7. Subm ssion of FormPHS-1373. An SHA advance will not be nade if the officer
has submitted to CPOD a Form PHS-1373, "Separation of a Conm ssioned
Oficer."

8. Expiration of Current Tour of Active Duty. When an officer's current tour
of active duty will expire before an advance can be liquidated i n accordance
with the provisions of this |INSTRUCTION, no SHA advance wi |l be nade.

Section D. Liqguidation of Advance

1. Rate of Liquidation. The advance will be liquidated in approximtely the
same nunber of nonths that the advanced anmobunt woul d have been earned (based
on the rates in effect at the tinme the advance was approved). |n no event

shall the repaynent extend beyond 12 nonthly deductions from subsequently
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i ssued pay and all owances. The officer may request on Form PHS-6186 a
specific nonthly repaynent anmount that is greater (i.e., an accelerated
payback rate) than the anpunt that would be normally |iquidated (i.e.

standard payback rate). However, requests for payback rates which are | ess

than the standard payback rate descri bed above will not be approved and the
standard rate will be deducted.
2. Liquidation of Advance. If the net ampunt of an officer's pay and

al l omances is insufficient to Iiquidate the SHA advance within the payback
period, one or nore of the officer's voluntary allotnments (e.g., savings,
commercial |ife insurance, dependent allotnments) wll be reduced as
necessary until the advance paynment is |iquidated.

3. lnitial Collection Date. Normal ly, collection will begin with the first
paycheck issued after payment of the advance is mmde.

4. Postponenent of Collection. In certain circunmstances, collection action my
be postponed for not nore than three nonths after the advance is made. A
written request by the officer justifying the postponenment of collection
nmust be submitted to and approved by the Director, CPOD

5. Oficer Remnins on Active Duty. When orders effecting a permanent change of
station are revoked, or when the officer occupies Governnent quarters, the
officer will be liable to the Federal Government for the wunliquidated
portion of the advanced paynent. In such cases, the officer will be
responsi ble for the paynment of the full anpunt of the unliquidated portion

6. Death or Separation of Officer. |If an officer dies or is separated prior to
the liquidation of the SHA advanced to the officer before his/her death or
separation, the amount of the unliquidated portion shall be a debt due by
that person, or in the case of an officer's death, his/her estate, to the
Federal Governnent. To alleviate this indebtedness, the officer's final pay
and al l owances will be held and applied toward this indebtedness. Under
Department of the Treasury regulations, |late charges may be assessed for
| at e paynment of renmining anmounts due the Federal Government.
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EXHIBIT I
FORM PHS-6186, '"REQUEST FOR ADVANCE
OF STATION HOUSING ALLOWANGE"

REQUEST FOR ADVANCE OF STATION HOUSING ALLOWANCE

Before completing this form read the instructions on the back, including the Privacy Act statement.

Information concerning the conditions under which PHS commissioned officers may be advanced station housing
allowance (SHA) and the payback rates to be used in liquidating an advance are contained in Subchapter CC22.4,
INSTRUCTION 5, of the Commissioned Corps Personnel Manual (CCPM). For an advance of basic pay for permanent
change of station, temporary duty at 3 distant station, or to dependents or evacuated, see Subchapter CC22.1,
INSTRUCTION 2, of the CCPM.

Failure to complete this form in accordance with the instructions may del rocessing of your request.

Forward completed Form PHS-6186 to the following address: ATTN:\ADV AY,SQmpensation and Benefits
Branch, CPOD/OPM/OM, Room 4-50, Parklawn, Bldg., 5600 Fishers Lane, i n@ 20857.

E
eg M
OFFICER IDENTIFIGATION N, /

-

el LU UL LU L1 L LRIINL AN L L)L

Current Permanent Duty Station:

Q&%%m EREREENENE

LN ] _

AN

ADVANCRQF STATJON BQUSING ALLOWANCE

—
.

~

had

R

S.

Enter amount of SHA requested: §\ \ \>
)

Duty station where | will earn

entitlement to the requested SHA: \\ -~
N\

Duty tour at above station m<
Payback nter@
VN
S '\, Liquidated in approximately the same number of months that the advanced

//> amount would have been earned. In no event shail the repayment extend
—~— beyond twelve monthly deductions.
Accelerated [enter amount] This amount must be greater than the

standard payback rate.

