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J-00-00 PURPOSE

The BBS Staff Manual System serves as an official medium for
providing instructions and information to BBS enployees on
adm ni strative managenment, financial nagement,  personnel
managenent and related activities. This “chapter ‘describes the

system and the standards and procedures applicable to its
operation.

1-00-10 ADMINISTRATION OF THE SYSTEM

A The O fice of Managenent and Acl\%ui sition (oMAC), O fice
of the Assistant Secretary for nagenent and Budget
(asMB), Ofice of the Secretary (0OS), oversees the
admnistration of the HHS Staff _Mnual stem through the
BBS Staff Mnual Coordinator. The HHS Staff Manual
Coordinator is responsible for establishing standards for
style and distribution of staff manual material,
nonitoring the use of these standards; coordinating the
printing and distribution of staff manual material; and
B‘raow ding technical assistance to elements of the

partnent on directives managenent.
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The O fice of Human Resource Programs (OBRP), Office of
t he Assistant Secretary for Personnel Administiation
(ASPER) , OS, coordinates the devel opment and preparation
of HHS Personnel Manual material issued by ASPER. |t
provides oversight on the distribution of these mterials
and the materials issued by the office of Personnel
Managenent . It also establishes policies for the

I ssuance of personnel nmaterials Dby other Departnent
conponents.

The Executive Secretariat, OS, provides OWAC with the
Secretary's policy managenent decisions for inclusion in
the BBS Staff Mnual System

CS Staff Divisions (STAFFDIVs) and Operating Divisions
(oPDIVs) wWith functional responsibility for subjects
covered by the HHS Staff Mnual System are responsible
for developing and updating directives on those subjects.

OMAC maintains mailing lists for BBS staff manuals,
prints and distributes staff manual nmaterial _devel oped by
OS and other conponents of the Department. OMAC also
distributes manual material issued by the GCeneral

Services Admnistration and Ofice of Personnel
Managenent .

Each OPDIV, STAFFDIV, and OS Regional Ofice oversees the
effective use of the HHS Staff nual System within its
anI (()jrgam zation. This oversight responsibility

I ncl udes:

1. Devel opnent and publication of supplenments, where
necessary. Al supplements nust conform to
Department policy.

2. Devel opnment and publication of new directives on
topi cs not covered or planned to be covered by the
Department, after consultation with the appropriate
STAFFDI V.

3. Designation of one or more directives distribution
coordinators (see Exhibit 1-00-F) to control the
distribution of staff manual material wthin the
conponent or office.
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J-00-20 HES8 STAFF MANUALS

The BBS Staff Mnual System provides instructions and
information to BBS ergplo ees through a series of nmanuals.
Exhibit 1-00-aA, HHS Staff Mnuals, lists the manuals of th
HHS Staff Manual System (except the personnel |Manualj,, and
provides the following information about each manual:

Sunmary and scope of its contents
Expl anation of how and when to use it
Responsible OPDIV or STAFFDIV

Each manual (with two exceptions) deals with a si ng} e
adm nistrative subject (e.g., accounting, travel). The
exceptions are the:

Organization Mapual which describes the organizational
structure of the Departnent, the functions performed b
each organization, and the program authorities assigne
to each organization.

Ceneral Adm ni stration Manual whi ch contai ns instructions

and information on subjects not covered by the other
manual s.  Using the organization Manual, the ASMB wi |l |
identify the responsible offices for those chapters wth
subject areas that are cross cutting.

Exhibit 1-00-B, Structure of HHS Staff Mnuals, outlines the
general structure recommended for manuals.

1-00-30 DESCRI PTI ON OF DI RECTI VES

A pypes of Directives. The directives used in the HHS
Staff Mnual System are:

1. Secretarial Directives-- Secretarial Directives are
described in Chapter 1-05 of this manual.

2. Chapter--the nedi um for issuing conti ;1;.1;' ng

I nstructions. (In the Personnel Mnual, chapters
are called instructions.)
3. Crcular--the nmedium for issuing temporary

instructions, including those requiring action of
a one-time nature.

4, Exhi bits--attachnents to other directives which

suppl enent instructions contained in those
directives.
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5. Transmittal--the covering document used to transmit
chapters and describe the material contained in

them.

B. m_ma.t_a.nd_mmsacmgm ‘Exhi bit 1-00-p, Qui del i nes
for Preparing and Processing Directives for the BBS Staff
Manual g\/stem illustrates Tthe formats and the numbering
systens of these directives. The %Hibmum

ati ‘ n an

Manual s use the num erln% systens of the Federal .
regul ations upon which they are based. The introduction

of these manuals explains ‘their nunbering systens.
1-00-40 DEVELOPMENT OF DI RECTI VES

A Resnonsibilitv for Devel opnent Each STAFFDIV or OPDIV
wth functional responsibility for subjects covered b%/,
the manual system is responsible for devel oping .ugda i ng
and cancelling directjves on those subjects. “This
responsibility includes meking certain that directives
are accurate, current and conplete; preparing directives
for publication; and conplying with the requirenents of
this chapter.

