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8-60-00 PURPCSE

This chapter provides policy guidance and requirements applicable
to reorganizations at any organizational level in the Departnent.
It also outlines procedures -for submtting reorganization
proposals that require the approval of the Secretary.

8- 60-10 REORGANI ZATI ON  PQLI CI ES

A Legality. No reorganization will be legally ineffect until
approved in witing by the appropriate HHS official.

B. Statement of Organization and Functions. Each approved
organi zational entity from the highest to the Iowest
organi zational |evel shall have a current statement of
organi zation and functions. As a mninum the statenent
shall identify the entity's mssjon, organizational o
structure, functions, and reporting relationship to entities
imedi atel y above and below it in the organizational
hi erar chy. (See specific instructions regarding maintaining
an organi zational manual at 8-60-50C.2.)

Cc. EmploveeAureenents. Each request for reorganization should
contain a statenent that the requesting official has taken
the appropriate action, if required by all apgllcable
agreenents, wth enployee bargaining units. he statement
shall identify the action and the bargaining unit.

D. Administrative Code.  Each approved organizational entity
shall be assigned an adm nistrative code as prescribed by
Chapter 8-69, General Administration Mnual, (GaM).
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E. official Record. The official record of each reorganization

SP?“. ble mai ntained by an office designated by the approving
official.

F. wug_,_ Whienever a reorganization is
significant or affects the public, the approving official
shall have a Notice of the reorganization published in the
Federal Register.

G Effective Date. Reorganizations shall become effective 0N
the date they are approved unless otherwise noted in the
approval document.

8-60-20 DEFINITION OF REORGAN ZATI ON

For the purposes of this chapter, a reorganization is any change
in organization which will result in one or more of the follow ng
actions:

0 Establi shnent, abolition, transfer, realignment, or
consolidation of one or nore organizational entity.

0 Addi tion, abolition, or transfer of a function or

functions. , ~

0 Change in the reporting relationship of an
organi zational entity.

0 Change in the official name of an organizational
entity.

8-60-30 OFFICIALS WTH AUTHORITY TO APPROVE REORGANI ZATI ONS

A. Approval hv the Secretary. The Secretary approves an
functional transfers or reorganizations which cross OPDIV
lines and except as noted in B and C below, the Secretary
approves the reorganizations for any unit that reports
i to one of the followng officials: (See 8-60-50B
for procedures for obtaining approval of reorganizations
requiring the Secretary's approvals).

L. The Secretary, Under Secretary, or an Assistant
Secretary or equivalent (e.g., General Counsel, et_c.?

2 Adm nistrator of Health Care Financing or an Associate
Adm ni strat or

3. Assistant Secretary for Health or a PHS Agency Head

4, Assistant Secretary for Human Devel opnent Services or
an OHDS Adm nistration Head
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5. Conmmi ssioner of Social Security or a Deputy
Comm ssi oner _ o .
6. Adm nistrator, Famly Support Administration or an
Associate Admnistrator
B. Aﬁm;qza]: by Overatina Divi sion (OPDIV) Heads. udin
the Office Of the Secretarv - See paradraph 8«60«30=C
gglgw, [

In general, each OPDIV Head has authority to approve
reorgani zation of any unit which:

1. Does not report directly to any official cited in
par agraph A above, or

2. Reports directly to the OPDIV Head provided that the
unit has a staff conplenent of 15 or less FTEs and does
not perform any program management function.

These general requirements are granted to each OPDIV Read by
the Secretary through a delegation of authority menorandum
For information regarding the specific delegation of
authority to an OPDIV Head, contact the Departnment _
Del egation of Authority Officer who is located in the Ofice
of Management Prograns, Ofice of Adninistrative and
Managenent Services (OAMS). For further information
regarding the del egatmn of authority function see gaM
Chapters 100 and 101.

C. oval bvthe Assistant Secretarv for Mnauement and
U The AsSMB has the authorltét.o approve for
the Ofice of the Secretary, except the (ffice of the

\'MV]‘SPﬁCtOV Ceneral, the reorganization of any unit therein
i ch:

L. Does not report directly to an official cited in
paragraph A above, or

2. Reports directly to an Assistant Secretary or
equivalent provided that the unit has a staff

conplenent of 10 or |less FTEs and performns onlty _
internal admnistrative or personal advisory functions

directly for the Assistant Secretary or equivalent.
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Note: The Office of the Inspector General wll seek the
advice and assistance of the AsSMB in inplenmenting
reorgani zations to conform with Departnental procedures.

