EMPLOYEE PERFORMANCE FILES (EPF) CHECKLIST
NAME: __________________


DATE: ________________

CODE: 
__________________
WHAT DOCUMENTS MUST BE INCLUDED IN THE EPF?  
· _____ Performance plans & ratings of records for the current year and past four years     

           (Total of five plans). Purge all older plans. 
· _____ Employee Task-Specific Training Requirements Form (GSFC 17-112 Form)
· _____ Any documentation of performance deficiencies and any employee response
· _____ Supervisor (Detail, Matrix, Project, Transfer) [Store behind corresponding plan  

           and purge with plan]
· _____ Employee input on accomplishments [Store behind corresponding plan and  

           purge with plan]

WHAT DOCUMENTS MAY BE INCLUDED IN THE EPF?
(Supporting documents must be performance-related. Purge these documents after four years)
· Recommendations for:

· _____ Awards
· _____ QSI’s or promotions
· _____ Denial of within-grade increases 
· _____ Reduction to a lower grade
· _____ Reassignments or removals
· _____ Performance or developmental training, Indiv. Development Plan (IDP)

· Input or feedback from:
· _____ Customer

· General Information:

· _____ Current Position Description (Highly recommended)
· _____ Special licenses, certifications, permits, or authorizations

· _____ Transcripts of employment or training history

· Other documents:

· _____ Professional Intern Program (PIP) documentation
· _____ Performance Improvement Plan documentation

WHAT DOCUMENTS ARE NOT TO BE INCLUDED IN THE EPF?
· _____ Documents reflecting life or health insurance or medical documentation
· _____ Personnel or pay actions

· _____ Agency SF 50s or SF 52s
IS EPF STORAGE LOCATION SECURE AND ACCESSIBLE?
· _____ Locked in secure cabinet or file drawer
· _____ Located in common area or office that is accessible 

HOW CAN EPF FOLDERS BE OBTAINED?

Blue EPFs can be ordered through store stock.  The store stock item # is 753000G990478. EPFs cost $6.25 per folder.  For assistance, please contact the AMMS store stock help desk at x6-8900.

