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SUBMISSION OF DOCUMENTS FOR SECRETARIAL APPROVAL
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8-05-00 PURPOSE

This chapter sets forth Department policy and procedure to ensure completed
staff action on documents submitted to the Secretary for approval or other
action., (See General Administration Manual, Chapter 8-60 for submitting
requests for organization changes.)

h:

8-05-10 POLICY

A.

h:

Every document submitted to the Secretary for approval should represent
completed staff action. Such document should clearly identify the
problem(s) and present one or more solutions in a finished form, so
that the Secretary can approve or disapprove as a completed action.

To accomplish the foregoing, each document submission should:

1. Include proper background material on the basis of which a
decision can be made;

2. Be submitted sufficiently in advance of any time limitations to
allow for adequate review by the Secretary and his staff; and

3. Contain all approvals appropriately annotated, and full explanations
of any unresolved differences. ’

8-05-20 AGENCY RESPONSIBILITY

A.

Principal operating components, staff offices of the Office of the
Secretary, or other offices which originate documents are responsible

for assuring that the Secretary has adequate information upon which

to base a decision. In general, the scope and contents of such documents
are matters within the discretion of originating offices.

Such information may include:

1. The nature of the submission and the legal requirements or other
reasons giving rise to the necessity of its issuance or promul-
gation. This should include a statement of the legal authority
(including statutory citations and any executive orders or other

directives) for taking such action.

——
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INTRODUCTION

A. Purpose and Scope

These guidelines set forth instructions on the preparation and

submission of documents to the Secretary. These documents

include those that request the Secretacy to take action, those

that provide the Secretary with iaf:rmarion, and those that
brief the Secretary for meetings.

B. Underlying Policy on Secretarizl Communications
Documents requiring the Sec:vtarv's upproval should represent
completed staff action. Compl~t=d staff action requires that
a document:
1. Clearly identify thwe osvohl.o;

2. Include a concise stacement of rol

3. Be submitted sufficicairly to o ime

J

review by the Secvet:i:: and

o allow for adequate
nostaff;

2vant background material;

TP N
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EXHIBIT h:X8-05-1, GENERAL ADMINISTRATION Page 2

4, tpaxpress the concurrence of ali ¢iiives having a direct
responsibility concerning the issue under consideration;
and

5. State the recommended courses of action and alternatives.

These guidelines are intended to maximize the productive use
of the Secretary's time by ensuring that waterials presented
to him are clearly and concisely focused on an issue of con-
cern to the Secretary and are prop:riy cleared and
coordinated.

As guidelines and not procedures, they should be applied only
to the extent that they provide the clearest, most logical
presentation of the issue to the Secretary. However, the
technical requirements found in Part IIIA should be applied
to all documents submitted to the Secretary.

II. GENERAL RESPONSIBILITIES OF ORIGINATING OFFICE

A, Relationship with the Executive Secretariat

The Executive Secretariat is responsible for determining that
materials submitted to the Secretary represent completed staff
work and are clearly and logically presented. If materials

are not properly coordinated or are not clearly presented, the
Executive Secretariat may return them to the originating office
for further development or redirect them to other appropriate
offices for further coordination. Where materials are redirect-
ed, the Secretariat will notify the originating office.

The originating office should call upon the desk officers,
Deputy Executive Secretaries, and the Correspondence Control
Supervisor for advice and guidance on the preparation and
coordination of communications to the Secretary. |

B. Preliminary Steps in Document Development

The originating office should consult and clear with other :HTT:
offices or individuals whose views should be obtained, including

the Office of General Counsel on any legal aspects, the Office

of Management and Budget on any budgetary aspects, and the Office o
of legislation on any legislative matters. —

Principal Operating Components shauld consult appropriate staff
offices (legal, budget, legislatiom, public information) before
submitting documents to the Secretariat. They should also
indicate what further coordination or clearance with departmental
offices is required when they submit documents to the Secretariat.
(See Part I1IIAS.)

8.1 (4/7/78)
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Staff oiticer veporting directly to the Secretary should
obtain appropriate clearances before submitting documents
to the Secretariat,

ITI. PREPARATION ANI: SUBMISSION OF ACTION DOCUMENTS

A. Technices Reancrements

All action «ocuments, usually prepared as action memoranda,
submitted to the Secretary should comply with the following
reqpirerent::

1.

The memcrandum should indicate in capital letters after
the subioct that it is an "ACTION" memorandum. This means
that the Secretary is required to take some action such as
a decisicu among alternatives, or indicate approval.

Example:
Subject: Proposed Regulation on Tea Safety--ACTION

A memorandum should be dated and signed or initialed by
the head of the initiating office or by the individual to
whom the authority to sign for the head has been delega-
ted. The memorandum should be addressed through
appropriate line superiors and through the Executive
Secretariat and the Under Secretary which may be indicated
by the initials ES and US. A line should be provided for
the head of each line office to indicate approval.

Example:

Through: U
ES
H

At the end of the memorandum the name of the individual
who prepared the memorandum should! be stated. 1In addition,
the date of preparation and th: r~lephone pumber and office
of the individual who prepar«d the merorandum should be
stated. Where the memorandum is revised by an office out-
side the originating office, the date oi revision and the
name, telephone number and office of the revisor also
should be stated. 1In additicn te stating who propared the

memorandum, the agency may lisr th noow .1 telephone
number of a contact person {= whoo fuiihe s inguiries from
the Office of the Secvvevury may oo divected.

Example:

Prepared by:OMS:DLSMITH: 2/1% ¥i hdea.

Revised by:OGC:RTJONF<;2/14 7¥
Contact:0MS: CBBROWN: 245801

weinl 1 (477/78)




EXHIBIT h:X8-05-1, GENERAL ADMINISTRA LON JPage 4

4. Where the action recommended includes an outgoing letter
or document tc b signed by the Secretary, the actic:

memorandum should be placed on top of the letter or docu-
ment. A tab (z2iwsys designated Tab A) should be inseriod
to indicate ihe document to be signed, and a signature

tab should be < ' ;:ped to the page in front of the page the

Secretary should sign.

5. Where an action wemorandum submitted to the Secretary
requires a decision to be noted by the Secretary on the
document itself, the document should show the initials of
each office with which the decision paper should be
coordinated or cleared. After the office initials, the
words ''concur', ''nonconcur", "see Tab ", and ''date" . —
should follow. The head of each office should express
concurrence by signing his/her surname and indicating the
date. Any office head who does not concur in the recom-
mendations of the action memorandum should so indicate fwﬂm,
after the word "nonconcur." A statement of the reasons St
for the nonconcurrence may be tabbed and included as an
attachment. Persons who do not have to clear the memo-
randum but to whom copies were supplied should be
indicated at the bottom of the last page of the memorandum.

Example: -
i
CONCURRENCES 11[5 it
.
GC Concur Nonconcur Date S
See Tab '
MB Concur Nonconcur Date it
See Tab SRR

Note: This requirement does not apply to an outgoing
letter or document prepared for the Secretary's signature,
because the file copy for the letter or document will con-
tain appropriate concurrences.

6. All action memoranda and all documents forwarded with them
(including any incoming letter but excluding lengthy reports
and similar items) should be submitted to the Executive
Secretariat with one original and eight copies., The Exec-—
utive Secretariat will distribute the copies as appropriate. R

7. Where additional information is attached, it should be
lettered and tabbed. A listing of the attachments should
appear at the end of the memorandum or on a separate page.

HEW TN h-78.1 (4/7/78)
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Where a memorandum i1s in response to the Secretary's request,

begin the meworandum as follows: "This responds to your
request ot (date) for action on (subject)." Include at an

appropriate Tab the note or memorandum from the Secretaryv or
Exocuiive Scrretariat in which the action was requested.

B. Format for Aciior Memorandum

1.

The guidelines set forth in Paragraph 2 of this Section B
state tho factors which the initiating office should con-
sider when preparing action memoranda for the Secretary.
These guidelines should be applied flexibly. Specific
subject headings should be used only when appropriate.
Addition:l or aiternative subject headings should be used
when they wore clearly present the issue.

Most aciion memoranda submitted to the Secretary should be

expressed completely and clearly in less than three pages.

Such action memoranda should usually include the following:

a. Subject. A title descriptive of the matter being
presented,

b. Statement of the Problem or Issue. Concise statement
of the issue, preferably one sentence.

¢. PFacts. Pertinent information regarding the origin,
background and implications of the problem, and
qualitative information demonstrating the importance
of the problem.

d. Discussion. Underlying assumptions, arguments in favor
of, and problems with the recommended course of action.
Anticipated consequence of proposed course of action.

e. Recommendation. Where the recommended action requires
the Secretary's signatvre on 2 letter, memorandum, or
document, the concludi~i sratement should be as follows:
"That the Secretary sipn the attached document/letter/
memorandum.' If the actinn dces not require the

to the recommended alternatiwves under '[zoisions.”

f£f. Concurrences. Those offices ¢lear:ng the memorandum

should indicate their concurrenc: ¢ aonconcurrence.

g. Decision. (Ten spacus Lelow lisr line of "Concur-
rences.") Alternstive woeio s <o be contained in
numbered paragraphs ard ;v o 5o o ohey constitute
a decision when approve i, (i k-off blocks should be

as specific as possitle for the Seovetav: to {ndicate

WL (L17778)




EXHIBIT h:X8-05-1, GENERAL ADMINISTRATION Page 6

his wisnes. Usually these should include Approved
Disapproved __Cther Date , but they should be
altered .«¢ '~ :s precise as possible as to th. - i.n
required.

3. The formatr for action memoranda is shown on Faues 7 and 8.

IV. PREPARATION AND 5UBMISSION OF INFORMATIONAL DOCUMENTS

A. Documents subrltted to the Secretary for his information should
indicate that they are for information by stating INFORMATION
after the =ul 'oct and should include:

1. The subjeci of the information being transmitted,
2. Purpose--the reasons for submitting the information.

3. Recommended uses of information (if appropriate).
P

4. The text of the information. (A synopsis of lengthy : ”H
documents is sometimes useful. Key statements and para- ; :
|

graphs can be marked or tabbed for ready reference.) B

i

5. The signature or initials of the head of the submitting
office or his- designee.

6. The names of persons to whom copies have been distributed.
7. The name of the person who prepared the informationm.
B. Information memoranda should be concise and pertinent.

C. Where a memorandum is in response to a request by the Secretary
or Executive Secretariat, begin the first sentence with "This
responds to your request of (date) for information on (subject).’
Include at an appropriate Tab the note or memorandum from the
Secretary or Executive Secretariat in which the information was
requested.

t

V. SUBMISSION OF BRIEFING MEMORANDA FOR MEETINGS

Guidelines for briefing memoranda are set forth in this section,
They should be applied flexibly, and particular subject headings
should be used only to the extent that they present the material
concisely and clearly. .

See pages 9 and 10 for format and coantent of briefing memoranda
for the Secretary's meetings with HEW officials and visitors.

Briefing memoranda (an original and three) are to be submittaed to
the Executive Secretariat no later than the close of business two

working days prior to the meeting.

HEW TN h-78.1 (4/7/78)
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FORMAT 'R ACTION MEMORANDUM
DFPARTMENT OF HEALTH, EDUCATION, AND \WELFARE
4 T ’ ]
MEMORANDI“ 1\/1 OFFICE OF THE SECRETARY
10 The Secretary DATE:
Through: US__
ES ~
H—.m
FROM Title and Office of Official
Who Signs Mewmorandum
SUBJECT: Format for Section III, Part B---ACTION
ISSUE
FACTS
:6.6.0.6.6.0.00.0.06:060.0.00.0.0.0.05:0000.90060:0600.6.6600.666600000060.6606600606000000.6900900.4
ggfup )0.0.6.0.0.6:0.6:0.60:0.06.6.0.60.000:6.6.09.600.6.6.6.0.000660060000006000000000690000.¢0066606000¢
{i{, . ) 0.0.6.0666.00.668:0.00.00066000606600.060600666066.0000000.60000060000060060996000000¢
)9.0.6.0:00.0.00.0.00:6.06.0.0.0.66.0660.66.06.6.60.000006660666:6.6.666666660,606.008600000660900.4
DISCUSSION
) $70:0.0.0.0.09:0.0.6:0.66.0.6.6.0.0100.6.0.0.600.0.00.00660600000.60000006066000000000500900000904
).0.6.6.0.6,0.0:0.0.0.:6.0.0.0.00.6.0.0.00.0960.0.000069006000900006966000600000065000.609.0606006.904
) €.0.6,0.00.00.0.0.0.6.09.0.0.6.0.6.0.0.000.05.0060.66006.0.0069090.66000.0060060500000600.0.56,0.00.6,0.9
) 9.6:6.0.6.0.0.0.6,6.0.6.0.06.00.0.6.6006.0.00.0.00.6.0.0.60.0000600600000¢0085005000.06.9.0.0.9.9.0.9.4 X
).0.09.9.00.0.00.0.6,09.6.6.6.6.6.09.0.05.0.0.9.00000606609009000,00.00.69.9.0.4 N
16.6.0.0.0996.0.0.0.09.00.0.0.090.0.0.0.000.09.0.0969.99.000900.6009!
19.0.0.6.68.6.0.0.00.06.0.0.606.6.0.06.06666.00606600060669000000%
RECOMMENDATION
; 1.0.6.6.6.0,5.9.0.6.6.0.0.0.0.0.0.00.0.0.6.9.0.0.0.9.0.06.060606.0000000050 00NN 1
! 110.0.0.6:6.:0.0.6.6,6.6.0.0.0.0.6.6.9.0.0.0.6.6.6.66.600.6.9.0000900060005 050 KAWL SRLDAES
Signature of Head of ©0i. natfng 2ffice
|
: ) o ]
B Do (2 17778)
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FOW-4 v Pk ACTION MEMORANDUM (Continicd}

GC

L

1.

cc:

Page 2 - The Lecierary

CONCURRNCES

Concur___~ ~ Nonconcur Date
Sec tab

Concur___ Nonconcur Date
See tab

DECISION (Alterunatives)

0,0.0.0.0.0.0.0.009.9:0.0.9.0.6.9.90.0.0.0.6.0.0.0:0.0:0.0.0.0.66.0.0.0.9,0.0,0.0.0.0.0.0 $.00.0.6.3:0.0.0.0.9.0.9.6.6.0 &9 ¢
10.9.0.0.0.0.0.9.0.0.0.9.4.0.99.$9.0.0.0.0000.0 0.

Approved Disapproved . Date

Other

10:9.0.9,0.6.0,6,0.0.0.9.0.6:6.0.0.6.09.9.00.0.0,0.0.0.00.0,00.6,6.5:0,0.00.0.0.0.0.0.9.6:0.9.090.:0.0.0.0.0.0.0.0.9.9.0.0
$6.0.0.0.0.0.6.0.0.0.08.0.0.0.0.0.0.0.0.0.0.0.0.8:0.0.0.0.6.6.0.¢,606686.60.60.00.0.9.0.09.89.086.0.9 60,096,604
XXXXXXXXXXZOXXXX,

Approved Disapproved Date

Other

0,0.0.,0,0.0,0.0.0.0.0.6,0.0.0:0.0.00.0.0.0.9.0.6,0.0.0.9.0.0. 600 $.6.6.0:0.90.0.9°0.6.0.0.0.6.0:09.5.0:0:8.9.0.0.0.9.0.8:¢ 4
D.6.0.0.0:4.:0.0.0.9.0.00.00.0.:0.6.0.0,0.0.00.0.9.60.06.09 00006 0. 8

Approved Disapproved ___ Date

Other

ASL, Harrison

Prepared by:MP:JReynolds:2/7/78:245-6793

HEW TN h-78.1 (4/7/78)
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EXHIBIT h:X8¢03-1, GENERAL ADMINISTRATION Fage

FORMAY FOR BRIEFING MEMORANDUM

MEMORANDUA/[ DEPARTMENT OF HEALTH, EDUCATION, AND WELFARL

OFFICE OF THE SECRETARY

TO : The Secretary DATE:
s Through: ES

FROM : Title and Office of Cfficial Who Signs Merorandum

.

SUBJECT: BRIEFING
Meeting with (name of individual or group requesting the meeting)

March 16, 1978 (Date of meeting)
10 a.m.--20 minutes (Time meeting starts and duration of the

Secretary's par:icipation)

I. PURPOSE

This section should state (preferably in one sentence) the

é@{ . purpose of the meeting and indicate who requested the meeting.
i 1I. PARTICIPANTS

; This section should state who is participating in the meeting.

! If outside organizations are involved, include a brief discussion
of their relationship with HEW, their interests, and their
particular strengths.

i [1I. AGENDA FOR DISCUSSION

This section should state the major points of discussion during
the meeting. It is important to identify the issues that are
likely to be raised by participants. “theretore, if -ou fecl that
the Secretary requires a more in-derpth brieri on i backyround
or on the substance pertaining tc any pax ! { of discus-
- sion, this information should be included 2% .un ui.achaent and
B referred to as such in the text of the memcrandur

™

IV, TALKING POINTS

This section should identify issues or ~ouos. i fecretary
should raise, recommended responscs [ : thn “eorotery %o use,
and topics to avoid or on which the & E : Le non-com-
mittal.

o e g (Af;/78)
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i, ¥

FoRMAT FOR BRIEFING MEMORANDUM (Coniirnued?

Page 2 - The¢ vy iary

V. ACTION Ok ' ¢ ISTUN REQUESTED

This section should specify what action or decisions wili he
requestcd of the Secretary. If there are decisions to be nade

on several issues, each issue should be stated in one paragraph.
Where an acticn memorandum accompanies this briefing to the
Secretary, reference can be made in this section tv that memoran-
dum for a statement of the issues under consideratioa.

,m;m?,
! t
Signature of Head of Originating Office o

H

|

\ A

cc: E
HRA, Sessons " i i}

Prepared by:BER:MThomas:3/20/78:245-7912

S

L

HEW TN h-78.1 (4/7/78)
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VI.

SUBS7TANL.# AND STYLE OF SECRETARIAL LETTERS

The Secvetary likes his letters crisp, to the point, cleac, and
responsive to incoming letters. HEW personnel whe prepare or
review Secretarial letters should find these guidelines helpful
in reaching this goal.

A. sabstance

L. Be responsive. If the incoming letter asks a series of
four questions, the Secretary's response shou!! respoend
to each question. If necessary, number the answers to

correspond to the incoming question.

2. Take a position. If the incoming letter asks what the
Department's policy is in a particular area, the Secre-
tary's letter should state our policy forthrightly and
clearly. If formulation of a reply requires several
offices to convene to make or to clarify policy, the
lead office charged with drafting the response should
work rapidly with other offices to establish the needed
policy. 1If for reasons of complexity, timing, or poli-
tics, policy cannot be formulated immediately in

response to the incoming letter, the Secretary's response

should say clearly that he is not answering the incoming

inquiry, explain why he is not doing so, and outline what

steps he is taking to provide a full answer in the near
future. (If such clarity is not appropriate for such

letters, you should provide a cover note explaining why.

3. Be brief, but not peremptory. Long-winded backgrounds
that provide knowledgeable Congressmen with a lengthy
history of a subject ar: almost always unnecessary, and
should not be sent forward.

4. Avoid technical detail. 1If the response involves
substantial technical inforu.ation, prepare it as an
enclosure with a brisi{ <over letter from the Secretary.

5. Never say that cegulaiions do not permit the Department
to take an actiocu. Aluavs zxplain why the Department's

regulations adopted ik pulicy al issue,

6. Never say "Thank yo © - -, interest." It is almost
always condescending. e people that the Secretary is
writing to usual!, i fmeovtant responsibilities with
respect to HIW pr vy © o0 ai. committed to working to

change HEW's policy.

)

e TN h-78.1 (4/7/78)
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B. Style

1. Avoid !viy sentences and long paragrapi:- ‘i A para-
graptv ~r sentence must list three or iour or five
psrxllel items, put them in bullets.

2. Use b ootive voice.

WL L1 MU LY AYUAY PLUNLTIND Ll LUS AUt ULCe

These suggestions do not provide an exhaustive guide to preparing
letters for the Secretary's signature. If additional help is sy
needed, direct your inquiry to your Executive Secretariat. ’

o
E

| ‘
o

hu:.lt“

iumul“

HEW TN h-78.1 (4/7/78)




— PE
—

Ii

MANUAL

L8

————"p — 4

GBENERAL ADM INIS'I'RATION
Managemoent and (ryganization

CHAPTFR 8- 13
REGTONAL MANAGEMENT REVIEW PROGRAM

8-13-10  Purpose
20 Policy
30 Definition and Scope
40 Responsibilities
50 Met hodol ogy _ _
60 Timng and Scheduling Reviews
70 Followup of Reviews

8-13-10 PURPCSE

This directive establishes a Regional Mnagenent
Review Program in the Department of Health, Education,
and Welfare as one neans of inproving the quality and
ef fectiveness of regional operations.

8-13-20 PQALI CY

Management reviews of regional offices will be con-
ducted on a cyclical basis by teans established by
and reportln% to the Under Secretary. Each regional
office will be reviewed at |east once every two years.

