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Nature of Action
Effective Date
Position Title & Number
Organization
Salary or
Pay Rate
Pay Plan
Grade/ Step
Disclosure of requested data is voluntary; however, if an individual refuses to provide the information for official use it may be obtained from 
other records.
To ensure all appropriate records an employee's performance are retained and available to agency officials having a need for the
information; to support action based on the records; for use by the office in connection with its personnel management evaluation role
in the executive branch; to recall employees to duty during an emergency; to notify next-of-kin in the event of an emergency; to
prepare office rosters, to prepare personnel actions; to issue a security clearance; and other administrative requirements.
Sections 1104, 3321, 4305, and 5405 of Title 5, U.S. code and Executive Order 12107.
Disclosure:
Purpose & Use:
Authority:
Privacy Act Statement
ALT EMERGENCY POC NAME & PHONE(S):
EMERGENCY POC NAME & PHONE(S):
HOME ADDRESS:
NAME:
EMPLOYEE RECORD
PHONE:
DATE OF BIRTH:
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Disclosure of requested data is voluntary; however, if an individual refuses to provide the information for official use it may be obtained from 
other records.
To ensure all appropriate records an employee's performance are retained and available to agency officials having a need for the
information; to support action based on the records; for use by the office in connection with its personnel management evaluation role
in the executive branch; to recall employees to duty during an emergency; to notify next-of-kin in the event of an emergency; to
prepare office rosters, to prepare personnel actions; to issue a security clearance; and other administrative requirements.
Sections 1104, 3321, 4305, and 5405 of Title 5, U.S. code and Executive Order 12107.
Disclosure:
Purpose & Use:
Authority:
Privacy Act Statement
INFORMATION, REMARKS, DATES OF COUNSELING/ TRAINING/ AWARDS, ETC
PHONE:
DATE OF BIRTH:
ALT EMERGENCY POC NAME & PHONE(S):
EMERGENCY POC NAME & PHONE(S):
HOME ADDRESS:
NAME:
EMPLOYEE RECORD
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