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Material Transmtted:

HHS | nstruction 250-3, Del egation of Authority for Personnel
Adm ni stration and Personnel Managenent

Mat eri al Super seded:

HHS | nstruction 250-3, Del egation of Personnel and EEO
Aut hority and Headquarters/ Regional Ofice
Rel ati onships (all) (12/9/83)

HHS | nstruction 250-5, Appointing and Sel ecting Authority
(all)(8/31/82)

Mat eri al Abol i shed:

HHS | nstruction 250-4, Delegation of Term Pronotion Authority
(all) (7/6/92)

HHS I nstruction 250-6, C assification Authority for SSA (all)
(12/ 23/ 83)

Backgr ound:

This Instruction has been revised consistent with recent changes
in the organization of HHS, and in support of HHS adm nistrative
initiatives calling for nore stream ined rules and greater

del egation of authority.

Under this issuance, two instructions have been conbi ned because
of simlar subject matter, and two instructions have been
abol i shed because of the need to elimnate obsolete material and
to streanline the rules.

Any reference to "OPDIV" in this Instruction now includes AHCPR
ATSDR, CDC, FDA, HRSA, IHS, NIH SAVHSA, the Ofice of the
Secretary, the Program Support Center, HCFA, ACF, and AQA

This issuance is effective immedi ately. Inplenentation of this
i ssuance nmust be carried out in accordance with applicable |aws,
regul ati ons, and bargai ni ng agreenents.
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Filing Instructions:

Renove superseded and abolished material and file new nmaterial .
Post receipt of this transmttal to the HHS Check List of
Transmttals and file this transmttal in sequential order after
the check list.

John J. Call ahan
Assi stant Secretary for
Managenment and Budget

| NSTRUCTI ON 250- 3
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HHS PERSONNEL | NSTRUCTI ON 250-3
PERSONNEL ADM NI STRATI ON AND PERSONNEL MANAGEMENT

250- 3- 00 Purpose and Scope
10 References
20 Definitions
30 Policy
40 Authority of the Secretary
50 Authority of the Assistant Secretary for Managenent

And Budget

60 Authority of the Deputy Assistant Secretary for Human
Resour ces

70 Authority of the Operating Division and Staff Division
Heads

Exhi bit 250-3-A, Del egation of Authority for Personnel
Adm ni stration and Personnel Managenent

250- 3- 00 PURPOSES AND SCOPE

This Instruction states Departnment policy for personnel

adm ni strati on and personnel managenent. It also includes
gui delines for inplementing the delegation of authority for
appoi nting and sel ecting enpl oyees (see Exhibit 250-3-A). It

applies to all positions and personnel except those in the
Public Health Service (PHS) Comm ssioned Corps. (For guidance
in selecting and appointing personnel in the PHS Conm ssi oned
Cor ps, see the Comm ssioned Corps Personnel Mnual.)

250- 3- 10 REFERENCES

AL 5 US C, Chapter 31, Authority for Enploynent; Subpart B,

Enpl oyment and Retention; Subchapter 1, Enploynent Authorities;
and Subchapter 11, The Seni or Executive Service
(I'aw)

B. 5 CFR, Part 300-Enpl oynent (CGeneral) (regulations)
C. HHS Personnel Instructions in the 300 and the 900 series
D O her related HHS Personnel Instructions associated with the

O fice of Personnel Managenent's regul ations, guidelines, or
policies
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250- 3-20 DEFI NI TI ONS

Del egations relating to this Instruction are based on the
follow ng definitions and concepts:

A

D

Personnel admnistration is used to refer to the exercise
of legal and regulatory authorities and responsibilities
related to the appointnment, pronotion, denotion, or
separation of personnel; the classification of positions;
the fixing of pay; and simlar functions performed by
servicing personnel offices, including the issuance of
procedures and guidelines required for the acconplishnment
of its functions.

Per sonnel managenent is used to refer to the
responsibilities assigned to |ine nanagenent to make
deci si ons about the organization of work and the sel ection
and utilization of human resources of the Departnent. This
includes, but is not limted to, selection of personnel;
acceptabl e I evel of conpetence determ nations; enployee
apprai sals; and approval of training, quality increases,
performance awards, adverse actions, |eave and overti ne.