8-13-30 DEFI NI TI ON AND SCOPE

TERE S

A Regional Mnagenent Reivew is an objective appraisal
of the effectiveness and quality of administration of

a bHEw Regional Ofice conducted under the direction

of the Under Secretary. Its purpose is to identify
opportunities for inproving the way in which the
regions carry out their assiqgned responsibilities.

The Review will include an exam nation of functions

and organi zations under' the direct management of the
Regi onal Director and such other field activities

and organi zations as my have a significant inpact on
how the Regional Director discharges his responsibil-
ities or on regional office management and coordination,
Special attention will be given to the adequacy wth
which the various responsibilities assigned the Regional
Director are being discharged and to the identification
of obstacles to effective field managenent which warrant

the attention of, or action by, the headquarters of the
Depart nent .

TN T I
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8-13-40 RESPONSIBILITIMS

A Under Secretary

The Under Secretary will designate for each Manage-
ment Review a Team Leader who will report directly
to the Under Secretary. The Team Leader wll be
responsible for planning of the review, its conduct,
and the preparation of a team report wth findings
and recommendations. The Executive Assistant to
the Under Secretary wll assist the Under Secretary
and the Team Leaders in the establishment of the
teams and the arrangements for their support.

B. 0S Staff Ofices

The Heads of OS offices will provide nembers to
serve on Regional Managenent Review Teams and w ||
supply such information and such devel opnental and
eval uation support as may.be required in carrying
out the Regional Managenent Review Program

C. Regional Directors

Regional Directors will assure that regional staff
are informed of the purposes of the management reviews
and that information is nade available as requested.
They will also make certain that during the survey
field officials are available for consultation wth
team menbers, and that relevant docunents are pronptly
supplied. They Wl also be responsible for regional
actions needed to inplement recommendations approved
by the Under Secretary.

D. Agency Heads

Agency heads w Il provide menbers of the evaluation
teams as requested and will insure cooperation wth,
and support of, the Regional Managenent Review Program
at all organizational |evels.

’

CGENERAL  ADM NI STRATI ON TN-73.13 (10/12/73)
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8-13-50 NMETHODOLOGY
A Team Conposition

Fach managenent review team will be specifically
appointed by the Under Secretary to conduct the
"appraisal of field managenent in a designated regional
of fice. Each team menber will be chosen by the Under
Secretary on the basis of ability to contribute effec-
tively to the review  Team nenbers wll ordinarily be
chosen from such offices as that of the Deputy Under
Secretary for Regional Affairs, the Assistant Secretary
for Admnistration and Mnagenent, the Assistant Sec-
retary for Planning and Evaluation, and the Assistant
Secretary, Comptroller. Staff from other DHEW
offices, the agencies and regions other than that
being evaluated will also be included by the Under
Secretary as needed. Al Team Menbers wll view
themsel ves as representatives of the Under Secretary
while they are engaged in their regional evaluation
assi gnnent . Changes in Team Menbership will be nade
after each evaluation but each team will contain
menbers who have had experience in a previous review.
In some instances a Team Menber may serve through
several management reviews to help ensure continuity.

B. Planning the Reviews

The initial review team will develop checklists,
questionnaires and other review materials to
facilitate the conduct of organized, effective
reviews. The initial plan and materials wll be
considered by The Departmental Mnagement Council
prior to the first managenent review. Review
materials, subsequently, wll be updated and revised
on the basis of experience and requirenents. Before
going to the region each team will touch base wth
appropriate Washington officials'to identify problens,
incidents and situations which warrant special atten-
tion' during the on-site phase of the review Regi onal
informati on needed by the review team will be re-
quested from the Regional Director to be submtted
either prior to the on-site review or to be made
available to the team on its arrival.

TN-73. 13 (10/12/73) ) GENERAL  ADM NI STRATI ON
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C. Conduct of Review

The team will proceed with the review by conducting
interviews in the region with regional officials
including regional representatives of the ageicies.
Contact would be nmade with officials of :state and

| ocal governnents and other Federal agencies, as
apF)ropri ate. Docunents relating to inportant or
ditficult problems being handled "in the region wll
‘be exam ned.

The on-site review will be carefully designed to
afford regional officials the opportunity to identify
and docunent problens beyond the idrect control of
the Regional Director and which wll, therefore, _
require action by headquarters officials. | nadequaci es
in followthrough on decentralizaeion, staffing and
funding problems, difficulties with particular head-
quarters offices will be explored 'from the regional
perspecti ve. The Regional Director should be given
every opportunity to highlight actions that should
'tbe tt_aken to inmprove the quality of regional adm nis-
ration. :

D Reporting

Upon conpletion of the on-site review, the review
team W Il develop a prelimnary assessnent of the
~management of the region and will develop tentative
reconmendat i ons. These findings and conclusions
will be informally discussed with the Regional
Dircctor. A witten report will be conpleted in
Washington and will be submtted to the Under Sec-
retary with copies to the Regional Drector and
menbers of the Departmental Mnagement Council.

The report will receive such futher distribution
as the Under Secretary may direct. The report
will be a team product hnd will not indicate the

views or contributions of the individual nenbers.

GENEIAL ADNIHTS™RATTON TH-73.13 (10/12/73)
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8-13-60 TIM NG AND SCHEDULI NG REVI EW5

After the Under Secretary has notified the Regional
Director of the plan to conduct a review of a desig-
nated region, the Team Leader, in collaboration wth
the Executive Assistant to the Under Secretary and
the Deputy Under Secretary for Regional Affairs wll
devel op the review schedule and will inform all
concerned in a tinely nanner. It is anticipated

that each regional office will be scheduled in ad-
"vance and will normally require about five weeks of
survey team tinme. Two weeks wll ordinarily be al-

| ocated to preparations in the Wshington Headquarters.
This phase will include consulting with officials in
the Washington area and review ng information devel oped
by the Regional Director and subnmitted for pre-on-site
revi ew.

It is estimated that about two weeks will be needed
for the on-site review, the roughing out of findings
and recommendations and the post-review discussion
‘with the Regional Director, but the actual tinme spent
in a region may vary considerably from one eval uation
to another. An additional week will be allocated to
report preparation and to the briefing of the Under
Secretary and/or ot4er officials. The Under Secretary,
after securing such additional coments and suggestions
from Departnental officials as he may find helprul,
will take action on the report recommendations and
wll fix responsibility for their inplenmentation.

8-13-70 FOLLOWV UP OF REVI EW6

The success of the Regional Mnagement Review
Program is directly dependent on taking positive
action on the approved reconmendati ons. The
‘responsibility for followup rests with the Ofice
of the Under Secretary.

Action offices and the regions will be informed of
decisions made by the Under Secretary, who wll
establish a followup system to ensure tinely action
is scheduled and taken on each approved recomendation.

« The Executive Assistant will keep a record of progress
made in the inplementation of recomendation.
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Subject: ADVISORY AND ASSISTANCE SERVICES
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8-15-D Advisory and Assistance Services Quarterly Report

8§-15-00 PURPOSE

This chapter implements OMB Circular No. A-120, " Guidelines for
the Use of Advisory and Assistance Services" (Exhibit 8-15-A) and
establishes policies and procedures governing the procurement,
management, and control of non-evaluation advisory and assistance
services (A&AS) contracts and purchase orders by the Department.

5ra

8-15-10 COVERAGE

A. This chapter applies to A&AS acquired by contracts and
purchase orders. The Federal Acquisition Regulation (FAR),
Subpart 37.2, "Consulting Services," Health and Human
Services Acquisition Regulation (HHSAR) Subpart 337.2,
"Consulting Services," and this chapter provide the
governing policies and procedures regarding the acquisition
of A&AS.

B. This chapter also applies to services obtained through
advisory committees and their membership, personnel
appointments, or acquisitions under OMB Circular No. A-76.
The follewing additional guidance applies to thosa services:
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1. The Federal Property Management Regulation (FPMR), 41
CFR Part 101-6.10, provides policies and procedures for
advisory committees and their membership.

2. The Federal Personnel Manual, Chapter 304,
"Employment of Experts and Consultants," and HHS
Instruction 304-1, "Appointment of Experts and
Consultants," provide policy and procedures regarding
personnel appointments.

3. OMB Circular No. A-76, "Performance of Commercial
Activities," and General Administration Manual (GAM)
Chapter 18-10, "Performance of Commercial Activities in
the Department of Health and Human Services", provide
policies and procedures for obtaining commercial
activities. Acquisitions reviewed in accordance with
the A-76 process are exempt from this Chapter except
when the services also meet the A&AS definition; in
that case the contracting action (although otherwise
exempt from this chapter) must be reported to the
Departmental Contract Information System (DCIS) as an
A&AS award.

8§-15-20 DEFINITION

The definitions for A&AS are contained in paragraph 5 of OMB
Circular A-120 (Exhibit 8-15-A). The Department has determined
that Exhibit 8-15-B, " Purpose Codes (FPDS Product and Service
Codes) for Advisory and Assistance Services", reflects the
services which are included in OMB A-120. Therefore, these codes
shall be used to determine whether particular services should be
defined as A&AS. Research activity is not included in the
definition of A&AS; however, management and support services in
support of research activities are considered A&AS and are to be
reported using the Purpose Codes in Exhibit 8-15-B.

8-15-30 MANAGEMENT CONTROLS

A. The Assistant Secretary for Planning and Evaluation (ASPE)
has overall responsibility for the approval, management, and
control of evaluation A&AS projects prior to issuance of a
Request for Proposals (RFP). The Department's Annual
Evaluation Guidance will set forth review procedures for
evaluation contract projects. Evaluation A&AS projects must
be coded as A&AS contracts in the DCIS and as one of the
Purpose Codes in Exhibit 8-15-B.
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B. The OPDIV and STAFFDIV Heads have overall responsibility for
the approval, management, and control of non-evaluation A&AS
projects. Each OPDIV and STAFFDIV Head shall develop and
implement a system for the_effective management and use of
A&AS activities. The STAFFDIV Head may elect to use the
system which is developed by the OPDIV Head instead of
developing a s=parate system. As a minimum, the system
shall provide for:

1. Assurance that the services are essential to the
operation of the requesting unit, cannot be provided by
in-house personnel, and are obtained at the lowest
reasonable cost.

2. Assurance that the requesting unit has sufficient funds
available for the A&AS project for the initial period
and is reasonably expected to have sufficient funds in
the future years of the project.

3. Notification to their respective budget offices, as
early as possible, when A&AS projects are expected to
have future adverse consequences, such as significant
changes to section 514 requirements.

4. Maintenance of records of all A&AS projects submitted
to them for approval. A&AS projects are to be
submitted using the format in Exhibit 8-15-C, Project
Description and Justification for Non-Evaluation
Advisory and Assistance Services for acquisitions
estimated to be over $250,000. OPDIVs and STAFFDIVs
may elect to use the format in Exhibit 8-15-C, or may
devise a simpler format for acquisitions up to
$250,000.

5. Quarterly submission of a report listing the A&AS
awarded during the gquarter. The guarterly report, set
forth in Exhibit 8-15-D, Advisory and Assistance
Services Quarterly Report, shall be submitted to the
Division of Acquisition Policy in the Office of
Management and Acquisition's Office of Acquisition and
Grants Management by the last day of the month
following the end of the quarter. The report shall
include all advisory committee memberships, personnel
appointments, and procurements. It shall correspond to
the A&AS budget allotments which are provided to the
Deputy Assistant Secretary for Budget in the Office of
the Assistant Secretary of Management and Budget in the
Office of the Secretary. Each OPDIV/STAFFDIV/Regional
Office shall submit totals of obligations and
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expenditures (outlays) for the individual awards for
the quarter. The quarterly reports are accumulated and
a consolidated report is prepared and submitted to the
Congress and the_Comptroller General by the Office of
the Secretary. The Comptroller General has been tasked
to review the quarterly submissions of each Federal
agency and Department; therefore, it behooves
Department personnel to assure that the quarterly
reports accurately reflect all A&AS.

6. Assurance that all A&AS acquisitions are properly coded
and entered into the DCIS. All A&A8 acquisitions must
be coded with the Purpose Codes in Exhibit 8-15-B and
no Purpose Codes listed in Exhibit 8-15-B can be used
unless the contract is coded as an A&A8 contract.

C. OMB Circular A-120 requires the designation of a single
official by each Department or agency to be responsible and
accountable for assuring that the provisions of the Circular
are met. For the Department, the Director, Office of

Acquisition and Grants Management, in the Office of o
Management and Acquisition, is that official and is ;@gﬁ
responsible for:- ' ’(
1. Conducting conformance and effectiveness audits, with

the Office of Inspector General, to determine whether
the OPDIVS and STAFFDIVS are properly conducting the
A&AS reviews.

2. Accumulating A&AS data through the DCIS for
departmental awards of contracts.

3. Performing random audits of contracting for A&AS by the
OPDIVS/Regional Offices. These audits will concentrate
on an organization's adherence to requirements of this
chapter. Following each audit, a report will be
prepared summarizing the findings and highlighting
problems which are identified. The organization will
be required to take the necessary corrective action on
the problems.

8-15-40 APPROVAL OF ADVISORY AND ASSISTANCE SERVICES PROJECTS

A. Approval authority and responsibility for A&AS projects
will be as follows:
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Threshold Approval Level

Small Purchases At least one level above

requestor, but- preferably no more
than one level above requestor.

(The requestor is the‘program
office sponsoring the project.)

Contracts Head of the OPDIV or STAFFDIV;
or, may be delegated to the chief
official responsible for
administration, * without further
redelegation.

The Assistant Secretary for Health may redelegate this authority
to the Heads of the Health Agencies with authoritY to redelegate
to the chief official responsible for administration without
further redelegation.

B.

Requests for A&AS projects which are both initiated
(receipt of the Request for Contract) and awarded during
the fourth quarter of the fiscal year must be approved by
an official at least two organizational levels above the
program project office sponsoring the activity, or by the
OPDIV or STAFFDIV Head.

Heads of the OPDIVs and STAFFDIVs must approve an award for
a contract or purchase order if a former professional
employee of the Department (employed by the Department
within the preceding two years) will carry out, supervise,
or be otherwise directly associated with the award,
performance, or supervision of the contract or purchase
order. This approval constitutes assurance that no
collusion or conflict of interest exist with respect to the
contract or purchase order. This is necessary to assure
conformance with 5 CFR Part 737, which covers post-
employment conflict of interest.

Proposed projects may include A&AS activities as well as
other activities, such as ADP, which require Departmental
clearance. Separate approval must be obtained for each
activity requiring Departmental clearance. See HHSAR
307.105-2, Special program clearances or approvals, for
required clearances for proposed solicitations, contracts,
and purchase orders.
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8~-15-50 ANNUAL SUBMISSION OF ADVISORY AND ASSISTANCE SERVICES
ESTIMATES TO CONGRESS

In accordance with 31.U.S$.C.-1114, -the -Department..is .required to
provide information to Congress in the budget justifications for
consulting services. This information is to include a brief
description of the need for these services and a list of those
major programs that require consulting services. Specific
instructions concerning this data is provided by the Office of
the Assistant Secretary for Management and Budget annually.
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HHS Exhibit 8-15-A .
General Administration Manual Circular No. A~-120
HHS Transmittal 88.02 (6/22/88)

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

SUBJECT: Guidelines for the Use of Advisory and Assistance
Services

1. Purpose. ~This circular establishes policy, assigns
responsibilities, and sets guidelines to be followed by executive
branch agencies in determining and controlling the appropriate
use of advisory and assistance services obtained from individuals
and organizations. This circular supersedes OMB Circular

No. A-120 "Guidelines for the Use of Consulting Services," dated

2. Background. OMB Bulletin No. 78-11, issued May S, 1978,
first required agencies to apply extra controls to the
procurement of consultant services. Circular A-120, dated

April 14, 1980, provided permanent guidance in lieu of the
interim quidance provided by the Bulletin. A Model Control
System for consulting services was issued on January 15, 1982, to
provide further guidance, which was non-mandatory.

In 1984, the Cabinet Council on Management and
Administration (CCMA) completed a study of consulting services to
estimate axpenditures, review definitions and existing controls,
and propose reforms. The study resulted from continuing reports,
by GAO and other agencies, of problems in the way the Government
manages and uses consulting services. .

This revision of Circular A-120 is being issued (1) to
expand the coverage of the circular; (2) to mandate controls for
the management and reporting of advisory and assistance services;
and (3) to clarify the relationship between Circular A-120 and
OMB Circular No. A-76 (Revised) "Performance of Commercial
Activities," issued August 4, 1983.

3. ons =76. Activities that are
reviewed in accordance with the A-76 process are exempt from the
provisions of this circular except that when the functions
performed by the contractor meet the definition of advisory and
assistance services set forth in this circular, the contracting
action must be reported in accordance with Sections 8.A. and S.A.
below. When A-76 contracts are renewed, they are also exempt
from the provisions of this circular.
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4. Coverage. The provisions of this circular apply to advisory

and assistance services obtained by the following arrangements:
A. Personnel appointment;
B. Procurement contract; and
c. Advisory committee nﬁmbcrship.

5. Definition. Advisory and Assistance Services are those
services acquired from non-governmental sources by contract

or by personnel appointment to support or improve agency policy
development, decision-making, management, and administration, or -
to support or improve the operation of management systaens. B
such services may take the form of information, advice, opinions, °
alternatives, conclusions, recommendations, training, and direct
assistance. Advisory and assistance services include consultant
services provided by individuals, as defined in the Federal
Personnel Manual, Chapter 304.

. P
A. Advisory and assistance services include activities having F‘w\
any of the following characteristics: (

(1) Individual Experts and Consultants. Individual
experts and consultants ars persons possessing special, current ©
knowledge or skill which may be combined with extensive
operational experience. This enables them to provide
information, opinions, advice, or recommendations to enhance
understanding of complex issues or to improve the quality and
timeliness of policy development or decision-making. These named
individuals may either work independently or be assembled into
panels, commissions, or committaees.

(2) Studies, Analyses, and Evaluations. Studies,
analyses, and evaluations ares organized, analytic assessments
needed to provide the insights necessary for understanding
conplex issues or improving policy development or decision-
making. These analytic efforts result in formal, structured
documents containing data or leading to conclusions and/or
recommendations. This summary description is operationally
defined by the following criteria:

a. Objective: to enhance understanding of
complex issues or to improve the quality and timeliness of agency
policy development or decision-making by providing new insights
into, understanding of, alternative solutions to, or
recommendations on agency policy and program issues, through the
application of fact finding, analysis, and evaluation. {
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b. Areas of application: all subjects, issues,
or problems involving policy development or decision-making in
the agency. These may involve concepts, organizations, programs
and other systems, and the application of such systexns.

c. Outputs: outputs are formal, structured
documents containing or leading to conclusions and/or
recommendations. Data bases, models, methodologies, and related
software created in support of a study, analysis, or evaluatiocn
are to be considered part of the overall study effort.

d. Exclusions and exemptions: a complete list

,of exclusions and exemptions from the provisions of this circular s

is attached.

(3) Management and Professional Support Services.
Management and professional support services take the form of
advice, training, or direct assistance for organizations to
ensure more efficient or effective operations of managerial,
administrative, or related systems. This summary description is
operationally defined in terms of the following criteria:

a. Objective: to ensure more efficient or effective
operation of management support or related systems by providing
advice, training, or direct assistance associated with the design
or operation of such systemns.

: b. Areas of application: management support or
related systems such as program managexent, project monitoring
and reporting, data collection, logistics management, budgeting,
accounting, auditing, personnel management, paperwork management,
records management, space management,and public relations.

c. outputs: services in the form of information,
opinions, advice, training, or direct assistance that lead to the
improved design or operation of managerial, administrative, or
related systems. This does not include training which maintains
skills necessary for normal operations. Written reports are
normally incidental to the performance of the service.

a. Exclusions and exemptions: a comploth list of
c:clusions and exemptions from the provisions of this circular is
attached.

(4) Engineering and Technical Services. Engineering and
technical services (Lechnical representatives) take the form of
advice, training, or under unusual circumstances, direct
assistance to ensure more efficient or effective operation or
maintenance of existing platforms, weapon systems, related
systems, and associated software. All engineering and technical
services provided prior to final Government acceptance of a
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complets "hardware systen" are part of the normal development,
production, and procurement processes and do not fall within the
meaning of this category. Engineering and technical services
provided aftsr final Government acceptance of a complete hardware
system are within the meaning of this category except where they
are procured to increase the original design performance
capabilities of existing or new systams or whers they are
integral to the operational support of a deployed system and have
been formally reviewed and approved in the acquisition planning
process.

6. Exclusions. The attachment lists the Govermment programs
and activities that are excluded from the provisions of this
circular unless agencies decide to include them (see Section 8A
below).

7. Peligy.

A. VWhen essential to the nmission of the agency, the proper
use of advisory and assistance services is a legitimate way to:

(1) obtain ocutside points of view to avoid too limited é?%§
judgment on significant issues:; (

-

(2) obtain advice regarding developments in industry,
university or foundation research; :

(3) obtain the opinions, special knowledge, or skills
of noted experts whose national or international prestige can
contribute to the success of important projects: .

