            PLACE LABEL HERE



EMPLOYEE PERFORMANCE ENVELOPE

PRIVACY ACT

Information contained in this envelope is subject to the Privacy Act and may be released in the same manner as other documents in the OPF

WHAT SHOULD BE FILED IN THIS ENVELOPE

a. Completed annual performance appraisal forms and any supporting documentation, including appraisals leading to merit pay determinations and within-grade increases

b. Any document used to recommend a personnel action (e.g., removal, reassignment, demotion, promotion, or merit pay or other performance awards) when the basis for the action is performance related.

c. Any document furnished in support of recommended actions as noted in paragraph (b) above and the final decision on the matter.

d. Any document regarding Performance Review Board decisions.

RETENTION SCHEDULE
4 Years:

· Annual ratings of record, and all interim appraisals, i.e., close-outs, special reviews, etc.

· Unacceptable appraisals, with any supporting documentation, recommending reassignment but NOT removal or demotion.

· Unacceptable appraisals, with any supporting documentation, where demotion has occurred.

TRANSFERRING THIS ENVELOPE
a. When employee retires or resigns, this envelope shall be forwarded to the National Records Center at the appropriate time with all appraisals intact.

b. When employee is reassigned to another activity/agency, this envelope shall be forwarded at that time to the servicing CPF of that activity/agency.

