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An Overview of the COERAn Overview of the COER

•• Purpose and use of the COER Purpose and use of the COER 
•• Types of COERsTypes of COERs
•• Roles and responsibilities of the Roles and responsibilities of the 

OfficerOfficer
RaterRater
Reviewing Official (RO)Reviewing Official (RO)

•• RatingsRatings
•• The COER processThe COER process
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Purpose of the COERPurpose of the COER

Commissioned Officer Evaluation Report (COER) Commissioned Officer Evaluation Report (COER) is: is: 
•• A major source of information of the officerA major source of information of the officer’’s s 

work record and performancework record and performance
•• Instrument of uniform appraisalInstrument of uniform appraisal
•• Evaluates performance from 1 Oct to 30 SeptEvaluates performance from 1 Oct to 30 Sept
•• Conducted annually and other times as Conducted annually and other times as 

prescribedprescribed
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Uses of the COERUses of the COER
Uses of the COER: Uses of the COER: 
•• Evaluation for personnel actions:Evaluation for personnel actions:

•• PromotionPromotion
•• Competitive Promotion: Promotion BoardsCompetitive Promotion: Promotion Boards
•• NonNon--Competitive: Administrative Review for Med/Den OfficersCompetitive: Administrative Review for Med/Den Officers
•• AssimilationAssimilation
•• Separation/retirementSeparation/retirement
•• 3 year file review3 year file review
•• Career decision about an officerCareer decision about an officer
•• Adjunct in processing both positive and adverse actions Adjunct in processing both positive and adverse actions 

•• Supervisory toolSupervisory tool
•• Strengths and weaknesses of the officerStrengths and weaknesses of the officer
•• Performance ratingPerformance rating
•• Opportunity to increase value to the Corps and AgencyOpportunity to increase value to the Corps and Agency



The Officer
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Roles and Responsibilities Roles and Responsibilities 
of the Officerof the Officer

•• Annual COERs are required for all officers on active dutyAnnual COERs are required for all officers on active duty
•• All officers on extended active duty prior to 1 July are All officers on extended active duty prior to 1 July are 

required to complete the annual COER onrequired to complete the annual COER on--lineline
•• Exceptions:Exceptions:

Officers on short toursOfficers on short tours
Officers called to active duty after July 1Officers called to active duty after July 1
Junior and Senior COSTEPsJunior and Senior COSTEPs
USUHS studentsUSUHS students
The Surgeon GeneralThe Surgeon General
The Assistant Secretary of HealthThe Assistant Secretary of Health
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Attachment 1Attachment 1

2000_Coer_Attachment_1.pdf

Commissioned Officers’ Effectiveness 
Report

Attachment 1 (to Section I)
TO BE FILLED OUT BY OFFICER 

BEING EVALUATED
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Roles and Responsibilities Roles and Responsibilities 
of the Officer: Attachment 1of the Officer: Attachment 1

• Completed by the officer 
• Utilized by the Rater during the review and rating process 
• Intended to give the Rater an accurate, concise picture of 

the officer’s duties, accomplishments, and goals
• The officer should insert a few statements about leadership, 

officership, and readiness
• Guidelines for completing the online COER

• Manual Circular #373 (COER Instructions)
http://dcp.psc.gov/coerinstructions.pdf 

• POM 08-008 (updated in September 2009)



1111

Roles and Responsibilities Roles and Responsibilities 
of the Officer: Attachment 1of the Officer: Attachment 1

•• Creating and Submitting Attachment 1Creating and Submitting Attachment 1
•• Login to Login to ““Secure AreaSecure Area”” of the CCMIS web site of the CCMIS web site 
•• Officer is required to review and update infoOfficer is required to review and update info
•• Officer answers whether they have a 2009 Officer answers whether they have a 2009 

performance planperformance plan
•• Select Select ““Enter Att 1Enter Att 1”” to begin to begin 
•• The The ““DutiesDuties””, , ““AccomplishmentAccomplishment””, and , and ““GoalsGoals”” 

sections have 5 text boxes with <=240 sections have 5 text boxes with <=240 
characters per text boxcharacters per text box
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Roles and Responsibilities Roles and Responsibilities 
of the Officer: Attachment 1of the Officer: Attachment 1

