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Section A Purpose and Scope
1. This INSTRUCTION contains a current list of the contents of applicant
packets (Exhibit 1), and a current list of Comr ssioned Corps Personnel
Manual (CCPM information panphlets (Exhibit 11) available to all PHS
agencies, their conponent prograns, and PHS Regional Ofices. Thi s
I NSTRUCTION also sets forth the correct nethod for requesting these
mat eri al s. It should be noted that recruitment materials are available
t hrough the recruitnment program (see B. 1., below).
2. The list of CCPM information panphlets (See Exhibit I1) includes titles,

publicati on nunbers, and the | atest revision dates. Wen new panphlets are
added or old ones revised, addressees on the nmanagenent and adm nistrative
audi ence mail key will be notified (See |INSTRUCTION 6, Subchapter CC11,
"System for Distribution of Conm ssioned Corps Printed Materials," of this
Manual ). I ndividual officers receive CCPM Panphlet No. 62, "Commi ssioned
O ficer's Handbook," CCPM Panmphlet No. 61, "Information on Uniforms," and
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CCPM Panphl et No. 11, "Information on Shipnment of Household Goods," upon
call to active duty. O her material s/panphlets are furnished to officers as
needed. All materials are available for review in adninistrative offices.
PHS agenci es, their component prograns, and PHS Regional O fices hol ding
ol der editions should submit requests for current materials. O der editions
shoul d be destroyed.

Section B. Requesting Mterials

1. Individual requests for recruitnment materials, general duty or Comm ssioned
O ficer Student Trai ning and Extern Program (COSTEP) applicant packets shal
be addressed to PHS Recruitment, 8201 Greensboro Drive, Suite 600, MLean
VA 22102.

2. Requests for supplies of applicant packets, any information panphlet(s) or
recruitnent materials, by adm nistrative officers, personnel officers, and
simlar officials nmust be subnitted for approval on form PHS-6268, "Printed
Matter Order Form" in triplicate (See Exhibit I111) to the Distribution
Control Officer, Division of Conm ssioned Personnel (DCP), Ofice of the
Sur geon General, Room4-35, Parklawn Buil di ng, 5600 Fi shers Lane, Rockville,
MD  20857. Upon approval by the Distribution Control Oficer, DCP will
forward the request to the Publications Distribution Center for shipnment
directly to the requester.

3. If the request for supplies of general duty or COSTEP applicant packets or
any panphlet(s) requires delivery of materials to multiple addressees, the
conpl eted form PHS- 6268 nust be received in DCP 30 to 60 days in advance of
the date needed. The address portion of form PHS-6268 nmust be conplete to
ensure tinely and accurate delivery.
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1 copy
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2 copies
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1 copy
1 copy
1 copy
1 copy

1 copy
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EXH BIT |

CONTENTS OF GENERAL DUTY APPLI CANT PACKET

Letter (containinginstructions for subnitting application materials)
addressed: "To Applicants for Appointment in the Comni ssioned Corps
of the Public Health Service" signed by the Director, Division of
Commi ssi oned Personnel, Ofice of the Surgeon Cenera

Form PHS-50 (Rev. 6/91), "Application for Appointnent as a
Conmi ssioned Officer in the U S. Public Health Service"

Form PHS- 1813 (Rev. 6/91), "Reference Request for Applicants to the
U.S. Public Health Service"

SF-85 (Rev. 12/90), "Questionnaire for Non-Sensitive Positions"
SF-86A (Rev. 12/90), "Continuation Sheet for Questionnaires SF-86
SF- 85P, SF- 85"

SF-87 (Rev. 4/84), "U S. Ofice of Personnel Managenent Fingerprint
Chart"

Letter-size return envel opes pre-addressed to Chief, Transacti ons and
Appl i cations Branch, DCP/ OSG

CONTENTS OF COSTEP APPLI CANT PACKET

Letter (containinginstructions for subnitting application materials)
addr essed: "To Applicants for Appointnment in the Conmi ssioned
O ficer Student Training and Extern Program (COSTEP) of the Public
Heal th Service" signed by the Director, Division of Conm ssioned
Personnel, O fice of the Surgeon Genera

Form PHS-50 (Rev. 6/91), "Application for Appointnent as a
Conmmi ssioned Officer in the U S. Public Health Service"

Form PHS- 1813 (Rev. 6/91), "Reference Request for Applicants to the
U S. Public Health Service"

