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Supervisor Work Folder 

Remember: MyBiz/MyWorkplace replaced some of what used to be 
maintained in the supervisor work folder for example:  

– NGB Form 904-1 

– HRO form 430 (signed performance standards) 

– Last three signed performance appraisals (three years out)  

    

What the supervisor work folder should contain: 
 Current, singed/certified position description with cover sheet (OF 8) 

 Copies of current OWCP actions; CA-1, CA 17…. 

 Letters of commendation, counseling, or reprimand  

 Optional – Copy of most recent SF52 assigning person to position 

 Optional -  Leave tracking log to monitor leave balances  

 

What the supervisor work folder should NOT contain: 
– SF50’s (provided in MyBiz) 

– Employee Assistance Information 

– Supervisor personal notes on employee that are not a matter of record 
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