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CHAPTER 1

‘Official'gnd'Supervi;or's'Personnel_Folder

1-1. COMPOSITION AHD.LOCATION.» The file consists of one Standard Form

66, 0fficlal Persomnel Folder (OPF) for each technician, and is located
' in the Technician Personnel 0ffice (TPO).

1-2. PURPOSE. The Official Persomnel Folder file provides in cne
place the official records of all employees. The records are easily
accessible to officials who need information on which to base decisions
affecting an employee. It is the official repository of the records and
reports of personnel actions effected during the employee's Federal ser-
vice and the documents and papers required in connection with these
_actions. The folders are maintained by the TPO for the period of the
technician's service in the New Mexico Natianal Guard. = Records in the
folder are used primarily by the TPO in screening qualifications of
technicians; determining status, eligibility, and technician rights and
benefits under pertinent laws and regulations governing Federal employ-
ment; computing length of service. The folder "travels" with the em-
ployee throughout his or her entire Federal Career. When the techni-
cian is separated from the Federal service, the folder is transferred

to the National Personnel Records Center and becomes part of the cen-
tral file of former Federal employees, :

1-3. CONTENTS L e

a. Permanent records,filed in felder. Permanent records af-
facting the technician's status and service are filed in the right
side of the OPF.  The Civil Sarvice Commission designates the papers -
and documents that are to be filed on the right side of the folder as
permanent records. These papers and documents are in Annex A. - Re-
;oigs not listed in Annex A will NOT be filed on the right side of the

older.

This Regulation sggergedgs AGQNH,IPR:ZQS,ﬁdated_14 March_19?3.
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b. Temporary records in folder:

(1) Records of temporary value are filed on the left side of the
folder. In general, these are documents leading to a formal action but
not constituting a record of it nor making a substantial contributiocn to
the employee's record. Some examples of temporary Tecords are: requests
for personnel actions (except when used as stated in Annex A), letters of
reference, performance ratings (other than-Outstanding or Unsatisfactory),
NGB Form 351-2--Appraisal by Military Supervisor, debt correspondence and .
any extra copies of reduction-in-force notices that are in addition to
those retained with reduction-in-force files and records, and admonish-
ments, letters of caution, warning, reprimand and similar disciplinary
action papers. .NGAUS Life Insurance correspondence is also maintained on
the lesft hand side of the OPF, :

(2) Temporary records will be retained in the Official Personnel
File for a minimm period of one year or until the employee transfers or
separates, whichever occurs first, except letters.of admonishment, warn-
ing, caution, reprimand, and similar disciplinary action papers will be
retained until date specified in the letter. -

- 14, ACCESS. The following personnel hive access to the OPFs:

a. Technicians may review thoir own records at any time and should
point out any discrepancies to the TPO for correction.

b. Officials and employees of the Department of Defense who have
a need for the file in the performance of their duties; i.e., supervisors,
members of the Merit Promotion Selection Committee, EEQ, etc., may see
the file. ,

c. Individuals to whoﬁnéhe t;chﬁician'has given written permis-
sion. S T e e

1-5.  TECHNICIAN RESPONSIBILITIES. Technicians are responsible for
furnishing the TPC copies of training certificates (military and civil-
ian), DD Forms 214 (Reports of Separation) or their equivalent, college
diplomas and/or transcripts, letters of commendation and trade schaol
diplomas. They are also advised to maintain a current SF 171 (Personal
Qualifications Statement) on file.: This can'be done by completing a
Standard Form 172 (Amendment to Personal Qualifications Statement).

S &-‘—".f ;_._.‘.;';‘ LSS ER

' CHAPTER 2

The Supervisdi's'Folder

S A N

2-1. GENERAL. .The following .instructions prescribe the files each
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Supervisor must keep regarding his ‘subordinates and the proper maintenance
of these files.

2-2. RESPONSIBILITY FOR PREPARATION AND_MAINTENANCE.'

a. Supervisor: Each first-line supervisor will maintain a folder
for each of his subordinates., The contents of these folders will be
limited to the information listed in this TPR. Clerical personnel are not
delegated the responsibility for filing and maintenance of these folders.
Changes in technician employment data will be recorded as soon as possible.
Standard Form 66, Official Persomnel Folder, w111 NOT be used for this pur-
pose.

b. Technician Personnel Office (TPO) The TPO will provide the
source documents requzred in the folders, issue instructions for mainten-
ance of the folders, train and assist supervisors in their use.

2-3. FILING. The folders will be kept at the lpﬁesf practicable super-
visory levels and will be filed at a location secure encugh to protect
their confidentiality and thereby preserve the privacy of the individuals,
The folders will not be dupl:cated at various levels of supervision within
an organization.

2-4. ACCESS. Because the lnfcrmation conta;ned in the superv:sor s
folder is of a personal nature, access will be limited to management of-
ficials, the technician concerned, and individuals to whom the technician
has given written perm1551on, i.e., labor organxzat;on representatives,
EEO counselor. s '

2-5. CONTENTS OF SUPERVISOR'S FOLDER FILE,

2. NGB Form 904-1, Supervisor's R_gc'd'r_a of Technician Employment.

‘ (1) Purpose. NGB Form 904-1 which is an authorized exceptlon to
the use of SF 7b. (Employee Record), is intended to assist supervzsors in
the management of techniclan personnel by prov1d1ng

{a) An up-tu-date record relat;ve tu all personnel actions, tra-
ining, ‘performance ratings, service hlstory, awards, conduct, dlsc1p11nary
actions, discussions relevant to the techn;czan s, employment, etc.