8-60-40 CRITERIA FOR ORGAN ZATI ONS

Managers should observe the principles of sound organization in
evaluating their current organizations to ascertain whether or
not there is a need for organizational change and, if needed, for
planning and inplenmenting such change. These principles include:

0 Cear statement of mssion and functions
0 Clear lines of authority and responsibility
0 Del egati on of decision-making authority to the nost

effective [evel

Appropriate span of control _

Separation of line and staff functions

Opt I mum use of resources o

Appropriate reporting of activities and results

O O O o

Exhibit 8-60-A contains additional criteria to consider in
undertaking an organizational change.

8-60-50 PROCEDURES FOR OBTAINING APPROVAL OF REORGANI ZATI ONS

A As stated in subsection 8=-60-10A, N0 reorgani zation can be
l egal Iy inplemented until the appropriate HHS official
approves the reorganization in witing.

B. Approval bv the Secretary

1. w Reorgani zations requiring the Secretary's
approval are identified in subsection 8=-60-30A.
Requests for this aﬁproval are to be submtted to the
Secretary through the ASMB. Prior to making its
subm ssion, the requesting OPDIV or Staff Drvision
(STAFF'DIV) is encouraged to discuss the proposed
reorgani zation Wth 0AMS in the O fice of the Assistant
Secretary for Minagenent and Budget, OS.  OAMS serves
as the coordinating office for processi n%
reorgani zation proposals submtted for the Secretary's
approval .
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2.

Document atign,,.. Each request for the Secretary's
approval shall contain the follow ng documents:

a. An Action Menmorandum to the Secretary signed by
the OPDIV or STAFFDIV Head. The Acfion Menorandum
shall clearly identify: 1) the rationale for the
reorgani zation and thé benefits to be received;, 2)
an explanation of staffing inplications regarding
new Senior Executive Services or supervisory
positions, changes in staffing requirements, and
negotiations wtl barﬁm ning units: and 3) a
statement regarding the effect of the
reorgani zation on the organizational units,
programs or the public.

b. A Statement of Organization, Functions, and
Del egations of Authority (in
format - see Exhibit 8-60-B). [Include the
official file copy of the statenent.

C. Organi zational charts of the current organization,
and the proposed organization. Prepare these ,
charts as described in this Chapter and in GaM
Chapter 8- 65.

;_gghii The requesting OPDIV or STAFFDIV shall submt
elght copies of the reorganization proposal.

[ eV oaMs shall coordinate the
review and evaluation of each reorganization proposal.
It shall coordinate the proposal with the Ofice of the
General Counsel, other appropriate OS staff offices
and, if approErlate, other OPDIVs. Each review ng
office shall have 10 working days to conplete its
review and provide comrents or concurrence to OAMS.
OAMS shall negotiate differences between the reviewn
offices and the requesting OPDIV or STAFFDIV, and shall
attenpt to resolve questions regarding the
Lg%gamzatmn prior to sending the proposal to the

v ~The ASMB reviews and evaluates each
reorgani zation proposal requiring the Secretary's
approval and, together with a reconmendation for
approval or disapproval, forwards the proposal to the
Secretar%/. The ASMB also informs the requesting OPDIV
or STAFFDIV regarding the Secretary's decision.
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6. Publication and Records

a. Al reorganizations approved by the
Secretary must be published in -the
Federal Regjster

b. Whenever the Secretary approves a
reorgani zation, COAMS “shall have the
StgteDrrgnt of OrgfanlAzathl on, Funck:)tllo?]s, _
an egation of Authority. published in
the Eederal Reaister and thi§ shall be
the only type ofreorganization

mai ntai ned’in the HHS grganization
Manual.

C. Approval by OPDIV Heads:

Reorgani zations requiring the approval of OPDIV Heads
are i1dentified in subsection 8-60-~30B.

