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SUPERVISORS' FILES AND RECORDS

1. PURPOSE. To outline regulatory provisions for the maintenance and use of records and files pertaining to civilian employees. These are subject to review by the Office of Personnel Management and Department of the Army during inspection of civilian personnel management program.

2. STANDARD FORM 7‑B, DA FORMS 80 AND 80‑A, OR OF‑4B (EMPLOYEE RECORD CARD).

   a. General. The purpose of the employee record card is to informally but systematically record information needed by the immediate supervisor to carry out his/her assigned personnel management responsibilities. This file will be maintained at the lowest supervisory level which has been delegated authority to make performance appraisals or at that point where all interested supervisors may have access to the file with little trouble or loss of time. The record should be maintained to the extent possible so as to preclude access to it by persons who have no official need for the information. Employees will not be required to initial any entries. Upon receipt, an employee will be permitted to review his/her own employee record card. Because this card is forwarded to the gaining supervisor when an employee is reassigned within the installation, it should represent an accurate record and a fair evaluation of performance and conduct.

   b. Establishment. The Civilian Personnel Office will forward a blank employee record card and a letter of instructions for its completion to the organization where each new employee is assigned.

   c. Maintenance. The employee record card file will be arranged alphabetically by employee name or may first be divided by organizational subdivisions and then alphabetically by employee name. Information will be kept current as indicated below.

      (1) Personnel actions will be documented from Standard Form 50 (Notification of Personnel Action) or from Standard Form 52 in the case of details.

      (2) Performance appraisals will be recorded at the time the rating interview is given or when ratings of other than "Satisfactory" have been approved.

      (3) Training courses will be posted from DA Form 750 (Record of Training) on‑the‑job training will be recorded if training was accomplished on a planned basis.

      (4) Home address, emergency addressee, telephone number, etc., will be changed upon notice from the employee. This information will also be transmitted by DF or Fonecon to the Civilian Personnel Division, 368‑8323, so official records may be kept current.

      (5) Informal evaluations, oral commendations, and oral warnings or reprimands will be documented to enable the supervisor to make the annual performance rating properly and to conduct rating interview as required by Ft Leonard Wood Regulation 690‑2, Performance Evaluation and Rating Plan.

   d. Disposition.

      (1) When an employee is reassigned within the installation, the supervisor will post the new position data from SF 50 (Notification of Personnel Action) and forward both forms to the gaining organization.

      (2) Record cards of employees separated from employment at the installation, except those entering military service, will be destroyed.

3. MILITARY SERVICE FILE. The employee record card of employees separated for military service who have restoration rights will be arranged in alphabetical order and will be maintained as a separate subdivision of the employee record card file. Employees in military service will be considered for promotion in absentia, in accordance with paragraph 7a, Ft Leonard Wood Regulation 690‑10, Merit Promotion Plan.

4. JOB DESCRIPTION FILE.

   a. Establishment. The official job description file is comprised of job descriptions, DA Form 374, for each established position in the organizational segment. This file may be organized by job number or any other order as desired for use in day‑to‑day supervisory relationships.

_______________________________________________________________

*This regulation supersedes FLW Regulation 690‑7, 15 March 1979.

   b. Maintenance.

     (1) Upon establishment of new positions, the Civilian Personnel Division will forward one copy of the position description to the immediate supervisor to be filed in the job description file.

     (2) Following the assignment of an employee to the new position, a job description will be attached to SF 50 (Notice of Personnel Action) and forwarded to the supervisor for action required by paragraph 2c(1) above and subsequent presentation to the employee. If no SF 50 is required, the employee's copy of the job description will be forwarded by Optional Form 41 (Routing and Transmittal Slip).

     (3) Inactive Job descriptions will be destroyed.

5. REFERENCES

   a. FPM Chapter 295, Subchapter 7.

   b. CPR 295‑7.


The proponent agency of this regulation is the Civilian Personnel Office. Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications) to Cdr, USATC Engr and Ft Leonard Wood, ATTN: ATZT‑CP‑CT, Ft Leonard Wood, MO 65473.
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