(b) Information for requesting personnel actions affecting tech-
 nicians. Coy e : '

(e) Reference and locator file. o
(2) Implementatxon. The TPG will furnish the Superv1sors an NGB
Form 904-1 for each subordinate .25 follows: P ,
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(a) Presently employed technicians. The initial NGB Form $04-1
furnished by the TPO for presently employed technicians will have the in-
dividual's name ONLY. Supervisors will extract the information for items
2 thru 13 from the SF 7b and military records. Items 14 thru 19 will re-
flect new information (from date of implementation forward). The SF 7b
will be attached to NGB Form 504-1. The NGB Form 904-1 will be implemented

no later than 1 July 1977.

(b) Personnel hired after 1 March 1977. Supervisors will follow
instructions in Para 2-5a(3) below.

(3) Instructions for Maintenance.
(a) Items 1 thru §: Self-g;pianazpry. Initially completed by TPO.

(b) Items 6 and 7: Self-explanatory. Completed by supervisors.
Technician will be advised to notify his/her superV1sor when changes occur.
Pencil entry.

(c) Items 8 and 9: Self-explanatory. Initially completed by TPO.
Pencil entry.

(d) Item 10: Self-explanatory. Excepted Technicians: Supervisor
will extract this information from military records. Competitive Techni-
cians: Initially completed by TPO. Pencil entry. '

(e) Items 11 and 12: Initially completed by TPO. Pencil entry.

(f) Item 13: Supervisor will extract this information from mili-
tary records. Pencil entry.

(g) Item 14: Self-explanatory. To be pested at the time of of-
ficial ratings. Satisfactory ratings will not be posted. Pencil entry.

(hj Item 15: May include summary of technician background; e.g.,
work experience, education. Appointments and termination of appointments
to SSPC, FWPC and EEQ Coumselors duties will be posted in this section.

(i) TItem 16: Enter information covering both civil service and
military training received during technician employment.

(j) 1Item 17: Record incentive awards; i.e., commendation certifi-
cates.

(k) ‘Item 18: Supervisur will obtain data from SF 50 (Notification
of Persnnnel Act:.on] or other notices furnished by TPO.

(1) Item 19: Comments which will be considered in making deter-
minations rega.rd:l.ng a technician such as work performance and conduct should
be entered in this itenm.
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(4) Continuation Sheets. A supplemental sheet of paper (properly
annotated) may be used to record additional data or to continue any item.
The basic NGB Form 904-1 must reflect the mmber of pages in existence at

all tlmes.

b. Disciplinary Information. Letters of warning, reprimand and
similar disciplinary papers attached to NGB Form $04-1 will be retained
until the date specified in the letter. They may, however, be removed at
any time if it is decided later that the disciplinary action was unwarranted.
Copies of discxplinary papers attached to NGB Form 904-1 do not replace those
official file copies maintained in the OPF. Notation of oral admonishments
(date and subject) will be made in peucil and will be deleted from the form
after one year if it does not relate to the continuing problem. For in-
stance, if a technician is given an oral admonishment in January and receives
a written repr:mnnd in June, and if the oral admonishment is related to the
repr1mand both should remain a matter of record until the written reprimand
is withdrawn from the record. .The supervisor will show the technician the
entry of oral admonishment that is posted to his NGB Form 904-1 and will
have him initial the entry.

c. Debt Letters. Debt letters that are acknowledged by the tech-
nician or are reduced to Judgement by a court will be retained by the super-
visor for two years only. It is recommended that they be retained with the

NGB Form S04-1.

d. Position Descriptions. Supervisors will keep. a copy of NGB
Form 0101 (Technician Position Descrlpt1on) attached to each NGB Form 504-1 —
for each technician under his/her supervision. Appropriate descriptions
will be provided by the TPO

e. Standard Form 50. The Utility Copy of the SF SO will be re-
tained in the 1nd1v1dua1's record.

f. Standard Form 52 (Request for Persomnel Actions). A copy of

' SF 52 placing individual on "details" will be retained in the individual's
record, if SF 50 is not issued by TPO. All other Standard Forms 52 may be
reta;ned in record pend;ng receipt of Standard Forms 5¢ at which time they
mist be removed.

g. TPO Form 430—2 Perfarmance Requ;rements. The completed perform-
ance rTequirement forms will be flled in the fulder as sogn as they have been
. discussed with the 1nd1v1dua1.

h. Position Descript1on addendum £or SSPC, FWPC and EEQ Counselors.
The addendum will be filed in the folder after posting to Item 15 of NGB
Form 904-1. They will be removed upon termination of assignment.

2-6.  DISPOSITION OF SUPERVISOR'S FOLDER FILE. Each supervisor will
dispose of the files as follows:
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a. When the Technician moves to a new position serviced by the
same TPO, the folder, including the NGB Form 904-1, will be forwarded to

the gaining supervisor.

b. When the technician moves to a new poszt;on serviced by a dif=-

after the separation date.

¢. When the technician is ordered to extended active duty and is
entitled to restoration rights, the NGB Form 904-1 will be forwarded to the
TPO and all other information in the folder will be—destroyed.

d. Nhen the technician is separated, the folder, including NGB
Form 904-1 is destroyed 60 days after the separation date.

NOTE: There may be instances where the folder, including NGB Form 904-1,
should be Fetained after the 60 day limit (i.e., active grievance case).
In such cases supervisors will retain them umtil it is certain they are no

longer needed.

2-7.  COVERNING AUTHORITY. In the event of a conflict between instruc-
. tions in TPP 904 and this regulationm, this regulation will govern.

FOR THE ADJUTANT GENERAL:

COL, GS, NMARNG
Technician Personnel Officer

ANNEX A - Contents of The 0ff1c1al
Perscnnel Foldcr

Distribution X
A, B,C,F,G,H 1
ANG - 50
NFFE - 25
CSMS - 8
MATES - 6



