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8-13-10 PURPOSE

This directive establishes a Regional Management
Review Program in the Department of Health, Education,
and Welfare as one means of improving the quality and
effectiveness of regional operations.

8-13-20 POLICY

Management reviews of regional offices will be con-
ducted on a cyclical basis by teams established by
and reporting to the Under Secretary. Each regional
office will be reviewed at least once every two years.

8-13-30 DEFINITION AND SCOPE

A Regional Management Reivew is an objective appraisal
of the effectiveness and quality of administration of
a DIiEW  Regional Office conducted under the direction
of the Under Secretary. Its purpose is to identify
opportunities for improving the way in which the
regions carry out their assiqned responsibilities.
The Review will include an examination of functions
and organizations under' the direct management of the
Regional Ilircctor  and such other field activities
and organizations as may have a significant impact on
how the Regional Director discharges his responsibil-
ities or on regional office management and coordination,
Special attention will be given to the adequacy with
which the various responsibilities assigned the Regional
Director are being discharged and to the identification
of obstacles to effective field management which warrant
the attention of, or action by, the headquarters of the
Department.
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8-13-40

A.

B.

c.

D.

Ilndc?r  Secretary

Ttrc! llndcr Secretary will designate for each Manage-
mcnt Review a Team Loader who will report directly
to the tlndcr  Secretary. The Team Leader will be
responsible for planning of the review, its conduct,
and the preparation of a team report with findings
and recommendations. The Executive Assistant to
the Under Secretary will assist the Under Secretary
an<1 the Team Leaders in the establishment of the
teams and the arrangements for their support.

OS Staff Offices

The Heads of OS offices will provide members to
serve on Regional Management Review Teams and will
supply such information and such developmental and
evaluation support as may.be  required in carrying
out the Regional Management Review Program.

Regional Directors

Regional Directors will assure that regional staff
are informed of the purposes of the management reviews
and that information is made available as requested. d
They will also make certain that during the survey
field officials are available for consultation with
team members, and that relevant documents are promptly
su,pplicd. Ti~cy will also be responsible for regional
act.ions needed to implement recommendations approved
by the Under Secretary.

Agency Heads

Agency heads will provide members of the evaluation
teams as requested and will insure cooperation with,
and support of, the Regional Management Review Program
at all organizational levels.
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-' 8-13-50 METHODOLOGY

A. Team Composition

Each management review team will be specifically
app.ointed  by the Under Secretary to conduct the
'appraisal of field management in a designated regional
office. Each team member will be chosen by the Under
Secretary on the basis of ability to contribute effec-
tively to the review. Team members will ordinarily be
chosen from such offices as that of the Deputy Under
Secretary for Regional Affairs, the Assistant Secretary
for Administration and Management, 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. All Team Members will view
themselves as representatives of the Under Secretary
while they are engaged in their regional evaluation
assignment. Changes in Team Membership will be made
after each evaluation but each team will contain
members who have had experience in a previous review.
In some instances a Team Member may serve through
several management reviews to help ensure continuity.

n. 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 will be
considered by the Departmental Management Council
prior to the first management review. Review
materials, subsequently, will be updated and revised
on the basis of experience and requirements. Before
going to the region each team will touch base with
appropriate Washington officials'to identify problems,
incidents and situations which warrant special atten-
tion'during the on-site phase of the review. Regional
information needed by the review team will be re-
quested from the Regional Director to be submitted
either prior to the on-site review or to be made
available to the team on its arrival.
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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 made with officials of .state and.
local governments and other Federal agencies, as
appropriate. Documents relating to important or
difficult problems being handled 'in the region will
‘be examined.

The on-site review will be carefully designed to
afford regional officials the opportunity to identify
and document problems beyond the idrect control of
the Regional Director and which will, therefore,
require action by headquarters officials. Inadequacies
in follow-through on decentralizaeion,  staffing and
funding problems, difficulties with particular head-
quarters offices will be explored 'from the regional
perspective. The Regional Director should be given
every opportunity to highlight actions that should
'be taken to improve the quality of regional adminis-
tration. ,

D .Reporting

Upon completion of the on-site review, the review
team will develop a preliminary assessment of the

.management  of the region and will develop tentative
recommendations. These findings and conclusions
will be informally discussed with the Regional
Director. A written report will be completed in
Washington and will be submitted to the Under Sec-
retary with copies to the Regional Director and
members of the Departmental Management 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 members.



8-13-60 TIMING AND SCHEDULING REVIEWS

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 with
the Executive Assistant to the Under Secretary and
the Deputy Under Secretary for Regional Affairs will
develop the review schedule and will inform all
concerned in a timely manner. It is anticipated
that each regional office will be scheduled in ad-
'vance and will normally require about five weeks of
survey team time. Two weeks will ordinarily be al-
located to preparations in the Washington Headquarters.
This phase will include consulting with officials in
the Washington area and reviewing information developed
by the Regional Director and submitted for pre-on-site
review.

.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 time spent
in a region may vary considerably from one evaluation
to another. An additional week will be allocated to
report preparation and to the briefing of the Under
Secretary and/or ,other officials. The Under Secretary,
after securing such additional comments and suggestions
from Departmental officials as he may find helpful,
.will take action on the report.recommendations  and
will fix responsibility for their implementation.

8-13-70 FOLLOW-UP OF REVIEWS

The success of the Regional Management Review
Program is directly dependent on taking positive
action on the approved recommendations. The

'responsibility for follow-up rests with the Office
of the Under Secretary.

Action offices and the regions will be informed of
decisions made by the Under Secretary, who will
establish a follow-up system to ensure timely action
is scheduled and taken on each approved recommendation.

* The Executive Assistant will keep a record of progress
made in the implementation of recommendation.

TN-73.13 (10/X/73) GENERAL ADMINISTRATION

-



















































HHS Chapter 8-25
General Administration Manual
HHS Transmittal 93.01 (04/22/93)

Page 1

Subject: HHS METRIC PROGRAM
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8-25-00 PURPOSE

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

8-25-10 SCOPE

This chapter applies to each Operating Division (OPDIV)  of the
Department and the Office 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 policy of the United states shall be to
coordinate and plan the increasing use of the metric system
in the United States. \

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

1. That the metric system of measurement is the preferred
system of weights and measures for United States trade
and commerce;
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c.

D .

E.

2. That each Federal agency shall, by a date certain and
to the extent economically feasible by the end of
Fiscal Year 1992, use the metric system of measurement
in its procurements, grants, and other business-related
activities (unless metric usage is impractical or would
have an adverse impact on the market share of U.S.
firms); and

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

Executive Order 12770, Metric Usage in Federal Government
Programs, establishes governmentwide procedures for
implementing the Metric Conversion Act of 1975.

Title 15, Code of Federal Regulations, "Metric Conversion
Policy for Federal Agencies,“ Part 19, Subpart B, published
by the Department of Commerce , provides guidance to Federal
agencies in changing to the use of the metric system of
measurement.

Federal Standard 3768, "Preferred Metric Units for General
Use By The Federal Government," January 27, 1993, lists
preferred metric units recommended for use throughout the
Federal Government.

8-25-30 DEFINITIONS

A. Metric System of Measurement. The International System of
Units (Or SI from the French "Le Systeme International
d'Unites")  as established by the General Conference on
Weights 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.

B. Hard Metric. The replacement of a standard inch-pound size
with an accepted metric size for a particular purpose. An
example of size substitution might 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.

D.

E.

F .

Soft Metric. The result of a mathematical conversion of
inch-pound measurements to metric equivalents for a
particular purpose. The physical characteristics are not
changed.

Inch-Pound Units. Units based upon the yard and the pound
commonly used in the United States and def,ined by the
National Institute of Standards and Technology. (Units
having the same names in other countries may differ in
magnitude).

Dual Systems. The use of both inch-pound and metric
systems. For example, an item is designed, produced, and
described in inch-pound values with soft metric values also
shown for information or comparison purposes.

Hybrid Systems. The use of both inch-pound and hard metric
values in specifications, standards, supplies, and
services; e.g., an engine with internal parts in metric
dimensions and external fittings or attachments in
inch-pound dimensions.

a-25-40 POLICY

It is the policy of the Department to support Federal
transition to the metric system and to use the metric system of
measurement in all procurements, grants, and other business
related activities unless such use is imprgcticable  or is
likely to cause significant inefficiencies or loss of markets
to United States firms.

a-25-50 PROCEDURES

A. Each OPDIV and OS will:

1. Encourage industry in the change to the metric system
by acquiring commercially available metric products and
services that meet the functional requirements of HHS,
SO long as competition is maintained.

2. Make training opportunities available as necessary to
increase employee awareness and understanding of metric
system conversion.

3. Participate on Government/industry subcommittees and
working panels and groups.
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4.

5 .

6.

7.

8 .

Develop specifications and standards for procurements
in metric when metric is the accepted industry system.
Commercially developed metric specifications and
internationally developed voluntary standards using
metric will be adopted whenever possible.

Specify and accept bulk (loose, unpackaged) materials
in metric units, unless the use of such units is
incompatible with existing systems. Procure measuring
devices, shop, and laboratory equipment in metric or
dual units of measurement when possible.

Charge metric 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 metric aids, tools, equipment, and training.

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

Coordinate all metric conversion efforts which are
likely to involve major public affairs activity with
the Office of the Assistant Secretary for Public
Affairs.

B. OPDIVs and OS may retain the measurement units in which a
system is originally designed for the life of the system,
unless conversion is necessary or advantageous.

8-25-60 ACQUISITION GUIDELINES

A . Basic Requirements

1. The metric system of measurement, or a dual system
stating both metric and inch-pound units, will be used
in all procurement documents where measurements are
required, including purchase descriptions,
specifications, and standards, unless one of the
exceptions provided for in Section 8-25-90 is
applicable.
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2 . The requesting official is responsible for documenting
and signing any decision not to use metric
measurements.

3. Documentation for decisions not to use metric
measurements must identify the specific exception which
applies and explain the reasons for its applicability.

B. Metric Decision Points in the Acquisition Process

1. Advance Planninq

(a) HHSAR 307.104-l requires development of an
acquisition planning document for all new
negotiated acquisitions which are expected to
exceed $100,000. The acquisition plan is to be
developed jointly by the project officer and the
contract negotiator. As part of this process,
acquisition  plans should be reviewed to determine
applicability of metric measurements.

(b) A key decision point concerning use of metric
measurement in advance acquisition planning is the
description of work to be done. Whether a
specification, purchase description or statement
of work is used (HHSAR 307.105-31,  this point is a
critical one for the program or project officer to
determine the suitability of metric usage in the
contract.

2. Small Purchases

Small purchase acquisition methods (HHSAR 313.104) are
designed to acquire defined, off-the-shelf, standard
supplies, equipment or services which may be awarded on
the basis of a fixed price quote. Attempts should be.
made to obtain such items in metric measurements when
available, economically feasible and practical to meet
program/project needs. The unavailability of items in
metric from required sources of supply, such as
mandatory GSA schedules, is sufficient justification
for non-metric purchase and a statement to that effect
should be included in the purchase file.
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3. Requests For Contract (RFC)

Program offices are responsible for preparing the RFC
when planning for contracts estimated to exceed the
small purchase threshold (HHSAR 315.70). If a decision
regarding the use of metric measurements has not
already been made and documented in the advance
planning process, the RFC is another point in the
contracting process where a decision by the program
office regarding the impact of use of metric units must
be made based on program requirements.

4. Requests For Proposals (RFP)/Quotations  (RFQ)/
Invitation For Bids (IFB)

Unless the official contract file contains a written
justification for not using metric measurements in
accordance with the exceptions permitted by this
chapter, RFPS, RFQs or IFBs  prepared by the contracting
officer, for either equipment, materials or services
which are measurement sensitive, must use metric .
measurements.

Any deviations from this requirement, based on
exceptions permitted by this chapter, must be
documented in the official contract file.

c. Responsibilities of Contractinq  Officers

1.

2 .

3.

The Contracting Officer is responsible for ensuring
that metric measurements are used throughout the
acquisition process, including all solicitation and
contract documents. If metric measurement is not used,
the Contracting Officer must ensure that the file
contains appropriate justification.

The Contracting officer should provide the requesting
office information concerning qualified sources capable
of satisfying the requested items or services in metric
measurements and any potential impact on competition.

AS a part of the file documentation process, the
COntracting.Officer must review the requesting office's
decision regarding metric use and determine if any
exceptions to metric use meet the requirements of this
chapter.

