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ARTI CLE XIV
OFFI CI AL PERSONNEL FOLDERS

SECTI ON 1. Enpl oyees are encouraged to safeguard and

mai ntain the original docunments provided to themas a result
of personnel actions affecting their enploynent, thereby

m nim zing the need to request any additional copies.

Enpl oyees are encouraged to keep their personnel files up-
to-date and may request to review their Oficial Personnel
Fol der .

SECTION 2. Upon request of the enployee their Oficial
Personnel Folder will be made available to them or to their
desi gnated representative. The Oficial Personnel Folder
cannot be renoved fromthe Cvilian Personnel Ofice. A
reasonabl e anobunt of adm nistrative excused tinme may be
granted for this purpose.

SECTION 3: When a bona fide need is denonstrated, an
enpl oyee may request and will be provided a copy of
docunents maintained in their Oficial Personnel Folder,
wi thin a reasonable period of time, provided such
docunents may be reproduced in accordance with governing
di rectives.

SECTION 4. Derogatory material of any nature which m ght
refl ect adversely upon the enpl oyee’s character or career,
will not be placed in the O ficial Personnel Folder w thout
their prior know edge.

SECTION 5. Letters of reprimand wll be renoved fromthe

O ficial Personnel Folder upon expiration of the time limts
specified in the action or when renoval is otherw se
directed by appropriate authority.