(4) enhance the understanding of, and develop
alternative solutions to, complex issues;

(5) support and improve the operation of
organizations;

(6) . ensure the more efficient or effective operation
of managerial or hardware systems; and

(7) secure citizen ad#iscry participation in
developing or implementing Government programs that, by their
nature or by statutory provision, call for such participation.

B. Adviﬁory and assistance services shall not be:
(1) used in performing work of a policy, decision-

making, or managerial nature which is the direct responsibility
of agency officials:; {
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(2) used to bypass or undermine personnel ceilings,
pay. limitations, or competitive employment procedures;

(3) awarded on a preferential basis to former
Government employees;

(4) used under any circumstances specifically to aid
in influencing or enacting legislation;

(5) procured through grants and cooperative
agreenents; and

(6) obtained for professional or technical advice
which is readily available within the agency or another Federal
agency, except when the contract is entered into pursuant to the
procedures and provisions of Circular A-76.

c. No contracts for advisory and assistance services may
be continued longer than five years without being reviewed for
continued compliance with this circular.

8. Management Controls.

A. Each agency will assure that it maintains an accounting
or information system which effectively monitors and reports
advisory and assistance service activities.

B. Each agency's management control system for advisory
and assistance services shall at a minimum comply with the
Federal Acquisition Regulation. Agencies are encouraged to apply
the same control system to other procurements which in their
judgment require similar management attention, notwithstanding
the exclusion of those functions or programs from the provisions
of this circular..

c. Each agency will assure that for all advisory and
assistance service arrangements:

(1) the elements of the management control systenm
required by this circular have been observed, and all
procurements under this circular are administered in accordance
with the requirements of the Federal Acquisition Regulation;

(2) as prescribed by the Federal Acquisition
Regulation, written approval of all advisory and assistance
services arrangements will be required at a level above the
organization sponsoring the activity. Additionally, written
approval for all advisory and assistance service arrangements
during the fourth fiscal quarter will be required at the second
level or higher above the organization sponsoring the activity:
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(3) every roquircmnnt is appropriate and fully
justified in writing. Such justification will provide a
statement of need and will certify that such services do not
unnecaessarily duplicate any previously performed work or
services;

;i work statements are specific, complets, and
specify a fixed period of performance for the service to be
provided;

(5) acquisition of advisory and assistance services
conform to the Competition in Contracting Act of 1984;

(6) appropriate disclosure is required of, and warning

provisions are given to, the portornar(-) to avoid conflict of
interest;

(7) advisory and assistance service arrangements are
propcrly adninistered and monitored to ensure that performance is
satisfactory:; )

(8) the service is prop.rly evaluated at the
conclusion of the arrangement to assess its utility to the agency
and the performance of the contractor; and

(9) to the extant practicable, contracts for these
services require a written report. Such reports typically would
docunment the services delivered and may, in part, take the form
of software packages.

D. Delegations of Authority.

(1) Each agency head shall designate a single official
reporting directly to him or her who shall be responsible and
accountable for assuring that the acquisition of advisory and
assistance services meéts the provisions contained in this
circular. The single official shall have minimum responsibility
for the procurement of such services. .

(2) Each agency will establish specific levels of
delegation of authority to approve the need for advisory and
assistance services based on the policy and guidelines contained
in this circular. The senior official shall review each advisory
and assistance services request which exceeds an amount to be
deternined by the agency.

E. Policy and procedures governing advisory comnittees and
their membership as well as the procurement of advisory and
assistance services are contained in General Services
Administration requlations, 41 CFR, Part 101-6.

»

-

i
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F. The Federal Personnel Manual, Chapter 304, governs

policy and procedures regarding personnel appointments.

G. The Federal Acquisition Regqulation governs policy and
procedures regarding contracts.
A

9. Data Requirements.

A. Contracted advisory and assistance services shall be
reported to the Federal Procurement Data System (FPDS) in
accordance with the instructions in the FPDS Reporting Manual.

B. Contract actions of $25,000 or less reported on the
Summary Contract Action Report ($25 000 or less) (SF 281) are not
covered by this reporting rnquircnant.

C. The following data systems will continue to provide
information on advisory and assistance service arrangements
within the executive branch:

(1) Central Personnel Data File (CPDF), operated by the
Office of Personnel Management, provides data on personnel
aprointnents, segregating advisors, experts, and advisory
conmittee members.

(2) The Federal Procurement Data System (FPDS) provides
data on contract arrangements that are monitored by the
management control system required by Section 8 of this circular.

(3) Advisory committee data is provided in accordance with
Section 2 of Executive Order No. 12024 to fulfill the
requirements of Section 6(c) of the Federal Advisory Committee
Act, as amended (Public Law 92-463, 5 U.S.C., AppP.).

10. Effective Date. This circular is effective immediately.
1l. Inguirjes. All questions or ingquiries should be submitted

to the Office of Management Budget. Telephone number (202)
395-6903.

es I
Directbr

Attachment
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ATTACHMENT

EXCLUSIONS

I. The following activities are excluded from the purview of
Circular A-120.

1. Activities that are reviewed in accordance with the A-
76 process. (Such activities must be reported in
accordance with Sections 8.A and 9.A.)

2. Architectural and engineering services of construction
and construction management services.

3. ADP/Telecommunications may be excluded if such
functions and related services are controlled in
accordance with 41 CFR 201, the Federal Information
Resource Management Regulations.

4. Rcseaich on theoretical mathematics and basic medical,
biological, physical, social, psychological or other
phenomena.

5. Engineering studies related to specific physical or
performance characteristics of existing or proposed
‘systems.

6. The day-to-day operation of facilities (e.g., the
Johnson Space Center and related facilities) and
functions (e.g., ADP operations, building maintenance,
etc.).

7. Government-owned, contractor operated facilities
(GOCOs) (e.g., Oak Ridge Naticnal Laboratory, the
Holstan Army Ammunition Plant in Kingsport, Tennessee).
However, any contract for advisory and assistance
services other than the basic contract for operation
and management of a GOCO shall come under the
provisions of this eircular.

8. Clinical medicine.

9. Those support services of a managerial or
administrative nature performed as a simultaneous part
of, and non-separable from, specific development,
production, or operational support activities. 1In this
sontext, non-separable means that the managerial or
administrative systems in question (e.g., sub-
contractor monitoring or configuration control) cannot
reasonably be operated by anyone other than the
designer or producer of the end-item hardware.
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10. Contracts entered into in furtherance of statutorily
mandated advisory committees.

11. 1Initial training, training aids, and technical .
documentation acquired as an integral part of the lease
or purchase of egquipment.

S .

12. Routine maintenance of equipment, routine
adrninistrative services (e.g., mail, reproduction,
tslephone), printing services, and direct advertising
(media) costs.

13. Aucticncors,Arnaity-brokcrs, appraisers, and surveyors. -

II. The following programs are excluded from the purview of -
Circular A-120. '

1. The National rofoign Intelligence Program (NFIP).

2. The General Defense Intelligence Program (GDIP).

3. Tactical Intelligence and Related Activities (TIARA). )
'4. Foreign Military Sales. (
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Code
AJ16

AN16
AN26
AN36
| AN46
.- ANS6
( + AN66

AN76

ANB6
AN96

AZ1l6

Code

R404

R405
R406
R407
R408
, R409
{ R411

PURPOSE CODES (FPDS PRODUCT AND SERVICE CODES)
APPLICABLE TO ADVISORY AND ASSISTANCE SERVICES

FEDERAL PROCUREMENT DATA SYSTEM
= . NT

Meaning
GENERAL SCIENCE AND TECHNOLOGY R&D (AJ)
Physical Sciences Management and Support

MEDICAL R&D (AN)

Biomedical Management and Support

Drugs Dependency Management and Support

Alcohol Dependency Management and Support

Health Services Management and Support

Medical Health Management and Support
Rehabilitative Engineering Management and Support
Specialized Medical Services Management and
Support o

AIDS Research Management and Support

Other Medical Management and Support

OTHER RESEARCH AND DEVELOPMENT R&D (AZ)

Other Research and Development Management and
Support

SECTION I, PART B - SERVICES

Meaning
PROFESSIONAL SERVICES (R4)

Land Surveys, Cadastral Services
(non-construction)

Operations Research Services

Policy Review/Development Services

Program Evaluation Services

Program Management/Support Services

Program Review/ Development Services

Real Property Appraisals Services (SIC 6531)
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Code

R412
R413
R414
R415
R418
R419
R420
R421

R422
R423
R425
R426
R427
R428
R497
R499

B502
B503
B504
B505
B506
B507
B509
B510
B513
B516
B517
B518
B519
B520
B521

B522:

B524
B525
B526
B527
B528
B529
B530

Meaning

Simulation

Specifications Development Services
Systems Engineering Services

Technology Sharing/Utilization Services
legal Services

Educational Services '
Certifications and Accreditations
Technical Assistance (This is limited to
assistance designed to assure more
effective operations of managerial or
administrative systems. It does not include
technical assistance to grantees.)
Telephone and Field Interview Services
Intelligence Services

Engineering and Technical Services
Communications Services

Weather Reporting/Observation Services
Industrial Hygienics

Personal Services

Other Professional Services

SPECIAL STUDIES AND ANALYSES (R5)

Air Quality Analyses
Archeological/Paleontological Studies
Chemical/Biological Studies and Analyses
Cost Benefit Analyses

Data Analyses (other than scientific)
Economic Studies

Endangered Species Studies - Plant & Animal
Environmental Studies and Assessments
Feasibility Studies (non-construction)
Animal and Fisheries Studies
Geological Studies

Geophysical Studies

Geotechnical Studies

Grazing/Range Studies

Historical Studies

Legal Studies
Mathematical/Statistical Analyses
Natural Resource Studies
Oceanological Studies

Recreation Studies

Regulatory Studies

Scientific Data Studies

Seismological Studies
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Code Meaning

B532 Soils Studies

B533 Water Quality Studies

B534 Wildlife Studies

B537 Medical and Health Studies

B538 Intelligence Studies

B539 Aeronautic/Space Studies

B540 Building Technology Studies

B541 Defense Studies

B542 Educational Studies & Analyses

B543 Energy Studies

B544 Technology Studies

B545 Housing and Community Development Studies

B546 Security Studies (Physical & Personal)

B547 Accounting/Financial Management Studies

B548 Trade Issues Studies

B549 Foreign Policy/National Security Policy Studies

B550 Organization/Administrative/Personnel Studies

B551 Mobilization/Preparedness Studies

B552 Manpower Studies

B553 Communications Studies

B554 Acquisition Policy/Procedures Studies

B555 Elderly/Handicapped Studies

B599 Other Special Studies and Analyses
MANAGEMENT SUPPORT SERVICES (R7)

R701 Advertising Services

R703 Accounting or Financial Services

R705 Debt Collection Services

R706 Logistics Support Services

R707 Contract, Procurement, and Acquisition Support

Services

R708 Public Relations Service

R799 Other Management Support Services
TECHNICAL REPRESENTATIVE SERVICES (L)

LO** Technical Representative Services

**In these two positions, enter first 2 digits of FSC Code from
Part C, or 99 for miscellaneous or general work. Asterisks are
not to be entered as part of the code.
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PROJECT DESCRIPTION AND JUSTIFICATION FOR NON-EVALUATION

ADVISORY AND ASSISTANCE SERVICES

Proposing Office: OPDIV/STAFFDIV/Regional Office, Agency,
Bureau, Program Office.
rd

Date: Date when Project Description and Justification was
prepared; Indicate if it is a revision.

Project Title, Description, and FPDS Codes: List the
project title and the applicable Federal Procurement Data
System product and service codes. Include one or two
paragraphs which briefly describe the project.

Contact: Name, title, address, and telephone number of the
person responsible for responding to gquestions concerning
this project.

Reasons for Project: Provide information on the origin and
basis of the issues/problems which the project addresses,
prior history of the project, and the specific purpose of
the project. Describe completely why the project needs to
be done. If the project is mandated, describe the source
of the mandate; e.g., Congressional, Secretarial, etc.
Cite the source document.

Estimated Project Cost and Source of Funding: Provide the
estimated first year cost. If the project is planned to
continue beyond the first year, provide the estimated
annual costs for subsequent years. The estimated cost
breakdown should include at least the following
information: (a) Direct 1labor including categories of
labor and estimated person hours; (b) Travel; (c) Material;
(d) Subcontracts; and (e) Indirect Costs. Use other
delineations as appropriate; e.g. consultants.,

Use of Government Employees: Provide the rationale for not
doing the project in-house. Specifically address the
question of why the OPDIV,STAFFDIV, or Regional Office
cannot accomplish part or all of the project with its own
or other government resources. Indicate how many of the
agency staff have the required expertise and gpecifically
why they cannot be reallocated to the project.

Coordination: 1Identify the agencies, offices, and persons
that have or will review the project. Indicate whether
such review has occurred or will occur. If the former,
indicate the views identified.
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9.

10.

11.

12.

13.

14.

Related Work: Discuss any completed, current, or proposed
work which bears on the approach or expected impact of the
project. Specifically identify how the project will build
on the strengths or weaknesses of such work and how the
project will provide additional information not now
available to the Department. Show that no products already
exist” which could meet the objectives of the project by
checking, as appropriate, sources such as the National
Technical Information Service; the Smithsonian Science
Information Exchange; the Evaluation Documentation Center;
the Policy Analysis Source Book; specialized information
systems; and experts in other agencies. If the proposed
contract is a continuation of a previous contract, include
a description of what the previous contract accomplished.
Please note that related projects are not limited to those
performed by or under contract for the proposing
organizational component.

Approach: Describe the approach to be used in the project.
Include a discussion, whenever relevant, of the population
to be examined; type of data to be examined or collected;
data gathering methods; analytic tools or techniques; and
relationship of the study population to the total universe.
Describe why the specific alternative was selected.
Indicate planned timeframe, key milestones, and end
products. 1Include a copy of the technical statement of
work.

Application and Use of Findings: Briefly describe (a): the
relationships between expected project results and specific
HHS programs; (b) how decision makers will use the project
results; and (c) the effect on the population served.
Describe plans to disseminate the final products.

Cost Effectiveness: Describe how the expected project
results, actions, and effects are important or significant
enough to justify the project costs.

Projected Acquisition Schedule:

Approval required by

Request for proposal release date

Award date

Proposed by: Title:
Head of Program Office
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ADVISORY AND ASSISTANCE SERVICES
QUARTERLY REPORT

A. Each advisory.and .assistance service .award shall include the
following information:

1. The name of the contractor, personnel appointees, and
advisory committee members.

2. The amount of the contract.

2. The purpose of each contract.

3. The justification for the award of the contract.

4. The reason the work cannot be performed by civil servants.
B. Each reporting unit (each OPDIV and the Health agencies for
PHS) shall provide information on compliance with the Section 514

limitations and shall include the following:

1. The Section 514 limitation for the OPDIV or Health égency
for PHS.

2. Total obligations and expenditures (outlays) for the
guarter.

3. Total cummulative obligations and expenditures (outlays) for
the fiscal year.

4. Any anticipated problems in staying within the reporting
unit's Section 514 limitations.
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Subject: HHS METRIC PROGRAM
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8- 25- 00 PURPOSE

This chapter prescribes Departmental policies, procedures,
and responsibilities for inplenenting the provisions of Public
Law 94-168, as anmended, the "Metric Conversion Act of 1975,"
(Title 15, United states Code, Sections 205a through 205K).

8-25-10 SCOPE

This chapter applies to each Qperating Division (opDIVv) of the
Departnent and the Ofice of the Secretary (OS).

8- 25- 20 BACKGROUND

A.  Public Law 94-168, the "Metric Conversion Act of 1975,"
(Title 15 United States Code, Sections 205a through 205k)
states that the FOI|cy of the United states shall be to
coordinate and plan the increasing use of the netric system
in the United States. ,

B. Section 5164 of the '*QOmibus Trade and Conpetitiveness Act
of 1988," Public Law 100-418, anended the Metric Conversion
Act of 1975 to provide:

1. That the netric system of neasurement is the preferred
system of weights and measures for United States trade
and commerce;
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C.

D.

E.

B.

2. That each Federal agency shall, by a date certain and
to the extent economcally feasible by the end of
Fiscal Year 1992, use the netric system of neasurenent
in its procurements, grants, and other business-related
activities (unless netric usageisinmpractical or would
have an adverse impacton the market share of S.
firms); and

3. That agencies shall seek out ways to increase
understanding of the metric system of neasurenent
t hrough educational information and guidance and in
Government  publications.

Executive Order 12770, Metric Usage in Federal Governnent
Prograns, establishes governnentw de procedures for
inplenenting the Metric Conversion Act of 1975.

Title 15, Code of Federal Regulations, "Metric Conversion
Policy for Federal Agencies,” Part 19, Subpart B, published
by t he Department of Commerce, provides guidance to Federal
agencies in changing to the useof the netric systemof
measur enent .

Federal Standard 3768, "Preferred Metric Units for General
Use By The Federal Government," January 27, 1993, |ists
referred netric units recomrended for wuse throughout the
ederal CGovernnent.

8- 25-30 DEFI NI TI ONS
A

Metric oystem of Measurenent. The International system of
Units (or SI from the French "Le Systemel nternational
d'Unites") as established by the General Conference on

Wi ghts and Measures in 1960, and as interpreted or
modified for the United states by the Secretary of
Commerce.  The units are listed in Federal Standard 3768.

Hard Metric. The replacenent of a standard inch-pound size
wth an accepted netric size for a particular purpose. An
exanpl e of size substitution nmight be: selling or
packaging liquids by the liter instead of by the pint or
quart (as for soft drinks), or instead of by the gallon (as
for gasoline).
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c. Soft Metric. The result of a mathematical conversion of

I nch-pound neasurements to netric equivalents for a
particular purpose. The physical characteristics are not
changed.

D. Inch-Pound Units. Units based upon the yard and the pound
conmonly used 1n the United States and defined by the
National Institute of Standards and Technol ogy. (Units
havi n? the sanme nanes in other countries may differ in
magni tude) .

E. Dual Systenms. The use of both inch-pound and netric
systems.  For exanple, an item is designed, produced, and
described in inch-pound values with soft netric values also
shown for information or conparison purposes.

F.  Hybrid Systens. The use of both inch-pound and hard netric
values 1n specifications, standards, supplies, and
services; €.¢., an engine with internal parts in metric
dimensions and external fittings or attachments in
I nch- pound di mensi ons.

8-25-40 POLI CY

It is the policy of the Department to support Federal
transition to the netric system and to use the metric system of
measurenent in all procurements, grants, and other business
related activities unless such use is impracticable Or is
likely to cause significant inefficiencies or |oss of markets
to United States firms.

8-25-50 PROCEDURES
A. Each OPDIV and OS wll:

1. Encourage industry in the cha_n?e to the netric system
by acquiring comrercially available metric products and
services that meet the functional requirenments of HHS,
so long as conpetition is maintained.

2. Make training opportunities available as necessary to
increase enployee awareness and understanding of netric
system conversion,

3. Participate on Governnent/industry subcommittees and
wor ki ng  panel s and groups.
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4. Develop specifications and standards for procurenments
in netric when metric is the accepted industry system
Commercially developed netric specifications and
international ly developed voluntary standards using
metric wll be adopted whenever possible.

5. Specify and accept bulk (loose, unpackaged) materials
In metric units, unless the use of such units is
inconpatible with existing systens. Procure measuring
devices, shop, and |aboratory equipnent in metric or
dual units of measurenent when possible.

6. Charge netric conversion costs to normal OPDIV and/ or
OS operating expenses. However, these costs are to be
identified to the extent feasible. This includes the
cost of netric aids, tools, equipment, and training.

7. Use metric units of measurement in technical reports,
studies, publications, and position papers (except
those dealing with dinensions in inch-pound units).
| nch-pound units may be cited in parentheses.

§. Coordinate all netric conversion efforts which are
||kelc¥ to involve major public affairs activity wth
tAP? fice of the Assistant Secretary for Public
airs.

OPDIVs and OS ma?/ retain the measurement units in which a
system is originally designed for the life of the system
unl ess conversion is necessary or advantageous.

8-25-60 ACQU SI TION GUl DELI NES

A.

Basi ¢ Requi renents

1. The netric system of neasurenent, or a dual system
stating both metric and inch-pound units, wll be used
in all procurenent docunents where neasurements are
required, including purchase descriptions,
specifications, and standards, unless one of the
exceptions provided for in Section 8-25-90 is
appl i cabl e.
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2. The requesting official is responsible for docunenting
and signing any decision not to use netric
measur enent s.

3. Documentation for decisions not to use metric _
nmeasurenents nust identify the specific exception which
applies and explain the reasons tor its applicability.

B. Metric Decision Points in the Acquisition Process

1. Advance Pl anning

(a) HHSAR 307. 104-1 requires devel opment of an
acqui sition planning document for all new
negotiated acquisitions which are expected to
exceed $100,000. The acquisition plan is to be
devel oped jointly by the project officer and the
contract negotiator. As part of this process,
acquisition plans should be reviewed to determne
applicability of metric measurenments.

(b) A key decision point concerning use of netric
measurement in advance acquisition planning is the
description of work to be done. Wether a
specification, purchase description or statenent
of work is used (HHSAR 307.105-3), this point is a
critical one for the program or project officer to
determne the suitability of netric usage in the
contract.