A copy of my PCS orders to this station. personnel order number
rent, security Jeposit. and/or initial expenses must be attached).

, 13 attacned. { Documents substantiating

Otficer’s Signature Date

Form PHS-6186 «1.81)
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EXHIBIT I continued

DEPARTMENT OF HEALTH AND HUMAN SERVICES
Public Health Service
Rockville, Maryland 20857

Privacy Act Notice for PHS Commissioned Corps Request of Station Housing Allowance (SHA)
Records System: PHS Commissioned Corps Persoanel Data System (09-37-0002).

Genoraf: This information is provided pursuant to the Privacy Act of 1974 (Public Law 93-579) for PHS commissioned officers requesting an
advance of SHA.

Authority for Collection of Iafermatien: 37 U.S.C. 1006, 42 U.5.C. 202 et seq. (PHS Act Sec. 201 et seq.) Executive Order 9397.

Purposes and Uses: The purposes for cotlecting the information contained on the above mentioned form are to determine your eligibiiity for
advance of SHA and 10 accurately effectuste payment when you request an advance of SHA. These records, or information therefrom, may also be
provided to other Federal agencias covering PHS commissioned officers assigned (o thoss agencies. The information may be used for budgetary and
oversight purposes and/ or collection of statistical data for reports to other Federal agencies and the Congress. [t may aiso be used for other lawful
purposes including law enforcement and litigation.

Information Regardiag Disciosure of Your Secial Secwrity Number (SSN): Disclosure of the SSN is mandatory under provisions of the Social
Security Act, since PHS osficars are under Social Security *‘coverage employment’” and taxss must be withheld from their saiaries. The SSN is aiso
usad as an identifier throughous an officer’s career. It is used primarily to identify an officer’s personnel. ieave, and pay records and to relase ons (o
the other. The SSN is aiso used in connection with lawful requests from PHS for information from former empioyers, educational institutions, and
financial or other organizations. The information gathered through the use of the number will be used only as necsssary in personnel administration
processes carried out in accordance with established reguiations and published notices of systems of records. The use of the SSN is made necessary
because of the large number of present and formaer active, inactive and retired officers and applicants who have identical names and birth dates, and
whose identities can only be distinguished by the SSN.

E£ffest of Nowdiscissurs: Aithough all of the information, except the SSN, is voluntarily furnished, failure 10 supply compiete and accurate
information may result in delays and/or errors in determimng eligibility and, therefore, resuit in iats payment or noapayment, or be cause for
refund of pay if you recsive an advance based on etroneous information. All statements are subject (0 vetification.

INSTRUCTIONS FOR FORM PHS-6186
GENERAL INSTRUCTIONS

This form is (0 be used to request an advance of SHA.

Compiete the *OFFICER IDENTIFICATION' information at the top of the form and the appropriate items.

[nformarion concerning the conditions under wiich PHS commissioned officers may be advanced SHA and the payback :ates (o be used :n
liqudating an advance are contaned in Subchapter CC22.4, INSTRUCTTON £, of the CCPM. For an advance of basic pay {or permanent
change of station, temporary duty at a distant station, or 1o dependents ordered evacuated, see Subchapter CC22. 1, INSTRUCTION 2, of the
CCPM.

4. If vou do not choose the acceferated payback rate, the standard rate will be used.

§ All requests supject (0 ApprOVaL.

Lo 2 —
DX S

SPECIFIC INSTRUCTIONS

1. Caiculate amount of SHA advance needed by adding advance rent payments, secunty deposits, angd necessary instial expenses. [f this amount
2xceeds one month’s BAQ 0 whict you are entstied, you may request advance SHA.

2. Enter :he amount in stem 1. Compiete items 2, 3, 4, and $. Sign and date.
3. Attach coptes of PCS orders 10 overseas stalon and documents :0 sudSIantate amount requested. 3ubmu completed iorm (0 tne aadress
scecified on the front of thus form.
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