EMPLOYEE  PERFORMANCE  FILES (EPF) CHECKLIST
NAME: _____________

DATE:______________
CODE: ______________

WHAT DOCUMENST MUST BE INCLUDED IN THE EPF?  
· _____Performance plans & ratings of records for the past four (4) years
· _____An Individual Development Plan (IDP), if any
· _____Any documentation of performance deficiencies and any employee 

    response.
· Recommendations for:

· _____ Awards, 
· _____QSI’s, 
· _____Promotions, 
· _____Denial of within-grade increases, 
· _____Reduction to a lower grade, 
· _____Reassignments, 
· _____Removals, 
· _____Performance or developmental training (IDP)

· Input or feedback from:
· _____Manager (Project, Matrix, or Transfer)
· _____Customer
· _____Employee

· General Information:

· _____Special licenses, certifications, permits, or authorizations

· _____Transcripts of employment or training history

· _____Identification data

· Other documents:

· _____Advice or counseling

· _____Employee’s accomplishments

· _____Employee’s probationary period

· _____Recommending personnel actions

[Note: All EPF contents are maintained for no more than four (4) years.]

WHAT DOCUMENTS ARE NOT TO BE INCLUDED IN THE EPF?
· _____Documents reflecting life or health insurance or medical documentation.
· _____No agency SF 50s or SF 52s.

WHERE CAN EPF FOLDERS BE OBTAINED?

Blue EPFs can be ordered through store stock.  The store stock item # is 753000G990478. EPFs cost $9.85 per folder.  For assistance, please contact the AMMS store stock help desk at x6-8900.