-_.
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8-25-70 MAJOR DUTIES AND RESPONSIBILITIES

A. Assistant Secretary for Manaqement and Budqet. The
Assistant Secretary for Management and Budget (ASMB)  is
responsible for:

1. Ensuring HHS-wide implementation of the "Metric
Conversion Act of 1975,"  as amended, by September 30,
1992;

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

3. Appointing an HHS Metric Executive to carry out the
responsibilities set forth in Executive Order 12770,
and to chair the HHS Metric Transition Steering
Committee (MTSCL

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

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

c. Director, Office of Manaqement, U.S. Public Health Service.
1 Director, Office of Management, is responsible for:The

1. Providing technical advice and guidance to OPDIVs and
OS regarding Federal requirements for the use of the
metric system of measurement;

2.

3 .

4 .

5.

Serving as the HHS Metric Executive;

Representing HHS on the Federal Interagency Committee
on Metric Policy (ICMP);

Appointing an HHS representative to serve on the
Metrication Operating Committee (MOC) of the ICMP, its
Steering Group, and the HHS MTSC; and

Ensuring appropriate HHS representation on MOC
subcommittees.



HHS Chapter 8-25
General-Administration Manual
HHS Transmittal 93.01 (04/22/93)

Page 8

D. Heads of OPDIVs. Heads of OPDIVs are responsible for:

1.

2.

3 .

4.

5.

Ensuring organizational implementation of the "Metric
Conversion Act of 1975," as amended;

Designating an organizational element to manage metric
conversion activities;

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

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

Identifying Federal legislation, regulations, and
procedures that unduly restrict use of the metric
system, and where applicable, initiating action to
eliminate those restrictions and ease transition to the
metric system.

E. HHS Metric Transition Steerinq Committee. Members of the
HHS MTSC 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 REQUIREMENTS

Each OPDIV shall submit to the Director, Office of Management,
PHS, for transmittal to the Deputy Assistant Secretary for
Budget, ASMB, by December 1 of each year, a report which
includes:

A. Significant metric accomplishments;

B. Significant problems encountered in metric conversion;

c. Any recommendations regarding HHS Metric Program policy or
activities, including actions planned for the current and
future fiscal years to further implement the metric system:
and

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

A.

B.

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 MECHANISM FOR INSPECTOR GENERAL
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8-30-80 PURPOSE

This chapter describes the mechanism to be used to settle
disagreements between an Operating Division (OPDIV) and the
Office of the Inspector General (OIG) over an OIG report. The
process begins on the date the report is issued, and ends no
later than six months after that date, as prescribed in OMB
Circular A-50. The mechanism is intended to encourage settlement

_-. at the lowest organizational level, nearest the program in
question, but allows for escalation of the conflict through the
Assistant Secretary for Managementand Budget to the Under
Secretary,
decision.

if necessary. The Under Secretary makes the final

8-30-10 THE FOUR STEPS OF THE PROCESS

A. The conflict resolution mechanism applies to all OIG final
internal reports on Departmental operations. Its purpose is
to resolve serious disagreements between the Inspector
General and an OPDIV on Office of Inspector General (OIG)
findings within six months of issuance of the OIG report.
It should be noted that separate resolution rules apply to
external OIG reports on grantees and contractors (see the
RBS Grants Administration Manual, Chapter l-105).
Resolution of "material weakness"/%on-conformance"  problems
reported in OIG reports will be resolved in accord with
Departmental policy established under the Federal Managers
Financial Integrity Act (FMFIA) program.

B. The steps of the conflict resolution mechanism are as
follows:

1. STEP I: The OPDIV staff shall state non-
concurrence to the OIG.
resolution occurs.

If the OIG agrees,
If the OIG does not agree

WITHIN  SIXTY DA= after the date of the final
OIG report, go to step 2.
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2. STEp: An OPDIV representative of comparable
rank shall meet with an official of the OIG.  If
agreement is reached, resolution occurs. If
agreement is not reached WITHIN NINRTY  Dm after
the date of the final OIG report, go to step 3.

3. STEP  2: The OIG formally appeals to the
Departmental Audit Follow-up Official, the
ASMB. A copy of the appeal is given to the
OPDIV. Roth the OIG and the OPDIV furnish
written positions to the ASMB  within thirty
days (see 8-30-30, below, for the prescribed
format). If the ASMR  achieves agreement or
makes a decision which satisfies both sides,
resolution occurs. If agreement is not
achieved WN 135 DAYS Am the date of
the final OIG report, go to step 4.

4. sTEp4: 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 m

the date of the final OIG

THE AUDIT RRSOLUTION  COUNCIL

A. The Audit Resolution Council exercises executive-level
oversight of, and advises the Under Secretary on, the
Department's audit resolution and follow-up activities.

B. The Council is chaired by the Under Secretary. Its members
are the Assistant Secretary for Ranagement  and Budget, the
Inspector General, the General Counsel, and any other
official appointed by the Under Secretary.

C. Staff support to the Council is provided by the ASMB. ,

D. The Council will:

1. Review and make recommendations to the Under Secretary
on the resolution of internal OIG reports on
Departmental operations on which an OPDIV has not made
a management decision within six months of the issue
date of the report:
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2. Wake recommendations to the Under Secretary concerning
the establishment or clarification of Department policy
in matters arising from OIG reports;

3. Recommend corrective action to the Under Secretary in
cases where management has failed to carry out
agreements made as a result of OIG reports.

‘E. The Council will meet as required by step 4 of the conflict
resolution mechanism (described above in 8-30-10, B.4).
The Inspector General,
Management and Budget,

the Assistant Secretary for

meeting of the council.
or an OPDIV  head, may request a

8-30-30 FORMAT  FOR SUBWISSION  OF CASES To TBE
DEPARTMENTAL AUDIT FOLIXIW-UP  OFFICIAL UNDER
STEP3 OFTBE PROCESS

A. After the OIG files a formal appeal to the Audit Follow-Up
Official, the OIG and the OPDIV will each provide a summary
of the case -
format:

not exceeding two pages - in the following
‘

1. Title, IG number, and date of issuance of the
report;

2. List of IG findings and recommendations agreed to:

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

4. Statement of the issue and supporting arguments
(in bullet form):

5. Impact analysis including:

a. Budget and financial data
quantifying the cost or savings to
the Federal, State and Local
Government, program or service
providers, and program
beneficiaries:
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b. Assessment of the benefits to be
achieved and identification of who
benefits:

C. Assessment of any adverse
consequences from the
recommendation and identification
of who would be adversely affected:

d. Description of the results of
previous reviews or decisions on
this i66U6 (budget, policy, Or
legislative reviews, etc.)

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

c. Basic documents, such as the OIG report and related
correspondence between the OIG and the OPDIV, should be
referenced in the two page summary and attached to it.

.
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Publication in the Federal Reuistel;

8-60-00 PURPOSE

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

8-60-10 REORGANIZATION POLICIES

A. .
&=alltv. No reorganization will be legally in effect until
approved in writing by the appropriate I-IHS official.

B. .
Statement  of orcfanlzat ion and Functions. Each approved
organizational entity from the highest to the lowest
organizational level shall have a current statement of
organization and functions. As a minimum, the statement
shall identify the entity's mission, organizational
structure, functions, and reporting relationship to entities
immediately above and below it in the organizational
hierarchy. (See specific instructions regarding maintaining
an organizational manual at 8-6005OC.2.)

c. Emolovee  Aureements. Each request for reorganization should
contain a statement that the requesting official has taken
the appropriate action, if required by all applicable
agreements, with employee bargaining units. The statement
shall identify the action and the bargaining unit.

D. Administrative Code. Each approved organizational entity
shall be assigned an administrative code as prescribed by
Chapter 8-69, General Administration Manual, (u).
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E. . .Offic)al  Record. The official record of each reorganization
shall be maintained by an office designated by the approving
official.

F.
. .fornlUJa the Publuz. Whenever a reorga&ation is

significant or affects the public, the approving official
shall have a Notice of the reorganization published in the.
Federal  Reul*ter .

G. Effective Date Reorganizations shall become effective on
the date they ire approved unless otherwise noted in the
approval document.

DEFINITION OF REORGANIZATION

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

0

0

0

0

Establishment, abolition, transfer, realignment, or
consolidation of one or more organizational entity.

Addition, abol.ition, or transfer of a function or
functions. , '

Change in the reporting relationship of an
organizational entity.

Change in the official name of an organizational
entity.

OFFICIALS WITH AUTHORITY TO APPROVE REORGANIZATIONS

A* &mroval bv the S crew The Secretary approves any
functional transfzrs  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

tlv to one of the following officials: (See 8-60050B
for procedures for obtaining approval of reorganizations
requiring the Secretary's approvals).

1. The Secretary, Under Secretary, or an Assistant
Secretary or equivalent (e.g., General Counsel, etc.)

2. Administrator of Health Care Financing or an Associate
Administrator

3. Assistant Secretary for Health or a PHS Agency Head
4. Assistant Secretary for Human Development Services or

an OHDS Administration Head
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5. Commissioner of Social Security or a Deputy
Commissioner

6. Administrator, Family Support Administration or an
Associate Administrator

B. Droval bv Ooeratina  Division (OPDIV) Heads. (Excludinq.the Office  of the Secretarv -- e DaracfraDh  8 - - -60 30 C
be1ow.t

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

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

2. Reports directly to the OPDIV Head provided that the
unit has a staff complement 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 memorandum.
For information regarding the specific delegation of
authority to an OPDIV Head, contact the Department
Delegation of Authority Officer who is located in the Office
of Management Programs, Office of Administrative and
Management Services (OAMS). For further information
regarding the delegation of authority function see M
Chapters 100 and 101.

C. .Bonroval  bv the Assistant Secre tarv for Manauement and
Budcet  (UMBL  The ASMR has the authority to approve for
the Office of the Secretary,
Inspector General,

except the Office of the
which:

the reorganization of any unit therein

1. 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
complement of 10 or less FTEs and performs only
internal administrative or personal advisory functions
directly for the Assistant Secretary or equivalent.



HHS Chapter 8-60
General Administration Manual
RHS Transmittal 88.01 (6/16/88)

Page 4

Note: The Office of the Inspector General will seek the
advice and assistance of the ASMB  in implementing
reorganizations to conform with Departmental procedures.

CRITERIA FOR ORGANIZATIONS

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 implementing such change. These principles include:

0 Clear statement of mission and functions
0 Clear lines of authority and responsibility
0 Delegation of decision-making authority to the most

effective level
0 Appropriate span of control
0 Separation of line and staff functions
0 Optimum use of resources
0 Appropriate reporting of activities and results

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

PROCEDURES FOR OBTAINING APPROVAL OF REORGANIZATIONS

A. As stated in subsection 8-600lOA, no reorganization can be
legally implemented until the appropriate HHS official
approves the reorganization in writing.

1 . QQ Reorganizations requiring the Secretary's
approval a;e identified in subsection 8-60-3019.
Requests for this approval are to be submitted to the
Secretary through the ASMR. Prior to making its
submission, the requesting OPDIV or Staff Division
(STAFF'DIV) is encouraged to discuss the proposed
reorganization With OAMS in the Office of the Assistant
Secretary for Management and Budget, OS. OAMS serves
as the coordinating office for processing
reorganization proposals submitted for the Secretary's
approval.
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2. Documentation Each request for the Secretary's
approval shali contain the following documents:

a. An Action Memorandum to the Secretary signed by
the OPDIV or STAFFDIV Head. The Action Memorandum
shall clearly identify: 1) the rationale for the
reorganization and the benefits to be received; 2)
an explanation of staffing implications regarding
new Senior Executive Services or supervisory
positions, changes in staffing requirements, and
negotiations with bargaining units: and 3) a
statement regarding the effect of the
reorganization on the organizational units,
programs or the public.

b. A Statement of Organization, Functions, and
Delegations of Authority (in Federal Resister
format - see Exhibit 8-60-B). Include the
official file copy of the statement.

c. Organizational charts of the current organization,
and the proposed organization. Prepare these
charts as described in this Chapter and in M -
Chapter 8-65.

3. The requesting OPDIV or STAFFDIV shall submit
eight copies of the reorganization proposal.

4. Coordination and Review. OAMS shall coordinate the
review and evaluation of each reorganization proposal.
It shall coordinate the proposal with the Office of the
General Counsel, other appropriate OS staff offices
and, if appropriate, other OPDIVs. Each reviewing
office shall have 10 working days to complete its
review and provide comments or concurrence to OAMS.
OAMS shall negotiate differences between the reviewing
offices and the requesting OPDIV or STAFFDIV, and shall
attempt to resolve questions regarding the
reorganization prior to sending the proposal to the
ASMB.