B. Preparation The responsible STAFFDIV or OPDIV shoul d
followthe guidelines of Exhibits 1-00-C, Cui delines for
Witing Directives for the HHs Staff Mnual System and
1-00-D, Gui delines for Preparing and Processing
Directives for the BBS Staff Mnual System

C. Review and ({earance . The responsible OPDIV or STAFFDIV
shoul d provi de other concerned opDIVs Or STAFFDIVs and
Regional COffices the opportunity to review and coment on
proposed directives betore publication in the manual
system  For exanple, any directive that contains a
Department policy or practice which may affect conditions
of ~ enmployment nust be coordinated with the Ofice of
Human Rel ations, AsPER, OS, prior to final formulation of
the directive.

D. Approval. The approving official nmust sign each
directive before it can be published in the manual
system The signature appears on transmttals for
chapters.  For Circulars, transmttals are not used; the
signature appears on the last page of the circular
itself. Wthin OS, the approving official is the head
of the responsible STAFFDIV or the official who has

functiQnal..._resnonsibilitvy for the subject matter.
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E. Eifective Date. The effective date of a directive is the
| ssue date unl ess ot hervvl se noted in the directive Or its
transmttal. The issue date aﬁpears in the heading of
each page of a directive, as shown in Exh|b|t 1- 00-D.

F ct on Previous Directives . Any directive issued in
the manual system states the official position of the
I ssuing organization as of the issue date. It supersedes
any previous directive (issued by the issuing
organi zation) which is in confliCt wth it.

G  supplements and New Directives ~OPDIVs, STAFFDIVs, and
OS Regional Ofices rra i ssue: 1(2 Su pl ements to
material in the mnual s ysten an new directives on
topics not covered or Ianned to be covered in the system
by the Departnent. DIVs may authorize their major
subordinate elenents to issue supplenents.

34=00-50 DISTRIBUTION OF DIRECTIVES
A Directives Distribution Coordinators

1. Designation. The chief admnistrative official of
each OPDIV and each Regional Office (OS offices
only) should designate "a directives distribution
coordinator (DDC).” Wthin OS, the nHs Staff Mnual
Coordinator serves as the DDC, with the STAFFDIV
dmnlstratlve of ficers or executive officers
general |y serving as liaisons to the OS DDC.  Each
agency W || provide the Has Staff Mnual Coordi nator
with the nane, address, and telephone nunber of each
such coordinator and the service area.

2. ﬁm? Served. bppes for each OPDIV serve the
eadquarters,  field and each Regi Q[[F]al (%fh)e of
their respective organizations. ordi nat or
in the Regional Ofice serves only the Cffice of the
Regional Director, Regional Admnistrative Support
Center, and the OS STAFFDIVs located in the Regional
Office. The HHs Staff Manual Coordinator conttols
the distribution for all headquarters offices of CS.
See Exhibit 1-00-F for a Directives Distribution
Coordinators |ist.
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3. ervices vided. FEach DDC provides these services
within t he service area:

a. Reviews requests for and orders, as needed,
copies of ‘manual and indivi dual directives from
oMac for enployees in the service area.

b. Requests OMAC to make changes to the mailing
list for each manual, as requested by officials
in the service area.

C. Updates periodically, or upon request from the
HHs Staff Minual Coordinator, the distribution
Ist for each manual.

B. Mailing lists

OMAC maintains a mailing list for each staff manual and
uses that list to distribute mterial for the mnual.
OVAC . conpi | es and updates the list from the information

received fromthe ppes.

Exhi bi.t 1-00-E, How to Order Manual s and I ndi vi dual
Directives, explains the process for inclusion on the
mailing list and how to order manuals and individual

directives.
3-00-60 rpouesT FOR CHANGE TO MANUALS

Any STAFFDIV or OPDIV that wishes to create a new nmanual,
discontinue a current manual, make substantive changes to an

existing manual or add a new part to the, g_gnglr_g_lf
Administration Manual,<boul d request approval of the change
from the Deputy Assistant Secretary for Minagenent and
Acquisition, asMB, OS, during the Tnitial planning stage. The
request shoul d expT ain the change and why it is essential.

2-00-70  REOUEST FOR wAIVER

Any STAFFDIV or OPDIV that wi shes to obtain a waiver of any
rovision of this chapter should make its request in witing
hrough its chief admnistrative official to the Deputyr
Assistant Secretary for Managenent and Acguisition. The
request nust state “specifically why the waiver is needed and
how it will assist the requesting office and the users of the
malnual.t OMAC will mintain a conplete file on each waiver
request.

6
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BEHS STAFF MANUALS

This Exhibit lists each manual of the mHs Staff Minual System
except the personney Mamal,"bi.cb is issued by the Center for
Human Resource strategic Planning and Pol | c%/, AsPer. |t also
describes the content, intended users, and the STAFFDIV or OPDIV
responsible for each manual. HHs enployees may obtain nore
information about each manual from the responsible office.

ACCOUNTINGMANDAL provides instructions on accounting and
financial reporting operations within the Departnment. It sets

forth principles, “standards, and other requirenents prescribed by
the Conptroller General, the Treasury Department, the Office of
Management and Budget, and other control agencies.

Intended users: system accountants, operating accountants, and
other personnel responsible for management and accounting of
funds and for the financial reporting activities.

