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Section A. Pur pose and Scope

1. This | NSTRUCTION prescribes the policies and procedures, and assigns
responsibilities pertinent to call to active duty (CAD) of officers in the
Public Health Service (PHS) Conm ssioned Corps on nedical, program and
license limted tours of duty.
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2. This | NSTRUCTI ON establishes guidelines for the use of Form PHS-1662,
"Request for Personnel Action" to request the CAD of an applicant and the
extension of or renmoval of a programlimted tour of duty on an officer;
Form PHS- 6351, "Limted Tour of Duty Statenent of Understanding"; and Form
PHS- 1373, "Separation of Conm ssioned Officer" to request the separation of
an officer fromactive duty.

3. Thi s | NSTRUCTI ON does not apply to:

a. A CAD for a short tour (see Section C(2), below, for definition). This
i ncludes short tours of duty under the Junior Conm ssioned Oficer
St udent Trai ni ng and Extern Program (JRCOSTEP) (see Conmi ssi oned Cor ps
Per sonnel Manual (CCPM, | NSTRUCTION 4, Subchapter CC25.2), and the CAD
of an inactive reserve corps officer with his/her consent, when there
is a need for his/her professional specialty by a Departnent of Health
and Human (HHS) program as part of the normal activities of HHS (see
I NSTRUCTI ON |, Subchapter CC23.0, "PHS Inactive Reserve Corps"). For
policy and procedures relative to other short tours of active duty, see
I NSTRUCTI ON 9, Subchapter CC23.5, "Short Tours of Active Duty"; and

b. The recall to active duty of aretired officer with his/her consent for
a specified period of time with an option for extension (see
I NSTRUCTI ON 3, Subchapter CC23.5, "Recall of Retired Officers to Active

Duty").
c. Extramural training prograns are excluded fromlimted tours of duty.
4, O ficers already on active duty cannot be placed on limted tours of duty.

Section B. Authority

1. The authority to establish policy and procedure for the call to duty of
officers in PHS is prescribed in 42 USC 204. The authority to adm nister
the PHS Conmi ssioned Corps is prescribed in 42 U S.C. 216. The authority
for daily adm nistration of the PHS Commi ssi oned Corps has been del egat ed
to the Director, Division of Comm ssioned Personnel (DCP), Human Resources
Service (HRS), Program Support Center (PSC).

2. Section 207(a)(2) of the PHS Act (42 U.S.C. 209(a)(2)) specifies that com
m ssions of reserve corps officers may be terminated at any time as the
President may direct. Section 2I5(a) of the PHS Act (42 U S.C. 216(a))
provi des authority for the President to prescribe regul ations that term nate
t he conmi ssions of PHS comm ssioned of ficers.
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Regul ati ons contained in INSTRUCTION |, Subchapter CC43.7, "Separation of
Officers in the Regul ar and Reserve Corps Wthout Consent of the Oficers
I nvol ved, " provide authority to terminate the conm ssion of a reserve corps
officer who is CAD for a specified period of tine.

Section C. Definitions

Limted Tour of Duty. A CAD of a reserve corps officer by a personnel order
which limts the tour of active duty to a specified period of tinme based
upon specific circunstances as described in Section D. of this | NSTRUCTI ON.

2. Short Tour of Duty. A CAD of an officer fromthe inactive reserve for a
continuous period not to exceed 120 days, the begi nning and terninal dates
of which are specified in the CAD personnel order.

Section D. Limited Tours

1. Ceneral

a. Under circunstances descri bed bel ow, a reserve corps officer may be CAD
by a personnel order which specifies particular conditions that
prescribe the length of the tour of active duty. THE LIM TATION WTH
THE SHORTEST DURATI ON OF TI ME W LL TAKE PRECEDENCE.

b. Form PHS-1662 (Exhibit I) will be used to request, anmend, extend, or
renmove programlinmted tours of duty.

2. Medical Linmited Tour. A candidate who does not neet physical standards for
extended active duty in the PHS Commi ssioned Corps, but who is otherw se
qualified, may be offered an appointnment and CAD for a limted period with
or without an option for extension. Such tours will be for a period of 1,
2, 3, or 4 years. 4-Year nedical limted tours may be granted only to
medi cal and nurse officers when shorter period would interfere with speci al
pay contracts available to officers in those categories. See | NSTRUCTI ON
6, Subchapter CC23.3, "Exception to Medical Requirenents for Linmited Tours
of Active Duty in Reserve Corps."