5. The ASMB reviews and evaluates each
reorganization proposal requiring the Secretary's
approval and, together with a recommendation for
approval or disapproval, forwards the proposal to the
Secretary. The ASMB also informs the requesting OPDIV
or STAFFDIV regarding the Secretary's decision.
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6.

a. All reorganizations approved by the
Secretary must be published incthe.
FedeaLl3w  stex .

b. Whenever the Secretary approves a
reorganization, OAMS shall have the
Statement of Organization, Functions,
and Delegation of Authority published in.the Federal Realster and this shall be
the only type of reorganization. .
maintained in the HHS Qrcranizatlon
Manual.

c.

Reorganizations requiring the approval of OPDIV Heads
are identified in subsection 8-600SOB.

.
1. .Federal Realster  ~llCatio~ - All reorgan-

izations approved by an OPDIV Head which are
significant or affect the public must be
published in the Federal Reaister.

2. . .OPDIV  Oruanization  Manual

a. Each OPDIV must maintain an OPDIV.oramon M~Q!&L which, at a
minimum, contains all reorgani-
zations approved by the OPDIV Head.
A copy of this manual must be
submitted semi-annually (with the
organizational charts) to the
Office of Management Programs,
OAMS. Each OPDIV shall also be
responsible for providing HHS
officials upon request, or the
public with information on all
organizational changes, other than
those approved by the Secretary.
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b. Each OPDIV must designate an
organizational unit and an
individual to maintain an up-to-
date Orcgnjzation  Manual The name
of the designee and his/her
telephone number 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
reorganizations.

D.

Reorganizations requiring the approval of the ASME are
identified in Subsection 8=60=3OC, and the procedures for
submitting reorganization proposals to the ASMB are stated
in the EBpl Chapter OS: 8-60.

64 IMPLEMENTATION OF REORGANIZATION'

A. The official responsible for implementing a reorganization
should, as a minimum, take the following actions:

1.

2.

3.

4.

5.

Announce the effective date of an approved
reorganization to affected employees as soon as
possible.

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

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

If appropriate, inform affected employees of the
availability of housing, schools, and transportation in
the new location.

Identify the need for new or transfer of existing
facilities and equipment. Develop specifications for
needed material and service requirements well before
the actual move. Also, insure that safety standards
and requirements are met.
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6 . Plan for a continuous and orderly flow of work during
the transition from the "old" to the "new"
organization.

7. Announce the plan for the placement'of personnel in
current or new positions in the new organization, and
the plan for placement of personnel that cannot be
absorbed.
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CRITERIA FOR PLANNING AND REVIEWING REORGANIZATION PROPOSALS

HHS officials should consider the following:points  in planning or
reviewing reorganization proposals:

A.

With respect to addition, deletion, or transfer of functions
because of a change in legislative requirements:

1. Identify the legislation in the request for
reorganization.

2. Reflect adequately the legislative intent in the
reorganization proposal.

3. Ensure that the proposed organizational change will
assist the organization in accomplishing its mission.

In the interest of improved organizational performance:

1. Have clear assignments of functions with no
duplication, conflict, or overlap.

2. Establish responsibility for each specific function
with an individual unit.

3. Group similar functions and separate dissimilar
functions.

4. Encourage coordination but do not force an official to
coordinate artificially with others to accomplish
his/her tasks.

5. Simplify processes whenever possible to increase
administrative 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
wherever 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. . . . .
Craanizatlon  Levels and CraaWion  Nom*nclatures

1. Keep the organization lean and simple--avoid
unnecessary layering.

2.. Refer to the Department's nomenclature standards. (See
a Chapter 8-65.)

D. .
Del==t-n of Authoritv

1. Delegate decisionmaking authority to the lowest
practical level.

2. If the reorganization requires new or revised
delegations of authority, prepare delegation documents
according to procedures prescribed in m
Chapter 8-100.

E. Staff Resources

1. Explain all staff resources implications (e.g., new
SUpeXViSO~  positions, new SES positions, changes in
average grade, potential adverse actions, etc.),
including changes in staffing requirements. Be certain
that staffing is adequate, but not excessive, to
perform each function.

F.

2. Consider the effect.of  any adverse impact toward women,
minorities, the aged, and/or handicapped employees.

Effect on Other Comnonents

1. Consider the effect, if any, the proposed change will
have on other Federal agencies, and identify proposed
coordination activities, if any.
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2. Consider the effect, if any, on other HHS components
and/or the regional offices.

3. Consider changes that will affect.State  and local
governments.

G. -
Detail changes in budget requirements for the agency and
changes in the existing budget for salaries, space, cost of
moving, etc.

H. ?ersonneL

1. Identify any problems affecting employees, including
the PBS Commissioned Corps, and proposed solutions.

2. Include consideration of employee rights:

a. Explain results of any discussion or agreements
with employee bargaining units.

b. Explain the effects on grade levels.

c. Be aware of, and try to avoid, adverse effects on
employees.

3. Include Administrative Officers and/or Servicing
Personnel offices as early as possible in the planning
process to provide you with instructions on how to
eliminate positions, create new positions, and prepard
positions descriptions.
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GUIDELINES FOR PREPARING
NOTICES ON REORGANIZATION FOR PUBLICATION

IN THE v

These guidelines state HHS standards for preparing
reorganization  Notices which the Department publishes.in the Federal Realster. The Notices are required for
all reorganizations approved by the Secretary, OPDIV
Heads, and for all other reorganizations which may have
a significant impact on the public.

B. Feadinq  - The heading of the Notice is to contain the
following elements:

1.

2.

3 .

4.

5.

The accounting code of the organization that will
bear the cost of printing and publishing the
Notice in the Eederal  Reaister, The code is
centered about one inch from the top of the page
(size 8 l/2@* X 11").

The Department'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 Department's name.

A description of the type of reorganization or the
name of the reorganized unit in all capitals,
centered two spaces below the OPDIV's  name.

(For example,
reorganization

if the Notice describes a general
of an OPDIV organization,

term GENERAL REORGANIZATIQN. use the
If the Notice

describes a more limited organization change,
the name of the affected unit (e.g., OFFICE OFuse

, DIVISION OF etc.).Sometimes a Notice serves to correct'errors in a
previous published Notice; in such an instance, it
should read: CORRECTION NOTICE.)
The term Statement of Organization, Functions, and
Delegations of Authority in initial capitals,
centered two spaces below the description.
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.c. Introduction
The introduction should open with a statement which
relates the notice to previously published notice(s),
if appropriate, by giving the Federal Reurster
citation(s) of these notice(s). For example, if an
OPDIV, such as the Office of Human Development
Services, abolishes an office and replaces it with a
new office, the opening statement would read: "This
Notice amends Part D (Office of Human Department
Services) by deleting Chapter DL (Office of Individual
Assistance) (65 FR 10219, 6/17/76) and replacing it
with a new Chapter DY (Office of Community Relations)."

Following this statement, the introduction should state
briefly, in simple, non-technical terms, what the
Notice is about. If the Notice treats a general
reorganization, it should contain the highlights of the
changes of that reorganization. If it deals with a
more limited 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 similar
to the following: "The new chapter reads as follows:'*
or "The revised statement is as follows:" or "The
corrected statement reads as follows:" Generally, the
introduction should not exceed a half page.

D. IFunctio0al  Statemeti

The official functional statement must be compatible in
form, content, and language to previously published
statements. For example (to continue the sample
introduction cited in Item 3):

DY Office of Community Relations

DY.00 usion. (Give a brief statement of the mission,
in terms of broad objectives, goals, etc., as stated in
law, Presidential statement, Secretarial directive, or
other legal source.)

. .DY.10 Qruanizatlon (Define the organization by
stating the title if 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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example.) The Administration for Children, Youth and
Families is headed by an Administrator, who reports to the
Assistant Secretary for Human Development Senrices. The
Office consists of the following: .

Office of Planning and Management (DCA)

Head Start Bureau (DCB)

Children's Bureau (DCC)
.DY.20 Functions (State the principal functions, using

one or two sent&es to describe each function.
Emphasize what is done- not how or why it is done.)

.DY.30 Qrder of Succession, (Indicate who will succeed
the head of the organization and under what conditions
succession will occur. This information is generally
not necessary for organizations two-levels below the
OPDIV Head.)

.DY.40 Deleffatlons  of Authoritv (Describe the program
authorities that have been deligated  to the head of the
organization and the limitations (if any) on how these
authorities are exercised. Note that this is a Notice
of the delegation of authority. It does not constitute
the formal instrument of delegation. The instrument of
delegation is a memorandum of delegation. See w
Chapter 8-100 for the procedures on delegations of
authority.)

E. .Bggroval  Authorltv

The official who approves the reorganization is to sign.the Federal Reuister Notice. The approval signature
to appear four spaces below the last line of the text is
of the Notice near the right margin. The date of
approval will appear on the same line, to the left of
the approval signature, near the left margin.

F. .Federal  Rearster  Standards

HHS offices preparing Notices tire to conform to the
requirements of the Office of the Federal Register. In
summary, they are as follows:

1. Double space the content of each Notice.

2. Leave one-inch margin on top, bottom, and each
side.
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APPROVAL OF ORGANIZATION CHANGES
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Clearance and Approval
Publication of Functional Statement
Preparation of Functional Statements

OS:
8-60-00

OS:
8-60-10

OS :
8-60-20

A.

PURPOSE

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

POLICY

The requirements of this chapter must be met before
any organizational change within the Office of the
Secretary can be effected.

DEFINITIONS

For the purposes of this chapter, these definitions
apply :

1 .Organizational Segment-- any organization which
meets each of these four conditions:

a. Is 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 performed by full-time employees.

HEW  ~~-73.10  (8/10/73)



OS:
8-60-30

A.

B.

2. Organizationa  Change--any change which results
in:

a.

b.

C .

d.

Establishment, abolition, transfer,
realignment, or consolidation of an
organizational segment.

Addition, abolition, transfer of a
function or functions.

Change in the reporting relationships
of an organizational segment.

Change in the name of an organizational
segment.

3. !44do;i;r,gc;~a;a~~on --any organization under
d supervision of an official

who reports directly to the Secretary.

APPROVALS REQUIRED

Organizational change within the Office of the
Secretary requires the approval of these officials:

1.

2.

3 .

Approval of the Secretary is required to
effect change at the division level and above.
(See Chapter 8-60 of this Manual for more
information.)

Approval of the Assistant Secretary for
Administration and Management 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
submitted to the Secretary.

Approval of the head of a major organization
is required before requests for organizational
change are submitted to the Assistant Secretary
for Administration and Management.

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

GENERAL ADMINISTRATION TN-73.10 (8/10/73)



P-3 8-60-SOA%C

OS:
8-60-40 PLANNING ORGANIZATIONAL CHANGE

A. Whenever officials wish to make a change in the
organization under their direction and supervision,
thev should take these preliminary actions prior
to

1 .

2.

preparing the official request-

Review the "Checklist for Planning Organization
Changes," shown as Exhibit X8-60-1 in this
Manual. Though the che'cklist  was developed
primarily for organizational changes approved
by the Secretary, most of its items apply to
all organizational changes.

Consult with the Division of Management Policy
and Directives, Office of Management Planning
and Technology, which provides technical advice
and assistance on effecting organization change.

OS:
8-60-50 SUBMITTING REQUESTS FOR ORGANIZATIONAL CHANGE

A. Requests for organizational change should contain
the following:

1. An Action Memorandum addressed to the final
approving official (either the Secretary or
the Assistant Secretary for Administration
and Management). The memorandum should discuss
the principal aspects and policy issues (if any)
of the proposed change and should include:

a. A brief but complete statement of the
proposed change and the circumstances
which make it necessary or desirable.

b. A summary statement of the changes in
function or,assignment  of functions the
change will require.

C . A statement of justification of the proposed
change in terms of the criteria of sound
organization. (See Chapter 8-60 of this
Manual for discussion of criteria of sound
organization.)

-.
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B.

OS:
8-60-60

A.

OS:
g-60-70

OS:
8-60-80

A.

2. A functiona: statement that reflects the
proposed change.

Requests for organizational change should be
forwarded to the Assistant Secretary for Admin-
istration and Management, ATTENTION: Division
of Management Policy and Directives.