Responsibleoffice: Ofice of Finance (oF), ASMB, OS

COMMUNI CATIONS STYLE GUIDELINES contains instructions on how to
prepare and process letters, nenoranda, and other forns of
correspondence.

Intended users: supervisors, stenographers, typists, and others
who prepare and process correspondence.

Responsible office: FExecutive Secretariat, Immediate Ofice of
the Secretary (0IS), O0S.

EMERCENCY PLANNI N ATIONS MANUAL contains policies,
procedures, and requirements governing the Departnent's energency
"managenment, planning, and operations. It is the sole source for
all permanent directives pertaining to crisis management nmatters,
including major disasters, national energencies, defense

nobi |'ization, and other major catastrophes in which the

Department nmay be involved.

Intended users: personnel within the Department responsible for
planning or carrying out emergency preparedness activities.

Responsible office: Deputy Assistant Secretary for Health
Operations, Ofice of the Assistant Secretary for Health (QASH),

PHS.
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FORMS MANAGEMENT MANUAL contains instructions for carrying out a
forms management program It states the program objectives,

assigns responsibility for meeting these objectives, and
prescribes basic policies, standards, and procedures for
establishing and naintaining such a program It provides
standards and procedures on basic requirements, |egal
limtations,, clearances, reproduction, use of forms, the
assignment of form nunbers, and coordination with other
Governnment  agenci es. (WIl eventually be incorporated into the

Informatien Resources Management Manual series.

Intended users: personnel engaged in the devel opment, clearance,
and control of forms and related procedures.

Responsible office: COffice of Information Resources Managenent
(OIRM), asSMB, OS.

g;m_f@g, ADM NI STRATI ON contains instructions and
Information on subjects Ich do not fall within the scope of the

other HHS staff manuals.

Intended users: all offices that have a need to know
admni strative procedures and policies.

Responsible office: Various STAFFDIVs and OPDIVs.

GRANTS ADM NI STRATI ON MANDAL sets forth Department-w de grants
adm nistration' policies and procedures which have not been
published in regulations. t contains instructions to granting
agencies for managing both discretionary and mandatory grant
programs, and deals with the establishment of both internal
operating procedures and external policies governing the terns
and conditions of grants and relations wth grantees.

|ntended users: all grants nmanagenent and program officials who
are involved in the award or admnistration of grants.

Resnonsible office: Ofice of Management and Acqui sition (OMAC),
ASMB, CS.




HHS Exhibit 1-00-A Page 3
General Admnistration Manual
HHS Transmttal 91.02 (07/31/91)

EHS ALERT LIST is a quarterly listing of *high risk"

organi zations which have either had grants termnated or awarded
with special conditions. The List is distributed to all HHS
grants officers and nust be consulted before making new awards.

_tended users: personnel engaged in negotiating and awarding
discretionary grants and cooperative agreenents.

Responsible office: Ofice of Mnagenent and Acquisition (OVAQ),
ASMB, CS.

FOR EKEEPERS M2 contains i nformation and
Instructions for conpleting and maintaining tine, attendance and
| eave for certain enployees of the Departnent. Its coverage

includes providing narrative and graphic up-to-date information
on the use and preparation of the various kinds of time and
attendance reports; earning, crediting and charging |eave;
correcting leave and anending time and attendance reports; filing
and maintaining |eave accounts and attendance records; and _
assuring the time, leave and attendance records are available in
the event of an audit by the General Accounting O fice. _
(Instructions for PHs conmssioned officers are contained in a
separate manual .)

Intended users: tinekeepers, supervisors and others associated
wth tine, attendance and |eave accounts activities.

Responsible of fice: Ofice of Human Resources |Information
Managenent (OHRIM), ASPER, CS.

Eas_ACQUI S| T1 ON REGULATION (HHSAR) serves as the single
authoritative reference of the Department for uniform policies,
procedures, regulations, systems, and delegations of authority
applicable to the procurement of personal propert?/ and

nonpersonal services (including construction). ts format
differs from that of other manuals in the HHS Staff Mnual System
and is patterned after the format of the Federal Acguisition
Requlation, issued by the GCeneral Services Admnistration.

Intended users: personnel engaged in the procurement of property
and nonpersonal services.

Responsible office: Ofice of Mnagenent and Acquisition (OVAC),
ASMB, OS.
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éuggg_g%x;ofw_lRESClJRCESm GE i dentifies and
escribes the policies, procedures, and responsibilities of | RM
related activities admnistered by the Departnment. |RM
enconpasses both information itseltT and the resources, such as
personnel, equipment, funds, and technology used to create,

col lect, process, transmt, dissemnate, uSe, store, and dlspose
of information, Wen the IRM Manual is revised, it wll
incorporate information currently contained in the

%iﬁg—‘ph——'ﬁﬂ“ ement Nanual ande Mﬁgﬁlﬁiﬂé_ﬂmw
this takes place, these manuals W e discontinued.

fntendg(d Users: DHHS personnel engaged in |RM activities. =
niended users may include, but are not limted to, IRM officials
and enmpl oyees, end users, systems, conputer, and telecommuication
specialists and security forms and records officers.