2. Small Purchases

Smal | purchase acquisition methods (HHSAR 313.104) are
designed to acquire defined, off-the-shelf, standard
suppl i es, e?ui pment or services which may be awarded on
the basis of a fixed price quote. Attenpts should be.
made to obtain such items in netric measurenments when
avail able, economcally feasible and practical to neet
program project needs. The unavailability of items in
metric from required sources of supply, such as
mandatory GSA schedules, is sufficient {'ustification
for non-netric purchase and a statenment to that effect

should be included in the purchase file.
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Requests For Contract (RFC)

Program offices are responsible for J)reparing the RFC
when planning for contracts estimated to exceed the |
smal | purchase threshold (mmsar 315.70). If a decision
regarding the use of netric measurements has not
already been made and docunented in the advance

pl anning process, the RFC is another point in the
contracting process where a decision by the program
office regarding the inpact of use of netric units nust
be made based on program requirements.

Requests For Proposals (RFp)/Quotations (RFQ)/
Invitation For Bids (IFB)

Unless the official contract file contains a witten
justification for not using metric measurenents in
accordance with the exceptions permtted by this _
chapter, RFPs, RFQs Or IFBs prepared bPI t he contracting
officer, for either equipnent, materials or services
which are measurement sensitive, nust use netric

measur enent s.

Any deviations from this requirenent, based on
exceptions permtted by this chapter, nust be
documented 1n the official contract file.

c. Responsibhilities of contracting Oficers

1.

The Contracting Oficer is responsible for ensuring
that netric neasurements are used throughout the

acqui sition process, including all solicitation and
contract docunents. If netric measurement is not used,
the Contracting Oficer nmust ensure that the file
contains appropriate justification.

The Contracting officer should provide the requesting
office information concerning qualified sources capable
of satisfying the requested 1tens or services in netric
measurements and any potential inpact on competition.

AS a part of the file docunentation process, the
COntracting. Oficer nust review the requesting office's
decision regarding metric use and determne if any
e>r<]ce tions to nmetric use neet the requirements of  this
chapter.
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8-25-70 MAJOR DUTIES AND RESPONSI BI LI TI ES

A.  Assistant Secretary for Managenment and Budget. The
Assistant Secretary for Mnagenent and Budget (ASMB) is
responsible for:

1. Ensuring HHS-wide inplenentation of the "Metric
%)nzv.ersmn Act of 1975," as anended, by Septenber 30,

2. Establishing HHS policy for the application and use of
the metric system of neasurenent; and

3. Appointing an HHS Metric Executive to carry out the
responsibilities set forth in Executive Oder 12770,
and to chair the HHS Metric Transition Steering
Conm ttee (MTSC).

4. Approving exceptions to the HHS Metric Program in
accordance wth Section 8-25-90.

B. Deputy Assistant Secretary for Budget, ASMB.  The Deputy
Assistant Secretary for Budget, ASMB, is responsible for
collecting necessary data from oppivs and OS, preparing the
annual report to the Congress on metric inplementation
actions, and ensuring that the report is included in the
annual budget as required by Title 15 united States code,
Sections j-1I.

c. Drector, Ofice of Munagement, U S. Public Health Service.
The Director, Ofice of Munagenent, is responsible for:

1. Providing technical advice and guidance to OPDI Vs and
OS regarding Federal requirements for the use of the
metric system of neasurenent;

2. Serving as the HHS Metric Executive;

3. Representing HHS on the Federal Interagency Committee
on Metric Policy (IcMpP);

4, Qgpoi nting an HHS representative to serve on the
trication Cperating Conmttee (Moc) of the ICWP, its
Steering Goup, and the HHS MISC, and

5. Ensuring appropriate HHS representation on woc
subcomm tt ees.
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D. Heads of CPDIVs. Heads of OPDIVs are responsible for:

1. Ensuring organizational inplenentation of the "Metric
Conversion Actof 1975," as anended;

2. Designating an organizational element to manage netric
conversion activities;

3. Designating an individual as the Metric coordinator for
their OPDIV who will also serve on the HHS MTSC;

4, Ensuring that personnel are provided education on the
netric system and training, as needed, in specific
metric practices and uses; and

5. ldentifying Federal legislation, regulations, and
procedures that unduly restrict use of the netric
sYste_m,and where applicable, initiating action to
elimnate those restrictions and ease transition to the
metric system

E. HHS Metric Transition Steering Committee.  Menbers of the
HHS MISC are responsible for planning and coordinating
transition to the metric system and advising their
respective OPDIVs on matters relating to metrication.

8-25-80 REPORTING REQUI REMENTS

Each OPDIV shall submt to the Director, Ofice of Mnagenent,
PHS, for transmttal to the Deputy Assistant Secretary for
Bud etd, ASMB, by December 1 of each year, a report which

i ncludes:

A.  Significant metric acconplishments;
B. Significant problens encountered in metricconversion;

C. An?/_ recomrendations regarding HHS Metric Program policy or
activities, including actions planned for the current "and

fuéure fiscal years to further inplement the metric system:
an

D. Qher relevant information (e.g., information pertaining to
metric conversion costs).
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8-25-90 EXCEPTIONS
A.

Exceptions to the use of the metric system in procurement,
grants, and other business related activities are permitted
only to the extent that such use is impracticable or is
likely to cause significant inefficiencies or loss of
markets to United States firms.

Exceptions to the HHS Metric Program, other than those
stated above, require the approval of the Assistant
Secretary for Management and Budget.
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Sub j ect ' CONFLICT RESOLUTION MECHANI SM FOR | NSPECTOR GENERAL
REPORTS

8- 30-00 Pur pose
10  The Four Steps of the Process
20  The Audit Resolution Council
30 Format for Submssion of Cases at Step 3 of the Process

8=30-00  PURPOSE

This chapter describes the mechanism to be used to settle

di sagreenents between an Qperating Division (OPDIV) and the
Ofice of the Inspector General (O G over an O G report. The
rocess begins on the date the report is issued, and ends no
ater than six nonths after that date, as prescribed in OVB
Crcular A-50. The nechanism is intended to encourage settlenent
at the |owest organizational |evel, nearest the program in
question, but allows for escalation of the conflict through the
Assistant Secretary for Mnagenentand Budget to the Under
gec_re_tary, I f necessary. The Under Secretary makes the final
eci sion.

8-30-10 THE Frour STEPS orF THE PROCESS

A The conflict resolution mechanism applies to all QG final
internal reports on Departnental operations. Its purpose is
to resolve serious disagreenents bhetween the [nspector
Ceneral and an OPDIV on Office of Inspector General (OQ
findings within six nonths of issuance of the OG report.

It should be noted that separate resolution rules apply to
external O G reports on grantees and contractors (see the
HHS Gants Admnistration Mnual, Chapter [-105).

Resol ution of "nateri al weakness"/"non-conformance" probl ens
reported in OG reports will be resolved in accord wth
Departmental policy established under the Federal Managers
Financial Integrity Act (FMFIA) program

B. The steps of the conflict resolution mechanism are as
fol | ows:

L. STEP 31: The OPDIV staff shall state non-
concurrence to the OG If the OG agrees,

resolution occurs. If the OG does not agree
WITHIN SIXTY DAYS after the date of the final

QG report, go to step 2.
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2. STEP 2: An OPDIV representative of conparable
rank shall neet with an official of the 0IG. If
agreenent is reached, resolution occurs. |If
aﬂreement Is not reached WTH N NINETY DAYS after
the date of the final OG report, go to step 3.

3. STEP 3: The OG formally appeals to the
Departmental Audit Followup Oficial, the
ASMB. A copy of the appeal is given to the
OPDIV.  Roth the O G and the OPDIV furnish
witten positions to the ASMB within thirty
days (see 8-30-30, below, for the prescribed
format). If the ASMB achieves agreement or
makes a decision which satisfies both sides,

resolution occurs. |f agreenent is not
achi eved WITHIN 135 DAX.% AFTER the date of

the final OG report, go to step 4.

4. STEP 4: The IG the asMB, or the OPDIV Read
may request that the matter be taken up by the
Audit Resolution Council (ARC) (see 8-30-20,
below). The Council advises the Under
Secretary, who makes the final decision
180 DAYS AFTER the date of the final OG

report.
8-30-20 THE AUDI T RESOLUTION COUNCI L
A. The Audit Resolution Council exercises executive-|evel

oversight of, and advises the Under Secretary on, the
Departnent's audit resolution and followup activities.

B. The Council is chaired by the Under Secretary. Its nenbers
are the Assistant Secretary for Management and Budget, the
| nspector General, the General Counsel, and any other
official appointed by the Under Secretary.

C. Staff support to the Council is provided by the ASM.
D. The Council wll:

1. Review and make reconmmendations to the Under Secretary
on the resolution of internal OG reports on
Departnmental operations on which an OPDIV has not made
a mnagement decision within six nmonths of the issue
date of the report:
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2. Wake recommendations to the Under Secretary concerning
the establishnment or clarification of Department policy

in matters arising from QG reports;

3. Recommend corrective action to the Under Secretary in

cases where managenent has failed to carry out
agreenents nade as a result of OG reports.

‘E. The Council wll meet as required by step 4 of the conflict

resol ution mechanism (described above in 8-30-10, B.4).
The Inspector General, the Assistant Secretary for

Managenent and Budget, or an oppIv head, nmy request a
meeting of the council.

8-30-30 FORMAT FOR suBMISSION OF CASES TO THE
DEPARTMENTAL AUDI T roLLow-UP OFFI CI AL UNDER
STEP3 oF THE PROCESS

A. After the OG files a 1 appeal to the Audit Follow U
Gfrcial . the OG and the oy il i

of the case = not exceeding two pages = in the follow ng

format:

1. Title, 1G nunber, and date of issuance of the
report;

2. List of 1G findings and recomrendations agreed to:

3. List of IG findings and reconmendations not
agreed to;

4. Statenent of the issue and supporting argunents
(in bullet form:

5. | npact anal ysis including:
a. Budget and financial data

quantifying the cost or savings to
the Federal, State and Local
Governnent, program or service
roviders, and program
eneficiaries:

each provide a summary
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Assessment of the benefits to be
achieved and identification of who
benefits:

Assessment of any adverse
consequences from the o _
recommendation and identification

of who would be adversely affected:

Description of the results of
previous reviews or decisions on
this issue (budget, policy,or

| egislative reviews, etc.)

Page 4

B. Assessments of costs, benefits and adverse consequences
should be quantified to the extent possible.

C. Basicdocuments, such as the O Greport and rel ated
correspondence between the O G and the OPDIV, (
referenced in the two page summary and attached to it.

shoul d be
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Subj ect:  REORGANI ZATI ON  PROCEDURES

8- 60-00 Purpose o
10  Reorganization Policies
20 Definition of Reorganization _ _
30 Oficials with Authority to Approve Reorganizations
40 Criteria for Organizations , ,
50  Procedures for taining Approval of Reorganizations
60 Inplenmentation of Approved Reorganizations

8- 60- A Criteria for Planning and Review ng
Reor gani zation Proposals

8-60-B Guidelines for Preparing Notices on Reorganizations for
Publication in the Eederal Regjster

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.

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

GENERAL ~ ADM NI STRATI ON TN-73.10 (8/10/73)
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Subj ect:  ORGANI ZATI ONAL  NOVENCLATURE

8- 65-00 Pur pose
10 Scope. , , ,
20 Policies Applicable to Organizational Nonenclature
30 Commonly Used Organizational Ternms
40  Standard Designations for Organizations and Heads of
Organi zat i ons _ _
50 Exceptions to Standard Designations

8- 65- 00 PURPCOSE

This Chapter {Jrescrib_es the organizational nonenclature that HHS
managers are to use in applying names to organizations under
their direction and titles to heads of these organization units.
It also defines organizational terms that are commonly used
within the Departnent.

8-65-10 SCOPE

The provisions of this Chapter apply to all organizations of the
Depart nent.

8-65-20 PCLICIES APPLI CABLB TO ORGANI ZATI ONAL NOVENCLATURE

A The Secretary or other approving official nust approve new
or revised nanes of organizations and new or revised titles
of heads of organizations before they can be officially
used. Chapter 8-60 of the
cites these approving officials.

B. Changes to organizational nonenclature are to be kept to a
m ni mum since too frequent changes tend to be disruptive and
costly. Requests for changes to organizational nonenclature
should be made only when:

1, New organizations are established within the
Depart ment .
2. Mpjor functions are added to an organization,

transferred from one organization to another, or
cancel | ed.
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3. Major shifts in management occur (for exanple,
functions and activities are centralized or conbined
within an organization).

4, Unf oreseen circunstances make a change in nonenclature
necessar for exanple, two organizations have the sane

name and this creates identification problens for the
public).

Organi zational nanes and titles established by law or
executive order are to be used, even though they may
conflict with the nomenclature established by this chapter.

Any organization whose nomenclature does not conply with the
provisions of this Chapter may continue to use such
nomencl ature provided:

L. The nomenclature was established by law or executive
order, or
2. The nonenclature was in effect prior to the effective

date of this Chapter.

-30 COWMONLY USED ORGAN ZATI ONAL TERMS

The following terms are comonly used within the Departnent to
describe a certain type or types of organizations:

A

pgp_?_;%@eag. JIhe Departnment refers to the Departnent of
Heal th and Human Services. The Secretary, the Under

Secretary and their inmediate offices, the Operating
Divisions, the Staff Divisions, and the Regional Directors
and their offices collectively are the Department.

Ofice of the secretarv The Secretary, the Under Secretary
and their imediate offices, the Staff” Divisions, and the
Regional Directors and their offices collectively are the
Ofice of the Secretary.
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C. Staff Division. A Staff Division is a ngjor organization of
the Ofice of the Secretary whose head reports directly to
the Secretary. The current Staff Divisions of the
Departnent are the:

0 Ofice of the General Counsel headed by the General
Counsel

0 Ofice of the Assistant Secretary for Legislation
headed by the Assistant Secretary for Legislation

0 Ofice of the Assistant Secretary for Planning and
Eval uation headed by the Assistdnt Secretary for
Pl anning and Eval uation

0 Ofice of Public Affairs headed by the Assistant
Secretary for Public Affairs

0 Ofice of the Assistant Secretary for Personnel
Adm nistration headed by the Assistant Secretary for
Personnel  Administration

0 Ofice of the Assistant Secretary for Mnagement and
Budget headed by the Assistant Secretary for Managenent
and Budget

0 O fice of Inspector Ceneral headed by the Inspector
CGener al

0 Ofice for Cvil Rights headed by the Director for
CGvil Rights

0 US Ofice of Consuner Affairs headed by the Director.
(The U.S. Ofice of Consuner Affairs is considered a

Staff Division for admnistrative purposes only since
its Director is a menber of the White House Staff.)

The proper abbreviation for Staff Division is STAFFD V.
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Operating Division. An Operating Division is a ngjor
organi zation whose primary function is to direct and nanage
the substantive prograns of the Department and whose head
reports directly to the Secretary. The current Operating
Divisions of the Departnent are the:

0 Public Health Services headed by the Assistant
Secretary for Health

0 Social Security Admnistration headed by the
Conmi ssi oner of Social Security

0 O fice of Human Devel opment Services headed by the
Assistant Secretary for Human Devel opnent Services

0 Health Care Financing Admnistration headed by the
Admi ni strator

0 Fam |y Support Administration headed by the
Admi ni strator

Though it is organizationally an official part of the Ofice
of the Secretary, for the purposes of organizational

nomencl ature, the Ofice of Human Devel opnent Services is
considered an Operating Division.

The proper abbreviation for Operating Division is OPDIV.

Public Healthn“sexvice Agengy. A Fublic Health Service
Agency is a major |ine organization of the Public Health
Service whose primary function is to direct and nanage
substantive health programs and whose head reports directly
to the Assistant Secretary for Health. The current Public
Heal th Service Agencies are the:

0 Al cohol, Drug Abuse, and Mental Health Admnistration
headed by the Adm nistrator

0 Centers for Disease Control headed by the Director
0 Food and Drug Admnistration headed by the Conm ssioner
0 Health Resources and Services Admnistration headed by

the Adm nistrator
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0 National Institutes of Health headed by the Director

0 Agency for Toxic Substances and Disease Registry headed
by the Adm nistrator

0 Indian Health Service headed by the Director

The proper abbreviation for Public Health Service Agency is

PHS Agency.

8- 65- 40 STANDARD DESI GNATI ONS FOR ORGANI ZATIONS AND HEADS OF

ORGANI ZATI ONS

Use the statutory nane in namng organizations and heads of
organi zations. |f there is no statutory name, use the standard
designations |isted below. (See exceptions in section 8-65-
20D.2.) For sections A thru C and g thru G these designations
are listed in descending order of reporting relationships.

A Staff Divisions

Name of Qrganization Title or organization Head
Ofice Assistant Secretary, for
, or Director
Ofice Deputy Assistant Secretary for
, or Director
Ofice* Director*,
Di vi sion Director
Branch Chi ef
Section Chi ef
Uni t Chi ef

*This level of organization may be used only when approved
on a case-by-case basis by the Assistant Secretary for
Managenment and Budget. See 8=65-50.



HHS Chapter 8-65

General  Admi ni stra§é08 Manual age ©

HHS Transnittal .03 (6/22/88)

B. Ofice of the Secretarv Realonal Organizations Revorting to
Nane of Organization Title of (rganization Head
Ofice Regional (functional title)

D rector
Ofice Director
Di vi si on Director
Branch Chi ef
Section Chi ef'
Uni t Chi ef

c. Reporting
Directly t 0 Headquarters
Ofice Regional , (functional title)

Director
Ofice Director
Di vi sion Director
Branch Chi ef
Section Chi ef
Uni t Chi ef

D. Overatinag Divisions The nanes of Operating Di visions and
the titles of Qperatin D| visions heads , are ?ral
established by law IT they are not, the Setretary “will

sel ect appropriate names and titles for t hem
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E.  Line Oraanizations of operatina Divisions. The line
organi zation of an Operating Division is that portion of the
Operating Division ich actually admnisters the

substantive prograns assigned to the Operating Division.

The line portion of the organization begins wth the head of
the Operating Division and runs to the |owest-|evel

operating unit wth programmatic responsibilities (e.q.,
processing claims, managing the substantive aspects o
grants and major contracts, conducting bionmedical research,
and carrying out regulatory activities).

Name of Oraanization Title or Oraanization Head

Adm nistration or Ofice Administrator, Associate
Adm nistrator or Director

Bureau or O fice Di rector

Di vision Di rector

Branch Chi ef

Section Chi ef

Uni t Chi ef

Note: There are sone line organizations I:ge.g. ~hospitals,
laboratories, etc.), particularly within PHS which are not
conducive to these titles. These entities should retain

theldr current titles to anply identify the services they

render.

F. Staff Oaanizations of Oneratina Divisions. The staff
organi zation of an %eratl ng Division Is that portion of the
Operating Division ich provides advisory, admnistrative
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or assessnent/ uaI I t control urPéJort services to line
officials, suc gu person el, procurenent,
public affairs, qual | ty control eval uation, policy
anal ysis, and managenent anal yS| S.
Nane of Oraanization Title or Oraanization Head
' Deputy Assistant Secretary for
Ofice Pty ,0r Assocflate
Adm nistrator
Ofice Conmi ssi oner for ‘
or Drector
Di vi si on
Branch Chief
Section Chi ef
Unit Chi ef
G Reaional (raanizations of (peratina Divisions
Name of (raanizations Title of (raanization Head
Ofice Regi onal  Conmi ssi oner,
Regi onal Administrator, or
Regi onal  Representative
Ofice Assi stant Regional
Conmi ssi oner, ~ Assi stant
Regi onal Adni nistrator, or
Assistant Regional Director
Di vi si on Di rector
Branch Chi ef
Section Chi ef
Uni t Chi ef
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8- 65-50 EXCEPTI ONS TO STANDARD DESI GNATI ONS

Exceptions to standard designations (other than those established
by law or executive order) will be approved only when they are

i kely to increase the public's understanding of the Departnment's
organi zation and purpose, and to identify nore readily the work
of an organization than the standard designation does.

Requests for exceptions should explain how the exceptions fulfill
these conditions, and be submtted for approval to the Assistant
Secretary for Mnagenent and Budget.
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8-67-00 PURPGSE

The purpose of this Chapter is to prescribe a Departnent-w de system
of organization charts which specify major organization elenents and
key officials

8-67-10 SCCPE

The uniform system of Department and Principal Operating Conponent
(POC) charts prescribed by this Chapter is a management tool for use
by those in directing and coordinating capacities. Under this system
the charts produced will:

A Show at a glance principal Departnental and POC organizations and
the key personnel who direct them

B. Provide a neans of depicting HEW organi zational structure to the
Wite House, the Congress, and the general public;

C. Serve as a handy reference for top-level discussions by the
Secretary, his executive staff, and key POC officials regarding
organi zations, functions, channels of command, and key assignments;

D. Serve as a useful guide to the Ofice of Personnel Managenent,
formerly the Gvil Service Conmission, in its consideration of
supergrade actions; and

E. Provide a frame of reference for discussions between the Ofice of
the Secretary and the pocs regarding budgetary, staffing, and
program plans.

