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1.  Administrative Leave:  The Absence and Leave regulation (Pamphlet No. 68) states on page 3 officers may be authorized up to 3 days admin leave when leaving the old station and up to 3 days when arriving at the new station to establish their household and take care of their personal affairs during a Permanent Change of Station (PCS).

2.  Pay documents to be sent to Compensation Branch:  

Compensation Branch address & phone:                               https://dcp.psc.gov/CB.ASP
a.  New CADs get a very detailed pay packet to complete and return to Compensation Branch. 
b.  Notice of Arrival:                      https://dcp.psc.gov/PDF_docs/PHS-2874March05.pdf
c.  Quarters Allowance without dependents:      https://dcp.psc.gov/PDF_docs/2977.PDF
d.  If you have dependents:   https://dcp.psc.gov/PDF_docs/WordfillablePHS-1637-1.doc
3.  Pay documents to be processed locally at your service unit (finance dept.):
a. Travel Voucher: https://dcp.psc.gov/PDF_Docs/sf1012.pdf (will pay out officer’s dislocation allowance (DLA) if applicable) 
b. Reimbursement of Dependent’s Travel:                   https://dcp.psc.gov/PDF_Docs/ps2988.pdf
c. DLA and Temp. Lodging Expense info and samples:  http://dcp.psc.gov/travel/reimburse1.asp
d. Always submit a copy of your orders with your final reimbursement paperwork.
4.  Update your Electronic Official Personnel File:
a.  Logon at: https://dcp.psc.gov/cclogin/ccmislogin.aspx
b.  When you forget your logon & password: http://dcp.psc.gov/ccmeo.asp
c.  Update your next of kin, view on left side of e-OPF under Officer.

d.  Update your contact information, view on left side of e-OPF under Officer.

e.  Verify you have a Servicemen’s Group Life Insurance (SGLI) form in the yellow section.

f.   If your license is not listed in your e-OPF then fax it to 240-453-6142.
g.  Instructions how to view documents in your e-OPF: https://dcp.psc.gov/OpfInstructions.asp
5.  Uniforms:  

a.  Uniform Allowance Request Form (only paid once in your career):              

     https://dcp.psc.gov/PDF_docs/uniform_allowance.pdf
b.  Order uniforms online:   https://www.nexnet.nexweb.org/pls/nexauth/wg_select_speed
c.  PHS insignia & devices:   

     http://bphc.hrsa.gov/nhdp/PHS_Officers_Device_Supply_Center_Main_Page.htm
d.  Frequently Asked Questions on Uniforms: http://www.cdc.gov/od/occp/officership/uniforms/
6.  Health & Dental Insurance (Defense Enrollment Eligibility Reporting Sys.):
a.  Officer and dependents need to be listed in DEERS to receive health & dental insurance.
b.  Make sure your info is in DEERS call to verify: 1-800-538-9552 or 240-453-6131.  

c.  If you have dependents make sure their info is in DEERS by using the above phone #.
e.  Health Insurance is Tricare:  1-888-TRIWEST or www.tricare.mil (have them mail ins. card)
f.  Dental Ins. is United Concordia: 1-877-261-2379 www.ucci.com (have them mail ins. card)

7.  Uniformed Services ID Cards:
a.  In order for the officer and dependents to receive a Uniformed Services ID Card their data must be entered into DEERS.  Ensure that you and your dependent’s DEERS information is entered into the DEERS computer by calling 1-800-538-9552 before driving to the nearest base to obtain an ID card.  You may need your marriage license, divorce decree and your children’s birth certificates handy to fax to the DEERS representative.  
b.  To find the nearest ID Card issuing facility near you visit this website http://www.dmdc.osd.mil/rsl/owa/home
8.  Basic Readiness:
a.  All officers on extended active duty must meet and continuously maintain force readiness standards (basic readiness) beginning not later than 1 year from the date of appointment (called to active duty).
b.  If you are a new (CAD) officer and will be eligible for promotion within 1 year from date of appointment then you must become basic ready immediately as it is a requirement to be basic ready when being reviewed for promotion.

c.  Logon to the Office of Force Readiness & Deployment homepage and update your information:  http://ccrf.hhs.gov/ccrf/  Logon & password info call 301-443-3859.

d.  Basic Readiness checklist:  http://ccrf.hhs.gov/ccrf/Readiness/Checklist_070908.pdf
9.  Listserves:  

1) CCMIS                                2)  IHS website or specific agency website

2) PAC listserv’s                     3)  OFRD

3) JOAG (if appropriate)         4)  MOLC (Minority Officer Liaison Council and        

                                                        subgroups)

10.  Officer Basic Course (OBC):
a.  Newly called to active duty (CAD) officers have a window of 6 months to attend OBC, after 6 months have expired from their initial CAD they may be placed on a standby list to attend OBC but there are no guarantees after 6 months have expired.

b.  Be sure to seek supervisory approval and get signed up for OBC.

c.  During OBC officers will receive an introduction to the U.S. Public Health Service Commissioned Corps.  Emphasis is placed on the corps as a Uniformed Service.  Military bearing and courtesy, deployments/OFRD readiness, career development, promotions, leave, compensation, awards, and resource utilization are some of the many topics introduced during this two week course.  Officers successfully completing OBC will satisfy the prerequisite for enrollment in the web-based Independent Officer Training Course (IOTC), thus making them eligible to earn the Commissioned Corps Training Ribbon.

c.  Point of contact for OBC is LT Coleman clifford.coleman@ihs.gov
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