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Section A. Pur pose and Scope

1. This I NSTRUCTI ON descri bes the objectives and purposes of the billet program
for the Public Health Service (PHS) Conm ssioned Corps and prescribes
responsi bilities and procedures for nmaintaining the program

2. For purposes of this INSTRUCTION, the billet is a document which describes
the duties, level of responsibilities, and qualifications necessary to
perform a specific assignnment in the PHS Conm ssioned Corps. In this
context, a billet is not the sane as a position or authorized ceiling slot.

Section B. Authorities

The authority to adm ni ster the PHS Comri ssi oned Corps is prescribedin 42 U. S.C.
216. This authority has been delegated to the Surgeon General as part of the
general authority to administer the PHS Comm ssioned Corps and is published at
53 Federal Reqister 5046-5047, February 19, 1988. Pursuant to this authority,
the Surgeon Ceneral has del egated the authority for daily adm nistration of the
conmi ssioned corps to the Director, Division of Commi ssioned Personnel (DCP),
O fice of the Surgeon General (0OSG).

Section C._ Ceneral

1. PHS has a managemnent responsibility to ensure that prograns are effectively
and efficiently managed. Acconplishing this goal requires, anmong other
t hi ngs, sound personnel planning and adninistration and effective human
resource utilization. One inportant factor in achieving good managenent in
PHS is the availability of information about the duties, Ilevel of
responsibilities, and qualification requirenments of billets occupied by
conmi ssioned officers. Billets aid in:

a. Eval uating the work described to determine the | evel of responsibility
and difficulty of an assignnent;

b. Provi di ng managenent with a uniformtool for identifying i medi ate and
| ong-range  hunman resource requirenents according to Agency
organi zational lines, as an integral part of the mmnagenent of the

conmi ssi oned cor ps personnel system

c. Providing a source of aggregate data on the experience and other
qualifications needed in the comr ssioned corps;

d. Determ ning the specific requirements of a billet in order to select an
officer or an applicant to fill that assignment and to identify
trai ning which may be necessary for effective performance; and

e. Pl anni ng for career devel opnent, including reassi gnnents and training.
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The evaluation of billets is not intended to change the basic concept of
rank-in-officer in the conmm ssioned corps personnel system Oficers are
conpensated according to their grade. Gade is based on years of training
and experience as evaluated under the pronotion policy, and not on duties
performed at a given time. The grade will continue to be vested in the
i ndi vidual officer. Inherent in the rank-in-officer concept, however, are
the expectations that over the course of a career, an officer's duties and
responsibilities will, on the average, conform to his/her grade and that
with increased training and experience the officer wll also assune
i ncreased responsibility.

a. Assignnents. Assignnents are nmade to neet the needs of the Service.
Grades and duties shoul d be consistent; however, flexibility in making
assignnents is a significant virtue of the rank-in-officer system An
of ficer's grade, therefore, generally shoul d not be nore than one grade
above or bel ow the grade of the assignment.

b. Promotions. In considering an officer for pronotion, the grade of the
current assignnent is not in itself a criterion. However, pronotion
boards evaluate the officer's expected performance at the next higher
grade, and they are necessarily interested in the levels of work
performed in the officer's career to date. (See | NSTRUCTION 1,
"Permanent Pronption Program" |INSTRUCTION 2, "Tenporary Gade
Promotions,"” and | NSTRUCTION 3, "Exceptional Capability Pronotion,"
Subchapt er CC23.4, of this Mnual.)

Agency Billet Eval uation Guide

a. Each Agency and the O fice of the Assistant Secretary for Health are
required to prepare a Billet Evaluation Guide as a tool to assure that
progranms are effectively and efficiently managed. These guides are
filed in DCP. Each guide will establish the | evel of responsibilities,
procedures, and standards of adequacy for the review and eval uati on of
proposed nonstandard bill et descriptions for that Agency. The purpose
of such a guide is to ensure that conm ssioned corps billet grades are
consistent with those of civil service positions perform ng equival ent
functi ons. For purposes of this INSTRUCTION, this procedure for
ensuring consistency will be referred to as alignnent.

b. The Gui de shall define the procedures for, and responsibilities of each
participant in, the process of establishing billet descriptions as set
forth in this | NSTRUCTI ON

An officer's billet shall never be incorporated into his/her Oficial
Per sonnel Fol der.

Section D. Types of Billets

Billets are classified as one of three types;
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a. Standard Categorical Billets that have been developed by the
appropriate categorical Professional Advisory Conmittee (PAC)

b. Agency-Specific Billets devel oped by the interested Agency; or

c. Nonst andard Bill ets devel oped by the program as uni que, one of a kind,
that nust be reviewed and certified (aligned) by the Agency's civil
service personnel office using the Agency's Billet Eval uation Guide.

