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 Employee Personnel Files
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The following are recommended contents for employee personnel files:

For Current Employees

· Employment application 

· Resume (if offered)

· Letter of recommendation (if any)

· Employment offer letter

· New employee orientation checklist

· Benefit enrollment beneficiary information

· Employment agreement (if any)

· Copy of original payroll set-up sheet

· Copies of performance evaluations, goals, and objectives

· Copies of all disciplinary actions, any dispute procedure documentation and results

· Requests for any policy exceptions

· Requests for leaves of absence (if this contains medical information, place in separate medical file.     

· Copies of complimentary letters or notes

· All notices with appropriate signature for all salary or status changes

For Separated Employees

Copy of resignation 

COBRA notification

Notes:  IRCA documentation (I-9) forms must be completed and should be kept in a separate file. Medical information must be kept in a confidential envelope or separate folder.  Any EEO/AA information must be kept separate.  Reference checks must be kept in a confidential envelope or separate job file.
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