CLEARANCE AND APPROVAL

The Division of Management Policy and Directives
will:

1 .

2.

3.

Clear the proposed organizational changes
with appropriate officials in the Office
of the Secretary, prepare its recommendation
on the proposal, and forward the proposal to
the Assistant Secretary for Administration
and Management or to the Secretary through
the Assistant Secretary for final decision.

Keep the originating office aware of any
problems that may arise in the clearance
process. Negotiate issues identified in the
clearance process. Prepare issue papers for
decision by higher officials.

Notify the originating office of the final
decision.

PUBLICATION OF FUNCTIONAL STATEMENT-

Upon approval of an organizational change, the
Division of Management Policy and Directives
will arrange for publication of the change in the
Department-organization Manual and, if required
the Federal Register.

PREPARATION OF FUNCTiONAL  STATE%ENTS-

OS officials should follow these guides in
preparing functional statements required by
paragraph OS: 8-60-5OA2.

GENERAL ADMINISTRATION TN-73.10 (g/10/73)



1. Substantive Content

.a.

b.

C .

d.

e.

Statements must have organizational
titles that describe both the organ-
zational level and the basic function
of each organizational segment.

Statements must be concise, yet provide
sufficient information to permit someone
not acquainted with the organization
to understand the substance of work
done, authority exercised, and significant
relationships with other organizations.

Statements must identify the functions
assigned to an organizational segment
but should not describe how those functions
are implemented, unless such information
is necessary to understand the mission or
to differentiate the mission from that of
some other organizational segment.

Statements must be comprehensive enough to
provide a traceable connection between
related parts of functional statements of
higher and lower levels.

Statements for organizational segments
on the same level of organization must
be mutually exclusive by incorporating
distinctions as to the nature of their
activity, the subject of their activity,
or their clientele.

2. Wording

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

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

C . Statements treating internal managerial
functions may use "directs," "supervises,"
"administers," and similar terms to cover
budgeting, selecting, personnel, general
coordination, and other such internal
managerial functions common to organizational
segments.

TN-73.10 (8/10/73) GENERAL ADMINISTRATION



3.

d. Verbs or verbal phrases which give an
indefinite indication of the extent of
involvement in carrying out a function--
such as "handles," "contacts," "sees
to "--are to be avoided.

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

f. Technical terminology is to be held to
a minimum.

Organization Codes

All organizational segments down to the lowest
element (i.e., unit) must have an organizational
code. The code becomes an integral part of the
organization title. Accordingly, proposals
for organization change submitted for approval
by the Assistant Secretary for Administration
and Management and/or the Secretary should
include the code in parentheses immediately
following the title of each organizational
segment of the proposed organization. See
sample below.

Sample:

Division of Program Management (lNl9075).

4 . Technical Assistance

Functional statements have a definite format
and style. The Division of Management Policy
and Directives, upon request, will provide
guidance in these areas and in questions
relating to possible conflicts of functions
or responsibilities of other elements of the
Office of the Secretary.

GENERAL ADMINISTRATION TN-73.10 (8/10/73)
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Subject: ORGANIZATIONAL NOMENCLATURE

8-65-00 Purpose
10 Scope
20 Policies Applicable to Organizational Nomenclature
30 Commonly Used Organizational Terms
40 Standard Designations for Organizations and Heads of

Organizations
50 Exceptions to Standard Designations

8-65-00 PURPOSE

This Chapter prescribes the organizational  nomenclature 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 Department.

8-65-10 SCOPE

The provisions of this Chapter apply to all organizations of the
Department.

8-65-20 POLICIES APPLICABLB TO ORGANIZATIONAL NOMENCLATURE

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

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

1. New organizations are established within the
Department.

2. Major functions are added to an organization,
transferred from one organization to another, or
cancelled.
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3. Major shifts in management occur (for example,
functions and activities are centralized or combined
within an organization).

4. Unforeseen circumstances make a change in nomenclature
necessary (for example, two organizations have the same
name and this creates identification problems for the
public).

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

D. Any organization whose nomenclature does not comply with the
provisions of this Chapter may continue to use such
nomenclature provided:

1. The nomenclature was established by law or executive
order, or

2. The nomenclature was in effect prior to the effective
date of this Chapter.

8-65-30 COMMONLY USED ORGANIZATIONAL TERMS

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

A.

B.

Denartment; The Department refers to the Department of
Health and-Human  Services. The Secretary, the Under
Secretary and their immediate offices, the Operating
Divisions, the Staff Divisions, and the Regional Directors
and their offices collectively are the Department.

Office of the Secretarv The Secretary,
and their immediate offices,

the Under Secretary
the Staff Divisions, and the

Regional Directors and their offices collectively are the
Office of the Secretary.
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C. Staff Division. A Staff Division is a major organization of
the Office of the Secretary whose head reports directly to
the Secretary. The current Staff Divisions of the
Department are the:

0

0

0

0

0

0

0

0

0

Office of the General Counsel headed by the General
Counsel

Office of the Assistant Secretary for Legislation
headed by the Assistant Secretary for Legislation

Office of the Assistant Secretary for Planning and
Evaluation headed by the Assistdnt  Secretary for
Planning and Evaluation

Office of Public Affairs headed by the Assistant
Secretary for Public Affairs

Office of the Assistant Secretary for Personnel
Administration headed by the Assistant Secretary for
Personnel Administration

Office of the Assistant Secretary for Management and
Budget headed by the Assistant Secretary for Management
and Budget

Office of Inspector General headed by the Inspector
General

Office for Civil Rights headed by the Director for
Civil Rights

U.S. Office of Consumer Affairs headed by the Director.
(The U.S. Office of Consumer Affairs is considered a
Staff Division for administrative purposes only since
its Director is a member of the.White  House Staff.)

The proper abbreviation for Staff Division is STAFFDIV.
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D. ODeratina  Division. An Operating Division is a major
organization whose primary function is to direct and manage
the substantive programs of the Department and whose head
reports directly to the Secretary. The current Operating
Divisions of the Department are the:

0 Public Health Services headed by the Assistant
Secretary for Health

0 Social Security Administration headed by the
Commissioner of Social Security

0 Office of Human Development Services headed by the
AssistantSecretary  for Human Development Services.

0 Health Care Financing Administration headed by the
Administrator

0 Family Support Administration headed by the
Administrator

Though it is organizationally an official part of the Office
of the Secretary, for the purposes of organizational
nomenclature, the Office of Human Development Services is
considered an Operating Division.

The proper abbreviation for Operating Division is OPDIV.

E.. .Public Health S rvice Aa ncv A Public Health Service
Agency is a maj& line o&anization  of the Public Health
Service whose primary function is to direct and manage
substantive health programs and whose head reports directly
to the Assistant Secretary for Health. The current Public
Health Service Agencies are the:

0 Alcohol, Drug Abuse, and Mental Health Administration
headed by the Administrator

0 Centers for Disease Control headed by the Director

0 Food and Drug Administration headed by the Commissioner

0 Health Resources and Services Administration headed by
the Administrator
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0 National Institutes of Health headed by the Director

0 Agency for Toxic Substances and Disease Registry headed
by the Administrator

0 Indian Health Service headed by the Director

The proper abbreviation for Public Health Service Agency is
PHS Agency.

8-65-40 STANDARD DESIGNATIONS FOR ORGANIZATIONS AND HEADS OF
ORGANIZATIONS

Use the statutory name in naming organizations and heads of
organizations. If there is no statutory name, use the standard
designations listed below. (See exceptions in section 8-65-
20D.2.) For sections A thru C and E thru G, these designations
are listed in descending order of reporting relationships.

A. Staff Divisions

Name of Organization

Office

Title or Oraanization  Head

Assistant Secretary, for
, or Director

Office Deputy Assistant Secretary for
, or Director

Office* Director*,

Division Director

Branch Chief

Section Chief

Unit Chief

*This level of organization may be used only when approved
on a case-by-case basis by the Assistant Secretary for
Management and Budget. See 8-65-50.
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B. Office of the Secretarv Reaional Organizations Renortina  to
the Reaional Director

Name of Organization

Office

Title of Organization Head

Regional (functional title)
Director

Office Director

Division Director

Branch

Section

Chief
.

Chief'

Unit Chief

c. Office of the Secretarv Regional Organizations ReDortinq
Directlv  to Headouarters

Name of Oraanization Title of Organization Head

Office Regional, (functional title)
Director

Office

Division

Branch

Section

Unit

Director

Director

Chief

Chief

Chief

D. Otoeratina  Divisions. The names of Operating Divisions and
the titles of Operating Divisions heads are generally
established by law. If they are not, the Secretary will
select appropriate names and titles for them.
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E. Line Oraanizations of Oneratina  Divisions. The line
organization of an Operating Division is that portion of the
Operating Division which actually administers the
substantive programs assigned to the Operating Division.
The line portion of the organization begins with the head of
the Operating Division and runs to the lowest-level
operating unit with programmatic responsibilities (e.g.,
processing claims, managing the substantive aspects of
grants and major contracts, conducting biomedical research,
and carrying out regulatory activities).

pame of Oraanization Title or Oraanization Head

Administration or Office Administrator, Associate
Administrator or Director

Bureau or Office Director

Division Director

Branch Chief

Section Chief

U n i t Chief

Note: There are some line organizations (e.g., hospitals,
laboratories, etc.), particularly within PHS which are not
conducive to these titles. These entities should retain
their current titles to amply identify the services they
render.

F. Staff Oraanizations of Oneratina Divisions. The staff
organization of an Operating Division is that portion of the
Operating Division which provides advisory, administrative
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or assessment/quality control support services to line
officials, such as budget, finance, personnel, procurement,
public affairs, quality control, evaluation, policy
analysis, and management analysis.

Name of Oraanization Title or Oraanization Head

Office Deputy Assistant Secretary for
,or Associate

Administrator

Office Commissioner for
or Director

I

Division

Branch

Section Chief

Chief

G. Reaional Oraanizations of Ooeratina Divisions

flame  of Oraanizations Title of Oraanization Head

Office Regional Commissioner,
Regional Administrator, or
Regional Representative

Office

Division

Branch

Section

Unit

Assistant Regional
Commissioner, Assistant
Regional Administrator, or
Assistant Regional Director

Director

Chief

Chief

Chief
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8-65-50 EXCEPTIONS TO STANDARD DESIGNATIONS

Exceptions to standard designations (other than those established
by law or executive order) will be approved only when they are
likely to increase the public's understanding of the Department's
organization and purpose, and to identify more readily the work
0.f an organization than the standard designation does.

Requests for exceptions should explain how the exceptions fulfill
these conditions, and be submitted for approval to the Assistant
Secretary for Management and Budget.
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8-67-00 PURPOSE

The purpose of this Chapter is to prescribe a Department-wide system
of organization charts which specify major organization elements and
key officials.

8-67-10 SCOPE

The uniform system of Department and Principal Operating Component
(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.

B.

C.

D.

E.

Show at a glance principal Departmental and POC organizations and
the key personnel who direct them:

Provide a means of depicting HEW organizational structure to the
White House, the Congress, and the general public;

Serve as a handy reference f,or top-level discussions by the
Secretary, his executive staff, and key POC officials regarding
organizations, functions, channels of command, and key assignments;

Serve as a useful guide to the Office of Personnel Management,
formerly the Civil Service Commission, in its consideration of
supergrade actions; and

Provide a frame of reference for discussions between the Office of
the Secretary and the POCs  regarding budgetary, staffing, and
program plans.

8-67-20 PROCEDURES AND SPECIFICATIONS

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

B. Charts for each second-level organizational unit will show the
subordinate organizations which report directly to it. Additional
charts down to the division level will reflect lower level organi-
zations.

HEW TN-79.1 (l/31/79) Supersedes Chapter 8-67 (TN-76.7)



C. Approval of Charts

1. The POC overall chart should contain the signature and date
of approval of.the  head of the POC. Lower level charts down
through the division level in a POC and line components there-
of (i.e., agencies, bureaus, offices, administrations) should
show the approval and date thereof by the top POC management
official whose organization has responsibility for processing
and/or approving organization proposals.

2. In the Office 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
those subordinate organizations which report directly to the
signing official.

3. Charts for the Office of the HEW Principal Regional Officials
(PROS)  will contain the signature and approval date by the
PRO and reflect only those organizations reporting directly
to that individual.

D. Preparing offices will update chart data as of April 1 and
October 1 and submit updated charts to the Office of Management
Analysis and Systems, OS, ten working days after the close of the
update period. After the initial submission, semi-annual sub-
missions will include only charts for organizations where changes
have occurred. Submissions should include four copies of each
chart. Charts should be 104" x 8"* in size and should be suitable
for reproduction.

