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. PURPOSE

This guide sets forth the Centers for D sease Control and Prevention
(CDC)" policies and responsibilities for the assi gnment, nmintenance,
and use of Standard Adm nistrative Codes(SAC).

1. BACKGROUND

A Standard Adm nistrative Code is a unique conbination of al pha/nuneric
characters assigned to each official organizational conponent of the
Department of Health and Human Services (DHHS). The code for each
organi zation delineates the position it occupies within the DHHS

organi zati onal hierarchy. The collection of all such codes for al

of ficial organizational conmponents is referred to as the DHHS SAC code
systemand is listed in DHHS General Adm nistration Manual, Chapters 8-
69. Each official conponent of the CDC has been assigned a SAC

[11. STANDARD ADM NI STRATI VE CODE STRUCTURE

A. Ceneral

An organization’s SACis an integral part of its title when listed in
parent heses imedi ately following the witten title. This may be
appropriate in databases that are dependent on SAC codes, e.g.
personnel actions, financial managenent reporting systens or in
docunents related to budget, personnel or organizational structures.

The SAC may be shown in either of the foll owi ng ways.

. In parentheses inmediately following the witten title; or in
par ent heses in anot her appropriate place where the relationship
between the witten title and SAC woul d be clear (such as in line
entries in directories, and boxes on organi zation charts, etc.).

. Used alone (without full witten titles), in fiscal records and
reports, property records, and in other managenent docunents,
particul arly where data systens include organi zati ona
identification data.

B. Specific Use At CDC

"Reference to CDC al so apply to ATSDR
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The SAC assigned to CDC organi zati onal components consists of a
conbi nati on of al phabetic and numeric characters, not to exceed
el even as shown bel ow

His the code assigned to PHS. (Note: The “H may be elimnated at
some time in the future).

HC is the code for PHS CDC

HCA is the admi n code for PHS CDC CD

HCAS5 is the admin code for PHS CDC OD OPS

HCA59 is the adnmin code for PHS CDC OD OPS MASO

HCA597 is the adnm n code for PHS CDC CD OPS MASO MAB

The “C’ represents the Centers for Di sease Control and Prevention,
which is the first character in the code identifying CDC. *“J”
represents the Agency for Toxic Substances and Di sease Registry
(ATSDR), which is the first character in the code identifying ATSDR
Addi ti onal al phabetic or nunmeric characters are added to the right of
the base, “C’ or “J”, to identify organizational |evels.

V. RESPONSI Bl LI TI ES

A. CDC Adm ni strative Code Control Oficer

Desi gnat ed personnel w thin MASO serve as CDC Admi ni strative Code
Control Oficer and alternate. The SAC and associ ated offici al
organi zational titles of CDC and ATSDR organi zati onal conponents,
headquarters and field, are kept in the Managenent Anal ysis and
Services Ofice (MASO. This information is available at the MASO
Hone Page on the CDC Intranet. Oher responsibilities of the CDC
Adm ni strative Code Control O ficer include:

. Assigns or recomends the assignnment of SAC for all CDC and ATSDR
organi zati onal conponents, including headquarters and field.

. Notifies the Human Resources Managenment Office and the Financial
Managenment O fi ce when SAC changes are approved by DHHS.

. Mai ntains a master file of approved organizational titles and SAC
in an automat ed dat abase.

B. Human Resources Managenent O fice

. Coordi nates the inplenmentation of the SAC systemw th the
aut omat ed personnel system
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. Provi des consultation and assi stance to CDC personnel in the use
of SAC on personnel docunents, reports, etc.

C. Information Resources Managenent Office

. Devel ops, supports, and enhances application systens used by CDC
for maintaining SAC. Controls access to data and application
systens functionality based on SAC.

. Provi des consultation and assi stance to CDC and ATSDR personne
in the devel opnent, installation, and use of SAC in automated
syst ens.

D. Admnistrative Oficers

. Ensure all proposed changes to SAC or (operational codes) wll
not adversely inpact the organization's use of CDC IS and ot her
systens that draw upon SAC for their operation. Additiona
i nformati on on SAC and (operational codes) may be found on the
MASO I ntranet Home Page.

. Perform such steps as may be necessary to deal with conflicts,
errors, or systemfailures that prevent the effective use of SAC
by their organizations.



