Personnel Administration Alert
2013-19
Issued 11.01.2013

Please distribute this alert to any users within your agency who are responsible for personnel administration.

Electronic Official Personnel File 

· Information regarding a revision to the e-OPF required document list
The document “Letter - Notice of Resignation/Retirement from Employee” business owner designation has been updated to reflect the agency as the business owner.  These letters should be treated the same as ADLS letters and/or other documents that originate at the agency. 
The revised list of e-OPF required documents is available on the OA-HR website.  You can find the e-OPF Web page link under Workplace Support > Tools & References as shown below.
[image: image1.png]OA Home

Information Technology

Human Resources
Benefits.

Classification &
Compensation

Employee Relations

Equal Employment

ing & Separation

Leave

Disability Services

Drug & Alcohol
Testing

Required Postings

Human Resources

‘Workplace Support

HR professionals support the needs of employees in the workplace by ensuring a safe, healthy, and
productive workplace that takes into consideration the needs and essential functions of each employee as
well as specific legal and policy requirements. Experts manage and promote a variety of workplace support
programs that help employees do their best work to provide public services.

Workplace Support Programs

+ Drug & Alcohol Testing
« Workplace Violence
+ State Emplovee Assistance Program (SEAP)

Related Programs

« ADA/Disability Services
« safety
« Workers' Compensation

Tools & References

« Workplace Support Policies
+ Reauired Workplace Postings

+ Communicable Disease Information

« Substance Abuse in the Workplace

« Electronic Official Personnel File




Questions? 
If you have any questions regarding Electronic Official Personnel File, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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