Medical limted tours can be term nated before the specific end-date of the
limted tour of duty, as specified on the CAD personnel order, in certain
circunstances. Medical limted tours will not be extended beyond 6 years
fromthe | ast CAD date. Medical limted tours will be extended only if the
officer still neets nedical Iinmted tour physical standards.
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After separation, should the candidate be found later to neet physical
standards for career appointnent, the previous limted tour of duty would
create no obligation to retroactive benefits of any ki nd.

3. License Limted Tour. A candidate who does not neet the |icensure
requi renent for extended active duty in the PHS Conmm ssi oned Corps, but who
is otherwise qualified, my be CAD for a limted period. See |NSTRUCTI ON
4, Subchapter CC23.3, "Appointnment Standards and Appoi nt nent Boards."

Evi dence of licensure is required for removal of the limtation and
retention in the PHS Comn ssioned Corps. See | NSTRUCTI ON 4, Subchapter
CC26.1, "Professional Licensure/Certification Requirements for Health Care
Providers in the Public Health Service."

4. Program Li m ted Tours

a. All  National Health Service Corps (NHSC) scholarship recipients
assigned to NHSC wil | be placed on tours of active duty for the period
of obligated service unless there are extenuating health or program
limting conditions which take precedence.

b. Participants in the Clinical or Research Associate program both
i ntramural and extranural, administered by the National Institutes of
Health (NIH) and the Food and Drug Admi nistration for their prograns,
or those of other conponents of HHS, who are placed in appropriate
entry level billets, nmay be placed on initial limted tours of active
duty of not less than 2 years. The linmted tour period may be extended
in increments of not less than 1 year or nore, except that the limted
tour end-date will not be extended beyond a date 10 years after the
date the officer is initially CAD as a Clinical or Research Associ ate.
Any extension requests nust be forwarded to DCP for approval.

O ficers who are CAD and placed into a tenure track billet, my be
placed on initial limted tours of active duty of not |less than 2
years. The limted tour period may be extended in increnents of not
less than 1 year or nore, except that the linited tour end-date wll
not be extended beyond a date 6 years after the npbst recent date the
of ficer was CAD. Any extension requests nust be nade by the Operating
Di vision (OPDIV) or Program using Form PHS-1662, and approved by the
Director, DCP.

c. Participants in the Epidemc Intelligence Service (EI'S) programand/ or
t he PHS Epi dem ol ogy Trai ni ng/ Experi ence program who are appointed in
the PHS Conmi ssioned Corps, will be CAD on tours linmted to a period
specified for participation in the program but tours will not exceed
3 years.
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d. Participants in any intranmural postdoctoral residency or fellowship
program adni ni stered by NIH, who are appointed in the PHS Conm ssi oned
Corps, will be CAD on programlinmted tours and will be placed on an
initial limted tour of active duty of not less than 2 years. The
limted tour period nmay be extended in increnments of not less than 1
year or nore, except that the limted tour end-date will not be
extended beyond the expected duration of the residency or fellowship
program An extension request nust be nade by NI H using FormPHS- 1662,
and approved by the Director, DCP

Any officer participating in an intramural postdoctoral residency or
fell owshi p program which has an extramural sequence in excess of 30
days, nust sign a training agreement and be on a tour of active duty
that fulfill the long-termtraining obligation. (See Section E, item
3 of INSTRUCTI ON 3, Subchapter CC25.2, "Intranural Residency Training
Programs," of this nanual.)

Section E. Policy

1. The commi ssion of a reserve corps of ficer CAD under the terns of a personnel
order which linmts the tour of active duty to a specified period of tine,
may be term nated without cause on the terminal date of the stipulated
peri od.

An officer, upon request and recommendati on of officials of the OPDIV or
Programto which he/she is assigned, may be separated from active duty and
placed in inactive reserve status if the Director, DCP, determ nes that
there nmay be a need in the future to call the officer to active duty.