•• Creating and Submitting Attachment 1Creating and Submitting Attachment 1
•• The officer may enter text up to 500 characters or less in The officer may enter text up to 500 characters or less in 

the the ““Additional/CommentsAdditional/Comments”” tabtab
•• Select Select ““Preview OPF Att 1Preview OPF Att 1”” to ensure text fitsto ensure text fits
•• The Rater is defined as the officerThe Rater is defined as the officer’’s immediate supervisor s immediate supervisor 

on the 1on the 1stst Wednesday of October (regardless of the time)Wednesday of October (regardless of the time)
•• The officer is required to transmit the COER no later than The officer is required to transmit the COER no later than 

15 October15 October
•• Officer verifies RaterOfficer verifies Rater’’s contact information or officer s contact information or officer 

selects selects ““Assign New RaterAssign New Rater””
•• Officer verifies information and email addressOfficer verifies information and email address
•• Exits systemExits system



Roles and Responsibilities Roles and Responsibilities 
of the Officerof the Officer

• COER status
• The officer is responsible for submitting COER
• Officer can verify status of COER on CCMIS

• Modifying attachments and Concur/Disagree
• Officer receives an email to concur
• If no changes the officer will select concur
• Rater and officer may modify sections of COER if 

changes are required
• May provide a rebuttal if officer disagrees 

• Officer will receive email after Reviewing Official has 
completed section (COER posted in eOPF)



The Rater
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Roles and Responsibilities Roles and Responsibilities 
of the Raterof the Rater

•• Rater/supervisor ensures all rated officers Rater/supervisor ensures all rated officers 
transmit COER no later than 15 Octtransmit COER no later than 15 Oct

•• If officer fails to transmit the COER within a If officer fails to transmit the COER within a 
reasonable time limitreasonable time limit

Rater initiates a Manual COERRater initiates a Manual COER
Rater can consider failure to submit Rater can consider failure to submit 
COER in the officerCOER in the officer’’s performances performance
rating and will provide COER to officer to rating and will provide COER to officer to 
signsign
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Roles and Responsibilities Roles and Responsibilities 
of the Raterof the Rater

•• Rater will login to COER after he/she receives Rater will login to COER after he/she receives 
email from officeremail from officer

•• Rater will see an activity screen (folders) on the Rater will see an activity screen (folders) on the 
left side of screenleft side of screen

•• Rater enters time he/she supervised the officerRater enters time he/she supervised the officer
•• Rater reviews Attachment 1Rater reviews Attachment 1
•• Rater evaluates officerRater evaluates officer’’s performances performance
•• Rater will select Rater will select ““Enter scoresEnter scores””
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Roles and Responsibilities Roles and Responsibilities 
of the Rater: Narrativeof the Rater: Narrative

•• If the time the officer is supervised is If the time the officer is supervised is 
greater than 6 months the evaluation greater than 6 months the evaluation 
type is set to type is set to ““Detailed EvaluationDetailed Evaluation””

•• If the supervised time is less than 6 If the supervised time is less than 6 
months, the Rater will select either months, the Rater will select either 
““DetailedDetailed”” or a or a ““Narrative EvaluationNarrative Evaluation””
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COER PHSCOER PHS--838838

838.pdf838.pdf

838.pdf
Commissioned Officers’ Effectiveness 

Report
PHS-838

TO BE FILLED OUT BY RATING OFFICIAL
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Roles and Responsibilities Roles and Responsibilities 
of the Raterof the Rater

•• 18 performance elements rated between 18 performance elements rated between ““AA”” to to 
““EE””.  .  

