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                             REPLY TO
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24 July 2000

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedures, E-00-01, Instructions for Individual Submission of Documents to be Filed in the Official Personnel Folder (OPF)

1. PURPOSE:  To provide procedures for employees to submit documents for filing into the OPF.  This revision supercedes ESOP 00-01 dated 26 June 2000.
2. SCOPE:  This memorandum applies to all personnel serviced by the West Civilian Personnel Operations Center (WCPOC). 

3. REFERENCE:  Title 5, CFR 293

4. RESPONSIBILITIES:

a. Civilian Personnel Advisory Centers (CPAC) of the West Region will ensure that their serviced employees are provided the information outlined in this SOP.  This will include distribution of the attached publication outlining these procedures.

b.  The owner of the OPFs is the Office of Personnel Management (OPM), who determines and prescribes what may or may not be filed in the OPF.  As custodian of the OPFs, the WCPOC Chief, Management Support Office (MSO) has overall responsibility for the maintenance, housing/storage, accountability, and disposition of OPFs.

c. WCPOC Mail and File Clerks ensure proper filing of authorized documents per regulatory guidelines.

d. Employees are responsible for ensuring that the documentation forwarded for filing complies with the guidance provided in this SOP and its enclosure.

5. PROCEDURE:

a. Unless covered by provisions of a collective bargaining unit, employees will mail copies of documents for filing in their OPF to: Department of the Army, WCPOC Mail & File Room, ATTN:  SFCP-W-M(90), PO Box 12926, Ft. Huachuca, AZ  85670-2926.  Employees are not to forward original documents, as they may need their original documents for future verification requirements.  Examples of documents that WCPOC
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can accept and place in the OPFs are listed in the attached announcement.  Any documents that are not listed in the attached announcement as acceptable for filing will not be placed in the OPF.


b.  Unless covered by provisions of a collective bargaining agreement, the WCPOC will accept, review, and make a determination as to the appropriateness of filing the documents in the employee’s OPF, or for forwarding to Staffing Services Division for further appropriate action.  Any documents that are determined to be inappropriate for filing will be disposed of IAW applicable regulations and policy.  To maintain cost efficiency, no documents received will be returned to the sender. 

c.  If employees have any questions concerning the submission of documents, either the CPAC or the employee may contact the WCPOC Mail and File Room at commercial (520) 538-0442, or DSN 879-0442, or send an email query to mailroom@cpocwcp.army.mil.








/S/
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Director, West Civilian Personnel
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WEST CIVILIAN PERSONNEL OPERATIONS CENTER (WCPOC)

EMPLOYEE PROCEDURE FOR SUBMISSION AND ACCEPTANCE OF DOCUMENT(S) TO BE FILED IN THE 

OFFICIAL PERSONNEL FOLDER (OPF)
Employees serviced by WCPOC who desire to forward documents for filing into their OPF may do so by sending them to the following address:

Department of the Army

West CPOC Mail and File Room

ATTN:  SFCP-W-M(90)

PO Box 12926

Fort Huachuca, Arizona  85670-2926

IMPORTANT!!  PLEASE DO NOT SEND ORIGINALS, FORWARD COPIES ONLY! 

*THE FOLLOWING LISTS PROVIDE INFORMATION OF WHAT DOCUMENTATION WE MAY AND MAY NOT ACCEPT*

What We Can Accept from Employees:

· Letters of Commendation for performance of official duties only (Placed in Employee’s Performance File)

· Military Service Documents (DD 214, SF 813, VA Letter)

· Professional License pertaining to work being performed

· Resume/OF 612 to update work experience/education (will not be used to determine qualifications for referrals, but may be used in RIF qualification determinations)

· School Transcript(s)

· Standard Form 1152, Designation of Beneficiary, Unpaid Compensation

· Standard Form 2823, Federal Employees’ Group Life Insurance (FEGLI) Designation of Beneficiary

· Standard Form 3102, Federal Employees’ Retirement System (FERS) Designation of Beneficiary

What We Cannot Accept from Employees:

· Appointment/Designation of Duties and/or Responsibilities Memoranda

· Certificates of Training/Education to include DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement

· Legal Documentation (Decision/Certificate/Decree/License), including, but not limited to Birth/Death/Marriage/Divorce (Unless required by Regulation)

· Letters of Appreciation

-    Medical Documentation

· Photograph(s)

· Standard Form 2808, Civil Service Retirement System (CSRS) Designation of Beneficiary


· Test Results 

· Fingerprints
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