2. The first 3 years of any tour of duty shall be a probationary period as
specified by regulations prescribed in INSTRUCTION 1, Subchapter CC43.7,
"Separation of Officers in the Regul ar and Reserve Corps Wthout Consent of
the Officers Involved," and policies and procedures set forth in | NSTRUCTI ON
1, Subchapter CC23.7, "Involuntary Separation During the Probationary Peri od
Served by O ficers on Active Duty in the Reserve Corps."

3. During the first 3-year period of his/her tour, an officer is in
probationary status and, while in that status, his/her conm ssion as an
officer in the PHS Comm ssi oned Corps nay be terninated, or the officer may
be placed in inactive reserve status in accordance with policies and
procedures established by DCP

4, An officer who conpletes a limted tour of active duty, as provided under
this I NSTRUCTI ON, nmay becone eligible for continued active duty if, during
hi s/ her period of limted service:
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he/she nmeets all nmedical and professional criteria required for
extended active duty in the PHS Conm ssi oned Cor ps;

the OPDIV or Programto which the officer is assigned, requests such
change in status in the case of programlimted tours; and

final approval is given by the Director, DCP. Approval of nmedical
limted tours and extensions of nedical limted tours is done in
consultation with the Medical Evaluation Staff in the Medical Affairs
Branch (MAB), DCP.

Section F. Responsibilities

1. OPDI V _or Program

a.

Upon sel ecting an applicant being considered for active duty, the OPDIV
or Programwi ||l counsel hinmher, at the tinme of recruitment, regarding
their program linmted tour requirenments, and their options to end,
extend, or renove the program

The OPDIV or Programis responsible for conpleting an officer’s annual

Commi ssioned Officers' Effectiveness Report (COER) (Form PHS-838), and
Status Report on Conm ssioned Corps O ficers During Probation (Form
PHS- 6385) . The OPDIV or Program enploying the officer will review
hi s/ her performance at the end of 2 years to deci de whet her the officer

is to be recommended for continuation in that OPDIV or Program and in
t he PHS Conmi ssi oned Cor ps.

If there is a reconmendation for separation of an officer during the
probati onary period, the OPDIV or Program nust contact the Adverse
Actions O ficer in the Ofice of the Director, DCP, as soon as the

decision to recommend separation is nade. If the OPDIV or Program
deternmines that the officer is not suited for continuing assignnment in
the OPDIV or Program they will make contact with the Oficer

Devel opnent Branch (0ODB), DCP, for placenent consideration, as
appropriate.

It is the responsibility of the OPDIV or Programinitiating a CAD on a
programlinmted tour, to submt FormPHS-1662 to request the anmendment,
extension, or renoval of the programlimted tour of duty.

OPDIV or Programofficials are also responsible for tinmely processing
of Form PHS- 1662 to request extensions, reassignnents, etc. Personnel
orders will not be amended wi thout such requests from the OPDIV or
Programconcerned. Form PHS-1662 nust be received in DCP at |east 20
days prior to the effective date of the requested action.
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In the absence of a tinely official request for personnel action, the
officer will be separated fromactive duty on the date specified on the
personnel order which called the officer to the limted tour of active
duty. It is mndatory that the tinmeframes specified in this
| NSTRUCTI ON be strictly observed by OPDIV or Program officials.

All authorized travel and term nal |eave nust be conpleted by that
separation date. Notwi thstandi ng the above, this does not relieve the
officer or the programfromthe necessity of submitting Form PHS-1373
(Exhibit 111) when separation is indicated.

When separation is indicated, it is the responsibility of the OPDIV or
Programto advise the officer to conpl ete FormPHS-1373 and forward t he
top copy of the Formto DCP a mini mum of 30 days prior to the officer's
| ast day physically present at his/her duty station.

In the event that the officer declines to submt FormPHS-1373 prior to
termnation of his/her limted tour of duty, it is the OPDIV s or
Programis responsibility to submit Form PHS-1373 on the officer’s
behal f, and to so notify the officer by sending hinmher a copy of the
subm tted Form In such cases, in order to ensure that the officer
receives full separation entitlenments, the OPDIV or Programnust submit
an accurate and conpleted Form PHS-1373, and shoul d make sure that the
Formis received in DCP at |east 30 days prior to the officer’s |ast
day physically present at his/her duty station. All routine separation
requirenents will be applied and will not be waived.