8-67-20 PROCEDURES AND SPECI FI CATI ONS

A.  The poc overall chart should be linmted to the POC head and those
officials who report directly to that individual

B. Charts for each second-|evel organizational unit will show the
subordi nate organi zations which report directly toit. Additiona
charts down to the division level will reflect |ower |evel organi-
zations.

HEW TN-79.1 (1/31/79) Super sedes Chapter 8-67 (TN-76.7)
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C. Approval of Charts

1. The PQC overall chart should contain the signature and date
of approval of the head of the POC. Lower |evel charts down
through the division level in a POC and |ine components there-
of (i.e., agencies, bureaus, offices, admnistrations) should
show the approval and date thereof by the top POC managenent
of ficial whose organization has responsibility for processing
and/ or approving organi zation proposals.

2. In the Ofice of the Secretary, charts will show the signa-
ture and date of approval by the heads of organizations
reporting directly to the Secretary and will include only
t hose subordinate organi zations which report directly to the
signing official

3. Charts for the Ofice of the HEWPrincipal Regional Oficials
(PROs) Wi I contain the signature and approval date by the
PRO and reflect only those organizations reporting directly
to that individual

p. Preparing offices will update chart data as of April 1 and
Cctober 1 and submt updated charts to the Ofice of Managenent
Anal ysis and Systenms, OS, ten working days after the close of the
update period. After the initial subm ssion, sem -annual sub-
mssions will include only charts for organizations where changes
have occurred.  Subm ssions shoul d include four copies of each
chart. Charts should be 10%" x 8"* in size and should be suitable

for reproduction.

E. Exhibit 8-67-1 contains format specifications for charts. Al
i nformation shown is before reduction by the printer. Charts
will be printed (not "xeroxed") "originals" suitable for
reproduction and publication. Type style and size of "boxes"
w |l be as shown on the exhibit. However, reasonable
approximations are acceptable if local conditions and the over-
all chart size before reduction preclude rigid adherence to
st andar ds. Enter the admnistrative code for each "box" in
parentheses in the [ower right corner of the box. Show only
officially approved organi zations, There can be no exceptions
to the specified 10%" x 8"* size cf printed copies.

*After January 1, 1980, the paper size will be 8%" x 11",

TN-79.1(1/31/79)
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40 Procedures

8-69-00 PURPOSE AND SCOPE

This Chapter prescribes a Standard Administrative Code for use throughout
the Departnent of Health, Education, and Welfare. The Admi nistrative Code
i s designed to be concise, easy to renenber, easy to say and wite, and
reasonably visually decodable. In addition, it shows the position of a
unit in the organizational structure.

8-69-10 OVERVI EW OF THE ADM NI STRATI VE CODE

A concise statenment of what nmakes up the Standard Administrative Code is
as follows:

1. The code consists of a conbination of alphabetical and nuneric
characters; the total cannot exceed el even characters or eleven
col unms.

2. The nunber of characters required to conpletely identify a
particul ar organi zational elenent depends on the place of a
given organization in the organizational hierarchy.

For exanple, the Ofice of CGeneral Counsel in the Ofice of
the Secretary woul d be coded with two al pha characters "AG."
The first letter, "A" denotes the Ofice of the Secretary
and the "G" denotes the Office of the General Counsel, a
prime unit of the Ofice of the Secretary.

An organization at a lower 'level would have a longer Code. For
exanpl e, HSMB woul d denote H Public Health Service; S Health

Services Adm nistration; M Bureau of Medical Services; and B

Di vision of Hospitals and Cinics. Thus, the Code is hierarchical,
because itportrays the place of an organization in the organizational
structure.

3. The code is structured so that all eleven colums have the
potential for both al phabetical and numeric characters. However,
initially Colums |-3 inclusive will specify al phabeti cal
characters (except where a nunber is used In Colum 3 to denote

HEW TN-79. 1 (1/31/79) Supersedes Chapter 8-69 (TN-76.11)



Chapter 8-69, GENERAL ADMINISTR: 7 1o Page 2

a regional office)." Colummns 4-11 Will contain numeric/alpha
characters.

4, Each of the eleven colums is a discrete Code el ement except
in the single instance in which two colums are paired to denote
a given organizational elenent.

The code can be used to identify-any individual activity, even
though there may be many of the same type. For exanple, HEW

has 150 PHS Health Units under its jurisdiction. Each Unit
can be separately identified. If the various units cannot be

identified using a single colum, then two colums are used.
This is discussed in detail in 8-69-20-H 3.

5. Certain al phabetical and numeric characters are used for special
purposes as described in 8-69-20, Technical Instructions for Code
Appl i cation.

8-69-20 TECHNI CAL | NSTRUCTI ONS FOR CODE APPLI CATI ONS

A, The Code is made up of two parts: Colums |-3 and Col ums 4-11.

1. Colums 1, 2, and 3 will specify al phabetical characters except
as specified in F below. Al letters are available for use in
these colums, except "I," "o0," and "Z" which is witten as
g. "I" and "0" are not used to avoid confusion with nunbers.

% serves a special function as expl ained bel ow.

2. Colums 4 to 11 inclusive may contain al phabetical and numeric
characters, subject to the follow ng restrictions:

a. All letters except | and O are available for use in these
colums. F and # are available only for special uses as
noted bel ow.

b. Numbers -9 inclusive |ikew se are available in these
colums.  Nuneric zero, which is witten @, i s used only
for special purposes as described below.

c. Nunbers are used first and then letters, except as specifically
not ed.

B. Certain letters, nunbers, and characters when they are placed in
certain colums are used for specified purposes. The following table
shows the specific reservations for Principal Operating Conponents
(POCs) in Colum 1, -and specifies other special uses and reservations:

A-Col. 1 ~Ofice of the Secretary
A - Cols. 2 and 3 - Ofice of the head of an organization where the
size and conplexity require such breakout.

TN-79.1(1/31/79)
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D - Col. 1 - Ofice of Human Devel opnent Services (OHDS)

D - Cols. 2 and 3 denote Ofice of PRO POC Regional Comm ssioner
or POC Regional Admnistrator

E - Col. 1 - Education Division

F - Col. 1 - Health Care Financing Adm nistration

F - Cols. 4-11 = Denotes a Field organization (See paragraph
8-69-20H)

H - Col., 1 - Public Health Service

I - Do not use anywhere

0 - Do not use anywhere

S - Col. 1 « Social Security Admnistration

X - Col. 3 or 4 Region X, Seattle

Y - Cols. 2 or 3 -As required, denotes HEWaffiliated organization
e.g. EEY1 (National Council on Quality of Education)

2 - Do not use anywhere as al pha character. Use onl% in Cols. 4-11

to

to signal that the followng two colums are e used as a pair
to describe nultiple offices of a simlar type, e.g., SSA
District Ofices (See 8-69-20H.3).

Nunber s

[-9 = Use in Cols. 4-11

@ - Do not use as a nunber. Use only in Cols. 4-11 as left digit
intw colums used in pairs to delineate the first 31 units
in a series of simlar units

- (hyphen) =« I'ez only t0 dencte the abseanceof an organizationa
unit at a given level in the hierarchy and as a place
holder.  Codes containing - (hyphen) wll [list before
codes containing alpha or numerics.' For exanple
EES-1 |ists before EES1.

C. The criteria for determning whether "F" is appropriately used in
colums 4-11 or whether a unit is treated as a Headquarters unit
are as follows: Headquarters is any organizational elenent regardless
of physical |ocation, whose functions, responsibilities, clientele, or
authority extend nationw de (not geographically limted to a particular
area). For exanple, the Center for Disease Control in Atlanta, Georgia
s a headquarters organization of the Public Health Service. The
Health Services Admnistration in Rockville, Mryland, is a head-
quarters organization.  The organization of the Indian Health Service
in Rockville, Maryland |ikew se is a headquarters unit for that
program bureau.  The Indian Health Area Office in Al buguerque, on
the other hand, inits entirety, is a field organization.
Organi zations which are recogni zed as el enments of the Principa
Operating Conponent headquarters of the Social Security Admnistration
in Baltinmore are treated as Headquarters organizations. Likew se, the
Bureau of Hearings and Appeal s organization in Arlington, Virginia is
a Headquarters organization. Hearings and Appeals units scattered
throughout the country are field units.

MW-79.1T I/ 3L/79)
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C3=s -———ma

. Adminirrrative Code Application for Office of the Secretary and
Prineipal (peraiing Conponent s

J.

2¢

3o

The Ofice of the Secretary and Principal Operating Conmponents
of the Departnment and their offices are depicted by a single~
lettex code, as follows:

A 0ffice of the Secretary

D 0ffjece of Human Devel opnent Services
E Education Division

F Health Caxe Financi ng Administration
S Social Security Admnistration

H Public Health Service

The next subordinate el ement is assigned a single letter in the
sccond column, The second letter in conbination with the code for
principal operating conponent identifies a particular subordinate
oxgaenizational el ement , For exanple:

*DA Ofice of Human Devel opnent Servi ces,
Office of the Assistant Secretary

DG Office of Human Development Services,
Administxation 0N Agi ng

ES Publ i c Health Service, Heal t h

Servi cesAdministration ,
EE Education Division, OF fice of Education

*Use letter "A" in the second and third colums to depict the
of fice of the head of the organization, where size and conplexity
warrant such breakout.

The mext succeeding organizational element to the above is assigned

a single letter in the third columm. The third letter in conbination
with the two al pha characters described above delineates this

organi zati onal element. For exanple:

EE (O ficeof Education

EEW Bureau of QCccupational and Adult Education
HS Health Services Administration

HSM Bureau of Medical Services

The next subordinate el ement is assigned a number orletter in
colum 4. This nunber in conbination with the foregoing
identifies this organization. For exanple:

EEW  Bureau-of Qccupational and Adult Education
EEWVY Division of Vocational and Technical Education

TN 79. 1(1/31779)
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5. The next succeeding organi zational element is assigned a nunber
or letter in Colum 5 This nunmber in conbination with the

foregoing identifies this unit. For exanple:

EEW  Division of Vocational and Technical Education
EEWV2 Post Secondary and Adult Cccupational Branch

6. The next organizational elenent is assigned a nunber or letter
in Colum 6. This nunber in conbination with the foregoing
identifies this unit. For exanple:

EEW Bureau of Cccupational and Adult Education
EEWV Division of Vocational and Technical Education
EEW/?2  Post Secondary and Adult QOccupational Branch 21
EEW/21 O der Workers Retaining Section*

*(hypot hetical units for illustrative purposes).

7. The process of adding a numeric/al pha indicator for each
succeedi ng subordi nate organi zation should be followed to
denote the lowest duly constituted level. The entire code
designation will not exceed the eleven colums set aside for
the code field.

E. Adnministrative Code Application to the Ofice of the Secretary

1. The imediate office of the Secretary, the office of the Under
Secretary, and the offices of the assistant secretaries are
depicted by a double-letter code, as follows:

AA Ofice of the Secretary (Imediate Ofice)

AB O fice of the Under Secretary

AE O fice of Assistant Secretary for Planning and Eval uation
AF O fice of the Inspector General

AG O fice of General Counsel

AH Ofice of Assistant Secretary for Personnel Admnistration
AL O fice of Assistant Secretary for Legislation

AM Office of the Assistant Secretary for Minagenent and Budget
AP Ofice of Public Affairs'

2. Certain other Ofice of the Secretary offices reporting to the
Secretary are assigned a double-letter code simlarly as follows:

AT Ofice for Gvil Rights
AW us. Ofice of Consumer Affairs

AX Ofice of Executive Secretariat

3. The codes denoting the next succeeding |evel consist of three
alpha characters.  For exanple:

AG Ofice of General Counsel
AGC Division of Business and Administrative Law

TN-79.1(1/31/79)
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‘4, Inthe event of further sub-divisions of the elements in 3 above,
the codes will be constituted as shown in D4, 5, 6, and 7 above.

F. Adnministrative Code Application to Regional Ofices

1. The Standard Administrative Code for the Ofice of the Principal
Regional Official would be expressed as stated below. The first
two letters of the Code will be AD, and the total code will be

as follows:
ADL - Ofice of the Principal Regional Oficial, Region | (Boston)
A = Office of the Secretary

D
1

Ofice of Principal Regional Oficial
(in 3rd position) Region |. This is the only instance where

a number is used in the first three col ums.

2. Ofices repgrting to the Principal Regional Oficial are denoted
by a letter in the fourth colum. For exanple:

AD4H O fice of Congressional and Intergovernnental Affairs,
Region 1V (Atlanta)

3. Wthin each region, the Standard Adnministrative Code denoting the
next succeeding el ement consists of the initial portion as shown
above followed by a single nuneric/al pha character. For exanple:

ations under the 0ffigce O

AD4H3 Office Of State Oper
d Intergovernnental Affairs in Atlanta

Congressi onal an

4. The next succeeding element to the el ement shown above is
assi gned a number in the next colum. For exanple:

AD4831 Division of State Plans under the Office of State
Operations under the Ofice of Congressional and
Intergovernmental Affairs in Atlanta

G. Administrative Code Applications to Ofices of Regional Conm Ssioners
and Administrators

1. The Standard Administrative  Code for the regional admnistrators
associated with the principal operati n? conmponents, woul d be
expressed as stated bel ow. The first letter of the Code will be
the POC designator, followed by the letter ™" and then the
fsple;:ific Regional office designator 'in the next colum, as
ol | ows:

F Health Care Financing Adnmnistration
D Ofice of Regional Adninistrators
5 Region V (Chicago)

TN-79.1 (1/31/79)
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2. Subordinate units would be coded as in F2, 3, and 4 above.

H  Administrative Code Applications to Field

1. Organizations locatad outside parent organization headquarters
and not within the purview of an Ofice of the Principal Regiona
Oficial should be coded to reflect the line hierarchica
position of the organization within the parent organization

2. A special provision has been made for coding field activities.
The letter "F" is inserted in colums 4-11 of the point which
divides the.national headquarters organization fromthe field
or gani zati on. "F" shoul d not be used in colums 4-11 for any
other  purpose.

The succeedi ng col utms, however many are necessary, W ll be used
to identify the field organization and its internal structure.

For exanple

H Public Health Service

HS Heal th Services Administration
BSN Indian Health Service

HSNF Field

HSNF7 Phoeni x Area Office

HSNF75 Col orado River Service Unit

HSNF753 PHS Indian Hospital, Parker, Arizona
HSNF7532  Administrative Services Branch
HSNF75321 Housekeepi ng and Transportation Section

3. The Code can be used to identify any individual activity, even
though there may be nany of the same type. For exanple, if there
are 30 outpatient clinics and if a single colum has a potentia
of 31 separate, identifiable codes, each such clinic can be
identified individually in a single colum.

If there is a need to identify nore organizational elenments than
can be identified by a single colum, two colums are paired to
identify each organizational element. A @ zero is placed in the
left colum and in the right colum numbers one through nine and
letters A through Y (except "r," "I," "0," and "g") are inserted
for the first 31 activities. The first would be @1; the second
#2, etc. The 32nd is designated 1 in the left colum and 1 in
the right colum. The 33rd is designated 1 in the left colum
and 2 in the right colum etc. Two colums thus paired provide
for 961 possible discrete code assignnments.

To signal that two colums are being paired as described above,
a "g" is placed in the colum imediately to the left of the
paired colums. For exanple, g¢1, 262.

™
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8-69-30 RESPONSI BI LI TIES

A.  HEW Managenent and.Budget Ofice

1. The Dvision of Oganizational Analysis (D0A), Ofice of the
Secretary (0S), is responsible for the establishnent and
mai nt enance of the HEW Standard Adnini strative Code System
and will provide advice and assistance to the Adninistrative
Code Control Oficers on problens of determning and applyi ng
the Code. Aso, it will assign and control the Code Assign-
ments in Colums 1, 2, and 3.

2. The Ofice of Personnel (0P), Assistant Secretary for Personnel
Adm ni stration, is responsi ble for maintaining a central registry

of Standard Adninistrative Codes and publishing |istings of
updat ed Code information on a regul ar basis.

B. Principal Qperating Conponents (POC) and Staff O fices

1. The head of each PCC and nai n subordi nate el enents thereof,
and the DOA, Assistant Secretary for Managenent and Budget
(ASMB), for the OS will designate an Adm nistrative Code
Control O ficer who will be responsible for the establishnent
and mai ntenance of the organization's Standard Adm nistrative
Codes and the distribution of Code Iistings. The ASMB (DOA)
will be notified of the nanes of these officers and their
al ternates.

2. The head of each POC and the ASMB for the OGS will assure

t he devel opnent and i ssuance of guidance for the coding in
their respective areas of jurisdiction. In addition, they
will assure that the Standard Adm nistrative Code Systemis
applied within their respective organi zati ons, both at head-
quarters and in the regions and the field. Administrative
Code listings will denote currently existing and approved

or gani zat i onal el ement s. There will be situations in which
obsol ete Codes are retained in the Code listing until all
positions are deleted fromthem Once a new Code is pre-
scribed for an organization, no personnel or other action
will be taken affecting an enpl oyee of the Departnent and his
rights which utilizes Admnistrative Codes denoting organi za-
tions which are nonexi stent and whi ch have been abol i shed.

8- 69-40 PROCEDURES

A Assignment and Maintenance of Codes

1. Reorgani zations Requiring Ofice of the Secretary Approval

Upon Secretarial approval of an organi zati onal change, the
affected POC Adm nistrative Code Control O ficer will submt

TN-79.1 (1/31/79)
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proposed codi ng changes to the DOA utilizing Form HEW 509A
(Revised) Notice of Administrative Code Revision.

For each organizational change the original and two copies of
a Notice of Admnistrative Code Revision will be forwarded
to poa. One copy of the Formw Il be returned to the POC
Admi ni strative Code Control Oficer indicating that the pro-
posed Code changes have been reviewed and approved.

2. Reorganization Not Requiring Ofice of the Secretary Approva

Notifications of changes in Adm nistrative Codes and titles
shoul d be provided on the notice formand submitted to DOA
inmedi ately after the organization changes have been approved.

3. Deadlines for Forwarding Change Notices

Administrative Code Control Officers should make every effort
to forward Forms pronptly to DoA. In order to include all
possible data in a periodic update, Admnistrative Code Con-
trol Oficers should dispatch Forms in time to arrive in the
Enpl oyee Systems Center, OP, four days before the end of a pay
period. In order to allow for the review and approval by DoA,
change notices should be submtted to it by Tuesday noon of a
week in which a pay period ends.

4, Retention of Codes

VWen an organi zational change requires the assignnent of another
Admnistrative Code, the former Code will be preserved for at

| east two years before it is considered for possible re-use.
Each POC wi Il determne the period of preservation before re-use
to be applied to its Codes.

B. Preparation of Form 509A (Revised) Notice of Adm nistrative Code
Revi sion

This formis the official source for adding a new Code, deleting

an existing Code or several Codes sinmultaneously, or changing an
existing Code. A separate entry is required for each organizationa
change.  Since these forns provide the input to the system they
should be conplete, accurate, and represent the currently approved
organi zation to elimnate reprocessing as much as possible.

Control  Nunber - Each formw Il be identified by a control nunber
consisting of:

PCC and Agency ldentifier = Use first two colum al pha
I ndi cators.

TN-79.1 (1/31/79)
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Fiscal Year - Last two digits of the current fiscal year

Serial Nunber =« Sequentially assigned nunber of two digits
begi nni ng each-fiscal year with 01

Type of Revision = Check appropriate box to indicate the nature
of the organizational change as follows:

Addi tion

Del etion of a single code*

Change in Organization Title Only
Mass Del etion*

*NOTE:  Action to delete codes pertaining to superseded organizations
should be taken as soon as possible after an 'organization change is
approved. A "deletion" action does not actually drop an admnistrative
code fromthe register of admnistrative codes; rather it serves to
notify managenent that, not |ater than 90 days after a change is
approved, all positions should be transferred fromthe superseded

organi zation. If, however, all positions still have not been renoved,
the organization will continue to be carried in a pending status.

Code Number « This itemnust be conpleted as fol | ows:

If entry in type of revision is "Addition,' enter the new Standard
Administrative  Code.

If entry is "Deletion = Single Code' enter the existing
adm nistrative code to be deleted, eventually.

If entry is "Change Oganization Title," enter the Admnistrative
Code as it currently appears.

If the entry is "Deletion - Mass)' enter the top-level existing
adm nistrative code to be deleted, eventually.

Organi zation Title - Enter titles in Colums 13-75 inclusive. Sixty-
two characters including spaces have been provided for, this item
Standard abbreviations are to be used as listed in Exhibit x8-69-1
Titles not included in the Exhibit on Standard Abbreviations will be
witten in full unless the title exceeds the characters permtted.

In that event, abbreviate the title and indicate in the Remarks section
the full title of the organization. The words "of" and "the" will be
deleted entirely in organization titles for the purposes of this
Chapter.  Use the following guidance:

If the type of revision is "Addition: enter the new organization
title.

I'f the type of revisionis "Deletion - Single Code," it is not
necessary to enter the existing organization title.