1. Federal Reaqister Publication = All reorgan-
' | zat1ons approved by an OPDIV Head which are
significant or affect the gUb."C nust be

published in the FEederal Reaister

2. OPDIV_Organization Manual

a. Each OPDIV nust nmi nb\%i_n an OPDIV
i ich, at a

mnimum contains all reorgani-
zations approved by the OPDIV Head.
A copy of this manual nust be
submtted sem-annually (with the
or?_anl zational charts) to the
Otice of Mnagenent Prograns,
oaAMS. Each OPDIV shall also be
responsible for providing HHS
officials upon request, or the
public with information on all
organi zational changes, other than
those approved by the Secretary.
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b. Each OPDIV nust designate an
organi zational unit and an
i ndividual to maintain an u;ﬁ]to-

date Qr%im.nﬂm_mnm e nane
of the designee and his/her

t el ephone nunber should be
forwarded to OAMS.

C. Each OPDIV shall observe the
provisions of this Chapter. In
addition, an OPDIV may establish
other requirements and procedures
for the approval of
reor gani zati ons.

va i ecre fe) ent and

Budget

Reorgani zations requiring the approval of the asMB are
identified in Subsection 8=-60-30C, and the grocedures for
subm tting reorganization proposals to the ASMB are stated
in the gaM Chapter OS. 8-60.

8-60-60 | MPLEMENTATION oF RECRGANI ZATI ON

A

The official responsible for inplementing a reorganization
should, as a mnimm take the followng actions:

1, Announce the effective date of an approved
reorgani zation to affected enployees as soon as
possi bl e.

2. Plan and inplenent the schedule for updating personnel
and payroll records and position descriptions.

3. Submit the appropriate Standard Admnistrative Code
changes in accordance with the procedures outlined in
Chapter 8-69, GAM

4, |f appropriate, inform affected enployees of the _
availability of housing, schools, and transportation in

the new | ocation.

5. |dentify the need for new or transfer of existing
facilities and equipment. Develop specifications for
needed material and service requirements well before
the actual nove. Also, insure that safety standards
and requirements are net.
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Plan for a continuous and orderly flow of work during
the transition from the ®old" to the "new"
or gani zat i on.

Announce the plan for the placenment'of personnel in
current or new positions in the new organization, and

the plan for placenent of personnel that cannot be
absor bed.
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CRITERFA FOR PLANNING AND REVI EW NG RECRGANI ZATI ON PROPOSALS

HHS officials should consider the following:points in planning or

review ng reorganization proposals:
A Legislation
Wth respect to addition, deletion, or transfer of functions
because of a change in legislative requirenments:
L ldentify the legislation in the request for
reorgani zati on.
2. Refl ect adequately the legislative intent in the
reorgani zation proposal.
3. Ensure that the proposed organizational change will
assist the organization In acconplishing I1ts m ssion.
B. Assianment of Functions
In the interest of inproved organizational perfornance:
1. Have clear assignments of functions with no
duplication, conflict, or overlap.
2. Establish responsibility for each specific function
with an individual unit.
3. Goup simlar functions and separate dissimlar
functi ons.
4, Encourage coordination but do not force an official to
coordinate artificially with others to acconplish
hi s/ her tasks.
5.

Sinplify processes whenever possible to increase
a

admnistrative efficiencies.
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6. Provide for a manageable span of control for each
manager and supervisor.

7. Reduce administrative costs by consolidating resources
wher ever possible.

8. Differentiate between staff and line functions and,
where appropriate, place them in separate units.

9. Enable a unit to respond to a crisis or special
initiative that relates to its functional
responsibilities.

C. o) ture

1. Keep the organization lean and sinple--avoid
unnecessary | ayering.

2. Refer to the Department's nonenclature standards. (See

GAM Chapter 8-65.)

D. Delegation of Authoritv

Del egate decisionmaking authority to the |owest
practical |evel.

|f the reorganization requires new or revised

del egations of authority, prepare delegation docunents
according to procedures prescribed in GaM

Chapter 8=100.

E.  Staff Resources

Explain all staff resources inplications (e.g., new
supervisory positions, new SESpositions, changes in
average grade, potential adverse actions, etc.%, _
including changes in staffing requirenents. e certan
that staffing is adequate, but not excessive, to
perform each function.

2. Consider the effect of any adverse inpact toward wonen,
mnorities, the aged, and/or handicapped enployees.
F. Effect on Other Components
1. Consider the effect, if any, the proposed change wll

have on other Federal agencies, and identify proposed
coordination activities, if any.
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G.

H.

2. Consider the effect, if any, on other HHS conponents
and/or the regional offices.

3. Consi der changes that will affect State and | ocal
governnents.
Budget

Detail changes in budget requirenents for the agency and
changes in the existing budget for salaries, space, cost of

movi ng, etc.

