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70.2   Requests for Official Personnel Folders.
70.2.1   Introduction.  This section establishes the custody of and the procedures for requesting Official Personnel Folders (OPF’s).  TIGTA OPF’s are located at BPD/ARC in Parkersburg, West Virginia.  BPD/ARC files documents in the OPF’s according to personnel record keeping requirements.

An OPF contains personal information covering an employee’s Federal employment history.  This information must be protected against unwarranted invasion of personal privacy.  Access to and the use of OPF’s is restricted to TIGTA personnel in the performance of their official duties.  Requests for information will be handled with Freedom of Information Act and Privacy Act regulations.

70.2.2   Authorities Section.  OPF maintenance is governed by the following:

5 CFR 293 and 297

5 U.S.C. 552a  

70.2.3   Requests from Managers or SIID Special Agents Conducting Internal Investigations.  A manager or SIID special agent conducting an internal investigation should first contact BPD/ARC to determine if the needed information is available from an alternative source.  If the needed information is not available from other sources, the manager or SIID special agent will request by email the OPF from the any point of contact listed in Processing Operations Branch on TIGTA’s BPD/ARC Human Resources Contacts List.  BPD/ARC will provide official copies of the OPF or of the specific information needed by the manager or SIID special agent.

70.2.3.1   Security.  The manager’s or SIID special agent’s request implies full responsibility for adhering to all Privacy Act provisions and full responsibility for the security of the information.  Managers or SIID special agents will ensure the OPF information is are stored in a metal file cabinet that is locked when the folder is not in use, in a secured room, or an alternative storage facility that provides the same or greater degree of security.  Access to the information will be limited to personnel with an official need to access the information.  Official copies will be properly disposed of when no longer needed.

70.2.4   Requests from Chief Counsel.  All Chief Counsel employees may request OPF’s in the performance of their official duties.  The Chief Counsel employee will request the OPF by email from the any point of contact listed in Processing Operations Branch on TIGTA’s BPD/ARC Human Resources Contacts List.  Official copies will be provided unless originals are required.  

70.2.4.1   Security.  The Chief Counsel employee’s request implies full responsibility for adhering to all Privacy Act provisions and full responsibility for the security of either the official copy of the original OPF until the original OPF is returned to BPD/ARC.  Chief Counsel employees will ensure OPF information (either official copy or original) is stored in a metal file cabinet that is locked when the folder is not in use, in a secured room, or an alternative storage facility that provides the same or greater degree of security.  Access to the information will be limited to personnel with an official need to access the information.  Official copies will properly disposed of when no longer needed.

70.2.4.2   Filing and Removal of Documents from Original OPF’s.  Only BPD/ARC is authorized to file and remove documents from the original OPF.  A Chief Counsel employee may temporarily remove documents for photocopying purposes only.  These documents will be returned to their proper place in the OPF once photocopied.

70.2.4.3   Returning Original OPF’s.  Chief Counsel employees may retain the original OPF until the matter prompting the request is resolved, e.g., until the matter is settled or an administrative tribunal or Federal court issues a final order.  Chief Counsel employees should communicate with the BPD/ARC representative regarding the length of time he/she expects to retain the OPF.  Original OPF’s will be returned through express delivery such as UPS to enhance tracking capability if the original OPF is lost during shipment back to BPD/ARC.

70.2.5   Requests from Employees.  Employees wishing to review the information in their OPF’s should first review HR Connect.  HR Connect contains summary information on a wide variety of personnel issues for each employee.  If additional information is needed, employees may request their OPF information by emailing any point of contact listed in Processing Operations Branch on TIGTA’s BPD/ARC Human Resources Contacts List.  Official copies will be provided to the employee.

70.2.6   Requests from OPM Investigators.  OPM investigators needing access to OPF’s during background investigations should contact the Director, Human Capital and Support Services, who will refer them to the appropriate BPD/ARC Human Resources Specialist to arrange for review of the OPF in Parkersburg, West Virginia.