TN-79.1(1/31/79)
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If the type of revision is "Change Organization Title," enter
the new organization title

If the type of revision is "Deletion = Mass," it is not necessary
to enter the existing organization title

Effective Date = Enter in Colums 76-80 the effective date of the
organization change.  Enter the last digit of the current calendar
year, the month (01 through 12) and the day (01 through 31). For
exanple, if the effective date of an organization was May 12, 1975,
it would be witten 50512

Remarks = |f necessary, enter further information to clarify data
furnished in previous itens.

Subnmitted By = Formis to be signed and dated by the designated
Admnistrative Code Control Officer or alternate

Approved By « This space is provided for the signature or initials of
the HEW Admnistrative Code Control Cfficer and the date.

TN-79.1 (1/31/79)
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ACCOUNTS ACCTS CALCULATING CALCG
ACCOUNTI NG ACCIG CARDI OVASCULAR - --------- CARDVASC
ACTIVITI ES ACTVS CAREER CRER
ACTIVITY ACTVY CATALOG CATLG
ACTUARY "~~~ """"""----------~- ACTRY CENTER CTR
ADJUDI CATION - ---=--------- ADJUDN CERTI FI CATI ON CERTIFN
ADJUSTMENTS ADJSTMTS CHAIRMAN - CHRMN
ADM NI STRATI ON ADMIN CHARGE- CHG
ADM NI STRATI VE ADMIV CHEM STRY ------------- CHEMSTRY
ADM NI STRATOR ADMINR CHIEF CH
ADVISOR ADVSR CIVIL CVL
AFFAI RS emwmeescccnecaae—. =77 77" AFFRS CLAIMS CLMS
AGENCY AGNCY CLASSIFIER  ---------- CLASSR
ANALYSI S ANALS CLERK CLK
AND & CLINIC CLNC
ANESTHFSIOLOGY - - - - - - - ANESTHESLGY CLINICAL we= CLNCL
ANTIBIOTICS ----------n---- ANTI BOT CLINICS ============------ CLNCS
APPEALS APPLS COLLABORATOR COLLAB
APPRAI SAL -----=-----------~ APRSL COLLATERAL COLLATL
ARCHITECTURAL - - - - - €--W--- ARcH  COLLECTION COLLN
ASSEMBLY ASSMBY COLLEGE COLL
ASSISTANCE ASSTNC COMSSION  -----mmmme e - - COMMVBN
ASSI STANT ASST COM SSIONER - - - - - - - - COMVBNR
ASSCCI ATE ASSOC COMMITTEE COMTE
ASSOCI ATION === mmmmmee e ASSOCN COMMODI TI ES COMMODS
ATTORNEY arty  COWUNICATIONS  ----------- COMMUN
AUDI O VI SUAL AUDVIS  COMMUNITY COMUTY
AUDIT AUDIT COMPENSATION - ------------- cOoMP
AUDI TCR AUDR COMPENSATORY COMPTY
AUTOMATIC DATA PROCESSING ------ ADP COWPLI ANCE  ------------ COVPLNC
CONGRESSI ONAL - ------------ CONGRSL
CONSULTANT CONSLT
BACTER QL0 CAL  -------- BACTRLGL CONSULTATI ON CONSLTN
BALTI MORE BALTO CONSUMER - ------------ CONSMR
BENEFI Cl ARl ES BENCS CONTACT CONTCT
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Bl LI NGUAL BLNGL CONTROL CONTL
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BUREAU BU
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DEFENSE - DEF FACI LI TI ES FACLS
DELINQUENCY ~~~""""""""""- DELQRCY FACILITY FACL
DEMONSTRATION DEMON FAMILY ~~"""""""-"--------- FsM
DENTAL DENTL FEDERAL FED
DEPARTMENT DEPT FELLOWSHI PS FLWSPS
DEPARTMENTAL DPTL FIELD "~~~ """ """ tmotomoooes FLD
DEPUTY ~------------mmmmmmmmmmes DEP FILES ----""""""=-"--=---- FILES
DEVELOPMENT DVPMT FINANCIAL ------------------ FINCL
DIRECTOR ~~~""""""""""""------- DIR FOREIGN FRGN
DISABILITY ~=--=-"=""======--- DISAB
DI SADVANTAGED ----"-"""------~ DISNVGD GENERAL GNRL
DISBURSEMENT DISBRSMT GOVERNMENT GOVT
DI SSEM NATI ON DISMTN GOVERNMENTAL GOVTL
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DPOCUMENTATION DOCMTN GUARANTEED = GURNTID
DOVESTI C DMSTC
PRUG DRG HANDI CAPPED - -------=--=---- HNDCPD
HEAD ~ "~~~ """"""""""toooooooes HD
EASTERN -~~~ """"""°7°7°7°7°7°7°7°°°7 ESTRN HEALTH -~~~ ~""""""""""""7777°°~ HLTH
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EDITORIAL EDTRL H STORI AN HISTRN
EDUCATION EDUCN HOSPITAL HOSP
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ELECTRI C ACCOUKTI NG MACHINE ------ EAM HOUSEHOLD HSEHLD
ELECTRONI C DATA PROCESSING ------- EDP
ELEMENTARY ELMNTY | LLUSTRATI ON == == =-mcemmmemm- | LLUSR
EMERGENCY -~------------------- EMER IMMEDIATE TMD
EMPLOYMENT EMPLMT INCENTIVE INCNTV
ENFORCEMENT ------- ------ ENFCMNT INDUSTRIAL ---- INDL
ENGNEER - ----"""""-=---mmmmm ENGR INDUSTRY INDSTRY
ENGINEERING ------------------ ENGNRG INFORMATION INFO
ENTITLEMENT ENTMNT INNOVATION - - - - - - - - - - | NVTN
ENVIRONMENTAL ------------ ENVRMTL INQUIRIES INQRS
ESTABLI SHVENT =~ ------ommm-- ESTBLT INSPECTOR INSPR
EVALUATION EVAL INSTITUTE INST
EXAMINATION EXAM I NSTI TUTES ---------------- INSTS
EXAMINER -~~~ """"""""- —————ew- EXAMR I NSTITUTIONAL ~ ------------ | NSTNL
EXECUTIVE EXEC INSTITUTIONS ----""-==----- INSTNS
EXPEDI TER e EXPDTR | NSTRUCTI ON INSTRN
EXTENS ION === EXT INSTRUCTIONAL  ------------- | NSTRNL
EXTRAMURAL - EXTRAML INSURANCE INS
NS
:ILIF\ISF%RG%%TED DATA PROCESSI NG ------ I\{DI%
| NTERGOVERNIVENTAL. - ----- INGOVMNL
| NTERVEDI ATE - ---------- INTRMED
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INTERNAL INTRNL ~ OCCUPATIONAL OCCPTL
| NTERN&L REVEWUE SERVICE -------- I RS OFFICE ~~~"""" " """""""777°°7°° OFC
INTERNATIONAL INTL OFFICER OFCR
INTRAMURAL INTRAML ONCOLOGY ONCLGY
| NVESTI GATI N~ == ------- INVEST'N ~ OPERATING -------------- OPERATG
I NVESTIGATIVE ----------- | NVESTV OPERATI ONS OPERANS
CPPCRTUNI TY - ------------ OPPRINY
JUVENILE JUVNL  ORGANIZATION CRG
CRIENTATION == ---ememmme ORNTTN
LABOR -~ C------- S=----- W LBR
LABORATORIES LABS PATHOLOG CAL  ----------- PATHOLOGCL
LABORATORY -~ ---------------~- LAB PATHOLOGY  ------------- PATHLGY
LEADER LDR PAYMENT PYMT
LEGISLATION ------------- LEGSLTN PAYMENTS PYMTS
LEG SLATI VE LEGSLTV PAYROLL PAYRL
LIAISON LIASN PERSONNEL PRSNL
LIBRARY -~ -~ - --------~-~-~--~ LBRY PHARMACOL OGY PHARMCLGY
LICENSE LCNS PHARMECUTICAL ---------- PHARMCTL
LITHOGRAPHIC = ~"°° ~"°"" “TTT LITHO PHARMACY PHARMCY
LOCAL LoC PHOTOGRAPHY - --------- PKOTOGY
PHYSICAL PHYSL
MANAGEMENT MGMT PHYSICIAN PHYSN
MANAGER -----""""""------~ MGR PLANNING PLNG
MANPOVER MNPWR POLICIES "~~~ """~~~ POLCYS
MANUFACTURING MFG POLICY POLCY
MARKETING =~~~ " 77777~~~ """ MRTG  POLLUTION = - - ---------- POLU TN
MEDICAL ------""""""====---- MDCL POST- ADJUDI CATI VE ----- PSTADJIDCTV
MEDICARE MDCR POST- ENTI TLEMENT --------- PSTENTMT
MEDICINE MEDCN POST-HOSF1TAL PSTPHOSP
MENTAL -~~~ -""""""""""=-=---- MNTL POSTSECONDARY PSTSCNDY
METHODS METHDS PREMIUM weweammmmmme =~~~ " =" -~ PREM
M CROBI OLOGY - -------- M CROBLGY PREPARATION PRE?
MIDDLE MID PRINCIPAL - ------------- PRINCPL
M SCELLANEQUS MISC PROCEDURES PRCDRS
MONI TOR MONTR PROCESSING ------------ PROCSNG
PROCUREMENT PROC
NATI ONAL NATL PROFESSI ONAL - ------- PROFSNL
NEUROLOGY NURLGY PROGRAM ~~"-"-"--------- PRGM
NEURCPSYCH ATRY - ------ NURPSYCHI  PROGRAM CENTER - ----------- PC
NONMEDI CAL - - - - - - - - - - - NON-MEDCL. ~ PROGRAMMING -~---"-""-"-"-- PROGMG
NORTHEAST NE PROGRAMS PRGMS
NORTHERN ~~~~"~"""-""---=---- NTHN PROJECT PRIT
NORTHWEST NW PROPERTY I PROP
NOSCLOG ST NOSLGST PROTECTION  ------------- PROTEC
NURSE NRS PSYCHI ATRY ---- - - - - - - - PSYCHY
NURSERY --- - - - - - - - W NRSRY  PSYCHOLOGY == PSYCEGY
NURSING  -------~--~--"-- NRSNG PUBLIC -----"""--"----~ €  pus
NUTRI Tl ON NUTRIN PUBLI CATION  ---------- PUBLICA
PUBLI CATI ONS PUBLICAS
PUBLIC HEALTH -------- PH
PURCHASING - - - - - ——— PURCHG
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QUALIFICATIONS QUALFHS
RADIOLOGY RADLGY
RECEI VABLES RECVBLS
RECEPTIONNST ------- RECPTNST
RECONCI LI ATION - - - - - - RCNCI LN
RECONSIDERATION - - - - RRCONSN
RECORDS RCDS
RECRUITHMENT RCRUTMT
REG ON _— -———  REGH
REGIONAL REGNL
REGULATION REGLN
REGULATIONS --- REGLNS
REHABI LI TATION - - REHAB
REPORT RPT
REPORTIIG - - - - - = RPTG
REPORTS - - RPTS
REPRESENTATI VE- - - - - - REP
REPRESENTATIVES ------------ REPS
REQUIREMENTS REQMTS
RESEARCH - - - RESCH
RESOURCES RESCS
RETARDATI ON - - - - RETRDN
RETIREMERT RETRMT
REVENUE - — REV
REVIEW REVW
RIGHTS RGHTS
SAFETY SFTY
SANI TATION - - - - -~ SANTAN
SCHOOL SCHL
SCIENCE SCNC
SCIENCES - SCNCE
SCIENTIFIC - - --- SCINTFC
secowp N--L------ - -
SECONDARY " 7 7 == SECNDY
SECRETARY SECY
SECTION SECT
SECURI TY - - - - SCURTY
SENIOR , SR
SERVICE - SERV
SERVICES ------- SERVS
SOCIAL  ------ - - - SOCL
SOUTHEAST SE
SOUTHERN STHRN
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SPANISH - : sP
SPECIAL SPECL
STAFF STF
STAFFING STEG

STANDARDIZATION - - - - - - - - - S'l'le\'
STANDARDS - - - - STDS
STATI ON === STAN
STATI ONS - - - - - - - - - STANS
STATISTICAL ------ --- STATCL
STATISTICS  ---- — STAT
STUDENT STNT
SUBUNIT SUBUN
SUGGESTI ON .- - - SUGG
#SUMMER SUMR
SUPERVISR —m8—— - - - - SUPVR
SUPPLEMENTARY SPLTY
SUPPLY- - - - - - - - SUPP
SUPPORT SPRT
SURGERY SURGY
SURGI CAL - - - - - - SURGL
SURVE!I LLANCE eswe———— - - SURVLRC
SYSTEM s SYSM
SYSTEMS - - - SYSMS
*SUPERINTENDENT SUPT
TABULATING TABLTG
TECHNICAL ——======—- - - - - -  TECHNL
TECHNOLOGY ----- - - - TECNLGY
TELECOMMUNICATIONS - - - TELECCMS
TELEGRAPHIC - ---------- TLGRPEC
TELEPHONE TLPHN
TELETYPE -------- TLTYP
TELEVI SI ON v
TERMNATION - = - - - - - - - TERN
TIMEKEEPING ---- - € - - - TG
TRAFFIC - - - -~ -~ - - - - - -~ TRAFC
TRAINNG -- TRNG
TRANSPORTATION - - - - - - TRNSPTN
TRAVEL TVL
SCND
UNT - — UNI T
oLty - - b -2 - - - - CTILY
UTI LI ZATION - - =———————_ - UTILN
VALI DATI ON - - - - - - VLDN
VEHI CLE——- - - VEECL
VETERINARY VETNRY
VOCATI ONAL --|-- ——  YVOCTL
VOLUNTEER VoL
VOUCHER VCHR
WAREHOUSE- - - - - - - - - WHSE
WASHI NGTON - - - - comm—a— WASH
VELFARE —mM8Mm™— -~ - - WELFR
WESTERN WSTRN
WORK - - —m8 ——---- [----- VRZ
XEROX = - - - - | - xpoOX
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Subj ect:  AGENCY AGREEMENTS
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60 Referral to the Secretary

8-77-00 PURPOSE

This chapter establishes Departnent policy for the managenent and
use of agency agreements. |t also provides infornation to be
used by those who prepare these agreenents.

p-77-10 SCOPE

This chapter applies only to those agreenents which an HHS
organi zational unit enters into wth another HHS organizational
unit or with a Federal agency outside the Department for the
purpose of procuring, providing, or exchanging services,
supplies, and/or equipnent. is chapter does not cover those
"agreements or understandings®" where agencies enter into a joint
project in which they each contribute their own resources; nor
does it cover "general agreements"' which do not specifically
conmt the participating agencies to the purchase, provision or
exchange of services, supplies, and/or equipnent.

B-77-20 DEFI NI TI ONS

For the purposes of this Chapter, an agency agreenent (also known
as a reinbursable agreement) is a witten conmpact in which a
Federal agency agrees to provide to, purchase from or exchange
with another Federal agency, services, supplies, and/or ,
equi pnent . Agency agreenents are generally between only two
Federal agencies (interagency agreenent) or two organizational
units of the sane agenc% (intra-agency agreenent).  Qccasionally,
they may involve nore than two agencies or organizational units.
As a general rule, the agency agreenent will be the document wth
which the receiving agency agrees to reinburse the providing
agency for the cost of the services, supplies or equipnment. In
certaln cases two or nore agencies may agree to exchange
services, supplies, and/or equipnent of an approximtely equal
value without a transfer of funds.
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8-77-30 LEGAL AUTHORITY FOR AGENCY AGREEMENTS

A

Section 1535 of Title 31 of the US. Code (31 US C 1s3s),
rovides the legal authority for nost agency agreenments
hat section authorizes the head of an agency or a mgjor
organi zational unit wthin an agency to place an order for
?oods and services with a mmjor organizational unit wthin
he same agency or with another Federal agency if the
following four conditions are met:

1. Funds are avail abl e.

2. The head of the ordering agency or unit decides the
order is in the best interest of the United States
gover nnent .

3. The agency or unit to fill the order is in a position
to squIy or render the goods or services, or obtain
them by ‘contract; and

4, The head of the ordering agency decides the goods or

services cannot bhe provided as conveniently or cheaply
by a comercial enterprise.

For the purposes of this chapter, the Secretary is

considered to be "the head of an agency." Simlarly, for
ﬁurposes of this chapter, the OPDIV heads and the STAPFDIV
eads are considered to be the ®heads of mgjor _
organi zational wunits." These HHS officials have authority
to apgrove agency agreenents, consistent with the provisions
of 8-77-60. No othér HHS official can approve agency
agreenents wthout specific delegated authority.

If the work to be done under an agency agreement cannot be
conducted under the authority of Title 31, other lega
authority to have the work done by another agency and to
transfer funds for that purpose nust exist.

In addition, the requisitioning and provider agencies or
units must have independent |egal authority to carry out the
activity and expend funds for the particular purpose
identifred in the agreenent.
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8-77-40 MANAGEMENT OF AGENCY AGREEMENTS

Each major BBS organizational unit shall develop and inplenent
within its operational framework, a system for the effective
managenent and use of its agency agreenments. As a mninum the
system shoul d provide for:

0 Assurance that the services, supplies, and/or equipnent to
be provided under an agency agreenent are essential to the
Oﬁeration of the requisitioning unit, cannot be provided by
the requisitioning unit, and are obtained at the |east
possi bl e cost.

0 Approval of all agency agreenments at a high enough level to
assure effective mnagenent control. The officials who sign
the agreements nust have the authority to make the
commtments set forth in the agreenents.

0 Assurance that the requisitioning unit has sufficient funds
available for the services, supplies, and/or equipnment to be
provi ded under the agreenent. (This should include funds
certification by the appropriate admnistrative or financial
of ficer.)

0 Review and concurrence by the budget officer or other

financial mnmanager responsible for control of the budget and
staff years (FTEs) for each agreenent.

0 Assurance that copies of the agreenent are furnished to the
respective finance offices for the establishment of the
comm tments/obligations of the requisitioning unit, and the
recording of any advance if applicable.

0 Review and concurrence by the Ofice of the General Counsel
(O) if the agreenent requires the Secretary's approval,
raises unresolved |egal questions, presents novel or unusual
| egal circunstances, or is sensitive. Qher agreenents my
be submtted for OGC review, as desired.

0 Referral to the Secretary, as necessary. See Section
8-~-77-60.
0 Assurance that the provisions of each agreenment are

consistent with OVMB Grcular A-76 on Commercial Activities.
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Assurance that, as appropriate, agreements comply wth
requirenents contained in the HHS ° i

Management Manuai.

Assurance that agreenents are conducted in conpliance with
all applicable legislation (e.g., the Privacy Act, the
Paperwork Reduction Act).

Designation of a responsible official to oversee the
adm ni stration and execution of each agreement.

Mai ntenance, within prescribed records retention schedul es,
of copies of all agency agreements, together with pertinent
documents related to them 1n a systematic order at central
| ocations which permts easy access for auditors or other
Departnment staff.

Eval uation of the services, supplies, and/or equipnent
supplied or obtained under select agency agreements (e.g.,
those that are new or conplex, those that involve large suns
of noney, or those that have been in existence for |onger
than three years) to ascertain the agreement's quality,
value, and utility.

8-77-50 FORM AND CONTENT OF AGENCY AGREEMENTS

A

Agency agreenents have no single form  They may range from
a few brief paragraphs to a detailed document of several
pages. Their length and content depend on <wne conplexity of
the services, supplies, and/or equipnent to be provided and
the conditions under which the services, supplies, and/or
equi pment are to be provided. Exhibit 8-77-A contains a
sanple agreenent. Use it as a guide (not an absolute).

As a mnimm each agreenent should contain the follow ng
i nformat i on:

0 Subject of the agreenent.
0 Oficial name of each agency participating in the
agr eenent .

0 Legal authority for the agreenent.
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0 Responsi bility of each participant under the agreenent.
0 Description of the services, supplies, and/or equipnent
that each participant will provide or obtain under the

agreenent, how and when these items will be provided
and obtained, and their estimated or actual cost.

0 Description of financing arrangements including how the
requisitioning unit will transfer funds and when, and
how often, the supplying unit will submt expenditure
reports. (Not e: In certain cases, where the
cooperating parties provide services to each other
whi ch are approximtely equal, they nay agree to
provide such services without a transfer of funds.)

0 Tine period to be covered by the agreenent.
0 Appropriation nunbers, billing address, and other

accounting information applicable to the services,
supplies, and/or equiprment to be provided under the

agreenent.

0 Name, address, and tel ephone nunber of each person to
be contacted for further information about the
agreenent .

0 Effective date of the agreement and, if necessary,
provision for its nodification.

0 Signature, nane, and title of each signer to the
agreenent, and the date that each signer signs the
agreenent. Signers of the agreenents should be of

conparabl e rank.

8-77-60 REFERRAL TO THE SECRETARY -

Wth the exception of Information Resources Mnagenent (IRM)-

related agreenents, which are reviewed separately under the
Department’s |RM review process, heads of opPDIVs and STAFFDIVs

shall refer to the Secretary for approval any agency agreenent
which involves at |east one of the follow ng:
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0 Agreenent inpacts mmjor Secretarial or OPDIV policy
initiative or contains significant policy change.