Personnel
L. | dentify any problens affecting enployees, including
the PBS Comm ssioned Corps, and proposed solutions.
2. I nclude consideration of enployee rights:
a. Explain results of any discussion or agreenments
with enployee bargaining units.
b. Explain the effects on grade Ievels.
C. Be aware of,and try to avoid, adverse effects on
employees.
3. Include Admnistrative Officers and/or Servicing

Personnel offices as early as possible in the planning
process to provide you with instructions on how to
elimnate positions, create new positions, and preparé
positions descriptions.
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a.

GUI DELINES FOR PREPARI NG
NOTI CES ON REORGANI ZATION FCR PUBLI CATI ON

IN THE FEDERAL REGISTER

Purpose
These guidelines state HHS standards for preparing

reor
int
al |

%anization Notices which the Departnent publishes

e Federal Register, The Notices are required for

reorgani zations approved by the Secretary, OPDIV

Heads, and for all other reorganizations which may have
a significant inpact on the public.

Heading = The heading of the Notice is to contain the
followng elenents:

1.

The accounting code of the organization that wll
bear the cost of printing and publishing the
Notice in the Federal Reaister, The code is
centered about “one Inc rom the top of the page
(size 8 172% X 11w).

The Departnent's name in all capital letters,
centered two spaces below the accounting code.

The name of the OPDIV (or the Office of the
Secretary) in initial capitals, centered two
spaces below the Departnent's nane.

A description of the té/pe of reorganization or the
name of the reorganized unit in all capitals,
centered two spaces below the oPDIV's nane.

(For exanple, if the Notice describes a general
reorgani zation of an OPDIV organization, yse the
t erm GENERAL REORGANIZATION. |f the Nqtice
describes a nmore [imted organization change, |se
the name of the affected unit (e.g., OFFICECF

, DIVISION oF etc.)..
Somefimes a Notice serves—to correct errors in a
previous published Notice; in such an instance, it

should read:  CORRECTION NOTI CE.)

The term Statement of Organization, Functions, and
Del egations of Authority in initial capitals,
centered two spaces below the description.
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cl

Introduction

The introduction should open with a statement which
r?l ates the notlcbe to previ %usly publ i shed notice(s),
i f appropriate, I vin te—FeEera-l—RggiF;gx--
citatpiloon(Fs)?1 of the%eg n_otige(s). or exanpfe, If an
OPDIV, such as the Ofice of Human Devel opment
Services, abolishes an office and replaces it vw,tlh.a
new office, the opening statement would read: hi's
Notice amends Part D (Oifice of Human Departnent
Services) by del et|n8 Chapter _ DL (O‘fdce qf l.ndi vi dual
Assistance) (65 FR 10219, 6/17/76) and replacing It
with a new Chapter DY (Ofice of Conmunity Relations)."

Fol lowing this statement, the introduction should state
briefly, in sinple,  nhon-technical terms, what the
Notice is about. |If the Notice treats a general
reorgani zation, it should contain %he hi gh|ights of the
changes of that reorganiz ti?n It deals"wth a
more limted change, It should contain a summary
statement of the change. If it is a Correction” Notice,

it should point out the previous error and state the
correction.

The introduction should close with a statement simlar
to the following: ™The new chapter reads as follows:"*

or "rhe revised statement is as follows:" .or ®"The
corrected statenent reads as follows:" General"fki‘/, the

i ntroduction should not exceed a half page.

The official functjonal statement nmust be compatible in
form content, and language to previously published
stat ement s. For exanple ?to continue the sanple
introduction cited in Item 3):

DY Ofice of Comunity Relations

DY.00 u;‘sg%'g[‘: (Gve a brief statenent of the nission,
in terms O road objectives, goals, etc., as stated in
| aw, Presidential statenent, Secretarial directive, or

ot her legal source.)

DY. 10 jzati (Define the organization by
statin tﬁe tlitle of the head of the organization and
the official to whom the head of the organization

reports and by listing the major organizational
components of the organization, as shown in this
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exanple.) The Admnistration for Children, Youth and
Famlies is headed by an Admnistrator, who reports to the
Assistant Secretary for Human Devel opnent Services. The
Ofice consists of the follow ng:

Ofice of Planning and Mnagenent (DCA)
Head Start Bureau (DCB)
Children's Bureau (DCC)

DY.20 Functipns.. A(State the principal functions, using
one Of two sentences to describe each function.
Enphasize what iS done=-not how or why it is done.)