E. Exhibit 8-67-l contains format specifications for charts. All
information shown is before reduction by th,,e  printer. Charts
will be printed (not "xeroxed") "originals" suitable for
reproduction and publication. Type style and size of "boxes"
will 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
standards. Enter the administrative code for each "box" in
parentheses in the lower right corner of the box. Show only
officially approved organizations, There can be no exceptions
to the specified lo+" x 9"* size cf printed copies.

*After January 1, 1980, the paper size will be 84" x 11".

TN-79.1 (l/31/79)
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8-69-00 PURPOSE AND SCOPE

This Chapter prescribes a Standard Administrative Code for use throughout
the Department of Health, Education, and Welfare. The Administrative Code
is designed to be concise, easy to remember, easy to say and write, and
reasonably visually decodable. In addition, it shows the position of a
unit in the organizational structure.

8-69-10 OVERVIEW OF THE ADMINISTRATIVE CODE

A concise statement of what makes up the Standard Administrative Code is
as follows:

1. The code consists of a combination of alphabetical and numeric
characters; the total cannot exceed eleven characters or eleven
columns.

2. The number of characters required to completely identify a
particular organizational element depends on the place of a
given organization in the organizational hierarchy.

For example, the Office of General Counsel in the Office of
the Secretary would be coded with two alpha characters "AG."
The first letter, "A" denotes the Office of the Secretary
and the "G" denotes the Office of the General Counsel, a
prime unit of the Office of the Secretary.

An organization at a lower 'level would have a longer Code. For
example, HSMB would denote H Public Health Service; S Health
Services Administration; M Bureau of Medical Services; and B
Division of Hospitals and Clinics. Thus, the Code is hierarchical,
because it portrays the place of an organization in the organizational
structure.

3. The code is structured so that all eleven columns have the
potential.for both alphabetical and numeric characters. However,
initially Columns l-3 inclusive will specify alphabetical
characters (except where a number is used In Column 3 to denote

HEW TN-79.1 (l/31/79) Supersedes Chapter 8-69 (TN-76.11)
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a regional office).' Columns'4-11  will contain numeric/alpha
characters.

4. Each of the eleven columns is a discrete Code element except
in the single instance in which two columns are paired to denote
a given organizational element.

The code can be used to identify-any individual activity, even
though there may be many of the same type. For example, 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 column, then two columns are used.
This is discussed in detail in 8-69-20-H-3.

5. Certain alphabetical and numeric characters are used for special
purposes as described in 8-69-20, Technical Instructions for Code
Application.

8-69-20 TECHNICAL INSTRUCTIONS FOR CODE APPLICATIONS

A. The Code is made up of two parts: Columns l-3 and Columns 4-11.

1. Columns 1, 2, and 3 will specify alphabetical characters except
as specified in F below. All letters are available for use in
these columns, except "I," "0," and "2" which is written as
54. "I" and "0" are not used to avoid confusion with numbers.
Z serves a special function as explained below.

2. Columns 4 to 11 inclusive may contain alphabetical and numeric
characters, subject to the following restrict4ons:

a. All letters except I and 0 are available for use in these
columns. F and Z are available only for special uses as
noted below.

b . Numbers l-9 inclusive likewise are available in these
columns. Numeric zero, which is written 8, is used only
for special purposes as described below.

c. Numbers are used first and then letters, except as specifically
noted.

B. Certain letters, numbers, and characters when they are placed in
certain columns are used for specified purposes. The following table
shows the specific reservations for Principal Operating Components
(POCs) in Column 1;and specifies other special uses and reservations:

A- Cal. 1 - Office of the Secretary
A- Cols. 2 and 3 - Office of the head of an organization where the

size and complexity require such breakout.

TN-79.1 (l/31/79)
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D- Cal. 1 - Office of Human Development Services (OHDS)
D- Cols. 2 and 3 denote Office of PRO, POC Regional Commissioner,

or POC Regional Administrator
E- Cal. 1 - Education Division
F- Cal. 1 - Health Care Financing Administration
F- Cols. 4-11 - Denotes a Field organization (See paragraph

8-69-20H)
H- Cal. 1 - Public Health Service
I- Do not use anywhere
O- Do not use anywhere
S- Cal. 1 - Social Security Administration
X- Col. 3 or 4 Region X, Seattle
Y- Cols. 2 or 3 - As required, denotes HEW-affiliated organization,

e.g. EEYl  (National Council on Quality of Education)
5.5 - Do not use anywhere as alpha character. Use only in Cols. 4-11

to signal that the following two columns are to be used as a pair
to describe multiple offices of a similar type, e.g., SSA
District Offices (See 8-69-20H.3).

Numbers
l-9 - Use in Cols. 4-11

0 - Do not use as a number. Use only in Cols. 4-11 as left digit
in two columns used in pairs to delineate the first 31 units
in a series of similar units

- (hyphen) - _ -_ ---,71~ finJv to denote  the 2ks2ric2  of an organizational
unit at a given level in the hierarchy and as a place
holder. Codes containing - (hyphen) will list before
codes containing alpha or numerics.' For example,
EES-1 lists before EESl.

c. The criteria for determining whether "F" is appropriately used in
columns 4-11 or whether a unit is treated as a Headquarters unit
are as follows: Headquarters is any organizational element regardless
of physical location, whose functions, responsibilities, clientele, or
authority extend nationwide (not geographically limited to a particular
area). For example, the Center for Disease Control in Atlanta, Georgia
is a headquarters organization of the Public Health Service. The
Health Services Administration in Rockville, Maryland, is a head-
quarters organization. The organization of the Indian Health Service
in Rockville, Maryland likewise is a headquarters unit for that
program bureau. The Indian Health Area Office in Albuquerque, on
the other hand, in its entirety, is a field organization.
Organizations which are recognized as elements of the Principal
Operating Component headquarters of the Social Security Administration
in Baltimore are treated as Headquarters organizations. Likewise, the
Bureau of Hearings and Appeals organization in Arlington, Virginia is
a Headquarters organization. Hearings and Appeals units scattered
throughout the country are field units.
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It, ~~&+#.Y~ative  Cod-e Qplication  for Office of the Secretary and_.._..  ._
$3mJp.aJ  Operating Components

3. The Office of the Secretary and Principal Operating Components
of the Department and their offices are depicted by a single-
J,etter  code, as follows:

A Of&kc. of the Secretary
D O%RS.ce  of H-n Development Services
E Education Division
F Bcalth Care  Financing AdminAstration
S So&al Security Administration
H PubJ.ic  H&J.th Service

1IC The n~zt'smbord&nate element is assigned a single letter in the
nccond  co1umn The second letter in combination with the code for
princIpaJ  operating component identifies a particular subordinate
osganP%ationaJ,  element 0 For example:

*DA Office of Human Development Services,
OffLce  of the Assistant Secretary

DC Office of Human Developmeat  Services,
Adm&nistratdon on Aging

ES Public Health Services  Health
Services Adtiistration

EE EducatAon  D2vision,  Office of Education

*Use letter "A" in the second and third columns to depict the
office of the head of the organization , where size and complexity
warrant such breakout.

.3rJ !Fhe n-t succeeding organizational element to the above is assigned
a 8-e letter in the third coluum, The third letter in combination
with the two alpha characters described above delineates this
organizational element. For example:

EE Office 0f'Education
EEW Bureau of Occupational and Adult Education
HS Health Services Administration
HSM Bureau of Medical Services

4 . The next eubordinate  element is assigned a number or letter in
column 4. This number in combination with the foregoing
identifies this organization. For example:

EEW Bureau-of Occupational and Adult Education
EWV Division of Vocational and Technical Education

- - ._ _ . - . ‘. -
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5. The next succeeding organizational element is assigned a number
or letter in Column 5. This number in combination with the
foregoing identifies this unit. For example:

EEWV Division of Vocational and Technical Education
EEWV2  Post Secondary and Adult Occupational Branch

6. The next organizational element is assigned a number or letter
in Column 6. This number in combination with the foregoing
identifies this unit. For example:

EEW Bureau of Occupational and Adult Education
EEWV Division of Vocational and Technical Education
EEWV2 Post Secondary and Adult Occupational Branch 21
EEWV21 Older Workers Retaining Section*

*(hypothetical units for illustrative purposes).

7. The process of adding a numeric/alpha indicator for each
succeeding subordinate organization should be followed to
denote the lowest duly constituted level. The entire code
designation will not exceed the eleven columns set aside for
the code field.

E. Administrative Code Application to the Office of the Secretary

1. The immediate 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 Office of the Secretary (Immediate Office)
AB Office of the Under Secretary
AE Office of Assistant Secretary for Planning and Evaluation
AF Office of the Inspector General
AG Office of General Counsel
AH Office of Assistant Secretary for Personnel Administration
AL Office of Assistant Secretary for Legislation
AM Office,of  the Assistant Secretary for Management and Budget
AlJ Office of Public Affairs'

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

AT Office for Civil Rights
AW U.S. Office of Consumer Affairs
AX Office of Executive Secretariat

3. The codes denoting the next succeeding level consist of three
alpha characters. For example:

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

TN-79.1 (I/31/79)



,4. In the event of further Sub-division8  of the elements in 3 above,
the codes will be constituted as shown in D4, 5, 6, and 7 above.

F. Administrative Code Application to Regional Offices

. 1. The Standard Administrative Code for the Office 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:

AD1 - Office of the Principal Regional Official, Region I (Boston)
A - Office,of the Secretary
D - Office of Principal Regional Official
1 - (in 3rd position) Region I. This is the only instance where

a number  is used in the first three columns.

.

2. Offices repqrting to the Principal Regional Official are denoted
by a letter in the fourth column. For example:

AD4H Office of Congressional and Intergovernmental Affairs,
Region IV (Atlanta)

3. Within each region, the Standard Administrative Code denoting the
next succeeding element consists of the initial portion as shown
above followed by a single numeric/alpha character. For example:

AD4H3  .Office  of State OperetiOcs  under the OffiCCa  Of'
Congressional and Intergovernmental Affairs in Atlanta

4. The next succeeding element to the element shown above is
assigned a number in the next column. For example:

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

G . Administrative Code Applications to Offices of Regional Commissioners
and Admid8tratOr8

1. The Standard Administrative*Code for the regional administrators
associated with the principal operating components, would be
expressed as stated below. The first letter of the Code will be
the POC designator, followed by the letter "D" and then the
specific Regional office designator 'in the next column, as
follows:

F Health Care Financing Administration
D Office of Regional Administrator8
5 Region V (Chicago)

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

H. Aduinistrative Code Applications to Field

1. Organizations located  outside parent organization headquarters
and not within the purview of an Office of the Principal Regional
Official should be coded to reflect the line hierarchical
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 columns 4-11 of.the point which
divides the.national headquarters organization from the field
organization. "F" should not be used in columns 4-11 for any
other purpose.

The succeeding columns, however many are necessary, will be used
to identify the field organization and its internal structure.
For example:

H Public Health Service
'HS Health Services Administration
BSN Indian Health Service
HSNF Field
HSNF7 Phoenix Area Office
HSNF75 Colorado River Service Unit
HSNF753 PHS Indian Hospital, Parker, Arizona
HSNF7532 Administrative Services Branch
HSNF75321 Housekeeping and Transportation Section

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

If there is a need to identify more organizational elements than
can be identified by a single column , two columns are paired to
identify each organizational element. A 0 zero is placed in the
left column and in the right column numbers one through nine and
letters A through Y (except 'IF," "I," "0,"  and "2") are inserted
for the first 31 activities. The first would be 61; the second
02, etc. The 32nd is designated 1 in the left column and 1 in
the right column. The 33rd is designated 1 in the left column
and 2 in the right column etc. Two columns thus paired provide
for 961 possible discrete code assignments.

To signal that two columns are being paired as described above,
a "g" is placed  in the column immediately to the left of the
paired columns. For example, 201, Z02.

TN-79.1 (l/31/79)
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8-69-30 RESPONSIBILITIES

A. HEW Management and.Budget  Office

1. The Division of Organizational Analysis (DOA), Office of the
Secretary (OS), is responsible for the establishment and
maintenance of the HEW Standard Administrative Code System
and will provide advice and assistance to the Administrative
Code Control Officers on problems of determining and applying
the Code. Also, it will assign and control the Code Assign-
ments in Columns 1, 2, and 3.

