Disposition of Separated Employee Records

The National Personnel Records Center's (NPRC) Federal Records Center Program maintains the Official Personnel Folders (OPF) of former Federal civilian employees whose employment ended after 1951 and remain in the legal custody of the Office of Personnel Management (OPM). 

Please note: OPFs are retired to the center within 120 days after separation from Federal employment. If less than 120 days have elapsed since separation, write to the last employing Federal office.

Former Federal Civilian Employees (the person of record): may obtain copies of most civilian and personnel medical records on file at the NPRC, including copies of the Standard Form 50 (Personnel Action) via written request.
Each request must be signed (in cursive) and dated (within the last year). Please identify the documents or information needed and explain the purpose of your request.

	[bookmark: Contact]Certain basic information needed to locate civilian personnel records, includes: 

	
	1. Full name used during Federal employment

	
	2. Date of birth

	
	3. Social Security Number (if applicable)

	
	4. Name and location of employing Federal agency

	
	5. Beginning and ending dates of Federal service



	Written requests (signed and dated) may be mailed or faxed to: 

	
	
National Personnel Records Center, Annex 
1411 Boulder Boulevard 
Valmeyer, IL 62295
Fax: 618-935-3014
http://www.archives.gov/



	For information on:
	

	
	

	[bookmark: sources]Retirement Services write to:

U.S. Office of Personnel Management
Retirement Operations Center 
Post Office Box 45 
Boyers, PA 16017
	Reinstatement to Federal employment write to:

Office of Personnel Management 
Employment Service 
1900 E Street, NW 
Washington, DC 20415



Retain this information in your employment records for future reference.
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