•• ““AA”” is lowest and is lowest and ““EE”” is highestis highest
•• To be assimilated an officer must earn an overall To be assimilated an officer must earn an overall 

rating of a rating of a ““DD”” or or ““EE””
•• Rater must comment for elements rated Rater must comment for elements rated ““AA””
•• Discusses evaluation w/ officer before officer Discusses evaluation w/ officer before officer 

submits COER to Reviewing Officialsubmits COER to Reviewing Official
•• Officer receives copy of COER after interviewOfficer receives copy of COER after interview



Ratings

Overall Rating
• E = Exceptional
• D = Well above average
• C = Competent
• B = Marginal
• A = Inadequate

Total Score
• E = 100
• D = 80
• C = 60
• B = 40
• A = 20
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Roles and Responsibilities Roles and Responsibilities 
of the Raterof the Rater

•• Rater is required to complete Attachment 2Rater is required to complete Attachment 2
•• Rater is required to answer Rater is required to answer ““I have used the I have used the 

rated officerrated officer’’s 2009 performance plans 2009 performance plan””
•• The The ““Attributes and CompetenciesAttributes and Competencies”” tab has tab has 

eight text boxes with limit of 240 characterseight text boxes with limit of 240 characters
•• The The ““Officer/LeadershipOfficer/Leadership”” tab has four text tab has four text 

boxes with limit of 240 charactersboxes with limit of 240 characters
•• Rater selects Rater selects ““Preview OPF Att 2Preview OPF Att 2””
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Attachment 2Attachment 2

Commissioned Officers’ Effectiveness 
Report

Attachment 2 (to Section 2I)
TO BE FILLED OUT BY OFFICER’S 

SUPERVISOR (RATER)

2000_Coer_Attachment_2.pdf
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Roles and Responsibilities Roles and Responsibilities 
of the Raterof the Rater

•• Rater is required to assign the RORater is required to assign the RO
•• The officer must concur/disagree with the The officer must concur/disagree with the 

evaluation before the RO receives the evalevaluation before the RO receives the eval
•• Rater will be asked to verify and edit RO Rater will be asked to verify and edit RO 

information if assigning a new ROinformation if assigning a new RO
•• Rater will release COER to officer to allow Rater will release COER to officer to allow 

sufficient time for officer to review sufficient time for officer to review 
evaluation and transmit the COER to the ROevaluation and transmit the COER to the RO

•• Policy: Rater and officer must formally Policy: Rater and officer must formally 
discuss the evaluation before the officer discuss the evaluation before the officer 
concurs/disagreesconcurs/disagrees



The Reviewing Official
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Instructions for the  Instructions for the  
Reviewing OfficialReviewing Official

•• Rater assigns COER to the reviewing official Rater assigns COER to the reviewing official 
(RO) (RO) 

•• Officer must concur/disagree with RaterOfficer must concur/disagree with Rater’’s s 
evaluation evaluation 

•• Then, Then, officer transmits the COER to the RO to officer transmits the COER to the RO to 
complete their section.complete their section.

•• RO will receive email notification indicating that RO will receive email notification indicating that 
an officer has concurred/disagreed with the an officer has concurred/disagreed with the 
RaterRater’’s evaluation.s evaluation.
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Instructions for the  Instructions for the  
Reviewing Reviewing Official (RO)Official (RO)

•• Email will provide instructions to the RO on how Email will provide instructions to the RO on how 
to login to the onto login to the on--line COER and how to access line COER and how to access 
the officerthe officer’’s COER to review.s COER to review.

•• RO reviews the COERRO reviews the COER
•• Activity tree folders appear on left side of Activity tree folders appear on left side of 

screenscreen
•• Click on officerClick on officer’’s name, this will expand the s name, this will expand the 

folder to reveal all folders below officerfolder to reveal all folders below officer’’s s 
name. name. 
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Instructions for the  Instructions for the  
Reviewing OfficialReviewing Official

•• RO reviews scores and attachments by clicking RO reviews scores and attachments by clicking 
on folders: on folders: ““View ScoresView Scores””, , ““Att IAtt I”” and and ““Att 2Att 2””

•• RO concurs/disagrees with COER evaluationRO concurs/disagrees with COER evaluation 
written by Rater and selects written by Rater and selects ““Final Final 
Concur/DisagreeConcur/Disagree””

•• RO may select 1 of 4 concurrence options and RO may select 1 of 4 concurrence options and 
enter up to 500 characters of text.  RO clicks enter up to 500 characters of text.  RO clicks 
““submitsubmit”” when finishedwhen finished

•• To Log out, select To Log out, select ““Exit COER ActivitiesExit COER Activities””
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General Role and Responsibilities General Role and Responsibilities 
of the Reviewing Officialof the Reviewing Official