Sel ecting Authority

1. An official who exercises selecting authority makes
t he managenent deci sion of choosing a person to fill a
position by any type of personnel action. The
freedom within the limts established by | aw,
regul ati on, and Departnent policy, of an official who
has been del egated selecting authority to determ ne
the conposition of the staff with which he or she
carries out programresponsibilities is not abridged
by vesting appointing authority in another official.

2. The hi ghest official whose signature is required
before actions can be effected has final selecting
authority.

Appoi nting authority includes, but is not limted to, the

fol | ow ng:
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1. Maki ng the necessary | egal, regulatory, and policy
conpliance determ nations with respect to, and effect:

a. Appoi ntrents, pronotions, changes to | ower grade,
and reassi gnnents of personnel to positions in
the conpetitive and excepted services, including
experts, consultants, and commttee nenbers;

b. Suspensi ons and involuntary separations of
personnel ;

and

C. Pay changes and any ot her personnel actions

aut hori zed by |aw or regul ation.

2. Ef fecti ng nondi scretionary actions. A
nondi scretionary action is one in which the appointing
authority has neither admnistrative discretion as to
whet her to take action nor |eeway to determ ne the
nature of the action. Exanples of nondiscretionary
actions are resignations and optional or mandatory
retirenent.

3. Appoi nting officers may propose and deci de adverse
actions for enployees under their appointing authority
when those adverse actions are necessary to resolve
personnel adm nistration issues, e.g., renove an
enpl oyee froma position to which he or she was
erroneously pronoted in violation of a regulation or
downgrade an enpl oyee to correct a classification
error and the enployee is not entitled to retained
grade. This provision does not preclude a |line
managenent official from proposing or deciding the
action.

4. The foll ow ng provisions apply to the exercise of
appointing authority:

a. Requi red approval s, either within or outside the
Department, nust be obtained before a personnel
action is effected. Such approvals may be
requested by the official with del egated
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appointing authority, except where authority to
make such requests has been specifically retained
at a higher organizational |evel.

b. O ficers-in-charge and adm nistrative or
executive officers in Departnent activities in
foreign countries are authorized to effect
appoi ntnents, pronotions, denptions,
reassi gnnments, suspensions, and involuntary
separations of non-U S. citizens, provided
appropriate arrangenents have been nmade for
techni cal personnel support to be provided by the
Enbassy or by the Agency for International
Devel opnent .

C. Wth concurrence of the organizations involved,
the Deputy Assistant Secretary for Human
Resources, Ofice of the Assistant Secretary for
Managenent and Budget, may authorize a Personnel
O ficer, to whom appointing authority has been
del egated, to exercise the sane |evel and ki nd of
authority for another activity in the same, or
di fferent, organization wthin the Departnent.

250-3-30 PCLI CY

A

Departnent policy requires that personnel nanagenent
authority and responsibility be delegated to the | owest
organi zati onal |evel consistent with good managenent
practices. Based on this policy, heads of OPDIVs or their
properly designated del egates will determ ne the |evel of
redel egation of these authorities within their

or gani zat i ons.

Al'l redel egati ons of personnel authority should be issued
in accordance with applicable |laws, regulations of the
Equal Enpl oynment Qpportunity Conm ssion, Ofice of

Per sonnel Managenent, and Departnent policies and

i nstructions.

The redel egation of an authority does not divest the
del egating official of the authority and responsibility
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vested in himor her. The delegating official may, when
desired, exercise any authority he or she has redel egated.
Oficials to whom authority is redel egated act for, and on
behal f of, the delegating officials.

D. Al'l redel egations of authority nmust be issued in accordance
wi th Chapter 8-100, "Del egation of Authority,"” of the HHS
General Adm ni stration Manual .

E. As a general rule, del egations of personnel nmanagenent and
Adm ni stration authorities and responsibilities wll be
made by the Assistant Secretary for Managenent and Budget
(ASMB) to the OPDIV heads for redelegation within their
respective organi zations, with the foll owi ng exception: the
Director, Ofice of Human Resources Service, Program
Support Center, has personnel adm nistration authority for
all HHS enpl oyees serviced by the Program Support Center.