2. For officers innonclinical billets who performpart-tine clinical duties in
Federal facilities the followi ng should be added to their bhillets:

"As directed and approved by hi s/ her supervisors, the i ncunmbent
may perform clinical duties of his/her profession in Federa
health care facilities. The requirenent to perform such duty
wi || be docunented by the i ssuance of orders or by nenoranda of
assignnment." Form HHS-520, "Request for Approval of Qutside
Activity," may be used as a nmenorandum of assi gnnent.

Federal tort coverage does not pertain to officers who engage in clinica
practice in a non-Federal site unless that practice is the regular duty
assignnment for the officer.

3. As new billets are devel oped and processed by one of the above groups, the
conpleted form PHS-4392, "Billet Description," (See Exhibit 1) nust be
subm tted through appropriate channels to the Chief, Personnel Services
Branch, DCP, for final processing. These billets, when approved, nust be
returned to the appropriate Agency Liaison

4. A billet number nust appear in the upper right hand corner of the form It
shall contain seven characters. The two nuneric characters at the left
i ndi cate the designated category required to fulfill the requirenments of the
billet. The two al pha characters identify the Agency. The three nuneric
characters to the right indicate the billet type. (See Exhibit 11,
"Category, Group, Nunmeric Equival ents, Agencies and Al pha Equival ents and
Corresponding Nuneric ldentification of Billets"). A billet grade and a
nuneric total will appear respectively in Itens 2B and 2C.

Section E. Responsibilities

1. DCP. DCP is responsible for:

a. Provi di ng overall guidance and direction in the admnistration of the
billet program

b. Revi ewi ng, anal yzi ng, approving or nodifying, and processing billets;

c. Eval uating the effectiveness of the operation of the program on a
PHS-wi de basi s and naki ng changes as they beconme necessary; and
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d. Convening billet review boards as necessary. (See Section F., bel ow)

2. Key Line Managenent Officials. These officials are defined as the super-
visors of the immediate supervisors of conm ssioned officers and are
responsi ble for applying the provisions of this INSTRUCTION within their
respective organi zations. This includes:

a. Determining the need to establish billets according to program needs
and organi zational |ines and coordi nating their devel opnent through the
Agency Li ai son/ PAC, and

b. Ensuring that policies and requirenents of this I NSTRUCTION are carried
out at each subordinate |evel.

3. |mmediate Supervisors. |Imediate supervisors are responsible for
a. Assuring that all officers under their supervision are on an appro-
priate billet consistent with program organi zational |ines; and

b. Certifying the accuracy of the billet.

4. Agency Liaisons. Each Liaison shall mintain a conplete master set of
approved standard categorical billets, Agency-specific billets, and approved
nonst andard billets for his/her Agency. Wen an officer is selected for a
standard categorical or Agency-specific billet, the Agency Liaison wll take
the following action on the form PHS-4392, "Billet Description," (see
Exhibit 1):

a. Duplicate the nmaster copy of the billet;

b. Conmplete Items 1, 6, and 10 thru 15;

c. Assure that the incunbent's inmediate supervi sor conpletes Item 16
d. Send a copy of the cover sheet of the billet with supervisor's
signature with the form PHS-1662, "Request for Personnel Action -

Conmi ssioned Officers," (see Exhibit IV) to DCP; and

d. Retai n one copy for the Liaison File, send one copy to the officer, and
send one copy to the program

Section F. Billet Review Boards

1. Appeal Process

a. If an officer disagrees with the Agency's alignnent, he/she may submit
an appeal to the Agency's personnel office through the Agency Liaison
The officer nmust set forth the reason(s) for the request and provide
avail abl e docunentation to support the request.

b. After the appeal is adjudicated by the Agency personnel office, if the
of ficer still disagrees with the Agency's decision, he/she nmay request
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an appeal through the Director, DCP, with copies to the Agency Liai son.
Upon receipt of a witten request for an appeal, the Director, DCP
will review the request and if the officer has not submitted
substanti al evidence to show cause for appeal, the Director, DCP, will
inform the officer in witing within 30 days of the receipt of the
request that no action is being taken.

If the Director, DCP, determ nes that the request shows nerit (cause),
he/ she will convene a Billet Revi ew Board.

2. Conposition of Billet Review Boards

a.

Board nenbers are appointed by the Director, DCP. The board will
consi st of four comm ssioned officers at Seni or grade or above, and one
civil service enpl oyee grade 14 or above. Each nenber of the board has
a vote equal to that of any other.