2. Oficer

a.

Prior tothe time of CADfor alinmted tour of active duty, the officer
nmust sign a statenent furnished by DCP which will acknow edge that the
of ficer understands the conditions under which he/she has agreed to
serve in the PHS Conmi ssioned Corps. See Exhibit Il, Form PHS-6351,
"Limted Tour of Duty Statenent of Understanding."

Officers who wish to remain on active duty, are responsible for
supplying DCP with the required docunentation. To renmove a license
limted tour of duty, the officer nust subnmt a photocopy of a valid,
current, license/registration/certification to ODB, DCP. To renobve or
request extension of medical limted tour, the necessary nedical
i nformati on nmust be submitted to the Medical Evaluation Staff, MAB,
DCP.

O ficers separating fromPHS Comm ssi oned Corps at the end of the tine
specified for the limted tour of active duty, or at any other tine,
are responsible for the tinely subm ssion of Form PHS-1373 in order
that separation entitlenents are accorded himher. The original copy
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of Form PHS- 1373 nust be submitted to DCP at | east 30 days prior to the
| ast day the officer will be physically present at his/her duty
station. See |INSTRUCTION 3, Subchapter CC23.6, "Form PHS-1373,
Separation of Commr ssioned Officer." Also, see CCPM Panphlet No. 32,
"Informati on on Separation."”

a. DCP i s responsi bl e for providing theOPDIVs or Prograns nonthly |istings
of officers onlimted tours, including the type of limtation and the
tour end-date;

b. DCP i s responsi bl e for deterni ni ng whet her officers not reconmended for
continuation in one OPDIV or Program are candidates for possible
reassi gnment to another OPDIV or Program at the end of the limted
tour; and

c. DCP is responsible for the appropriate processing of the requested
personnel action.

Section G Privacy Act Provisions

Personnel records are subject to the Privacy Act of 1974. | NSTRUCTION 7, Sub-
chapter CC26.1, "Rights and Responsibilities of the PHS Commi ssioned O ficers
Under the Privacy Act of 1974" of this manual, sets forth the procedures to be
foll owed in the nmai ntenance of these records. The applicable system of records
is 09-37-0002, "PHS Commi ssioned Corps Personnel Records, HHS/ OASH CSG. "
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EXHIBIT

Form PHS-1662,

DEPARTIMIDIT OF WEALTH AND MURAAN SIRVICES
REQUEST FOR PERSONNEL ACTION - COMMISSIONED OFFICER
Mesd [l dotore g Shis ferm.)

~e-10a2
wrn

I

"Request for Personnel Action”

o e

CONTACT PHONE SRAMSER
. P

Pearw: T
6d. TRAINING OR DETAR COOEY Pwvide envy ¥ souded?

3. Repareng Dus 8- St TewriCOSTEP G Do

7. OUTY STATIONS s PROSY ICurvons Durty Seread . TO Mew Duty Seveian
ABMMTRATIVE COOE
DALY MAASNER / TR

DATED semwaidiysd Powmec: Thsupe

LOCATION:

1

].I. wMOOR ymvn.
].. SPECAC SOMDULEITTINGPANY I seeded}

NLASON:
10, SPCIAL TRAVEL ALLOWANCES OR BESTRUCTIONS

5 CAN AT 92 IL_R.'A'I'!

|

Tommmover

]!Wm'z

Polmlf ubedion
12 AEMARKS & asplisodls, insiudie EUning preeed r AMUPNene rymber?