2. The Office of Personnel (OP), Assistant Secretary for Personnel
Administration, is responsible for maintaining a central registry
of Standard Administrative Codes and publishing listings of
updated Code information on a regular basis.

B. Principal Operating Components (POC)  and Staff Offices

1.

2.

The head of each POC and main subordinate elements thereof,
and the DCA, Assistant Secretary for Management and Budget
(ASMB),  for the OS will designate an Administrative Code
Control Officer who will be responsible for the establishment
and maintenance of the organization's Standard Administrative
Codes and the distribution of Code listings. The ASMB (DOA)
will be notified of the names of these officers and their
alternates.

The head of each POC and the ASMB for the OS will assure
the development and issuance of guidance for the coding in
their respective areas of jurisdiction. In addition, they
will assure that the Standard Administrative Code System is
applied within their respective organizations, both at head-
quarters and in the regions and the field. Administrative
Code listings will denote currently existing and approved
organizational elements. There will be situations in which
obsolete Codes are retained in the Code listing until all
positions are deleted from them. Once a new Code is pre-
scribed for an organization, no personnel or other action
will be taken affecting an employee of the Department and his
rights which utilizes Administrative Codes denoting organiza-
tions which are nonexistent and which have been abolished.

8-69-40 PROCEDURES

A. Assignment and Maintenance of Codes

1. Reorganizations Requiring Office of the Secretary Approval

Upon Secretarial approval of an organizational change, the
affected POC Administrative Code Control Officer will submit



proposed coding 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 Administrative Code Revision will be forwarded
to DOA. One copy of the Form will be returned to the POC
Administrative Code Control Officer indicating that the pro-
posed Code changes have been reviewed and approved.

2. Reorganization Not Requiring Office of the Secretary Approval

Notifications of changes in Administrative Codes and titles
should be provided on the notice form and submitted to DOA
immediately after the organization changes have been approved.

3. Deadlines for Forwarding Change Notices

Administrative Code Control Officers should make every effort
to forward Forms promptly to DOA. In order to include all
possible data in a periodic update, Administrative Code Con-
trol Officers should dispatch Forms in time to arrive in the
Employee 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 submitted to it by Tuesday noon of a
week in which a pay period ends.

4. Retention of Codes

When an organizational change requires the assignment of another
Administrative Code, the former Code will be preserved for at
least two years before it is considered for possible re-use.
Each POC will determine the period of preservation before re-use
to be applied to its Codes.

B. Preparation of Form 509A (Revised) Notice of Administrative Code
Revision

This form is the official source for adding a new Code, deleting
an existing Code or several Codes simultaneously, or changing an
existing Code. A separate entry is required for each organizational
change. Since these forms provide the input to the system, they
should be complete, accurate, and represent the currently approved
organization to eliminate reprocessing as much as possible.

Control Number - Each form will be identified by a control number
consisting of:

POC and Agency Identifier - Use first two column alpha
indicators.



Fiscal Year - Last two digits of the current fiscal year.

Serial Number - Sequentially assigned number of two digits
beginning each.fiscal  year with 01.

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

Addition
Deletion of a single code*
Change in Organization Title Only
Mass Deletion*

*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 administrative
code from the register of administrative codes; rather it serves to
notify management that, not later than 90 days after a change is
approved, all positions should be transferred from the superseded
organization. If, however, all positions still have not been removed,
the organization will continue to be carried in a pending status.

Code Number - This item must be completed as follows:

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

If entry is "Deletion - Single Codd'  enter the existing
administrative code to be deleted, eventually.

If entry is "Change Organization Title," enter the Administrative
Code as it currently appears.

If the entry is "Deletion - Mas$  enter the top-level existing
administrative code to be deleted, eventually.

Organization Title - Enter titles in Columns 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
written in full unless the title exceeds the characters permitted.
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 titlesfor  the purposes of this
Chapter. Use the following guidance:

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

If the type of revision is "Deletion - Single Code," it $s not
necessary to enter the existing organization title.

TN-79.1 (l/31/79)



Chapter 8-69, GENERAL ADMINISTRATION Page 11

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 Columns 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
example, if the effective date of an organization was May 12, 1975,
it would be written 50512.

Remarks - If necessary, enter further information to clarify data
furnished in previous items.

Submitted By - Form is to be signed and dated by the designated
Administrative Code Control Officer or alternate.

Approved By - This space is provided for the signature or initials of
the HEW Administrative Code Control Officer and the date.

m-79.1  (l/31/79)





General Administration ORGANIZATION ABBR~XATIONS Exhibit X8-69-I

ACCOUNTS -0------v-w------  ACCTS
ACCOUNTING --------I----  ACcIy:
ACTIVITIES ----------m--s  ACmS
AC'j-xVITy  ------------m---u  ACToy
AC'j'JjARy  --------------------- ACTRY
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8-77-00 PURPOSE

AGENCY AGREEMENTS

Purpose
Scope
Definitions
Legal Authority for Agency Agreements
Management of Agency Agreements
Form and Content of Agency Agreements
Referral to the Secretary

This chapter establishes Department policy for the management and
use of agency agreements. It also provides information to be
used by those who prepare these agreements.

p-77-10 SCOPE
-. This chapter applies only to those agreements which an HHS

organizational unit enters into with another RRS organizational
unit or with a Federal agency outside the Department for the
purpose of procuring, providing, or exchanging services,
supplies, and/or equipment. This 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
commit the participating agencies to the purchase, provision or
exchange of services, supplies, and/or equipment.

B-77-20 DEFINITIONS

For the purposes of this Chapter, an agency agreement (also known
as a reimbursable agreement) is a written compact in which a
Federal agency agrees to provide to, purchase from, or exchange
with another Federal agency, services, supplies, and/or
equipment. Agency agreements are generally between only two.
Federal agencies (interagency agreement) or two organizational
units of the same agency (intra-agency agreement). Occasionally,
they may involve more than two agencies or organizational units.
As a general rule, the agency agreement will be the document with
which the receiving agency agrees to reimburse the providing
agency for the cost of the services, supplies or equipment. In
certain cases two or more agencies may agree to exchange

-. services, supplies, and/or equipment of an approximately equal
value without a transfer of funds.
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A. Section 1535 of Title 31 of the U.S. Code (31 U.S.C. 1535),
provides the legal authority for most agency agreements.
That section authorizes the head of an agency or a major
organizational unit within an agency to place an order for
goods and services with a major organizational unit within
the same agency or with another Federal agency if the
following four conditions are met:

1. Funds are available.

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

3. The agency or unit to fill the order is in a position
to supply 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 be provided as conveniently or cheaply
by a commercial enterprise.

For the purposes of this chapter, the Secretary is
considered to be "the head of an agency." Similarly, for
purposes of this chapter, the OPDIV heads and the STAPFDIV
heads are considered to be the @heads of major
organizational units." These RHS officials have authority
to approve agency agreements, consistent with the provisions
of 8-77-60. No other HHS official can approve agency
agreements without specific delegated authority.

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

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

Each major BBS organizational unit shall develop and implement
within its operational framework, a system for the effective
management and use of its agency agreements. As a minimum, the
system should provide for:

0 Assurance that the services, supplies, and/or equipment to
be provided under an agency agreement are essential to the
operation of the requisitioning unit, cannot be provided by
the requisitioning unit, and are obtained at the least
possible cost.

0 Approval of all agency agreements at a high enough level to
assure effective management control. The officials who sign
the agreements must have the authority to make the
commitments set forth in the agreements.

__

0 Assurance that the requisitioning unit has sufficient funds
available for the services, supplies, and/or equipment to be
provided under the agreement. (This should include funds
certification by the appropriate administrative or financial
officer.)

0 Review and concurrence by the budget officer or other
financial manager responsible for control of the budget and
staff years (FTEs) for each agreement.

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

0 Review and concurrence by the Office of the General Counsel
(OGC) if the agreement requires the Secretary's approval,
raises unresolved legal questions, presents novel or unusual
legal circumstances, or is sensitive. Other agreements may
be submitted for OGC review, as desired.

0 Referral to the Secretary, as necessary. See Section
8-77-60.

0 Assurance that the provisions of each agreement are
consistent with OMB Circular A-76 on Commercial Activities.
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0

0

0

0

0

Assurance that, as appropriate, agreements,comply  with
requirements contained in the HHS fnfonnatzon  Resources
m*

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

Designation of a responsible official to oversee
administration and execution of each agreement.

the

Maintenance, within prescribed records retention schedules,
of copies of all agency agreements, together with pertinent
documents related to them, in a systematic order at central
locations which permits easy access for auditors or other
Department staff.

Evaluation of the services, supplies, and/or equipment
supplied or obtained under select agency agreements (e.g.,
those that are new or complex, those that involve large sums
of money, or those that have been in existence for longer
than three years) to ascertain the agreement's quality,
value, and utility.

8-77-50 FORM AND CONTENT OF AGENCY AGREEMENTS

A. Agency agreements 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 'me complexity of
the services, supplies, and/or equipment to be provided and
the conditions under which the services, supplies, and/or
equipment are to be provided. Exhibit 8-77-A contains a
sample agreement. Use it as a guide (not an absolute).

B. As a minimum, each agreement should contain the following
information:

0 Subject of the agreement.

0 Official name of each agency participating in the
agreement.

0 Legal authority for the agreement.
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0 Responsibility of each participant under the agreement.

0 Description of the services, supplies, and/or equipment
that each participant will provide or obtain under the
agreement, 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 submit .expenditure
reports. (Note: In certain cases, where the
cooperating parties provide services to each other
which are approximately equal, they may agree to
provide such services without a transfer of funds.)

0 Time period to be covered by the agreement.

0 Appropriation numbers, billing address, and other
accounting information applicable to the services,
supplies, and/or equipment to be provided under the
agreement.

0 Name, address, and telephone number of each person to
be contacted for further information about the
agreement.

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

0 Signature, name, and title of each signer to the
agreement, and the date that each signer signs the
agreement. Signers of the agreements should be of
comparable rank.

a-77-60 REFERRAL TO TRE SECRETARY *

With the exception of Information Resources Management (IRM)-
related agreements, which are reviewed separately under the
Department's IRM review process, heads of OPDIVs  and STAFFDIVs
shall refer to the Secretary for approval any agency agreement
which involves at least one of the following:
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0 Agreement impacts major Secretarial or OPDIV policy
initiative or contains significant policy change.

0 Agreement may have a significant impact on relations
between the Department and State and local governments,
Other 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.

Submission of non-IRM-related agency agreements for Secretarial
approval shall be made through the Assistant Secretary for
Management and Budget (ASMB) under a cover memorandum which
explains, in precise terms, the need for the agreement and the
benefits to be derived from it. ASMB will obtain clearances of
the proposed agreement from the Office of the General Counsel and
other OS offices, as appropriate, before forwarding the agreement
to the Secretary.

IPM-related  agency agreements should be submitted for
Departmental review and approval consistent with current dollar
thresholds established for competitive acquisitions of
information technology, and in compliance with requirements for
ADP procurement as established in the HHS IRM Circulars.
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INTERAGENCY AGREEMENT BETWEEN
TBE DEPARTMENT OF BEALTB  AND BUMAN  SERVICES AND

TEE DEPARTMENT  OF DEFENSE

I. purrhose

This interagency agreement establishes the basis for certain
services to be provided to the Department of Health and Human
Services (BUS) by the Department of Defense (DoD),  Assistant
Secretary of Defense, Comptroller, OASD(C). Under the provisions
of this agreement, the DOD will provide to BBS computer access to
the Federal Information Locator System (FILS) on a cost
reimbursable basis. The DOD holds an umbrella contract with a
commercial timesharing company which operates and maintains the
FILS software.

II. Authoritv

31 USC 1535

III. Backuround

In March 1984, the Office of Management and Budget (OMB) informed
Federal agencies that it was formally establishing FILS using the
DoD system. Federal agencies are required to access the FILS
data base for the purpose of checking new and existing public use
reports for duplication with other new or existing reports. The
purpose of this agreement is to arrange for BBS to have access to
the computer facilities on which the FILS resides.

IV. Scone of Work

The DOD will provide BBS with access to the computer center at
which the FILS resides in accordance with Teleprocessing Services
Program (TSP) contract terms. BBS will acquire its own terminal
equipment with which to access the computer center. Access to
the computer center will be over public communications lines.
DOD will provide BBS with the necessary protocols and account
numbers to access the FILS. DOD will 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 AGRJ@MENT

v. Duration of Aureement

This agreement becomes effective on (date), and will remain in
effect through (date). Annual renewal, commencing (date) may be
made by written mutual consent of both parties. The renewal
agreement will include an estimate of the reimbursable annual
costs and the services to be provided.