•• Reviewing Official (RO) ensures that all Reviewing Official (RO) ensures that all 
supervisors deliver timely, completed supervisors deliver timely, completed 
COERs for all officers under their COERs for all officers under their 
jurisdictionjurisdiction

•• RO cannot make changes in the letter RO cannot make changes in the letter 
designation made by the raterdesignation made by the rater



3333

Role and Responsibilities of the Role and Responsibilities of the 
Commissioned Corps LiaisonCommissioned Corps Liaison

•• Liaisons have access to missing COER Liaisons have access to missing COER 
reports and COER status (can track)reports and COER status (can track)

•• Liaisons are responsible for ensuring Liaisons are responsible for ensuring 
COERs are transmitted in a timely mannerCOERs are transmitted in a timely manner

•• If uncertain as to who is required to fulfill If uncertain as to who is required to fulfill 
roles, liaisons can identifyroles, liaisons can identify
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Rebuttals Rebuttals 

•• Does not substitute as a formal grievanceDoes not substitute as a formal grievance
•• OCCO will not act on a rebuttal, except to OCCO will not act on a rebuttal, except to 

include in it the blue COER section of the eOPFinclude in it the blue COER section of the eOPF
•• The officer may grieve the COER in accordance The officer may grieve the COER in accordance 

with Commissioned Corps Instruction CC26.1.5 with Commissioned Corps Instruction CC26.1.5 
““GrievancesGrievances”” or may file an EEO complaint in or may file an EEO complaint in 
accordance with CC26.1.6 accordance with CC26.1.6 

•• If not satisfied with outcome of grievance or If not satisfied with outcome of grievance or 
EEO process, may apply to Board of Corrections EEO process, may apply to Board of Corrections 
in accordance w/ CC29.9.5in accordance w/ CC29.9.5



RebuttalsRebuttals

•• Should be less than 5 pagesShould be less than 5 pages
•• Required on each page of the Rebuttal:Required on each page of the Rebuttal:

•• OfficerOfficer’’s names name
•• RankRank
•• Serial number (PHS number)Serial number (PHS number)
•• SignatureSignature
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RebuttalRebuttal

•• Original Rebuttal Document submitted through Original Rebuttal Document submitted through 
Agency Liaison, signed by both Liaison and Agency Liaison, signed by both Liaison and 
officer (faxed copies not accepted)officer (faxed copies not accepted)

•• Rebuttals accepted for inclusion into officerRebuttals accepted for inclusion into officer’’s s 
eOPF until 1eOPF until 1stst Wed in March, however, if officer Wed in March, however, if officer 
desires rebuttal in eOPF for promotion desires rebuttal in eOPF for promotion 
/assimilation board to view, needs to be /assimilation board to view, needs to be 
submitted to OCCO by Dec 31submitted to OCCO by Dec 31stst or date indicated or date indicated 
on CCMIS website.on CCMIS website.

3636



Types of COERs



Types of COERsTypes of COERs
•• AnnualAnnual

•• MandatoryMandatory
•• Transfers after July 1Transfers after July 1

•• TransferTransfer
•• Transfer as annual (see slide)Transfer as annual (see slide)
•• Transfer and Interim COERTransfer and Interim COER
•• Permanent Change of Station before July 1Permanent Change of Station before July 1
•• Completed by previous rater/supervisorCompleted by previous rater/supervisor

•• Reassignment of RaterReassignment of Rater
•• Special RequestSpecial Request

•• 3 year file review3 year file review
•• AssimilationAssimilation
•• NonNon--routine personnel actionroutine personnel action 3838
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TransferTransfer COER/Interim COER/Interim COER COER 
•• Both optional, done at any time during the year Both optional, done at any time during the year 
•• Does not take the place of an Annual COERDoes not take the place of an Annual COER

•• Manual COER Forms PHSManual COER Forms PHS--838 (838 (Rev 4/02),    ,    
Attachments 1 and 2Attachments 1 and 2

•• Forms found on the CCMIS website at Forms found on the CCMIS website at 
http://dcp.psc.gov/cc forms.asphttp://dcp.psc.gov/cc forms.asp