Responsible O ffice: COffice of Information Resources Management
(OIRM), ASMB, OS.

m?mwm& serves as the single authoritative
reference of the Department for uniformpolicies, systems, =
regul ations, procedures, and delegations of authority pertaining
to the management of personal property, transportation, and notor
vehi cl es. ts format differs from that of other manuals in the
HHS Staff Minual System and is patterned after the format of the
Federal Prowertv Manaaenent Requlations, | ssued by the Ceneral
Services Admnistration.

| nt ended users: personal property managenent and property
accountable officers; —other personnel concerned with the
management of inventories of supplies, mterials, and equipnent
acquired for use within the Departnent and of government ‘property
in use at a contractor's facility.

Bg_s.pgn(%ﬁluf_Lm: O fice of Managenent and Aecquisition (OVAQ),
AsMB, (5.
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NATIONAL SECURI TY INFORMATION MANUAL Contains policy and
procedures for handling and safeguarding classified national
security information. Its coverage provides information and

instructions regarding access to national security information,
accountability, ~storage, and destruction of this sensitive .
information, "and security awareness while in contact with foreign
nationals or during foreign travel.

Intended users: personnel security representatives, |ogging
control officers, custodians of classified files, and all HHS

enpl oyees or contractors who have security clearances for access
to classified national security information.

Responsible of fice: COfice of Personnel Services, ASPER, (S

, describes the officially approved structural
and functional organizations of the Departnent.

Intended users: principal officers of the Departnent.

Responsible of fice: COfice of Mnagenent and Acquisition (OVAQ),
ASMB, GS.

PRINTING MANAGEMENT MANUAL contains policies, responsibilities,
and instructions for the guidance of personnel caoncerned with the
preparation, production, procurenent, and distribution of printed
and duplicated materials, and the acquisition of copying and

Pri nting equipment. (W1l eventually be incorporated into the

RM Manual series.)

Intended wusers: admnistrative officers, public information
officers, procurement officers, printing officers, and editors.

Ofice of Information Resources Mnagenent,
(OIRM), ASMB, Os.
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PUBLI C AFFAIRS MANAGEMENT MANUAL sets forth policies covering the
production and distribution of publications, audiovisuals, the
setting up of exhibits and the review of public affairs services
contracts.  The manual also defines responsibility for public
affairs planning, evaluation, financial accountability, ~staff

devel opnent and for inplementing the Freedom of Information and
Privacy Acts, and it sets forth the requirements related to the
operating of HHS clearinghouses and information centers.

Intended users: personnel engaged in the preparation and/or mass
dissemnation of information to either internal or external
audi ences or both.

Responsible office: Ofice of Assistant Secretary for Public
Affairs (ASPA), OsS.

EEQ}Q%MM contains policies, procedures, and
standards for the creation, use, maintenance, and disposition of
records as prescribed by the Federal Records Act of 1950, as
anended. It also contains the General Records Schedul es

promul ?ated by the National Archives and Records Service. These
schedul'es prescribe retention periods for the official records of
the Departnent. (WIl eventually be incorporated into the IRV
Manual Series.)

| nt ended users: records officers, files custodians, and others
concerned wth the management of records.

Responsiible ¢ffice: Ofice of Information Resources Mnagenent
(OIRM), ASMB, OS.

Y N sets forth the objectives, policies,
standards, procedures, and responsibilities for the devel opnment
and inplenmentation of a Departnent-wide safety and occupational
health program  The program neets the requirenents of 29 U S.C
668 (The COccupational Safety and Health Act of 1970); Executive
Order 12196; Title 29 CFR Part 1960 and 5 U S.C. 7902.

Intended users: managenent officials at all levels, safety and
occupational health nanagers, and other enployees and consultants
whose duties relate to safety and occupational health.

Responsible of fice: Ofice of Mnagement and Acquisition (OVAQ),
ASMB, CS.
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NAGEMENT MANUAL serves as the single

authoritative reference for policies, procedures, regulations,
and delegations of authority GPerta! ning to the managenent o

t el ecommuni cations services and facilities in the Departnent.
lts format differs from the regular format of the HHS Staff
Manual System and is based on the format of the Federal Property
Managenent Regul ations, issued by the GCeneral Services
Admnistration (See Title 41 Code of Federal Regulations
101). This manual is being revised and will eventually be
incorporated into the |IRM Mnual Series.

Chapt er

Intended users: telecommunication management officials and
designated officials assigned telecomunication managenment
responsibility as an adjunct to their primry responsibility.

Responsible of fice: Ofice of Information Resources Managenent
(ORV), asMB, OS

TRAVEL MANUAL covers such matters as travel orders; passenger
travel and expenses; per diem in lieu of subsistence;
transportation of dependents, household goods, and personal
effects; foreign travel; and simlar itenms relating to the travel
and transportation of government personnel. The manual contains
excerpts from laws and requlations which affect travel and
addresses such related subjects as advance of funds, attendance
at neetings, and disposal of travel records.

ntended users: personnel who provide travel service, approve
travel or related functions, or audit travel expenses.