VI. Project  Officers

DoD (Name of Person)
OASD (C) MS IRMS
Room 3A336, Pentagon
Washington, D.C. 20301

HHS (Name of Person)
Office of Public and State Data Systems
Office of Management Analysis and Systems
Room 526-F
Hubert H. Humphrey Building
200 Independence Avenue, S.W.
Washington, D.C. 20201

VII. Funds

The estimated value of this agreement is less than $7,000 for FY
HHS will

$;zbO for FY 19
reimburse DOD for costs incurred, not to exceed

Requests for payment should be submitted
(qua~erly, semi&ually, annually) to:

Department of Health and Human Services
Division of Accounting Operations
Room 743-H Humphrey Building
200 Independence Avenue, S.W.
Washington, D.C. 20201

Requests for payment should cite the following accounting data:

Appropriation Number: Xxxmxx

Common Accounting Number: )rxxxxxxx Object Code: 25.~~
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SAMPLE AGENCY AG-

R?iS  will send payment to:

OASD (Admin.), W?E
Directorate of Budget and Finance
Finance and Accounts Division
Room 3B 268, Pentagon
Washington, 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 month. DOD should send these to (name of person) at
the address shown above under item VI.

IDIS DOD

.-

(Name of Person) (Name of Person)
Assistant Secretary for Assistant Secretary of

Management and Budget Defense, Comptroller

Date Date
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Subject: ACQUISITION PLANNING

8-95-00 Purpose
10 Applicability
20 Requirements and Responsibilities

for Acquisition Planning
30 Planning by Contracting Activities
40 Preparation of the Acquisition

Planning Document
50 Acquisition Planning Document

8-95-00 PURPOSE

This Chapter prescribes the requirements for acquisition planning
for applicable negotiated acquisitions. (For additional details
relative to acquisition planning, see Subpart 307.1 of the Acquis-
ition Manual (RHSAR)).

8-95-10 APPLICABILITY

A . An acquisition planning document is required for all new
negotiated acquisitions which are expected to exceed $ 100,000,
except the following:

1. Acquisition of architect-engineer services;

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

3, Acquisitions made from or through other Government
agencies.

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

c. 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 bid acquisitions which are not expected
to exceed $ 100,000; and

3. All other sealed bid acquisitions regardless of dollar
amount.
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D. An acquisition planning document is not required for a contract
modification which either exercises an option or adds funds to
an incrementally funded contract, provided there is an approved
acquisition planning document in accordance with BBSAP  section
-307.105,  and there is no significant deviation from that plan.

0 REQUIREMENTS AND RESPONSIBILITIES FORACQUISITION PLANNING
. . .A. Plannina  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 completion
action.

.B. Planninu  for Acou .isition Actions Action should commence as
early as possible to effect an orderly and balanced acquisition
workload throughout a fiscal year. Project officers who expect
to initiate acquisitions are required to discuss their reguire-
ments with the acquisition officials who will be responsible
for these acquisitions to compare current staff capabilities
with anticipated requirements to achieve an even distribution
of fiscal year workload consistent with program needs. These
discussions should result in understandings on:

1. Details of the acquisition plan;

2. Schedule for the completion of the acquisition plan;

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

4. Preliminary discussions on the content and timing of the
request for contract (RFC).

8-95-30  PLANNING BY CONTRACTING  ACTIVITIES

Contracting activities will coordinate with program and staff
offices to ensure timely and comprehensive planning for acguis-
itions, timely initiation of acquisition requests or requests
for contract, and instruction of program and staff offices in
proper acquisition practices and methods.

8-9%4Q PREPARATION OF THE ACQUISITION PLANNING DOCUMENT

The acquisition planning document serves as an advance agreement
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between program and acquisition personnel by outlining the methods
of how and when the acquisition is to be accomplished. It serves
to resolve problems early in the acquisition cycle, thereby pre-
cluding delays in contract placement. It is developed prior to
the preparation and submission of the formal request for contract
to the contracting activity. The acquisition planning document 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 ACQUISITION PLANNING DOCUMENT

The Department does not prescribe a standard format for the acguis-
ition planning document, but recommends a format similar to that
in HHSAFt  section 307.105. This HHSAR section also specifies the
contents for the acquisition planning document.
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Subject: TRAINING REQUIREMENTS FOR PROJECT OFFICERS
AND TECHNICAL PROPOSAL EVALUATORS

8-96-00 Furpose
10 Background
20 * Policy
30 Exceptions
40 Course Prerequisites

8-96-00 PURPOSE

This chapter provides policies and procedures concerning training
requirements, for Departmental project officers and technical
proposal evaluators representing program offices involved in
fulfilling mission needs and program requirements through the use
of the contracting process.\
8-96-10 BACKGROUND

A. " The Secretary's memorandum of May 18, 1977, entitled lVActions
Required to Correct Major Deficiencies in the Contracting and
Grant Processes,"
efficiency,

set forth a plan of action to improve the
effectiveness,

contracting process.
and integrity of the Department's

As part of this plan, an intensive
Department-wide training program was developed 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. The
project officer training program was later updated and expanded
to meet the requirements of Executive Order 12352 on Federal
Procurement Reforms, dated March 17, 1982. DHBS now offers a
"Basic Project Officer"  course, "Advanced Project OfficeP
course, "Basic Project Officer - ADP" course, "Advanced Project
Officer - ADP" course, "Basic Project Officer -
Architect/Engineer" course, "Basic Project Officer - Research
C Development" course, and four "Writing Statements of WorkI'
courses (covering non-research h development, research &
development, construction/architect & engineer, and supplies
and services). Descriptions of the courses can be found in the
"DHHS Acquisition Training & Certification Program HandbookVt.
The Department will revise or add courses, as appropriate, to
ensure that this program continues to be of the highest
quality.



HRS Chapter 8-96
General Administration Manual

Page 2

HRS Transmittal 90.09 (U/31/90)

B. While the objective of the training program is to improve
technical input into all phases of the contracting process,
special emphasis has been placed on the proper development of
the contract statement of work, the technical evaluation
process, and the contract monitoring process, to ensure that
the Department's needs and interests are adequately specified
and protected and that contracts are properly performed.

8-96-20 POLICY

It is the Department's goal to have all program personnel
involved in the contracting process successfully complete the
appropriate "Basic Project Officer" course, before assuming the
responsibilities of, and serving as, project officers or technical
proposal evaluators. Specifically:

A. At least f:fty percent of the DHHS program personnel,
performing the function of technical proposal evaluator on a -
technical evaluation team or panel for any competitively
solicited DRHS contract, shall have successfully completed the
appropriate
course

"Basic Project Officer" course, or an equivail.?;
(see paragraph C, below), as appropriate.

requirement applies to the initial technical proposal
evaluation and any subsequent technical evaluations that may,
be required.

B. All program personnel selected to serve as project officers for
DHHS contracts shall have successfully completed either the
appropriate "Basic Project OfficerlU  course, or an equivalent
course (see paragraph C below).

c. Determination of course equivalency shall be made by the
Principal Official Responsible for Acquisition of the cognizant
procuring activity. The contracting officer is responsible
for ensuring that the project officer and technical proposal
evaluators have successfully completed the required training.
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8-96-30 EXCEPTIONS

A. Small Contractina  Activities.

1 . Program personnel designated to serve as project officers
and technical
originating

proposal evaluators, for contracts
in offices having a mission which only

incidentally and infrequently involves the generation of
contract requirements (i.e., normally less than three
contract requirements per fiscal
exceeding $100,000 per contract),

year and in an amount not

completed any of
are not required to have

the Department's training courses
(although completion of an appropriate "Basic Project
Officer" course is recommended).

2: As a substitute for the training, contracting officers
servicing these program offices are required to ensure,
as a minimum, that program personnel designated to
serve as project officers and technical
evaluators have

proposal
read and studied the

Officers! Contracting Handbook",
"DEIHS  Project

their responsibilities.
and fully understand

The contracting officer shall
require these program personnel to furnish written
certifications that they have fulfilled this requirement,
prior to discharging the duties of project officer or
technical proposal evaluator.

B. yraent  Reuuirements In the event there is an urgent
requirement for a specific individual to serve as a project
officer and that individual has not successfully
completed the appropriate Vasic Project Officer@@  course, the
Principal Official 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 cognizant contracting
officer, to review the "DBBS Project Officers' Contracting
Handbookn and to discuss the important aspects of the
relationship between the contracting office and program
office, as appropriate to the circumstances: and

2. The individual attends the next scheduled and appropriate
"Basic Project Officer" course.

.
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8-96-44 COURSE PREREQUISITES

A.

1. Newly appointed project officers, and project officers
With  less than three years experience and no previous
related training, are required to take the appropriate
"Basic  Project Officer" course. (The grade level for
project  officers attending the course should be GS-7 and
above). All project officers are encouraged to take the
appropriate "Writing Statements of Workvv  course.

2. Project officers with three years or more experience, and
project  officers with less than three years experience who
have successfully completed the appropriate basic course,
are qualified (and encouraged) to take the "Advanced
Project Officer" course.

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

i+  s Tec~lcal  Pro-Sal  mduators Technical proposal evaluators,
regardless of experience, are-required to take the appropriate
"Basic  Project Officer" course. Upon successful completion of
the basic course, it is recommended that they take the
appropriate "Advanced  Project Officer" course.

.
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Subject: DELEGATIONS OF AUTHORITY

8-100-00 Purpose
10
20
30
40
50
60
70
80
90

100
110
120

Legal Importance of Delegations
Legal Basis for Delegating Authority
Definitions
Responsibilities
Policies on Delegating Authority
Criteria for Delegating Authority
Form and Content of Delegations
Actions by the Delegating Official
Publication of Delegations
Reporting Delegations Affecting Regional Offices
Superseding, Amending, and Cancelling Delegations
Technical Assistance

Exhibit 8-100-A Sample of Delegation of Authority Memorandum

8-100-00 PURPOSE

This chapter sets forth Department policies and practices
governing the delegating of authority. A companion chapter,
Chapter 8-101, describes procedures for requesting the Secretary
to delegate authority.

8-100-10 LEGAL IMPORTANCE OF DELEGATIONS

Delegations of authority are important to the operation of the
Department. Without them the Department could not function very
well since nearly all authority would reside with the Secretary.
Delegations allow the Secretary and other officials to convey
their authorities to subordinate officials so they may legally
carry out the many activities of the Department. Carrying out
these activities without legal authority could have a serious
adverse impact on the Government, the Department, and the
official who acts without legal authority. For example, an
official who approves expenditure of funds without proper legal
authority could be held liable for the funds.

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

A. Authoritv of the Secretarv

The authority of the Secretary to delegate comes from these
provisions of law:

1.

2.

3.

Section 6 of the Reorganization Plan No. 1 of 1953 and
Section 2 of the Reorganization Plan No. 3 of 1966
provide that the Secretary may make such provisions as
he/she deems appropriate in authorizing the performance
of any of his/her functions by any other officer or by
any agency or employee of the Department.

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

5 U.S.C. 302 authorizes the head of a Department to
delegate to subordinate officials various powers
pertaining to employment of personnel, purchase of
articles from contingent funds, and other
administrative matters.

In addition, laws which confer specific authorities upon the
Secretary sometimes authorize the Secretary to delegate
these authorities subject to certain conditions. For
example, Section 856 of the Public Health Service Act (Act)
authorizes the Secretary to delegate Title VIII authorities
of the Act but prohibits the delegating of decision making
authority on Title VIII grants and contracts to regional
office personnel.

B. Aut 0 it tg

1. The Secretary or any other Department officer may
delegate and authorize redelegation of any authority
conferred on him/her by law, unless the law prohibits
such delegation.

2. The Secretary may delegate and authorize redelegation
of any authority conferred on him/her by Executive
Order if the Executive Order specifically authorizes
such action. Otherwise, a legal interpretation must be
obtained from the General Counsel whether such
delegation and redelegation are permissible.

3. Any HHS officer or employee may redelegate any
authority delegated to him/her unless the delegation
document prohibits such redelegation.
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4. Any BBS officer or employee who delegates or
redelegates authority may continue to exercise the
authority, since the act of delegating does not divest
the authority from the delegating official.