13, MWVIWWANOWAL-mdﬁmuﬁnmwwnmﬁ-mu-—ﬂom
- rstisvens o COBATS roguromIntD for Tl Besiten have deen Mmet. (Chect

Mgrter of Dave Travel:
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EXHIBIT I (Continued)

Form PHS-1662, "Request for Personnel Action"

" 1862 INSTRUCTIONS FOR COMPLETING FORM PHS-1662 (Rev. 6/97)

An sdditioaal shest of plain paper may be added , i
umnnmwsmmwmum&muwmu

See DISTRUCTION 2, Sabchapur CC23.6 of ths C: issioned Corps Pe ! Mansal (CCPM), for additions! information.
PLRASE TYPE OR PRINT LEGIBLY

Afer complatiag his form, forward original and 2 copies w the Division of Commissioned Persounel/HRS/PSC, ATTN: TAS, Room
4-20, 3600 Fishers Lase, Rockville, MD 20857-0001, AT LEAST 20 CALENDAR DAYS BEFORE EFFECTIVE DATE OF RE-
QUESTED ACTION OR 30 CALENDAR DAYS IN THE CASE OF TRAINING. For Calls © Active Duty (CAD) allow additionsl

time, as the 20-day ruls doss poc begin until all of the application maserials and the accep gram have beca received in the Division
of Commissiossd Perscmset (DCP).
1. Show the officer"s/applicant’s full same (las sazne, first name, middle inital) as & spp on official &

2. Pumnish officer’s dmy station/wock phoas aumber and applicant’s work and home pbooe sumbers (inciude ares code).

3. Famish officer’s/applicant’s SSAN, PHS Serial Number (SERNO) (If applicable), Cascgory, 2ad Temporasy and Permanent prades (f
anhlh).Capqmmhcudt-M

Scisntist Dieteties

M Semitarian Therapy

Nars Veurimary Health Services

Enginser Pharsacy
4. Foraish same and phone ssvmber of Operating Division (OPDIV)/Program official t be contacid if further information or

clarification is nscessary.

5. Indicoss saure of actios requasted. Ses INSTRUCTION 2, Subchapier CC21.6 of the CCPM for definitions of types of actions.
6. Efective dase should be ths dase you wam te parsoane! order (o be effective, Indicats dats officer/appli i to report o bis/her -

sow sssignmen or the last dey officer will be at the releasing station. DCP will make sdjustnesss © CAD orders ® inciuds titne
roquired for wravel w0 imitial duty station. (NOTE: Reporting date should a0t be oa a soawork day such as s bolidy or weakead uniess
e OPDIV/Program specifically wants the officer o report on such & day, and in the case of 8 CAD the raporting date should oot ca
e 3ix of a0y month.] Show obligation end dase and traiging obligation end dae, tftwlnbh Name 30d phone pumber of official
concwTiag i releass dasm mmst be furnished. If annual lesve en routs is app s0 and provide acmal datas of ancual
imve.

7. Purnish officer’s Surres sty sation iformarion and “NEW* duty station information. If s CAD order, fammish officer/applicant’s
howe address in bem 7(2) "Currest Duty Station” and furnish “New® duty station information,

4. If weaporary duty en reuss t0 DEW permanen: duty station is requesid, furnish the specific daies and piace at which emporary duty
will be performad and the purposs of such request.

Show mode of ravel and the officar's/applicant’s specific schedule if travel is by means odher than privanly owned vebicls (POV).
¢.2.. 8ir, train, bus, ex.

10. Tndicats whether there sre any special avel alk oF i jons sbout travel exp ¢.8., extra baggage, mixad mode, ferry
yvem, . h
11. Pernish e G A Number (CAN) for Pay, Accounting Point (Pay) sumber, Dasi d Agent/Ti _

CAN for Trave! amber, ﬂmhﬁﬁnvﬂw)mﬂaof&oﬂhbmmmﬂum

ll Use for any addicions] aecassary remarks.

13. kis mandawry 10 answer 3lt ' Authority for:
t-.n«;-ummns-msmmnmmsm

Quild Care Servicas (CCS): See 42 USC 13041E: and
Ressasch Officar Growp (ROG): Ses INSTRUCTION |. Subchaper CC2).6, of the CCPM.

14. Divisioa and OPDIV/Program officials requesting sction must sign and dam form. If you bave any questions, cootact your OPDIV/
” Comissioued Corps Liai

15. DCP will sign off aad issue 2 personne! ordar only after all required & jon is
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EXHIBIT II

Department of Health and Human Services
Human Resources Service
Program Support Center
Division of Commissioned Personnel

LIMITED TOUR OF DUTY
STATEMENT OF UNDERSTANDING

I, : , (type or print full name), hereby understand that if
appointed to the Commissioned Corps of the U.S. Public Health Service, I will be initially
appointed as a Reserve Officer. I also understand that I will be placed on a limited tour
of active duty as specified in the personnel orders effecting my appecintment and call to
active duty.