Responsi bl e office: Ofice of Finance (OF), ASMB, CS.
VOUCHER EXAMINATION MANUAL covers policies and procedures for

performng the audit of vouchers related to the expenditure of
funds appropriated directly to the Departnent or expended by the
Department on behal f of other Federal agencies. |ts coverage
includes instructions on regulatory materials which govern
admnistrative audits, types of expenditures requiring audit,
collection and refunds, certification of payments by designated
officers, records of expenditures, post audit bg Cener al
Accounting Office, and preparation of related docunents.

|ntended users: personnel concerned with voucher audit of funds
expended by the Department and its conponent organizations.

Resnonsible office: Ofice of Finance (OF), ASMB, CS.
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STRUCTURE OF EMS STAFF MANUALS

The recomended structure for nost staff manuals is outlined
bel ow.

Introduction states the purpose of the manual.

plan of the Minual summarizes contents of the manual,
explains structure of the manual, and tells how nanual
material is developed, identified, maintained, and

di stribut ed.

Contents list title and nunber of each part and each
chapter of the manual.

ex tells where in the nmanual specific subjects or
topics are discussed. .

parts are the main subdivisions of the manual. Each part
except the first is limted to one subject or topic.  The
first part is a "general" part and treats several topics.

chapters and circulars are ‘the chi ef subdi vi si ons of
parts and the basic directives.of the HHS Staff Manual
system  Chapters contain material of a continuing
nature, while circulars contain material of a tenporary
nat ure.

Exhibits are attachnents to chapters and circulars.

] @ allows each office to keep a
record of all transmttals it has received for the
manual .

Transmttals provide a record of the material issued,
revised or cancelled inthe. manual .

If a staff manual varies from this structure, the plan of the
manual or part one of the manual should explain the variance.
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o o oW

10.

11.

12.

13.

GUI DELINES FOR WRITING DI RECTIVES (CHAPTERS)
FOR THE EHS STAFF MANUAL SYSTEM

Keep your audience in mnd. Wite specifically for it.

Keep your directive brief and concise. Use sinple words

Wth clear neanings.. Keep average nunber of words per
sentence under 20.

Use the active voice. Use gender neutral terns.
Use short, descriptive headings for subdivisions.
State purpose of your directive in the first section.

State authority for your directive in the first or second
section.

Were feasible, cross reference your directive to material
Wthin the sanme nanual, to other nmnuals of the Departnent
Staff Manual System and to directives outside the system

foine any unusual or conplex termthe first time you use
it

{ﬁentify abbreviations and acronyns the first tine you use
em

|dentify each form by its nunmber and title the first tine

yolu refer to it. Thereafter, identify it by its nunber
only.

| dentify each exhibit (by nanme and nunber) in the text of
its parent chapter or circular.

Use exanples or illustrations, where feasible, to inprove
under st andi ng.

Do not include lengthy |aws, executive orders, or other
regul ations as attachments to your directive If the(;ll\,n are
available to enployees from other sources. State where they
may be found.
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GUI DELINES FOR WRI TING DI RECTI VES (CHAPTERS)
FOR THE HHS STAFF MANUAL SYSTEM (con't)

14.  Review your directive from the user's point of view after
you have conpleted it. Do you think it tells the user
everything he/she need6 to know?

15.  Proofread final copy for errors and omssions before it goes
to the printer.
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GUIDELINES FOR PREPARING AND PROCESSING Dl RECTI VES ( CHAPTERS)
FOR THE HHS BTAFF MANUAL SYSTEM

1. . Use the formats shown in this exhibit for preparing
chapters, circulars, exhibits, and transmttals. I'n the
, Chapters are called instructions.)

2. NUMBERING. Use the nunbering systens described in the

ustrations of this exhibit to number the four types of

]

directives. In addition, whenever a directive receives
imted distribution within the issuing organization, add a
distribution prefix to its nunber. The standard prefixes
are: h-headquarters, r-regional office, f-field. Exanples of
their use are as follows:

0 chapter = HHS Chapter h:1-00; PHS Chapter hf:3-60;
SSA Chapter £:7-40

0 circular - HHS Circular r:4=-90.2; oHDs Circul ar
hr:6-130.1

0 exhibit - HHS Exhibit h:l1-00-A; OS Exhibit hr:4-70-B

0 transmttal = HHS Transmttal hr:90.01, PHS Transm ttal
rf£:90.01.

3. DRAPT COPIES. Prepare draft copies of each directive in the
formats shown In this exhibit. Type or sta the word
wDraft" and date of preparation in upper right corner of
first page only.

4. REVIEW. Send draft copy sinmultaneously to each review ng
office. Lndicate time limt of review on nmenorandum or

route slip.

5. FINAL coPY. Prepare final copy of each directive in formats
shown in this exhibit. Aways mintain a record of the
final document for your files.

6. CLEARANCE. Have each concurring official respond in witing
as a pernmanent record for your files.

1. TRANSMITTAL DOCUMENTS8. Use transmittals to transmt and
distribute chapters. Do not use transmttals with circulars
since the transmttal information and the reason for issuing
the circular appear on first page of circulars.
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GUIDELINES POR PREPARI NG AND PROCESS% NsGr DIRECTIVES (CHAPTERS)
FOR THE HHS BTAFF NMANUAL EM (con® t)

8.  BACK-UP FILES. If your office is in the Ofice of the
Secretary, keep the follow ng records on each directive your
office prepares:

a. Copy of final directive.
b. Drafts circulated for coments.
c. Comments received about circulated drafts:

d.  Any special document (e.g., briefing nenorandum to
approving official).