DY.30 Q%der of §gggg§§;'QP= (Indicate who will succeed
the head of the organizalrton and under what conditions
succession will occur. This information is generally
not necessary for organizations two-levels bel'ow the

OPDI V Head. )

DY. 40.]2g_Lg_q_a_l\;]_ig_n_ﬁ of Authority. LBescribe the program
authorities that have been delegated to the head of” the

organization and the limtations (if any) on how these
authorities are exercised. Note that this is a Notice
of the delegation of authority. |t does not constitute
the formal instrument of delegation. The instrunent of
delegation is a menorandum of delegation.  See

Chapter 8-100 for the procedures on delegations %M

authority.)

Approval Authoritv.
The official who approves the reorganization is to sign

t he ﬂral_&eg_j.m Blo}ice. TPe approval , signature js
to appear four spaces below the last '[ine of the text
of the Notice near the right margin. The date of
taﬁproval will appear on the sane line, to the left of

e approval signature, near the left margin.

Esderal Reaister Standards
HHS offices preparing Notices are to conform to the

requirenents of the Ofice of the Federal Register. In
summary, they are as follows:

L. Doubl e space the content of each Notice.

2. Legve one-inch nmargin on top, bottom and each
si de.
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3. Make sure that all of the text is legible.
For a nore detailed |isting of

requi rements, consult the Document Drafting Handbook
published by the Ofice of the Federal Register.
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S:
8- 60-00 PURPCOSE

This chapter states the policy and procedure that
officials in the Office of the Secretary are to
follow to obtain approval of organizational change.

0S:
8-60-10 PCLI CY

The requirements of this chapter nust be net before
any organizational change within the Ofice of the
Secretary can be effected.

0s:
8-60-20 DEFI NI TI ONS

A. For the purposes of this chapter, these definitions
apply:

1 Oganizational Segnent-- any organization which
meets each of these four conditions:

a. |s separately established as an organization
entity by law, order, regulation, Secretarial
authority, or delegated authority.

b. Has an approved organizational title.

¢c. Has an approved organizational code.

d. Has an assigned function or functions which
are perforned by full-time enployees.

HEW TN-73.10 (8/10/73)
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2. Organizational Change-- any change which results
In:

a. Establishnent, abolition, transfer,
realignment, or consolidation of an
organi zational segnent.

b. Addition, abolition, transfer of a
function or functions.

c. Change in the reporting relationships
of an organizational segnent.

d. Change in the nane of an organizational
segment .

3. Major Organization--any organization under
the direction and supervision of an official
who reports directly to the Secretary.

0S:
8-60-30 APPROVALS REQUI RED

A Oganizational change within the Ofice of the
Secretary requires the approval of these officials:

1. Approval of the Secretary is required to
effect change at the division |level and above.
(See Chapter 8-60 of this Mnual for nore
i nformation.)

2. Approval of the Assistant Secretary for
Adm nistration and Mnagenment is required
to effect change at the branch, section,
and unit levels. Prior approval of the
Assistant Secretary also is required before
requests for organizational change are
submtted to the Secretary.

3. Approval of the head of a nmjor organization
Is required before requests for organizational
change are submtted to the Assistant Secretary
for Adm nistration and Managenent.

B. These approvals are required even though approval
of the change may have already been granted through
the budgetary or other admnistrative process.

CENERAL  ADM NI STRATI ON TN 73. 10 (8/10/73)




0Ss:
8-60-40 PLANNI NG ORGAN ZATI ONAL CHANGE

A. Wienever officials wish to make a change in the
organi zation under their direction and supervision,
thev should take these prelimnary actions prior
to preparing the official request-

1. Review the "Checklist for Planning Organization
Changes," shown as Exhibit X8-60-1 in this
Manual . Though the checklist was devel oped

Erimarily for organizational changes approved
the Secretary, nost of its items apply to
all organizational changes.

2. Consult with the Division of Mnagenent Policy
and Directives, Ofice of Mnagement Pl anning

and Technol ogy, which provides technical advice
and assistance on effecting organization change.