•• Rater and Reviewing Official from previous Rater and Reviewing Official from previous 
assignmentassignment

•• Original (not faxed) submitted through previous Original (not faxed) submitted through previous 
CC Liaison to OCCO.CC Liaison to OCCO.

http://dcp.psc.gov/cc forms.asp
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Transfer as Annual Transfer as Annual 

•• The officer may complete a Transfer COER The officer may complete a Transfer COER 
(Manual COER) if an officer transfers on or after (Manual COER) if an officer transfers on or after 
July 1 July 1 

•• A Rater may direct an officer to complete a A Rater may direct an officer to complete a 
Transfer COERTransfer COER

•• Rater and RO are from previous assignmentRater and RO are from previous assignment
•• Submitted to OCCO through previous LiaisonSubmitted to OCCO through previous Liaison
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Reassignment of Rating OfficerReassignment of Rating Officer

•• When immediate supervisor is being reassigned When immediate supervisor is being reassigned 
to another position eitherto another position either
•• Within duty stationWithin duty station
•• PCSPCS

•• Supervisor may ask officers under their Supervisor may ask officers under their 
supervision to initiate a reassignment COER  supervision to initiate a reassignment COER  

•• Use Manual COER, Form 838, in Section 2 under Use Manual COER, Form 838, in Section 2 under 
““Type of ReportType of Report””, check , check ““otherother”” and type in and type in 
““Reassignment of Rating OfficialReassignment of Rating Official””



4242

Special Requests COER Special Requests COER 

•• Examples:Examples:

•• DCP will request a COER when an officer is DCP will request a COER when an officer is 
subject to a 3 year file review, requests subject to a 3 year file review, requests 
assimilation, or is being considered for assimilation, or is being considered for 
involuntary retirement, or other noninvoluntary retirement, or other non--routine routine 
actionsactions

•• PHS Agency heads or their designees can PHS Agency heads or their designees can 
request a COER in connection with any request a COER in connection with any 
appropriate personnel matterappropriate personnel matter



Other Situations
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Officers Detailed to NonOfficers Detailed to Non--PHS PHS 
Organizations Organizations 

•• Officers detailed to NonOfficers detailed to Non--PHS OrganizationsPHS Organizations
•• State, County and Local Health OrganizationsState, County and Local Health Organizations
•• Other Federal AgenciesOther Federal Agencies
•• International OrganizationsInternational Organizations

•• The immediate supervisor of the officer in the The immediate supervisor of the officer in the 
detailed organization will be the Raterdetailed organization will be the Rater

•• If detail specifies PHS supervision, the head of If detail specifies PHS supervision, the head of 
the PHS program detailing the officer, or their the PHS program detailing the officer, or their 
designee will function as the Reviewing Officialdesignee will function as the Reviewing Official
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Officers Detailed to NonOfficers Detailed to Non--PHS PHS 
OrganizationsOrganizations

•• If terms of the detail donIf terms of the detail don’’t require (EPA, HCFA) t require (EPA, HCFA) 
Rater will be immediate supervisor, RaterRater will be immediate supervisor, Rater’’s s 
supervisor will be RO at the agency where supervisor will be RO at the agency where 
officer is detailedofficer is detailed

•• An officer detailed to a nonAn officer detailed to a non--PHS organization is PHS organization is 
still subject to the PHS personnel policies still subject to the PHS personnel policies 
relating to the COERrelating to the COER
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Performance Management Performance Management 
Appraisal Program (PMAPs)Appraisal Program (PMAPs)

•• HHS departmentHHS department--wide initiative for civilian wide initiative for civilian 
employees in accordance with Federal employees in accordance with Federal 
performance initiatives  performance initiatives  

•• Corps officers are exempt, but may be Corps officers are exempt, but may be 
required by some agencies (FDA for required by some agencies (FDA for 
example)example)
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Case ScenariosCase Scenarios



Case Scenario 1Case Scenario 1

Situation
• Officer fails to initiate or complete the Annual COER by 

the published closing date, submits MSP contract.  
Liaison office contacts officer to say, no COER in 
system so they cannot enter into a MSP contract.  
Officer tries to initiate a COER and it’s after March 
deadline for submitting an electronic COER.