8-100-30 DEFINITIONS

A. Qeleaation of Authoritv

Delegation of authority is the formal assignment or
commitment of legal power, usually to a subordinate
official, to make certain decisions and take certain actions
that have leaal significance. It may involve program
authority, administrative authority, or both. It generally
includes the authority to sign a legal document approving
the taking of action by others. It not only empowers the
delegate(s) with authority but may establish limitations on
the exercise of the authority by others.

&&!2. Certain employees of the Department have certain
general authorities based on their status or position within
their organization. For example, supervisors have the
authority to assign work to employees under their
supervision. These authorities are defined in position
descriptions, functional statements, and other official
documents. This chapter does LIpf;  apply to these general
grants of authority.)

B. Prouram  Authorities

Program authorities are substantive authorities contained in
Acts of the Congress or Executive Orders of the President
that authorize programs. They authorize the taking of
substantive actions such as issuing program guidelines,
awarding grants, adjudicating eligibility for benefits, and
analyzing applications for new drugs. Most program
authorities of the Department are vested in the Secretary
with the authority to delegate.

C. .lnistrative  Authorities

Administrative authorities authorize the taking of
financial, personnel, or other administrative actions in
support of substantive programs, either directly or
indirectly. Such actions include purchasing equipment,
hiring employees, approving travel, issuing building passes,
etc. These authorities are derived primarily from
government-wide acts such as the Administrative Procedure
Act of 1946, 5 U.S.C. 551 &. sea.  or the Chief Financial
Officers Act of 1990, 31 U.S.C. 901 &. w., and from



BBS-Chapter 8-100
General Administration Manual
BBS Transmittal 93.02 (7/20/93)

Page 4

regulations based on these Acts and are issued by central
control agencies such as the Office of Management and
Budget, General Services Administration and the Office of
Personnel Management. These authorities generally reside
in, flow through, or are coordinated by management staff
offices which report to the head of an organization. For
BBS, most of the administrative authorities flow through the
Assistant Secretary for Management and Budget (Chief
Financial Officer) and the personnel authorities (except as
they relate to the Public Health Service Commissioned Corps)
flow through the Assistant Secretary for Personnel
Administration.

D. Deleaation/Redeleaation

Delegation and redelegation are acts of empowering others
with legal authority. The term "delegation" describes the
initial assignment of authority, while the term
+edelegation I1 describes the reassignment of that authority.

8-100-40 RESPONSIBILITIES

A. Deleaation  Control Svstem

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

1.

2.

3.

4.

Designation of a Principal Delegation Control Officer
and, as needed, Delegation Control Officers for
subordinate organizational levels.

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

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

Effective means for keeping all delegations current and
available, including but not limited to these actions:

a. Prompt identification of the need to delegate
authority.



HHS Chapter 8-100
General Administration Manual
HHS Transmittal 93.02 (7/20/93)

Page 5

b. Filing of all delegations made to or by key
officials within the organization with the
organization'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. Deleaation Control Officers

1. The HHS Delegation Control Officer, under the direction
of the Office of the Deputy Assistant Secretary for
Budget (DASB) develops Departmentwide policies and
practices on the delegating of authority and provides
Departmentwide instructions on those that are adopted,
provides technical assistance on the use and
application of delegations of authority, serves as the
principal staff advisor within the Office of the
Secretary on delegations of authority, coordinates
review of proposed delegations submitted for approval
by the Secretary, and maintains and indexes delegations
made by the Secretary.

2. Each OPDIV Delegation Control Officer serves as his/her
organization's principal advisor on delegations of
authority, implements Department and agency policies
and practices on delegations of authority, administers
his/her organization's delegation control system,
provides technical assistance on delegations of
authority within his/her organization, and maintains
and indexes delegations made to and within his/her
organization.

C.

Each HHS manager is responsible for identifying the need for
delegating authority within his/her organization and to
subordinate organizations, for delegating authority to
his/her subordinates and making certain that these officials
understand the substance and limits of their authorities,
and for periodically reviewing delegations in effect within
the organization to insure their continued need.

S-100-56  POLICIES ON DELEGATING AUTHORITY

A. Level of Decision Makinq

It is Department policy to delegate decision-making
authority to the organization level that will provide the
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most timely, economical, and effective management and
administration of programs and activities.

B. Flow of Deleaated Authority

Delegations and redelegations of authority should follow
organizational lines. Program authority usually flows from
the Secretary through the Heads of Operating Divisions or
Heads of Staff Divisions (such as the Office for Civil
Rights) to operating officials at subordinate organization
levels within the components or offices. Administrative
authority normally flows from the Secretary through a
STAFFDIV Head (such as the Assistant Secretary for Personnel
Administration, the Assistant Secretary for Management and
Budget, the General Counsel, etc.) to Heads of OPDIVs, Heads
of other STAFFDIVs, and Regional Directors; and hence to
operating and administrative officials at subordinate
organization levels within the components or offices.

C. Authoritv to Redeleaate

Any delegated authority may be redelegated totally or
partially unless the delegation document or underlying legal
authority prohibits or restricts redelegation. If the
delegation document contains no such prohibition or
restriction, redelegation may be made.

D. Deleaatina  Authoritv to Positions and to Occunants  of
positions

Authority should be delegated to official positions (e.g.,
Director, Office of Resource Management) or authority may
also be delegated by name to occupants of official positions
(e.g., Marie M. Harris, Director, Office of Resource
Management) under necessary circumstances. However, these
restrictions apply when authority is delegated to a named
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 more effective to
delegate to official positions than to occupants of official
positions.
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E. Authoritv of DeDUtieS  or a PrinciDal  DeDutY

A deputy or principal deputy does not automatically have the
same authority as the senior official. The deputy's or
principal deputy's authority is limited 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. Authoritv of Actina  Officials

Any employee 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 him/her as acting, or unless such
exercise of authority is not otherwise legally permissible.

G. Deleaations to be in Writinq

Each delegation shall be made in writing in memorandum
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.)

Manuals and other official publications may be used to
reflect delegations, but not to make them.

H. Bffective  Date of Delecations

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

I. Review bv Leaal Counsel

Prior to their approval, all initial delegations of
authority shall be submitted to the appropriate division of
the Office of the General Counsel (OGC) for review to ensure
their legality. Redelegations of authority should also be
submitted to the OGC for review whenever the official making
the redelegation questions the legality of any aspect of the
redelegation.
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J. Effect of Reoraanization on Deleaations

Whenever an organization is reorganized, delegations to and
within that organization may remain in effect in the
successor organization, generally, unless:

1. The reorganization document specifies otherwise.
(Note. The 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.
(In these cases, the delegations are terminated on the
effective date of the reorganization unless the
reorganization document specifies otherwise.)

Delegations that remain in effect in the successor
organization generally shall be reviewed and updated not
later than 90 days after the reorganization becomes
effective to reflect changes in: the flow of authority to
and within the organization, the functions performed by the
organization, 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 following:

0 uality. Can the authority legally be delegated?

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

0 Need. Will the delegation effectively improve
management and administration?

0 my.Re Is the position to which the authority
is to be delegated appropriate in terms of grade level
and other assigned responsibilities?

0 Ew Will the delegation eliminate procedural
steps, khorten lines of communication, or otherwise
result in overall savings?
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0 Service. Will the delegation improve services to the
Department's clients?

8-100-70 FORM AND CONTENT OF DELEGATIONS

Each delegation shall be made in writing in memorandum format,
and shall be signed by the delegating official. It shall
contain, at least, the following information:

1.

2 .

3 .

4 .

5 .

6 .

The authority of the delegating official to make the
delegation.

The authority or authorities being delegated.

Any restriction or limitation to be placed on the
delegate(s) in exercising or redelegating the
authority. Unless the delegation restricts or limits
redelegation, a delegate can redelegate any authority
delegated to him/her.

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

The date the delegation becomes 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.

The identity of each delegation that the delegation
amends, supersedes, or cancels. Every effort should be
made to be specific. Phrases such as "This delegation
supersedes all previous delegations on this subject"
should be used when delegations are widespread or when
delegations were never updated after one or more
reorganizations.

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

See Exhibit 8-100-A at the end of this chapter for a sample
delegation of authority.
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8-100-80 ACTIONS BY THE DELEGATING OFFICIAL

After signing a delegation, the delegating official shall make
certain that:

1.

2.

3.

4.

5.

Each delegate is promptly provided a copy of the
delegation.

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

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

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

The official file copy of the delegation is maintained
for, at least, the life of the delegation; or,
maintained permanently where there is a potential for
litigation when the delegation is no longer viable for
present actions but may be needed to show that the
authority existed at the times an action was taken.

PDBLICATION  OF DELEGATIONS

A. lDeleaatlons  Affectina  the Public

Whenever an HHS official makes a delegation or redelegation
of authority that may have a significant impact on the
public, that official shall have the complete text of the
delegation or redelegation published as a notice in the
Federal Resister Examples of delegations and redelegations
that might have &ch an impact include delegations of
program authority by the Secretary, redelegations of program
authority by OPDIV/STAFFDIV heads, and delegations and
redelegations of procurement 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.
Delegating officials should consult their delegation control
officer and legal counsel whenever they question whether
publication in the Federal Resister  is necessary. (Part 3
of this Manual contains instructions on publishing notices
in the Federal Resister.)



HHS Chapter 8-100
General Administration Manual
HHS Transmittal 93.02 (7/20/93)

Page 11

B. Delegations of Prouram  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
statement in the HHS Oraanization Manual.

c. Deleaations of Administrative Authorities

Whenever an OS official makes a delegation of administrative
authority that has wide interest, that official shall
publish the delegation, or a summary of it, in the
appropriate HHS staff manual. Officials in OPDIVs shall
similarly publish in their directives systems redelegations
of administrative authority that have wide interest.

8-100-100 REPORTING DELEGATIONS AFFECTING REGIONAL OFFICES

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 means of
keeping the RD informed.

8-100-110 SUPERSEDING, AMENDING, AND CANCELING DELEGATIONS

A. Sunersedina  Delegations

Whenever a new delegation supersedes another delegation, the
superseded delegation and all redelegations based on it
become null and void on the effective date of the new
delegation, unless the new delegation specifically provides
otherwise.

TO avoid disruption of operations, the superseding
delegation may provide, if legally feasible, that
redelegations based on the superseded delegation will remain
in effect for a reasonable time (i.e., not more than 90
days) pending the issuance of new redelegations.

B. Amendina  Deleaations

Only the official in the position (or successor position)
which issued the original delegation can amend the original
delegation. Amendments to the original delegation should be
processed in the same manner as the original delegation.
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c. Cancelinu  Deleaations

To cancel a delegation, the official serving in the position
(or the successor position) which issued the original
delegation shall prepare a canceling memorandum, in which
the delegation to be canceled and the date of cancellation
are identified, and shall have the memorandum sent to each
delegate who has the authority being canceled.

Whenever a delegation is canceled, the delegation and all
redelegations based on it become null and void on the date
stated in the canceling memorandum.

8-100-120 TECBNICAL  ASSISTANCE

Technical assistance on delegating authority and applying the
provisions of this chapter may be obtained from delegation
control officers or from the Office of Budget, Office of the
Assistant Secretary for Management and Budget, Office of the
Secretary. Information on delegations made by the Secretary may
also be obtained from this Office.
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THE  SECRETARY OF HEALTfl  AND HUMAN  SERVICES
IASHmGfON.  DC 20102

SAMPLE DELEGATION OF AUTHORITY

MEMORANDUM TO: Assistant Secretary
for Children and Families

SUBJECT: Delegation of Authority for Family Violence
Prevention and Services Program

.Authorltv to Beleaatt=
I hereby delegate to the Assistant Secretary for Children and
Families the following authority vested in the Secretary of Health
and Human Services.

.Authorltv  Deleaatecl . Authority to administer the provisions of The
Family Violence Prevention and Services Act, 42 USC 10401 & m.,
and as amended, now and hereafter.

.

1. This delegation excludes the authority to issue
regulations or submit reports to Congress and shall be
exercised under financial and administrative requirements
applicable to all Administration for Children and
Families authorities.

2 . Responsibilities under this Act are to be carried out in
accordance with the requirements of Section 307 of the
Act. The Office of Civil Rights has been delegated
enforcement authority under Section 307.

. Date . This delegation is effective immediately.

This delegation supersedes
Memorandum dated April 30, f98;, "Delegation of Authority to
Administer the Provisions of Title III of P.L. 98-457, The Family
Violence Prevention and ServicesAct."

(Date signed) (Secretary's name)
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