Manager’s Working File
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	Section 1 

	|_|
	Copy of Emergency Information Form

	|_|
	Copy of Position Appointment Letter

	|_|
	Copy of Application for current position

	|_|
	Resume

	
	

	
	












	
	Section 2

	|_|
	Copy of Personnel Actions/Requests

	|_|
	Copy of Work out of Class documents

	|_|
	Copy of Leadwork documents

	|_|
	Copy of Notice of Layoff or Resignation  

	
	

	
	













	
	Section 3 

	|_|
	Copy of Performance Appraisals and any enclosures, responses, or rebuttals (three most recent  – current on top)

	|_|
	Copy of Position Description & Organizational Chart

	
	

	
	










	
	Section 4 

	|_|
	Supervisor’s notes of conversations/counseling

	|_|
	Letter of expectation and Work Improvement Plan

	|_|
	Status reports and milestones of employee

	|_|
	Copy of Letters of commendation, reprimand, suspension, demotion (for current position, applicable times, etc.)

	|_|
	Copy of correspondences that may affect upcoming performance appraisal (positive or negative)

	|_|
	Complaints or concerns from the employee

	|_|
	Copy of grievances and responses (with supporting documentation)

	
	

	
	














	
	Section 5 

	|_|
	Copy of Checklist received from employee documenting compliance with directive of review policies

	|_|
	Copy of required licenses for the current position

	|_|
	Training List/Record

	|_|
	Training Checklist

	|_|
	Employee Assigned Property Tracking Form 

	
	

	
	













	
	Section 6 

	|_|
	Leave balances

	|_|
	FMLA/OFLA tracking sheets 

	|_|
	Copy of FMLA/OFLA Letter, Worker’s Compensation Letter, Work Restrictions Notification, Incident Report Form

	|_|
	Copy of Final Timesheets (at least last 12 months)

	
	

	
	