9. wa Send original and two dumy
copies tor printing and distrjbution to the dxms Staff Manual

Coordi nator, oMac. Also include a conpl et ed HHS=-26 TOrm
Request for Printing and Visual Servi ces
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FORVAT FOR MANUAL CHAPTERS - Fl RST PAGE

BBS Chapter 0-00 Page 1.
General Administration Manual
HHS Transmittal 00. 00 (Q 00/00)
Subj ect: PREPARING MANUAL CHAPTERS
0-00~-00 Purpose
10 Preparing the First Page
2 0 Preparing All Other Pages
30 Rumbering Manual Chapters
0-00-]10NG THE F | R S T PAGE

A Typo first page on plain, white, 8 1/2” x 11" paper;
foll ow format shown on this page.

B. Maintain left and right side margins of eme inch.

C. Begin typi ng heading six lines from top of page. Include:
«~ chapter number
-- title of manual
- transmittal number & issue date (nonth, day, year)

D. Type page number 0pposite chapter number.

E. Three lines below heading, type Subject: and chapter
title; typing the title in capital letters.

F. Three lines bel ow subject lime, typo number and title
of @ “Blhs: sectiomofchapter.

G. Three lines bel ow section |isting, begin typing chapter
text. Follow these rul es when typing text:

1.  Use bl ock paragraphs. Double space between all
secti ons amd subdi vi si ons.

2. Begin each section at the last margim; 811 ot her
subdi vi si ons, as shown ia Sectiemn O 00- 30).

3. Always underline number Of e 8ch sectiom. Typo
each section title in capital letters.

4. Epndtext six typing lines from bottom of page.

(Actual size = 8 1/2" x 11")
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FORVAT FOR MANUAL CHAPTERS = ALL OTHER PAGES

BES Chapter 0-00 Page 2
General Administration Manual

HHS Transmittal 00. 00 (Q 00/ 00)

PREBARING ALL OTHER PAGES

A Type all other pages om plain, white, 8 1/2%x 11’
paper; foll ow format shown on this page.

B. Maintain |eft amd ri ght side margins of one-inch.
C. Begin typing herding six lines fro8 top of page. Include:
chapter Nunber
-- title Of manual
-- transmittal pumber & issue date (NnDNth, day, year)
D. Type page nunber opposite chapter number.
t. Three | i nes bel ow heading, continue typi Nng chapter
text. Follow rules for typing text as stated on
page 1, (Subsection O 00-100).
0-00-30 NUMBERING MANUAL CHAPTERS

A. Use this nunbering system for811 manuals except as
noted bel ow

0-00 (chapters)
0-00-00 (sections)
A (subsections)
1. (paragraphs)
(8) (itens)

(1) (subitems)
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FORMAT FOR MANUAL CHAPTERS = ALL OTHER PAGES (con't)

BBS Chapter 0-00 Page 2
General Adainistration Manual
HHS Transmittal 00. 00 (0/00/00)

Note: The Materiel Management, HES Acquisition Regulations,
and the Telecommunications Management Manuals use different
nunbering systems. See Introductionsof these nmanual s.

B. Number chapters Of UCh part consecutively in
multiples Of five O ten (e.g., O 05, O 10,
O 15, ete.;or, 0=00, O 10, 0-30, ete.).
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FORVAT FOR MANUAL CIRCULARS = FIRST PAGE

6

HBS Circular 0-00 .0 Page 1
General Adainistration Nanual
Issus date: 00/00/00

Subject: PREPARING MANUAL CIRCULARS
A. Typo circulars on plain, white, 8§ 1/2" x 11" paper.

B. Use format shown here. Use other formats for the text
only if they batter serve yOUr purposs.

C. Maintain |eft and right sidS margins of one inch.

D. Begin typing heading si x lines from top of pages.
Include:

== circular naumber
-- title of manual
issue date (month, day, year)

Circular number contains jinitials of issuing
organization (i.e., HES, PHS, SSA, NIE, etc.); the
number of the relevant chapter; s distribution prefix
if pecessary (sss Section 2, Page ] or this appendix);
and 8 sequantial number assigned by the directives
control person in the issuing organiszationm.

E. Type page number opposi k eircular number on all pages.

F. Three lines below heading, type Subject: and tit18
of eircular; typing th8 titl8 in capital letters.

G. Three lines beslow subject line, begin typing circular
text; using Dl OCK paragraphs. Double space, Or on8
and 8 half space between S/ | subdivisions.
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Page 7/

FPORMAT FOR MANUAL CIRCULARS ~ F| RST PAGE (comn't)

HHS Circular O 00.0 )
General Administration Manual
Issue date: 00/00/00

Pirst page omly, end text 12 typing lines from bottom
of page.

Type a solid, 1 and 1/2 inch line, nime typing liars
from bottomof page. immediately below the | i ne, type
distribution, filing, andcancellation information.

If the circul ar supsrsedes another circular, include
information below cancellation date. Your
organisation's directives control parson \il| assist
you with the conpletion of this information.

