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Office of Personnel Management § 293.306

those agency systems of records will be
subject both to the regulations con-
tained in this part and to agency pro-
mulgated regulations that implement
the Privacy Act.

§ 293.203 Review of Office or agency
practices.

Reviews of agency personnel manage-
ment policies and practices will be con-
ducted to insure compliance with Of-
fice regulations. The Office may direct
agencies to take whatever corrective
action is necessary. Office or agency
officials who have knowledge of viola-
tions of these regulations shall take
whatever corrective action is nec-
essary. Agencies shall list officials of
the Office of Personnel Management as
a routine user for personnel records to
assist the Office in its oversight re-
sponsibilities.

Subpart C—Official Personnel
Folder

AUTHORITY: 5 U.S.C. 552, 5 U.S.C. 552a; E.O.
12107 (December 28, 1978); 5 U.S.C. 1302, 3 CFR
1954–1958 Compilation; 5 CFR 7.2; E.O. 9830; 3
CFR 1943–1948 Compilation.

SOURCE: 50 FR 3309, Jan. 24, 1985, unless
otherwise noted.

§ 293.301 Applicability of regulations.

This subpart applies to, and within
this subpart agency means, each execu-
tive department and independent es-
tablishment of the Federal Govern-
ment, each corporation wholly owned
or controlled by the United States, and
with respect to positions subject to
civil service rules and regulations, the
legislative and judicial branches of the
Federal Government.

§ 293.302 Establishment of Official Per-
sonnel Folder.

Each agency shall establish an Offi-
cial Personnel Folder (OPF) for each
employee occupying a position subject
to this part, except as provided in
§ 293.306. Except as provided in the Fed-
eral Personnel Manual, there will be
only one OPF maintained for each em-
ployee regardless of service in various
agencies.

§ 293.303 Ownership of folder.
The OPF of each employee in a posi-

tion subject to civil service rules and
regulations is under the jurisdiction
and control of, and is part of the
records of, the Office of Personnel Man-
agement (the Office).

§ 293.304 Maintenance and content of
folder.

The head of each agency shall main-
tain in the Official Personnel Folder
the reports of selection and other per-
sonnel actions named in section 2951 of
title 5, United States Code. The folder
shall contain long-term records affect-
ing the employee’s status and service
as required by OPM’s instructions and
as designated in the Guide to Personnel
Recordkeeping.

[58 FR 65533, Dec. 15, 1993]

§ 293.305 Type of folder to be used.
Each agency shall use only OPFs

from Office of Federal Supply and
Services stock (Standard Form 66) for
the folders required by this part.

§ 293.306 Use of existing folders upon
transfer or reemployment.

When an agency hires a person who
has served on or after April 1, 1947, in
a position subject to this part, it shall
request the transfer of the OPF per-
taining to the person’s employment.
The folder so obtained shall be used in
lieu of establishing a new OPF. In the
event that the prior service occurred
wholly before April 1, 1947, the agency
shall request any files or records that
may be located in the Federal records
storage center. The request shall note
that because of the dates of service
there will likely be no OPF. Any such
file or record found for this individual
shall be incorporated into the OPF
being established for the employee.

(a) When a person for whom an OPF
has been established transfers from one
agency to another, the last employing
(losing) agency shall, on request, trans-
fer the OPF to the new employing
agency.

(b) Before transferring the Official
Personnel Folder, the losing agency
shall:

(1) Remove those records of a tem-
porary nature filed on the left side of
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