• What type of COER would the officer submit?
• Manual

• Where would the officer find this information?
• http://dcp.psc.gov/cc_forms.asp

• Reference: POM 07-007



Case Scenario 2Case Scenario 2

Situation
• An officer is nominated by their program for Exceptional 

Proficiency Promotion 
• What must be done?

A ROS must be completed manually and submitted 
to OCCO through the Liaison no later than 31 
December 2009
Form may be found at the CCMIS website under 
forms, promotion: http://dcp.psc.gov/cc_forms.asp

Reference: POM 08-008  

http://dcp.psc.gov/cc_forms.asp


Case Scenario 3Case Scenario 3
Situation
• An officer transfers to a new assignment (new duty 

station) on or after 1 July 2009 
• Can an officer complete a Transfer COER to take 

the place of the Annual COER?
Yes.  An officer can complete a Transfer COER 
on the prescribed Manual COER forms  

• Who is the Rater and RO in this situation?
The Rater and RO are from the officer’s previous 
assignment.  The Manual COER must be 
submitted to OCCO through the officer’s 
previous Liaison

• Reference: POM 08-008



Case Scenario 4Case Scenario 4
Situation
• An officer transfers from another program.  His 

new rater directs the officer to submit a COER to 
document the performance from a previous 
assignment

• What type of COER is submitted?
A Transfer or Interim COER is submitted using 
the Manual COER forms
These do not take the place of the Annual COER
The Rater and RO are from the officer’s previous 
assignment

• Reference: POM 08-008



Case Scenario 5Case Scenario 5

• In which situation is a COER not used?
Promotion Board
Assimilation Board
Flag Officer Board
Separation Board
Special Assignments
Vacancies
Training

• The COER is used in all of these situations
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Key Dates Key Dates 

Key Dates (based on POM 08Key Dates (based on POM 08--2008)2008)
•• COER available to officers 1 October 2009COER available to officers 1 October 2009
•• Rating period 1 October 2008 through 30 Rating period 1 October 2008 through 30 

September 2009September 2009
•• COER due to COER due to RaterRater by 15 October 2009by 15 October 2009
•• COER due to COER due to Reviewing OfficialReviewing Official by 29 October by 29 October 

20092009
•• COER due to OCCO by 12 November 2009COER due to OCCO by 12 November 2009
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REFERENCES REFERENCES 
•• CC25.1.1 (Instruction 351.01) Effectiveness CC25.1.1 (Instruction 351.01) Effectiveness 

ReportReport
•• POM 08POM 08--008 2008 Annual COER008 2008 Annual COER
•• Manual Circular PHS NO. 373 Annual Manual Circular PHS NO. 373 Annual 

Commissioned OfficerCommissioned Officer’’s Effectiveness Reports Effectiveness Report
•• Commissioned Corps Management Information Commissioned Corps Management Information 

System Website System Website http://dcp.psc.gov/http://dcp.psc.gov/
•• CDC Commissioned Corps Website CDC Commissioned Corps Website 

http://www.cdc.gov/od/occp/default.htmhttp://www.cdc.gov/od/occp/default.htm
•• POM 07POM 07--007 Late/Missing Annual COERs007 Late/Missing Annual COERs

http://dcp.psc.gov/
http://www.cdc.gov/od/occp/default.htm
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Commissioned Corps Commissioned Corps 
Personnel Office (CCPO)Personnel Office (CCPO)

CDC/ATSDR COER Contact Information:CDC/ATSDR COER Contact Information:

Commissioned Corps Personnel Office (CCPO)Commissioned Corps Personnel Office (CCPO)
OWCD/CDC (M/S EOWCD/CDC (M/S E--50), Century Center,50), Century Center,
Building 2400, Atlanta, GA  30345Building 2400, Atlanta, GA  30345
Office:  Office:  (404) 498(404) 498--18001800
Fax:  Fax:  (404) 498(404) 498--18251825
CAPT April Shaw: CAPT April Shaw: (404) 498(404) 498--18131813
LT Matthew Weinburke: LT Matthew Weinburke: (404) 498(404) 498--18031803
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QUESTIONS
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