The Director, DCP, will nake every effort to assure that the board does
not consist entirely of men or wonen or entirely of individuals of one
race, but no board nenber will be selected solely on the basis of
gender or race.

The chairperson, who is the senior nenber, calls the board to order
governs the general conduct of the board, and directs the functions of
the executive secretary assigned to the board.

The executive secretary is designated by the Director, DCP, and has no
vot e. He/ she arranges the tinme and place of the neetings, presents
information to the board, and prepares the board's recomendati ons.

3. Responsibilities

a.

The board has the responsibility for reviewing all requests related to
billets placed before it.

The board shall make its recomendations to the Director, DCP

If a board is convened in response to an officer's appeal, the board
wi |l reviewany docunentation submtted by the of ficer nmaki ng an appea
plus information fromthe personnel system found pertinent.

The Director, DCP, shall notify the officer of his/her decision within

30 days after the board has nade its recomendati ons.

Section G Procedures

1. Form PHS-4392 will be used in preparing billets.

DEPARTMENT OF HEALTH AND HUMAN SERVI CES T.S. PHS-CC 549 5/ 27/ 92



CC23. 5 Bl LLET PROGRAM PHS PERSONNEL | NSTRUCTI ON 4 PAGE 7

2.

Standard Categorical Billets will be subnmitted to DCP by the PAC devel opi ng
the new standard billet(s). The PAC chair will prepare a transnittal
menor andum stating that the recomended billet(s) is (are) appropriate for
conmi ssioned officers and recommend a grade level for the billet(s)
according to Exhibit 1Il, "Civil Servi ce/ Conmi ssioned Corps G ade
Equi val ents.” DCP will review and ascertain confornmty to other approved
billets and established precepts, and process, and notify the PAC and
Agencies of the availability of the billet(s) for use.

Agency-Specific Billets will be subnmitted to DCP t hrough the Agency Li ai son.

The Liaison will process the recommended billets with reconmended bill et

grades through the civil service personnel office which will prepare a
transmttal nenorandumstating that the recommended billets are appropriate
for conm ssioned officers. The civil service personnel office will approve
the recomended grade |evel according to the Agency's Billet Evaluation
Guide on file in DCP. DCP will review and ascertain conformty to other

approved billets and established precepts. DCP will then process the billet

and notify the Agency of the availability of the billet for use.

Nonstandard Billets will be submtted to DCP through the Agency Liaison.
These billets will be initiated by the program in consultation with the
Li ai son and DCP. These billets will be processed through the Agency civil
service personnel office. All nonstandard billets should be subnmtted with
all avail abl e docunentation to support the recomended grade |evel.

Nonst andard billets aligned using the Agency Billet Approval Plan MJST be
submtted when a form PHS-1662 is submtted, placing an officer into a
nonst andard billet.

If assigning an officer to a standard or Agency-specific billet, a copy of
the billet need NOT be submitted with the form PHS-1662. A copy of the
PHS- 4392 cover sheet with itenms 1, 5, 6, 10, 13, and 16 conpleted shall be
submi tted. However, item 12B on form PHS-1662 (Exhibit 1V) MJST be
conpl eted using the appropriate billet nunber and billet title.

Officers on extended active duty who are assigned to long-term training
sponsored by PHS will be placed in a billet equivalent to the tenporary
grade the officer held when assigned to such training.

All actions affecting the status of an officer shall be reported to DCP on
the form PHS-1662. Forms subnmitted without adequate information for
processing by DCP will be returned to the Agency Liaison for conpletion.

a. Assignnent s

(1) Al assignnments to billets, including changes in assignnment within
an office, and action to place any officer into/out of flight
status (nonflight crew nmenbers), will be reported to DCP on form
PHS- 1662. Personnel orders wll be issued to docunment the
officer's billet change.
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(2) Any nminor nodifications that do not substantively change a
standard cat egori cal or Agency-specific billet nay al so be anended
by menorandum  The anendnent shall be initiated by the program
through appropriate Institute/Center/Division channels to DCP,
t hrough the Agency Liaison.

(3) Any personnel action (call to active duty, transfer in/out)
affecting the Research Oficer Goup (ROG, such as changing
assignnments (billets) in ROG or changing tenure-track status on
any nenber or prospective nenber of ROG MJST be effected by use
of form PHS-1662.

When an officer is first assigned to ROG the officer is required
to sign a concurrence to his/her ROG assi gnnent. This concurrence
nmust al so be countersigned by t he officer's
Di vision/Center/Institute Director. Furthernore, every Agency
participating in ROG nust conform to |INSTRUCTION 1, Subchapter
CC23.6, "Research Oficer Goup," of this Mnual.

b. Separations. The nunber of the billet that the officer occupied wll
be entered by the officer's adninistrative officer in part C, Item 2
(PDN), on a copy of form PHS-1373, "Separation of Conm ssioned
Oficer," (Exhibit V).