0 Agreenment my have a significant inpact on relations
between the Departnent and State and |ocal governnents,

QO her HHS grantees, or the public.

0 Agreement is beyond the scope of authorities delegated
by the Secretary.

0 Agreement is determined by OPDIV or STAFFDIV head to
require Secretarial approval.

Submi ssion of non-1RMrelated agency agreements for Secretarial
Ii;l/gproval shall be made through the Assistant Secretary for
nagenent and Budget (ASMB) under a cover nenmorandum which
explains, in precise terms, the need for the agreement and the
benefits to be derived fromit. ASMB wll obtain clearances of
the proposed agreenent from the Ofice of the General Counsel and
other OS offices, as appropriate, before forwarding the agreement

to the Secretary.

IRM~related agency agreenents should be submitted for
Departmental review and approval consistent with current dollar
threshol ds established for conpetitive acquisitions of
information technology, and in conpliance with requirenents for
ADP procurement as established in the HHS IRM Crcul ars.
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SAMPLE AGENCY AGREEMENT

| NTERAGENCY AGREEMENT BETWEEN
THE DEPARTMENT OF HEALTH AND HUMAN SERVI CES AND
TEE DEPARTMENT OF DEFENSE

. ose

This interagency agreenent establishes the basis for certain
services to be provided to the Department of Health and Human
Servi ces (HHS) bythe Departnment of Defense (DoD), Assistant
Secretary of Defense, Conptroller, OASD(C). Undér the provisions
of this agreement, the DoD will provide to BBS conputer access to
the Federal Information Locator System (FILS) on a cost

rei nbursable basis. The DoD holds an unbrella contract with a
conmercial timesharing conpany which operates and maintains the
FILS software.

1. Authoritv

31 USC 1535

[11. Background

In March 1984, the O fice of Mnagenment and Budget (OWVB) i nformed
Federal agencies that it was formally establishing FILS using t he
DoD system Federal agencies are required to access the FIL
data base for the purpose of checking new and existing public use
reports for duplication wth other new or existing reports. The
purpose of this agreement is to arrange for BBS to have access to
the conputer facilities on which the FiLs resides.

V. Scone of Wirk

The DoD will provide BBS with access to the conputer center at
which the FILS resides in accordance with Tel eprocessing Services
Program (TSP) contract terns. BBS wll acquire its own terninal
equi pment with which to access the conputer center. Access to
the conmputer center will be over public conmunications |ines.

DoD will provide BBS with the necessar){)_ Iprotocols and account
numbers to access the FILS. DoD wWill bill BBS for its use of
computer facilities during the course of accessing FILS according
to the normal rates charged users of FILS.
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SAMPLE AGENCY AGREEMENT

V. Dur ati on of Aqreement

This agreement becomes effective on (date), and will remain in
effect through (date). Annual renewal, commencing_(date) my be
mde by witten nutual consent of both parties. he reneval

agreement will include an estimate of the reinbursable annual
costs and the services to be provided.

VlI. Project Oficers

poD (Nane of Person)
OASD (C) M5 IRMS
Room 3A336, Pent agon
Washington, D.C. 20301

HHS (Nane of Person)
Ofice of Public and State Data Systens
Ofice of Mnagement Analysis and Systens
Room 526-F o
Hubert H. Hunphrex Bui | di ng
200 | ndependence Avenue, S'W
Washington, D.C. 20201

VIT. Funds

The estimated value of this agreenment is less than $7,000 for FY
19__. HHs W Il reinburse poD for costs incurred, not to exceed
$7,000 for FY 19__. Reguests for paynment should besubmtted
(quarterly, semiannually, annually) to:

Departnent of Health and Human Services
Division of Accounting Operations
Room 743-H Hunphrey Buil ding

200 Independence Avenue, S.W.
Washington, D.C. 20201

Requests for paynment should cite the followng accounting data:

Appropriation Nunber:  XXxXxxxx
Common Accounting Nunber: XEXXXXXX Obj ect Code: 25.xx
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SAMPLE AGENCY AGREEMENT

HHS W |l send paynment to:

QASD (Admin.), WHS

Directorate of Budget and Finance
Fi nance and Accounts Division
Room 3B 268, Pentagon

Washi ngton, D.C.

Monthly, DoD will send BBS a list of the services provided under
the agreement and the associated cost of the services for the
preceding nmonth. DoD should send these to (name of person) at
the address shown above under item VI.

HHS DoD

(Name of Person) (Name of Person)

Assistant Secretary for Assistant Secretary of
Managenent and Budget Defense, Conptroller

Dat e Dat e
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Subject: ACQU SI TION PLANNI NG

8-95-00 Purpose o
10 AppllcabllltRy
20 Requirenents and Responsibilities
for Acquisition Planning
30 Planning by Contracting Activities
40 Preparation of the Acquisition
Pl anni ng Docunent
50 Acquisition Planning Docunent

8-95- 00 PURPOSE

This Chapter prescribes the requirements for acquisition planning
for applicable negotiated acquisitions. (For additional 'details
relative to ac%llj_;ssmon pl anning, see Subpart 307.1 of the Acquis-
ition Manual (RHSAR)).

8-95-10 APPLI CABILITY

A. An acquisition planning docunent is required for all new

negotiated acquisitions which are expected to exceed $ 100, 000,
except the follow ng:

1. Acquisition of architect-engineer services;

2. Acquisition of utility services where the services are
available from only one source; and

3. Acquisitions nmade from or through other Government
agenci es.

B. An acquisition O;ljl anning document is also required for all two-
step sealed bid acquisitions expected to exceed $ 100, 000.

¢. The principal official responsible for acquisition shall
prescribe acquisition planning procedures for:

1. Negotiated acquisitions which are not expected to exceed
$ 100, 000;

2. Two-step sealed bhid acquisitions which are not expected
to exceed $ 100,000; and

3. Al other sealed bhid acquisitions regardless of dollar
amount .
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D. An acquisition planning document is not required for a contract
modi fication which either exercises an option or adds funds to
an increnentally funded contract, provided there is an approved
acquisition planning document in accordance Wi th HHSAR section
"307.105, and there 1s no significant deviation from that plan.

8-95-20 REQUI REMENTS AND RESPONSIBILITIES FORACQUI SITION  PLANNING

A. Planning bv Proaram and Staff Activities Whenever execution
of a program or project requires the acquisition of property
or services by contract, the program or project plan shall
delineate all elements to be acquired by contract. The program
or project plans include a plan and time-frame for conpletion
action.

B. Planning for Acquisition Actions Action should conmence as
early as possible to effect an orderly and bal anced acquisition
workl oad throughout a fiscal year. Project officers who expect
to initiate acquisitions are required to discuss their require-
nents with the acquisition officials who wll be responsible
for these acquisitions to conpare current staff capabilities
with anticipated requirements to achieve an even distribution
of fiscal year workload consistent with program needs.  These
di scussions should result in understandings on:

1. Details of the acquisition plan;
2. Schedule for the conpletion of the acquisition plan;

3. Prelimnary discussions on the work statenent/specifica-
tion, and appropriate evaluation criteria: and

4. Prelimnary discussions on the content and timng of the
request for contract (RFC).

8-95-30 PLANNI NG BY CONTRACTING ACTI VI TI ES

Contracting activities will coordinate with program and staff
offices to ensure tinmely and conprehensive planning for acquis-
itions, tinely initiation of acquisition requests or requests
for contract,” and instruction of program and staff offices in
proper acquisition practices and methods.

8-95-40 PREPARATION OF THE ACQU SITI ON PLANNI NG DOCUMENT

The acquisition planning docunent serves as an advance agreenent
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bet ween program and acquisition personnel by outlining the methods
of how and when the acquisition is to be acconplished. |t serves
to resolve problems early in the acquisition cycle, thereby pre-

cluding delays in contract placement. It is developed pri'or to

the ﬁreparatlon.and subm ssion of the formal request for contract
to the cqnt.ractmg activity. The acquisition planning docunment is
prepared jointly by the project officer and the contract negotia-
tor, or in accordance with procedures prescribed by the principal
official responsible for acquisition.

B-95-50 ACQUI SI TI ON PLANNI NG DOCUMENT

The Departnent does not prescribe a standard format for the acquis-
ition planning docunent, but recommends a format simlar to that
In HHSAR section 307.105. This HHSAR section also specifies the
contents for the acquisition planning docunent.

U.S. GOVERNMENT PRINTING OFFICE: 1960 0—861-970
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Subject:  TRAINING REQUI REMENTS FOR PRQIECT OFFI CERS

AND TECHNI CAL PROPCSAL EVALUATORS

8-96-00 Purpose

10 Backgr ound

20 ' Policy

30  Exceptions o

40  Course Prerequisites

8-96-00 PURPCSE

This chapter provides policies and procedures concerning training

requirenents, for Departnmental project officers and technical

proposal eval uators representing program office?] I nvol ved in
ro

fulfilling mssion needs and program requirements t

ugh the use

of the contracting process.

8-96-10 BACKGROUND

A

The Secretary's nenorandum of My 18, 1977, entitled “Actions
Required to Correct Mijor Deficiencies in the Contracting and
Gant Processes,” set forth a plan of action to inprove the
efficiency, effectiveness, and integrity of the Department's
contracting process.  as part of this plan, an intensive
Departnent-w de training program was devel oped for project
officers, technical proposal evaluators, and other key program
officials to explain their role in the contracting process and
their interrelationship with the contracting officer. Jh
project officer training program was |ater updated and expan eg
to meet the requirenents of Executive Oder 12352 on Federal
Procurement Refornms, dated March 17, 1982. pHHS now offers a
"Basic Project Officer" course, "Advanced Project oOfficer"
course, "Basic Project Oficer « ADP"™ course, "Advanced Project
Oficer - ADP"  course, "Basi C Pro&ec_t O ficer =
Architect/Engi neer" course, "Basic Project ficer - Research
& Development” course, and four "Witing Statements of Work"
cour ses gcovering non-research & development, research &
devel opnent, construction/architect & engineer, and supplies
and services). Descriptions of the courses can be found in the
"DHHS Acquisition Training & Certification ProgramHandbook".
The Department will revise or add courses, as appropriate, to
ensure that this program continues to be of the highest

quality.
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B. Wiile the objective of the training program is to inprove
technical input into all phases of the contracting process,
speci al enphasis has been placed on the proper devel opnent of
the contract statenent of work, the technical evaluation
process, and the contract nonitoring process, to ensure that
the Department's needs and interests are adequately specified
and protected and that contracts are properly perforned.

8- 96- 20 POLI CY

It is the Department's goal to have all program personnel

involved in the contracting process successfully conplete the
appropriate "Basic Project Oficer" course, before assumng the
responsibilities of, and serving as, project officers or technical
proposal evaluators. Specifically:

A At least fifty percent of the DHHS program personnel,
performng the function of technical proposal evaluator on a
technical evaluation team or panel for anP/ conpetitively
solicited DHHS contract, shall have successfully conpleted the
appropriate "“Basic Project Oficer" course, or an equivalent
course (see paragraph C, below), as appropriatee. This
requirenment applies to the initial technical pr oposal

eval uation and any subsequent technical evaluations that may,
be required.

B. Al'l program personnel selected to serve as project officers for
DHHS contracts shall have successfully conpleted either the
appropriate ®Basic Project officer" course, or an equival ent
course (see paragraph C bel ow).

C. Determ nati on of course equivalency shall be nade by the
Principal Oficial Responsible for Acquisition of the cognizant
procuring activity. The contracting officer is responsible
for ensuring that the project officer and technical proposal
eval uators have successfully conpleted the required training.
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8~96~30. EXCEPTI ONS

A

Smal |l  Contracting Activities.

1. Program personnel designated to serve as project officers
and  techni cal proposal evaluators,  for contracts
originating in offices having a mssion which onl¥
incidental [y and infrequently involves the generation o
contract requirenents (i.e., nornally less than three
contract requirements per fiscal year and in an amount not
exceeding $100,000 per contract), are not required to have
conpleted any of the Departnent's training courses
(al though conpletion of an appropriate "Basic Project
Oficer” course is recomended).

2: As a substitute for the training, contracting officers
servicing these program offices are required to ensure,
as a mnimum that program personnel designated to
serve as roject officers and technical proposal
eval uators have read and studied the w"pHHS Project
Officers! Contracting Handbook", and fully understand
their responsibilities. The contracting officer shall
require these program personnel to furnish witten
certifications that they have fulfilled this requirenent,
prior to discharging the duties of project officer or
technical proposal eval uator.

Urgent Requirements. In the event there is an urgent
requirement for a specific individual to serve as a project

officer and that individual has not successfully

conpleted the appropriate "Basic Project Officer" course, the
Principal Oficial Responsible for Acquisition may waive the
training requirement and authorize the individual to perform
the project officer duties, provided that:

1. The individual first meets with the cogni zant contracting
officer, to review the "DHHS Project Oficers' Contracting
Handbook" and to discuss the inportant aspects of the
rel ationship between the contracting office and program
office, as appropriate to the circunstances: and

2. The individual attends the next scheduled and appropriate
"Basic Project Oficer" course.
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8-96-40 COURSE PREREQUI SI TES

A

proiect Offj

1. Newl y appoi nt ed P]roj ect officers, and project officers
with | ess than three years experience and no previous
related training, are required to take the appropriate
"Basic Project COfficer" course. (The grade level for
project officers attending the course should be GS-7 and
above). Al project officers are encouraged to take the
appropriate "Witing Statenents of Work"™ course.

2. Project officers with three years or nore experience, and
project officers with less than three years experience who
have successfully conpleted the appropriate basic course,

are qualified (and encouraged) to take the "Advanced
Project Oficer" course.

3. Additional information on prerequisites for attendance of
these courses may be found in the "DHHS Acquisition
Training & Certification Program Handbook".

Technical Proposal Evaluators Technical proposal evaluators,
regardl ess of experience, are-required to take the appropriate
“Basic Project opfi cer" course. Upon successful conpletion of
the basic course, it is recomended that they take the
appropriate "Advanced Project Oficer" course.
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Subj ect : DELEGATIONS OF AUTHORITY

8- 100- 00 Pur pose
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30 Definitions

40 Responsibilities

50 Policies on Delegating Authority

60 Criteria for Delegating Authority

70 Form and Content of Delegations

80 Actions by the Delegating Oficial

90 Publication of Delegations
100 Reporting Delegations Affecting Regional O fices
110 Superseding, Anending, and Cancelling Delegations
120 Technical Assistance

Exhibit 8-100-A Sanple of Delegation of Authority Menorandum
8- 100- 00 PURPCSE

This chapter sets forth Departnent policies and practices
%ﬁverni ng the delegating of authorit?/. A conpani on chapter,

apter 8-101, describes procedures for requesting the Secretary
to delegate authority.

8-100-10 LEGAL | MPORTANCE OF DELEGATI ONS

Del egations of authority are inportant to the operation of the
Depart nent . Wthout them the Departnent could not function very
well since nearly all authority would reside with the Secretary.
Del egations allow the Secretary and other officials to convey
their authorities to subordinate officials so they my legally
carry out the nmany activities of the Departnment. Carrying out
these activities without legal authority could have a serious
adverse inpact on the Government, the Departnent, and the
official who acts wthout |egal authority. For exanple, an
official who approves expenditure of funds w thout proper |[egal
authority could be held liable for the funds.

It is essential that each official of this Departnent has witten
evidence of his/her legal authority before he/she takes any
action to expend or use Governnent funds or resources.
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8-100-20 LEGAL BASIS FOR DELEGATING AUTHORITY

A. Authoritv of the Secretary

The authority of the Secretary to delegate cones from these
provisions of |aw

1, Section 6 of the Reorganization Plan No. 1 of 1953 and
Section 2 of the Reorganization Plan No. 3 of 1966
rovide that the Secretary may make such ﬁrowsmns as
e/ she deens appropriate in authorizing the performnce
of any of his/her functions by any other officer or by
any agency or enployee of the Departnent.

2. 5 U S C 301 authorizes the head of a Departnent to
prescribe regulations for the distribution and
performance of the Department's business.

3. 5 U S C 302 authorizes the head of a Departnent to
del egate to subordinate officials various powers
pertaini n% to enploynent of personnel, purchase of
articles from contingent funds, and other
admini strative mtters.

In addition, laws which confer specific authorities upon the
Secretary sonetines authorize the Secretary to delegate
these authorities subject to certain conditions. or

exanpl e, Section 856 of the Public Health Service Act (Act)
authorizes the Secretary to delegate Title VIII authorities
of the Act but prohibits the del egatmg of decision making
authority on Title VIII grants and contracts to regional
office personnel.

B. Authority to Delegate and Redelegate

1. The Secretary or any other Departnent officer my.
del egate and authorize redelegation of any authority
conferred on hinmher by law, unless the law prohibits
such del egati on.

2. The Secretary my delegate and authorize redelegation
of any authority conferred on himher b?/ Executive
Oder "if the Executive Oder specifically authorizes
such action. Oherwise, a legal interpretation nust be
obtained from the Ceneral Counsel whether such
del egation and redelegation are permssible.

3. Any HHS officer or enployee may redelegate any
authority delegated to him her unless the delegation
docunent  prohibits such redel egation.
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4, Any BBS officer or enployee who del egates or
redel egates authority may continue to exercise the
authority, since the act of delegating does not divest
the authority from the delegating official.

8- 100- 30 DEFI NI TI ONS
A Qeleaation of Authoritv

Del egation of authority is the fornal assignnment or
comm tment of |egal power, usually to a subordinate
official, to make certain decisions and take certain actions

that have leqal significance. It may involve program
authority, admnistrative authority, or both. It generally
includes the authority to sign a legal document approving
the taking of action by others. It not only enpowers the

del egate(s) with authority but may establish l[imtations on
the exercise of the authority by others.

(Note. Certain enployees of the Department have certain
general authorities based on their status or position wthin
their organization. For exanple, supervisors have the
authority to assign work to enployees under their

supervi si on. These authorities are defined in position
descriptions, functional statements, and other official
docunent s. This chapter does not apply to these general
grants of authority.)

B. Program Authorities

Program authorities are substantive authorities contained in
Acts of the Congress or Executive Orders of the President
that authorize prograns. They authorize the taking of
substantive actions such as issui n%_ P_rogram gui del i nes,
awarding grants, adjudicating eligibility for benefits, and
anal yzing applications for new drugs. Most program
authorities of the Department are vested in the Secretary
with the authority to delegate.

C. Administrative Authorities

Adm nistrative authorities authorize the taking of

financial, personnel, or other admnistrative actions in
support of substantive progranms, either directly or

i ndirectly. Such actions 1nclude purchasing equipnent,
hiring enployees, approving travel, issuing building passes,
etc. These authorities are derived prinmarily from
governnent-wi de acts such as the Admnistrative Procedure
Act of 1946, 5 U S.C. 551 et. seq. or the Chief Financial
Oficers Act of 1990, 31 US C 901 et. seq., and from
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regul ations based on these Acts and are issued by central
control agencies such as the Ofice of Mnagenent and
Budget, GCeneral Services Admnistration and the Ofice of
Personnel Managenent. These authorities generally reside
in, flow through, or are coordinated by management staff
offices which report to the head of an organization. For
BBS, npost of the admnistrative authorities flow through the
Assistant Secretary for Mnagement and Budget (Chief
Financial Oficer) and the personnel authorities (except as
they relate to the Public Health Service Conm ssioned Corps)
flow through the Assistant Secretary for Personnel

Adm ni strati on.

Delegation/Redelegation

Del egation and redel egation are acts of enpowering others
with legal authority.  The term "del egation" describes the
initial assignnent of authority, while the term _
"redelegation" describes the reassignnent of that authority.

8-100-40  RESPONSI BI LI TI ES

A

Delegation Control Svstem

The Head of each Operating Division (OPDIV), each Regional
Director and the Assistant Secretary for Minagement and
Budget for the Ofice of the Secretary (Headquarters) shall
develop and maintain, wthin the guidelines of this chapter,
a delegation control system for his/her organization that,
at a mninmum provides for the:

L. Designation of a Principal Delegation Control Officer
and, as needed, Delegation Control Oficers for
subordi nate organizational |evels.

2. Effective review of each delegation before putting it
into effect to ensure that it neets the criteria stated
in Section 8-100-60.

3. Pronpt notification to all affected managers, _
supervisors, and other personnel of all changes in the
authorities delegated to them

4. Effective neans for keeping all delegations current and
available, including but not Iimted to these actions:

a. Prompt identification of the need to delegate
authority.
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b. Filing of all delegations nmade to or by key
officrals within the organization with” the
organi zation's delegation control officer.

c. Periodic review of existing delegations to ensure
that they are needed, up-to-date, and consistent
with current Department policy.