D stribution:

Piling Instructions:
Cancellation Date:
Material Superseded:

Page 1
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'FORMAT FOR MANUAL Cl RCULARS = ALL OTHER PAGES

HHS Circular O 00.0 Page 2
General Adainistration Manual
Issue date: (00/00/00)

J. On 811 other pages, type herding begi nning at | eft
margin, gix |ines from top of PAGE. [ ncl ude:
circular number
-- title of manual
- issue date (nonth, day, year)
Always [ YDE heading ON left side or page.
K. Type page nunber opposite circular nunber.

L. Three lines below heading, conti nue typing text.

M. Stop typing text about six typing lines froa bottoa
of page. Provide enough space ON last page for
signature Of approving official.

N. Six lines bel ow last line of text beginning at
center ON last page Of circular, type pame and
title O approving official.

(name and titl e of approving official)

'
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FORMAT FOR MANUAL EXHIBITS

9

BBS Exhibit 0- 00- A Page 1
General Administration Manual
BBS Transmittal 00. 00 (00/00/00)

PREPARI NG MANUAL EXHIBITS

Manual exhibitS have N0 definite fOrnat. The material
they contain iS t0 be displayed 80 that it fulfills the
needs Of the users. Hence, the preparing office nust
decide the format it Wi || wuse. Eowsver, observe the
fol | ow Ny guidelines when preparing exhibitsl

A.  Prepareexhibits on plain, white, @ 1/2" x 11" paper.
B. Maintainleft and right ai de margins Of ome i nch.

C. wumber exhibit by addinga capital letter t O chapter
or circular number. The first exhibit t O Chapter 4-70
woul d be numbered Bxhibit 4-70-A; the second,

Exhibit 4-70-B; and& 80 00. The first exhibit to
Circular (L-70.1 would be numbered Exhibit4-70.1-b.

D. Identify e Ch page of the exhibit with exhibit number,
title of manual, transmittal number (calendar year and
sequential nusber--use Only with chapters), and issue
date (month, day, year). Put this information in -same
| ocation on uch page.

B. Number uch page.

r. ldentify each exhibit (by name and nunber) in the tract
of its parent chapter Or circular.

6. Consult with the HES Staff Manual Coordinator | f you
wish to use oversize originals t0 prepare exhibits.
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EXAMPLE OF TRANSMITTAL FORMAT

HES TRANSMITTAL 00.00 Page 1
General Administration Manual
Issue date: 0/00/00

Material 4 itted

Chapter | - 20, Use of Department and Operating

Division Seals (pages 1-3).
Chapter 1=-40, Conference Management (pages 1 and 2).
Chapter 8-69, Standard Administrative Code (pages |- 11).

Material superseded

Chapter | - 20 (pages 1-4: 68.17, 76. 1 ana 74. 10).
Chapter 8-69 (pages |-15: 76.11).
Circular | -20.2 (pages 1-95).

Background

Chapter | - 20 updates organization nomenclature previocusly
included in Circular 1-20.2; deletes reference {0 HEW '
Forms 366 and 348A since they are cbsolete; and transaits
recent delegations by the Secretary amd the Assi stant
Secretary for Management © J Budget (ASMB) { O certify

true copies Of documents.

Chapter | - 40, & new chapter, reflects t he recent decision
OX the asus 400 O xcludo. "rdrtsory committess,* 88 defined
by the Pederal Advisory Committee Act, fromthe
requirements Of thi S chapter.

Chapter 8- 69 incorporates codes f O new or redesignated
organizations and makes geveral minor editorial changss.
The principal code conventions remain unchanged.
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EXAMPLE OF TRANSMITTAL FORMAT (con't)

HES TRANSKITTAL 00. 00 Page 1
General Adainistration Nanual
Issus date: 0/00/00

Filing jpstructions

Remove superseded material; replace it W th t he new material.
Change Table Of Contents i N the General Administrationm
Manual t0 reflect the changes { O chapter titles. Post
receipt of thi S transmittal t 0 the EBS Chock Li st of
Transmittals mad f£ile this transmittal in sequential oxder
after the chock list.

James R Murphy, Director
Office Of Management Directives

-~

Distribution: MS:HRFC~124
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~ o N

INSTRUCTIONS FOR PREPARI NG TRANSMITTALS

Use format shown in exanple on page 10.

Type transmttal on plain, white, 8 172" x 11" paper.
Mintain a left and right side margins of one inch.

Type heading, beginning six lines from top of page.

I)rII(F:)I ude tragsmtt%l nurgber, title of rranugl, arﬁ)dgissue
date. Use sanme heading on each page.

Type page nunber opposite transmttal nunber.

Three iines below heading, begin typi ng the four sections
of text material described heée FSI ng | ock paragraphs.
Underline section headings; double Space between” sections.

Material transmtted

|dentify each chapter and exhibit to be transmtted.
Include” nunber, title and page nunbers of each.

Materia) suverseded Or cancelled

|dentify each chapter, circular, exhibjt, etc., to be

superseded or cancelled. Include nunmber, page nunbers,
and transmttal nunber(s) of each.
Backaround

Explain the reasons for issuing the transmtted material.
Be specific.

Filing i nstructions

Tel | each user what to do with the transmtted material,

the superseded and/or the cancelled mterial upon receipt
of the transmttal.