F. A redel egation that deviates fromany provision of a
del egation of authority issued to an OPDIV Head shoul d not
be made wi t hout appropriate change in the del egation issued
to the OPDIV Head. Requests for revisions to del egations
i ssued by senior officials fromthe Ofice of the Secretary
nmust be supported to the ASMB in witing, through
appropriate OPDIV channels. The request should state
clearly the change requested and the justification for it.

250-3-40 AUTHORI TY OF THE SECRETARY

A.  As the head of the Departnent, the Secretary supervises and
directs the personnel nanagenent and personnel adm nistration
activities of the Departnent.

B. Certain personnel authorities are specifically reserved by
the Secretary. These are identified in various Instructions in
t he Departnent Personnel Manual .

250- 3-50 AUTHORI TY OF THE ASSI STANT SECRETARY FOR MANAGEMENT AND
BUDGET

A The Secretary's personnel authority, if not retained, has
been del egated to the Assistant Secretary for Managenent
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and Budget (ASMB) with authority to redelegate to officials
wi thin the Departnent.

B. The authorities exercised in the Ofice of the ASMB are
identified in various issuances in the Departnent Personnel
Manual .

250- 3- 60 AUTHORI TY OF THE DEPUTY ASSI STANT SECRETARY FOR HUVAN
RESOURCES

As the principal advisor to, and representative of, the ASMB on
personnel matters, the Deputy Assistant Secretary for Human
Resources (DASHR) has been del egated the personnel authority of
t he ASMB, except where such authority has been specifically
reserved

250- 3-70 AUTHORI TY OF THE OPDI V/ STAFFDI V HEADS

A The OPDIV and STAFFDI V Heads have appointing authority and
selecting authority for their respective conponents,
subject to the conditions and guidelines outlined in HHS
I nstruction 250-3, of the Departnment Personnel Manual.

1. The del egation of authority in Exhibit 250-3-A of HHS
I nstruction 250-3 does not apply to those authorities
covered by other Instructions or other del egations,
and it does not apply to those authorities retained by
the Secretary or the Assistant Secretary for
Managenment and Budget .

2. When filling a top job in a regional office, OPDIV and
STAFFDI V Heads will consult with and obtain input from
the appropriate Regional Director. This will enable
the OPDIV or STAFFDIV to obtain the inportant
per spective which regional directors provide.

3. The authorities del egated to OPDIV and STAFFDI V Heads
apply to all enployees and positions in the
Departnent, but they do not apply to the PHS
Comm ssi oned Cor ps.
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May 1, 1997

TO Heads of Operating D visions
Heads of Staff Divisions
Deputy Assistant Secretary for Hunan Resources

FROM Assi stant Secretary for Managenent
And Budget

SUBJECT: Del egation of Authority for Personnel Adm nistration
and Personnel Managenent

A. Delegation of Authority: | hereby delegate the foll ow ng
authorities to officials identified below for the areas
i ndi cat ed:

1. OPDI V/ STAFFDI V HEADS: Appointing authority and
authority to nmake sel ections for your area of
responsibilities.

2. DEPUTY ASSI STANT SECRETARY FOR HUMAN RESOURCES: Al
personnel authority of the Assistant Secretary for
Managenment and Budget, except where such authority has been
specifically reserved.

3. D RECTOR, OFFI CE OF HUMAN RESOURCES SERVI CE, PROCGRAM
SUPPCORT CENTER (PSC): Appointing authority for all HHS
enpl oyees serviced by the PSC.

B. (@iidance: This authority is subject to the conditions and
guidelines outlined in HHS Personnel Instruction 250-3.
Copi es of the revised HHS Personnel Instruction 250-3 w ||
al so be distributed, through the directive system to
departnental human resources offices and adm nistrative
of ficers.

C. Authority Superseded: This del egati on supersedes the
foll ow ng del egations of authority nenoranda fromthe, then,

Assi stant Secretary for Personnel Adm nistration: August 9,

1995, entitled "Del egati on of Personnel Adm nistration

Aut horities;” August 31, 1982, entitled "Del egation of Selecting
Aut hority;" and August 31, 1982, entitled
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"Del egation of Appointing Authority;" and all prior

del egations which may exist, but are not |listed. Existing

redel egati ons made under these nenoranda will continue in effect
until new redel egations are nmade under the authority of this
menor andum

C. Effective Date: This delegation is effective on the date of
si gnat ure.

John J. Call ahan