Section H  Conputer Coding

Information from the billet shall be entered into DCP's automated personnel
information system A billet file containing information about the billet is
mai ntai ned to provide a source of data for statistical purposes, human resource
pl anni ng, analysis and research, assignnment planning, and other personnel
activities. Each billet will be coded to identify its billet nunber; billet
title; primry and secondary function, such as admnistrative, clinical,
research, regulatory, etc. (see | NSTRUCTI ON 6, Subchapter CC25.2, "Professional
Growt h and Devel opnent, of this Manual); supervisory designation; sensitivity
code; total score; equivalent grade, and occupational series.

Section |I. Privacy Act Provisions

Personnel records are subject to the Privacy Act of 1974. The applicable systens
of records are 09-37-0002, "PHS Comm ssioned Corps General Personnel Records,
HHS/ OASH/ OSG, " and 09- 37- 0008, " PHS Conmi ssi oned Cor ps Unof ficial Personnel Files
and OGther Station Files, HHS/ OASH OSG. "

DEPARTMENT OF HEALTH AND HUMAN SERVI CES T.S. PHS-CC 549 5/ 27/ 92



CC23. 5 Bl LLET PROGRAM PHS PERSONNEL | NSTRUCTI ON 4 PAGE 9

EXH BIT |

Form PHS-4392, "Billet Description”

DEPARTMENT OF HEALTH AND HUMAN SERVI CES T.S. PHS-CC 549 5/ 27/ 92



PAGE 10 PHS PERSONNEL | NSTRUCTI ON 4 CC23. 5 Bl LLET PROGRAM

EXH BIT I

Category, Group, Numeric Equival ents, Agencies and Al pha Equival ents
and Corresponding Nuneric ldentification of Billets

Cat egori es Nuneri c Equival ents

Medi cal 01

Dent al 02

Nur se 03

Engi neer 04

Sci enti st 05

Sanitarian 06

Vet erinary 07

Phar macy 08

Dietetics 09

Ther apy 10

Heal th Services 11

Research O ficer G oup 12

Mul ti di sciplinary 99

* * * * * * * * * * * * * * *
Al pha
Agency Acronym Desi gnati on
O fice of the Secretary oS AA
Health Care Finance Adm nistration HCFA FQ
O fice of the Assistant Secretary for Health OASH HA
Heal t h Resources and Services Adm nistration* HRSA* HB*
Centers for Disease Control CDC HC
Food and Drug Admi nistration FDA HF
I ndi an Health Service | HS HG
Al cohol, Drug Abuse, and
Ment al Heal th Admi nistration ADAMHA HM
National Institutes Of Health NI H HN
Agency for Health Care Policy & Research ACHPR HP
Envi ronnental Protection Agency EPA PP
Agency for Toxic Substance and Di sease Registry ATSDR HT
*| ncl udes BoP, USCG, NOAA
* * * * * * * * * * * * * * *

Billet Type Correspondi ng Nuneric ldentification
Standard Categorical Billet 000 through 185
Agency-Specific Billet 199 through 299
Nonst andard Bil | et 500 through 600
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EXH BIT 111
Civil Service/ Comm ssioned Corps Grade Equival ents
Civil Conmi ssi oned O ficer
Servi ce Grade Billet Total*
G ade (see 2B on Form PHS-4392) (see 2C on Form PHS-4392)
GS-7 0-2 LTIG 200
GS-9/11 0-3 LT 300
GS-12 0-4 LCDR 350 (Nonsupervisory)
370 (Supervisory)
GS- 13 0-5 CDR 400 ( Nonsupervi sory)
450 ( Supervi sory)
GS- 14/ 15 0-6 CAPT 500 (Nonsupervisory)
550 (Supervisory)
600 (Supervisory)
650 (Supervisory)
SES 0-7 RADM 700
0-8 RADM 800
0-9 VADM 900
*The Billet Total, item2C on formPHS-4392, is a fixed nunber for
each grade. This is a further effort at standardizing billets
across categories and Agenci es. For exanple, all nonsupervisory
0-5 billets have a total score of 400. The only place this nunber
appears is on the billet. When a Pronption Information Report
(PIR) is printed, only the equivalent grade 0-5is printed, not the
total score.
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EXH BIT I'V

Form PHS- 1662, "Request for Personnel Action - Comm ssioned Officers"
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EXHBIT V

Form PHS- 1373, "Separation of Comn ssioned Oficer”
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