On the last page of the transmttal, beginning six lines
{oe{low the last line of text and centered, typé the nane and
|

itle of approving official.
On first page only, type "Distributjon:" at left mgrgin six'
l'ines frorrl? bgottom }é)f p)é%e._ Your directives al strrﬂ) I on
coordinator will add the information on distribution.
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HOW TO ORDER MANUALS AND INDIVIDUAL DIRECTIVES

A Qrdering Manuals and Individual Directives

1. Using the HHs-68 form Request for Staff Manual Materials
and Miling List Changes, order staff manuals and copies of

individual directives from your Directives Distribution
Coordinator.  See Exhibit 1-00-F for a listing of

coor di nat ors.

2. Conplete the requested information: affix your signature.
as requestor. Obtain the approval and signature of your office
head and admnistrative officer; and, send the formto your

Directives Distribution Coordinator.

3. Wth conpletion and submssion of the HHs-68 form through
your Directives Distribution Coordinator, your nane and  address
Wil be added to the mailing list to recei've updates.

B. l[ .10 Io ! :l

Report each change in your mailing address to your Directives
Distribution Coordinator tg ensure continued receipt of
updates. Use the Hrs-e8 formto do this.
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DIRECTIVES DI STRIBUTION COORDINATORS

ACF

Management  Services Branch
4th Floor West/Aerospace BIldg.
370 L*Enfant Pronenade, S. W
Washi ngton, DC 20201

Attention: Vanita Reynol ds
Tel ephone: 202-401- 5586

FTS 441- 5586
HCFA

Production and Distribution Branch,
Division Comunications Services

Room 555, East High Rise Bldg.

6325 Security Boul evard

Bal timore, NMD 21207

Attention: Priscilla Thomas
Tel ephone: 301- 966- 7853

FTS 646- 7853
PHS

Printing and Reproduction
Management Branch, PHS
Parklawn Services Center
Room 3B26 Parklawn Bl dg.
5600 Fishers Lane
Rockville, NMD 20857
Attention:  Ceorge Allen
Tel ephone: 301-443-6740

Ach

Admnistrative Oficer, AoA
Room 4652, WIbur gJ. Cohen Bldg
300 |ndependence Avenue, S.W
Washi ngt on, DC 20447
Attention: James Duffy
Tel ephone: 202-619- 0641

FTS 269-0641

o8

HHS Staff Manual Coordinator
Room 4724 W bur J. Cohen Bl dg.
330 Independence Avenue, S.W
Washi ngton, DC 20201

Attention: Ceerie Jones
Tel ephone: 202-619- 0511
FTS 269- 0511

f-1:1.)

Design and Devel opnent Branch
Division Publications Mnagenent

Room 1-B-19, Operations Bldg.
6401 Security Boul evard
Bal tinore, MD 21235 _
Attention: Maureen  Kubol ci f
Tel ephone: 301-965- 4128

FTS 625- 4128

N
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Page 3

08_Reqgional (ffice8 (continued)
Region VII Reei on VIII
Division Adninistrative Services, Di vision Adninistrative Services,
RASC, HHS RASC, HHS

601 E. 12th Street, Room 206
Kansas Gty, MO 64106
Attention: Maud Thomas

Tel ephone: FTS 867-3536

Region IX

Division Admnistrative Services
RASC, HHS

Service Systems Squort Branch

50 United Nations Plaza, Room 8

San Francisco, CA 94102

Attention: Barbara Chase

Tel ephone: FTS 556-7134

Federal Ofice Bldg., Room 1185
1961 Stout Street

Denver, CO 80294

Attention: R chard C. Mohn

Tel ephone: FTS 564- 5568

Region X

Dvision Admnistrative Services
RASC, HHS

2201 Sixth Avenue, M/ RX07
Seattle, WA 98121

Attention: Paul a Nel son

Tel ephone: FTS 399-4306
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DIRECTIVES DISTRIBUTION COORDINATORS

08 REG ONAL OFFI CES

Region |

Division Admnistrative Services,
RASC, HHS

JFK Federal Bldg., Room 2411
Boston, MA 02203

Attention: Lorrain Lon

Tel ephone: FTS 835-150

Region |||

vision Administrative Services,
®aSC, HHS
Room 11020, Ml Stop 03
3535 Market Street
Phi | adel phia, PA 19101
Attention: Robert Heath
Tel ephone: FTS 596-6460

Region Vv

Division Admnistrative Services,
RASC, HHS

105 W Adans Street, 22nd Fl oor
Chicago, |L 60603

Attentlon: Roosevelt  Anderson

Tel ephone: FTS 353-6789

Dvision Admnistrative Services,
RASC, HHS

26 Federal Plaza, Room 41-122

New York, NY 10278

Attention: Cathy Sullivan

Tel ephone: FTS 264- 5756

Region IV
D vi si on Adminstrative Servi ces
RASC, HHS

101 Marietta Tower

Atl anta, G&A 30323
Attention: John Jordan
Tel ephone: FTS 841-2471

Region VI
Division Admnistrative Services,
RASC, HHS

1200 Main Tower Bldg., Room 1290
Dal | as, TX 75202

Attention: Sonja GOsborne

Tel ephone: FTS 729-3221