I also understand that my active dutv as a Public Health Service officer will conclude
at the end of the limited tour approved in the initial orders, unless the date is extended
or removed by one or more subsequent orders.

Moreover, I understand that this initial limited tour of duty is usually for 3 years.
However, I also understand that in the course of being considered for an appointment,
other issues affecting the duration of the initial limited tour of duty may arise. These
include, among other things, professional licensure and health conditions. TIf any such
issue applies to me, I understand that I will be informed of it, the more restrictive
limited tour of duty that would result from it, and the steps I would have to take to
remove it knowing that if I took those steps that the restriction would be removed by a
specific personnel order.

Signature Date

Return this completed Form to:
Division of Commissioned Personnel/HRS/PSC
ATTN: Personnel Services Branch (PSB)
5600 Fishers Lane, Room 4-36
Rockville, Maryland 20857-0001

PHS-6351
(10/91)

DEPARTMENT OF HEALTH AND HUMAN SERVICES T.S. PHS-CC 610  06/03/97
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EXHIBIT III

Form PHS-1373, "Separation of Commissioned Officer”

ne 1373 mcuven ocr
gt SEPARATION OF COMMISSIONED OFFICER oare -
Iu_‘_~.m“m~m
TIIS FOMS MUST SE AECEIVED ¢ OGP 3¢ DAYS PMIOA TO LAST OAY OPFPICER 1§ PHYBICALLY AT IS/MER DUTY STATION

PART A. 1O 8 mg 8Y OFFICER SEPARATING (Trpe or Arny Name)

1. Neme ‘[1“ T | Coegorr Cores: Reg
2. SN PHE No. ” | Res
4. Prament Stanen (Crpanaaew:. Aswrens. IW Coser Prane Mo.
5. Type of — Termngton [t e— O Reurement
& Meason tor Sesarsmen: :
T Aasessny Fetery Crnban Emmioymant [ btary Te o Limies Tow
SUMANG VNN e Name o Apeney: Leesan:
T ower
[T —— ves ne Terrune eve aserevec: =Y L Ne
Asrua Sates of inaw fesve.  Frem Te

LANI OBy GPySwally &f Gy SEBRON:
L 3 moymen for wausst sual iseve & meusetse.

N Sessraten Pryaes Semesses
T 1 wect = s 5 pwmear snanmneren Siowen:

Dus
E { NOreby WIews SEDIEUEN DRYSICA) SLTRAGKON FESLDAG MAI. ANEC SE0S/BNON. | CANRIR DR ErSd MY Mty W Ay GISASE O WUy
VIEUITOO A B SREEIVEIEG DY My (ur of Gury wen PHS.

10. Trave and Tranapemssen Aesussies !n.lhundmw-vﬂ: T2 | oGl ives 13 (AS spetied v el N0
for ol ane: I T prwas soweyance oy
. Desensenm !
! \ Sase-
C meussnas Gasns o C commemu commen camer 21 rorme of recors
O nousewnder T Mace trem wheen ealied 10 AD
T Snament of Aum (Overssss sam) T mome of seeamen (Rerens arvy)
12 Parmanect Makng ASErsas AN Sesirsaen.  (inguse DIP Caoe) Prpne Ne.
s TS gnenrs & S SoReraiTg]

08 BOT LEAE YEUA SUTY STATION WOTHET VERACATION THeT PIRSCWNCL SABER m.
1 MAY JJPMBLTE TN ENTITLENENTS nde

PART 8. TO BE COMPLETRO BY IMMEDIATE SUPEAVISOR OF SEPARATING OFFICEA
Oc you macommend sifice for:

tractive Reserve T vee O o acvesuynmenmuns C vee T wo
_— ™ e o E——y
PART C. TO BE COMPLETED 8Y HSCALIADM!'QTIATIV! OFFICER
1. Pay and siiowantss SRargeanie @
ey 2 row:
Trovel SAN ; Sansars wwer? T ves [ Y
g Port Damprates Agent, svartan? Crve Cwe
B [ 7 ————.—~
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