SF-92 (Rev. 10/74), "Report of Medical History"

Instructions for conpletion of SF-93, "Report of Medical History"
Form PHS-5144 (Rev. 10/91), "COSTEP Control Record"

Form PHS-5141 (Rev. 12/78), "PHS Conmnm ssioned Corps Appoi ntment
Affidavit"

SF-87 (Rev. 4/84), "U S. Ofice of Personnel Managenent Fi ngerprint
Chart"

Letter-size return envel opes pre-addressed to Chief, Transacti ons and
Appl i cations Branch, DCP/ 0OSG
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Panphl et
Nunber
1/ CCPM 1
CCPM 11
2/ CCPM 24
CCPM 32
CCPM 51
3/ CCPM 56
4/ CCPM 58
5/ CCPM 61
6/ CCPM 62
CCPM 63
1/ CCPM 1
2/ CCPM 24
3/ CCPM 56
4 CCPM 58
5 CCON 61
6/ CCPM 62

EXH BIT I

LI ST OF | NFORMATI ON PAMPHLETS

Title

Commi ssi oned OFficer Roster and

Pronmotion Seniority
I nformati on on Shi pnent of Househol d Goods

I nformati on on Conmi ssioned Officers
Reti renment

I nformati on on Separation
Informati on on Tenporary Duty Trave

Overseas Duty Cuide

A Supervisor's Guide to the Commi ssi oned
Cor ps Personnel System

I nformati on on Uniforns
Commi ssioned Officer's Handbook

I nformati on on Conmm ssi oned Officer
Survivors Benefits

is mailed annually by DCP to individua
is maintained by the DCP Retirenment Specialist
and is intended only for
is sent to officers along with their
orders to serve overseas.

may be obtained from Agency Liaison officials.
is included in each officer's cal
is included in each officer's cal
addi ti onal

per sonne

Lat est
Revi si on _Dat e

of ficers.

to duty packet.
to duty packet and
copi es may be obtai ned from Agency Liaison Oficials.

January 1991

April 1991

July 1991

November 1990
July 1991

Sept enber
1990

May 1990

Decenmber 1990
May 1990

Sept enber
1990

of ficers nearing retirenent.
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cC23.1 PERSONNEL INSTRUCTION 5 CCPM INFORMATIONAL MATERIALS PAGE 5
EXHIBIT II11
FORM PHS-6268, "PRINTED MATTER ORDER FORM
SHIP TO: (QIVE COMPLETE ADDRESS PLEASE)
FORMS AND PUBLICATIONS DISTRIBUTION CENTER
PRINTED MATTER ORDER FORM
DATE OF ORDER: ‘ CUSTOMER NO:
I
MARK BOX BELOW EOR KIND OF MATERIAL REQUESTED | REQUESTED BY: TELEPMONE NO.
(ONE KIND ONLY PER ORDERE
O _ronus APPROVED BY: DATE
O emERGENCY REGUIREMENTS )
[ SEM-ANNUAL REPLENISHMENT prerermrym— Pye™
O JANAULYCYCLE O APRIIOCT. CYCLE
O pusucaTions APPROVED BY: DATE
[J mANUAL ISSUANCES {TO BE COMPLETED BY DISTRIBUTION CENTER PERSONNEL)
[J commissioNED corPS MATERALS COMPUTER ENTRY DATE ORDER NO. ENTERED BY
ITEM NUMBER DESCRIPTION OR TITLE QUANTITY UNIT OF ISSUE *
| ] l
| | |
i { |
1 | !
| | |
| | ]
H ] }
{ | ]
| | |
] | ]
1 ] ]
1 | l
1 ] |
| | |
| i ]
1 ] ]
PHE-S308 Rav. W84 3 . : V7
S O s i hiats Hecatse Farron S onTities vady I8 not & unit Page’ o
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EXHIBIT 111 (continued)

FORM PHS—62&8, '"PRINTED MATTER ORDER FORM ~ CONTINUATION SHEET"

P

FORMS AND PURLICATIONS DISTRIBUTION CENTER
FHINTED MATTER ORDER FORM (Continuation Sheet)
ITEM NUMBER? OEBCAIPTION OR TITLE QUANTITY UNIT OF ISSUE"

i { |

{ ] i

| 1 ]

| | i

¥ | ]
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