B. Del eaation Control O ficers

1. The HHS Delegation Control Officer, under the direction
of the Ofice of the Deputy Assistant Secretary for
Budget (DASB) devel ops Departmentw de policies” and
%;actlces on the delegating of authority and provides

partmentwi de instructions on those that are adopted,
provi des technical assistance on the use and
application of delegations of authority, serves as the
principal staff advisor within the Ofice of the
Secretary on delegations of authority, coordinates
review of proposed delegations submtted for approval
by the Secretary, and maintains and indexes delegations

made by the Secretary.

2. Each OPDIV Delegation Control Oficer serves as his/her
or?am zation's principal advisor on delegations of
authority, inplements Department and agency policies
and practices on delegations of authority, admnisters
hi s/ her organization's delegation control system
provides technical assistance on delegations of
authority within his/her organization, and naintains
and indexes delegations made to and wthin his/her
organi zati on.

C. a ers

Each HHS manager is responsible for identifying the need for
del egating authority within his/her organization and to
subordinate organizations, for delegating authority to

hi s/ her subordinates and making certain that these officials
understand the substance and Iimts of their authorities,
and for periodically reviewing delegations in effect wthin
the organization to insure their continued need.

8-100-50 PCOLI Cl ES ON DELEGATI NG AUTHORI TY
A Level of Decision Mking

It is Department policy to delegate decision-making
authority to the organization level that will provide the
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D.

nost timely, economcal, and effective managenent and
adm ni stration of programs and activities.

Fl ow of Deleaated Authority

Del egations and redelegations of authority should follow
organi zational lines. ~Program authority “usually flows from
the Secretary through the Heads of Operating Divisions or
Heads of Staff Divisions (such as the Ofice for Gvil
Rights) to operating officials at subordinate organization
levels within the conponents or offices. Admnistrative
authority normally flows from the Secretary through a
STAFFDI V' Head (such as the Assistant Secretary for Personnel
Admi nistration, the Assistant Secretary for nagenent and
Budget, the General Counsel, etc.) to Heads of OPDIVs, Heads
of other STAFFDIVs, and Regional Directors; and hence to
operating and admnistrative officials at subordinate

organi zation levels within the conponents or offices.

Aut horitv _to Redel eaate

Any del egat ed authoritc}/ may be redelegated totally or
partially unless the delegation document or underlying |egal
authority prohibits or restricts redelegation. t he

del egation docunment contains no such prohibition or
restriction, redelegation may be nade.

D2l%gg;igg4AuLhQLLLM_LQ_EQSLLLﬂﬂs_and_LQixxzﬂxuﬂ;ijﬁ_
positions

Authority should be delegated to official positions (e.g.,
Director, Ofice of Resource Management) or authority nay
al so be delegated by name to occupants of official positions
(e.g., Marie M. Harris, Director, Ofice of Resource
Managenent) under necessary circunstances. However, these
restrictions apply when authority is delegated to a naned
occupant of a position:

1, No one else can use the authority--not even the
occupant's deputy serving in an acting capacity.

2. The authority becomes void when the occupant vacates
the position.

Since neither of these conditions applies to delegations
made to official positions, it is usually nore effective to
del egate to official positions than to occupants of official
posi ti ons.
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E. Aut horitv of DeputiesoOr a Principal Deputy

A deputY or. principal deputy does not autonmatically have the
sane authority as the senior official. The deputy's or
principal deputy's authority is limted to the delegations
specifically given to the position or the authorities the
deputy or principal deputy may exercise when serving in an
acting capacity during the absence of the senior official.

F. Aut horitv of Actina Oficials

Any enpl oyee serving in a position in an acting capacity can
exercise any authority delegated to that position, unless
prohibited from doing so by the terms of the delegation or
the document designating himher as acting, or unless such
exercise of authority is not otherwise legally permssible.

G. Del eaations to be in Witing

Each delegation shall be made in witing in menorandum
format, addressed to the positions or persons to whom the
authority is being delegated, and signed by the official
with the authority to make the delegation.  (See Section 8-
100-70 for format and content of delegation documents.)

Manual s and other official publications may be used to
reflect delegations, but not to make them

H. Effective Date of Delegations

Each del egation becomes effective on the date specified in
the delegation document. No delegation can be made
retroactively effective. However, under special
circunstances actions taken prior to the effective date may
be ratified and affirmed by the delegating official with the
approval of the Ofice of the General Counsel.

Revi ew bv 1egal Counsel

Prior to their approval, all initial delegations of
authority shall be submtted to thqugproprlate.dlvml on of
the Office of the General Counsel (OGC) for review to ensure
their legality. Redelegations of authority should also be
submtted to the OGC for review whenever the official making
the redel egation questions the legality of any aspect of the
redel egation.
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J.  Effect of Reoraanization on Delegations

Wenever an organization is reorganized, delegations to and
within that organization nmay remain in effect in the

successor organization, generally, unless:

1. The reorganization docunent specifies otherw se.
(Note. he reorganization document should always
contain a statement on how the reorganization affects
existing delegations. See Chapter 8-60 of this Manual
for details.)

2. Functions upon which the delegations are based, or
positions to which the delegations are made, are
transferred to another organization or are abolished.
(I'n these cases, the delegations are termnated on the
effective date of the reorganization unless the
reorgani zation document specifies otherw se.)

Del egations that remain in effect in the successor

organi zation generally shall be reviewed and updated not
later than 90 days after the reorganization becones
effective to refl'ect changes in: "the flow of authority to
and within the organization, the functions performed by the
organi zation, the organization's structure and nomenclature,
the key positions within the organization, and any other
factor affecting the delegating of authority.

8- 100- 60 CRITERIA FOR DELEGATING AUTHORITY

The decision to delegate authority shall be based upon evaluation
of pertinent factors, including the follow ng:

0 Leuality. Can the authority legally be delegated?

0 Funds. Have funds been specifically appropriated to
mP enent the authorities? O, have senior officials
allocated funds to support the authorities? If yes,
from what source?

0 Need. WII the delegation effectively inprove
management and admnistration?

0 Responsibility. |s the position to which the authority
Is to be delegated appropriate in terns of grade |evel
and other assigned responsibilities?

0 Economy. W.LL the delegation elimnate procedural
steps, shorten |ines of comunication, or otherw se
result in overall savings?
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0 Service. WII the delegation inprove services to the
Departnent's clients?

8-100-70 FORM AND CONTENT OF DELEGATI ONS

Each del egation shall be made in witing in nmenorandum format,
and shall” be signed by the delegating official. It shall
contain, at least, the followng information:

1. The authority of the delegating official to make the
del egati on.

2. The authority or authorities being delegated.

3. AnY restriction or limtation to be placed on the
del egate(s) in exerC|S|n% or redelegating the
authority.” Unless the delegation restricts or [linits
redel egation, a delegate can redelegate any authority
del egafed to hinfher.

4. The identity of anY special instructions, if any, the
delegate is to follow in exercising the delegated
authority.

5. The date the delegation becones effective. If such a
date is not included in the body of the delegation, the
effective date is the date that the delegating official
signs the delegation.

6. The identity of each delegation that the delegation
amends, supersedes, or cancels. Every effort should be
made to be specific. Phrases such as ®rThis del egation
supersedes all previous delegations on this subject”
shoul d be used when delegations are w despread or when
del egations were never updated after one or nore
reor gani zati ons.

Prior to issuing a delegation, the delegating official
should have the delegation reviewed for "technica
correctness by the delegation control officer.

See Exhibit 8-100-A at the end of this chapter for a sanple
del egation of authority.
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8-100-80 ACTIONS BY THE DELEGATING OFFI Cl AL

After

signing a delegation, the delegating official shall make

certain that:

L. Each delegate is pronptly provided a copy of the
del egati on.

2. Each del egate has access to the policy or procedural
instructions identified in the delegation that he/she
will need to exercise the delegated authority. \Were
appropriate, these instructions should be provided to
each delegate with the delegation.

3. The delegation or a sunmary of it is published as
prescribed by Section 8-100-90.

4. A copy of the delegation is sent to his/her delegation
control officer.

5. The official file cop?/ of the delegation is maintained
for, at least, the life of the delegation; or,
mai nt ai ned permanentlé/ where there is a potential for
litigation when the delegation is no |onger viable for
present actions but rra% e needed to show that the
authority existed at the times an action was taken.

£8=100=-90 PUBLICATION OF DELEGATI ONS
A Delegations Affecting the Public

Wienever an HHS official makes a delegation or redel egation
of authority that may have a significant inpact on the
public, that official shall have the conplete text of the

del egation or redelegation published as a notice in the
Federal Reaister. Exanples of delegations and redel egations
that mght have such an inpact include delegations of
program authoutg by the Secretary, redelegations of program
authority by OPDIV/STAFFDIV heads, and del egations and

redel egations of procurenent authority or any authority
where there is a potential for litigation and the delegation
is needed after the delegation is no longer viable, but is
required to show that the authority once existed.

Del egating officials should consult their delegation control
officer and legal counsel whenever they question vvhe{ her
publication in the Federal Register isS necessary. Part 3
of this Mnual contains instructions on publishing notices

In the Federal Register.)
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B. Del egati ons of Program Authoritv

Whenever the Secretary or another HHS official who has
statutory power makes an initial delegation of program
authority to the Head of an OPDIV or STAFFDIV, that OPDIV or
STAFFDIV Head shall report the delegation in its functional
statenent in the HHS O aanization Mnual.

C. Del eaations of Admnistrative Authorities

Whenever an OS official nakes a delegation of admnistrative
authority that has wide interest, that official shall
publish the delegation, or a summary of it, in the
appropriate HHS staff manual. Oficials in oppIvs shall
simlarly publish in their directives systems redelegations
of admnistrative authority that have wide interest.

8- 100-100 REPORTI NG DELEGATI ONS AFFECTI NG REGQ ONAL OFFI CES

OPDIV regional officials and OS regional officials not under the
direct supervision of a Regional Director (RD) shall keep their
RD apprised of the authorities delegated to them by their
headquarters. They may do this by sending the RD a copy or a
summary of each delegation or by using another effective neans of
keeping the RD inforned.

8-100-110 SUPERSEDI NG, AMENDI NG, AND CANCELI NG DELEGATI ONS

A Superseding Del egati ons

VWenever a new del egation supersedes another delegation, the
superseded delegation and all redelegations based on it
becone null and void on the effective date of the new
delhegation, unless the new delegation specifically provides
ot herw se.

To avoid disruption of operations, the superseding

del e?at|on may provide, if legally feasible, that ,
redel egations based on the superseded delegation will reman
in effect for a reasonable time (i.e., not nore than 90
days) pending the issuance of new redel egations.

B. Amending Del eaati ons

Only the official in the position (or successor ﬁOSiti_On)
which issued the original delegation can amend the original
del egation.  Amendnents to the original delegation should be
processed in the same manner as the original delegation.
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c. canceling Del eaati ons

To cancel a delegation, the official serving in the position
éor the successor position) which issued the original

el egation shall prepare a canceling nmenorandum in which
the delegation to be canceled and the date of cancellation
are identified, and shall have the menorandum sent to each
del egate who has the authority being canceled.

Whenever a delegation is canceled, the delegation and all
redel egations based on it becone null and void on the date
stated in the canceling menorandum

8-100-120 TECHNICAL ASSI STANCE

Techni cal assistance on delegating authority and applying the
provisions of this chapter may be obtained from delegation
control officers or fromthe Ofice of Budget, Ofice of the
Assistant Secretary for Mnagement and Budget, Ofice of the
Secretary. Information on delegations made by the Secretary may
al so be obtained from this Ofice.
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THE SECRETARY OF HEALTH AND HUMAN SERVICES
WASHINGTON, D.C. 20202

SAMPLE DELEGATION OF AUTHORITY

MEMORANDUM  TO Assistant Secretary
for Children and Famlies
SUBJECT: Del egation of Authority for Famly Violence

Prevention and Services Program

Authority to Pelegate
| hereby delegate to the Assistant Secretary for Children and

Fam lies the followng authority vested in the "Secretary of Health
and Human Services.

en_thfx.i%f&lm:ﬂ!. Authority to admnister the provisions of The
amly Violence Prevention and” Services Act, 42 USC 10401 et seg.,
and as amended, now and hereafter.

L This delegation excludes the authority to issue
regul ations or submt reports to Congress and shall be
exercised under financial and admnistrative requirenments
applicable to all Admnistration for Children and
Fam lies authorities.

2. Responsibilities under this Act are to be carried out in

accordance with the requirements of Section 307 of the
Act. The Ofice of Gvil R ghts has been del egated
enforcement authority under Section 307.

Effe. = Date. This delegation is effective inmediately.
Egfect on. Existige._Delesations. Thi s del egation supersedes
Menor andum dat ed April 30, 1986, " Del elgatmn of Authority te

Administer the Provisions of Title Il of P.L. 98-457, The Famly
Vi ol ence Prevention and Services act."

(Date signed) (Secretary' s nane)
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Subject: DELEGATIONS OF AUTHORITY BY THE SECRETARY

8-101-00 Purpose
10 Responsibility
20 Documentation
30 Processing .
40 Redelegation of Secretarial Authority
50 Authorities Reserved by the Secretary
60 Technical Assistance

8-101-00 PURPOSE

This chapter describes the process to be followed in requesting the
Secretary to delegate authority and in keeping track of redelegations
of Secretarial authority.

8-101-10 RESPONSIBILITY

Heads of principal operating components (POCs) and OS offices are
responsible for identifying the need for legal authority to
administer their programs and activities and, when the authority
resides with the Secretary, for requesting the Secretary to delegate
the needed authority to them.

8-101-20 DOCUMENTATION

A, Each request for Secretarial delegation should include the
following documentation:

1. Decision Memorandum to the Secretary, containing the
information ocutlined in Paragraph 8-101-20B.

2. Delegation of Authority, oontaining the information outlined
in Paragraph 8-101-20C.

3. Federal Register Notice prepared for the signature of the
Assistant Secretary for Management and Budget (ASMB), if the

delegation affects the public.

4. A copy of the law, executive order, or other enabling
document which confers the authority on the Secretary, with
the sections of the document that specifically confers the
authority on the Secretary appropriately marked.

5. A copy of each existing delegation from the Secretary that
the new delegation will amend, supersede, or cancel. Do not
include copies of redelegations.
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B. The decision memorandum to the Secretary should identify:

1. The authority or authorities that the Secretary should
delegate.

2. The law, executive order, or other enabling document which
confers the authority on the Secretary.

3. Specific reasons why the Secretary should delegate the
authority to the requesting official.

4. Any condition imposed by the enabling document or by
previously issued Secretarial policy which affects the
delegating of the requested authority. (For example, the
enabling document may forbid delegating the authority below a
certaln organizational level,)

5. Whether the requesting official plans to redelegate the
authority and, if yes, to what extent and to whom.

C. The delegation of authority should be addressed to the requesting
official (and/or any other official to whom the Secretary should
delegate the authority), be prepared for the signature of the
Secretary, and identify:

1. The enabling document which confers the authority on the
Secretary.

2, The authority or authorities to be delegated.

3. The authorities to be reserved by the Secretary. See Section
8-101-50.

4. Any limitation or restriction that the enabling document
places on delegating or redelegating the authorities which
the Secretary is delegating.

5. Whether the authorities which the Secretary is delegating may
be redelegated.

6. Effective date of the delegation.

7. Effect of the delegation on existing delegations and
redelegations.

8-101-30 PROCRSSING

A. Submission. Heads of POCs and OS offices should submit their
requests for delegations to the Secretary through the Assistant
Secretary for Management and Budget, in original and five copies.
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B. Review. The Assistant Secretary for Management and Budget,
through the Division of Organizational Analysis, will
coordinate the review of the proposed delegation with the Office
of the General Counsel, other pertinent OS offices and, as
appropriate, other POCs, negotiate resolution of problems which
may arise during the review, and present the delegation to the
Secretary through the Under Secretary and the Executive Secretary.

C. Distribution and Depository. After the Secretary approves the
delegation, the Executive Secretary will:

1. Forward the original of the delegation to the requesting
official.

2., Forward a copy of the delegation together with the original
of the Federal Register notice to the ASMB, who will have the
notice published in the Federal Register and maintain a
compilation of Secretarial delegations.

3. Maintain the official file on the delegation, including a
copy of the delegation.

8-101-40 REDELEGATION OF SECRETARIAL AUTHORITY

Each time the head of a POC or OS office redelegates authority that
the Secretary delegated to him/her, that official should:

A. Have the redelegation published in the Federal Register if it
may have a significant impact on the public. See Section
8-100-90 of this manual.

B. Send a copy of the redelegation to both his/her delegation
control officer and the Department delegation control officer
(Room 542E, Hubert H. Humphrey Building). The delegation control
officers shall index the redelegation by subject and delegating
official and maintain the copy in their files until the
redelegation is superseded or cancelled.

8-101-50 AUTHORITIES RESERVED BY THE SECRETARY

The Secretary reserves certain authorities. They are listed in
Section AA,.30, HHS Organization Manual, and include authorities such
as reporting to the President and the Congress, approving and issuing
requlations, establishing advisory councils and committees, and
appointing their members.

Each delegation written for the Secretary's approval must contain a
statement reserving these authorities to the Secretary.
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8-101-60 TECHNICAL ASSISTANCE

Information in existing Secretarial delegations as well as technical
assistance on preparing Secretarial delegations may be obtained from
delegation control officers or from the Division of Organizational
Analysis, Office of the Secretary.
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T0 : See Below DATE: September 21, 1979

FROM : Director
Division of Organizational Analysis

SUBJECT: Delegations of Authority -- Format and Content

We have received complaints about the wide variance in the fc -mat and
content of recently-issued delegations of authority. You undoubtedly
are aware of the importance of delegations, since they provide you and
other HEW officials with the legal authority you need to carry on your
job., It is vital that each delegation be explicit, concise, complete,
understandable, and legally correct.

You can find the department's guidelines on delegations in the General
Administration Manual. Chapters 8-100 and 8-101 tell when and how you
should make delegations. Chapter 8-101, Paragraph 30A (copy attached)
lists the specific information that each delegation must contain.

I also have attached a sample delegation showing the format you should
use, -

You should closely follow these instructions in making delegations
within your component or office. I ask you to bring this important
matter to the attention of officials throughout your component or

Thomas G. Morford

Attachments (2)
Addressees:

POC Executive Officers
0S Executive Officers
RASC Directors
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) DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
MEI\&ORAND UM OFFICE OF THE SECRETARY
Official to Whom TO +___\ Dircctor, National Institute ) DATE: 51 10 1970
Delegated 7 of Education . L.
FROM Assistant Secretary for
Personnel MAdministration
SUBJECT: Delegation of Authority to Grant Leave, Excuse Absence, Approve

Overtime, and Approve the Restoration of Annual Leave .

1.

Aythority to Delegate: — —

(

Authority Delegated

.o

. o 2.
Restrictions and Limit’gii:ions ——-—}

Reference Documents < —> 3.

Under the authority vested in the Ascsistant Secretary for
Perconnel Administration by memorandum from the Secretary
dated March 11, 1966, as modified by the Secretary's
Reorganization Order dated #March 8, 1977, 1 hereby delegate
to the Director, National Institute of Education for person-
nel within the National Institute of Education, authority to:

Grant annual and sick leave, including authority to
approve the advance of annual and sick leave to the
extent permitted by law, regulations, and policy;

Approve leave without pay, require employees to take
involuntary leave, or charge enployees with absence
without leave;

Excuse absence without charge to leave;
Approve irregular and occasional overtimz; and .

Make the determination that conditions exist which
permit restoration of annual leave under the pro-
visions of Section 6304 of Title 5, United States ..
Code.

This delegation does not include authority to authorize or
recommend additional compensation on an annual basis for
epecial types of assignments as authorized under Civil
Service Regulations 550.141 and 550.151. This authority
will be exercised on « Department-wide basis by the Deputy
Assistant Secretary for Personnel and Training.

Requirements and instructions for exercising this authority
are contained in Instruction 250-11, HEW Personnel Manual.




SAMPLE

¢ .

Page 2 - Director, Mational Institute
of Bducation

. : . . -’ .

4. This delegation is effective immediately. The authorities
> cited in paragraph l.a., b., c., and d. above may be redele-
gated, and further redelegation authorized.

Effective Date

P

. . ' S. The author ity cited in paragraph l.e. above may be redelegated
Redelegation Authority > and further redelegation made only as follows:

a, For headquarters employees, redelegations may be made
© - to officials not lower than two organizational levels
below the addressee.

e . - - =--—--—b, An official to whom this authority is redelegated may
. . not exercise the authority if he/she is in the immediate

- : ’ o organizational unit affcctzd by the exigency or his/her
leave would be affected by the decision. In such cases
_the authority shall be exercised only by the addressee.
6. This delegation supersedes all previous delegations of author ity
‘ to grant leave, excuse zbsence, avprove overtime, and aporove
De ‘-ms Suspended, . ~\, the restoration of annual leave to the Director, Mational
ca .4 or : Z Institute of Education. However, existing redelegations made
R e d . . ) urder those previous delegations will continue in effect until
evise T ' ‘ new redelegations are made prder the author ity of this memorandum.
.~ o : . ’ ’ . . " . J 0‘7
- R . 3 S Thomas S. McFee |
Signature of Delegating Official . : - . R
v .
. P
! -
. N
.. ‘ % .. . -
. o
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