0S:
8-60-50 SUBM TTING REQUESTS FOR ORGANI ZATI ONAL CHANGE

A. Requests for organizational change should contain
the follow ng:

1.  An Action Menorandum addressed to the final
aﬁprovi ng official (either the Secretary or
the Assistant Secretary for Admnistration
and Managenent). The “menorandum shoul d discuss
t he ﬁrincipal aspects and policy issues (if any)
of the proposed change and shoul d include:

a. A brief but conplete statement of the
proposed change and the circunstances
which neke it necessary or desirable.

b. A sunmary statenent of the changes in
function or assignment of functions the
change will ‘require.

c. A statenent of justification of the proposed
change in terns of the criteria of sound
organi zati on. (See Chapter 8-60 of this
Manual for discussion of criteria of sound
organi zation.)

W
TN-73.10 (8/10/73) ADMINISTRATION
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S:
8- 60-60

0s:
8-60-70

0S:
8- 60-80

2. A functionz. statenent that reflects the
proposed change.

Requests for organizational change should be
forwarded to the Assistant Secretary for Adm n-
istration and Management, ATTENTI ON: Division
of Managenment Policy and Directives.

CLEARANCE AND APPROVAL

T'hlel Division of Managenent Policy and Directives
will:

1. Cear the proposed organizational changes
wth appropriate officials in the Ofice
of the Secretary, prepare its reconmendation
on the proposal, and forward the proposal to
the Assistant Secretary for Admnistration
and Management or to the Secretary through
the Assistant Secretary for final decision.

2. Keep the originating office aware of any
problens that nmy arise in the clearance
process. Negotiate issues identified in the

clearance process. Prepare issue papers for
decision by higher officials.

3. Notify the originating office of the final
deci si on.

PUBLI CATI ON OF FUNCTI ONAL STATEMENT

Upon approval of an organizational change, the
Division of Mnagement Policy and Directives

will arrange for publication of the change in the
Depar t ment - organi zati on Manual and, if required
the Federal Register.

PREPARATI ON OF _ FUNCTIONAL STATEMENTS

CS officials should follow these guides in
preparing functional statenents required by
paragraph OS. 8=-60-50A2.

CGENERAL

ADM NI STRATI ON TN-73.10 (8/10/73)



1. Substantive Content

a. Statements nust have organizational
titles that describe both the organ-
zational l|evel and the basic function
of each organizational segnent.

b. Statenents nust be concise, yet provide
sufficient information to permt soneone
not acquainted with the organization
to understand the substance of work
done, authority exercised, and significant
relationships with other organizations.

c. Statenments nust identify the functions
assigned to an organizational segnment
but should not describe how those functions
are inplenented, unless such information
IS necessary to understand the mssion or
to differentiate the mssion from that of
some other organizational segnent.

d. Statenents nust be conprehensive enough to
provide a traceable connection between
related parts of functional statements of
hi gher and |ower |evels.

e. Statenents for organizational segnents
on the same |evel of organization nust
be mutually exclusive by incorporating
distinctions as to the nature of their
activity, the subject of their activity,
or their clientele.

2. Wrding

a. Statements are to have the organizational
segnents as their understood subject.

b. Verbs are to be present, active, third
person, and singular.

c. Statements treating internal manageri al
functions may use "directs," "supervises,"
"adm nisters,” and simlar terns to cover
budgeting, selecting, personnel, general
coordination, and other such internal
managerial functions common to organizational
segments.
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d. Verbs or verbal phrases which give an
indefinite indication of the extent of
i nvol verent in carrying out a function--
such as "handles," "contacts," "sees
to"--are to be avoi ded.

e. Adjectives indicating the degree to which
some attribute is present or the extent of
success achieved--such as "large," "dif-
ficult,” "conplicated," "involved," and
"effective" --are to be avoided.

f.  Technical termnology is to be held to
a mnimum

3. Oganization Codes

Al'l organi zational segments down to the | owest
elenent (i.e., unit) nust have an organizational
code. The code becones an integral part of the
organi zation title. Accordingly, proposals

for organization change submtted for approval
by the Assistant Secretary for Admnistration
and Managenent and/or the Secretary should
include the code in parentheses inmediately

following the title of each organizational

segment of the proposed organization. See
sanmpl e bel ow.
Sanpl e:

Division of Program Managenent (1N19075).

4. Technical Assistance

Functional statenents have a definite fornat
and style. The Division of Mnagement Policy
and Directives, upon request, wll provide
gui dance in these areas and in questions
relating to possible conflicts of functions
or responsibilities of other elenents of the
Ofice of the Secretary.
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