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Electronic Official Personnel File (e-OPF)
Conversion Info Sheet
as of February 15, 2013


E-OPF paper file conversion sheet instructions:
1. Complete this form for DOR for each batch of paper OPF files prepared for scanning
2. Email completed form after bar code sheets have been printed and files are ready for pick-up

	Agency Billing Information

	Agency Name/Business Area:
	(Example: Department of Aging)
	(Example: 10)

	Fund Code:
	

	Cost Center:
	

	GL:
	

	Agency Billing Contact

	Contact Name:
	

	Contact Business Address:
	

	Contact Business Phone/Email:
	Phone:
	Email:

	Paper Files Pick-up

	Pick-up Contact Name:
	

	Pick-up Contact Phone/Email:
	Phone:
	Email:

	Building Name Where Files are to be Picked-up:
	

	Building Street Address:
	

	Additional Address Info:
	

	City, Zip:
	City:
	Zip:

	Special Notes:
	

	Number of Items (boxes):
	
	Total # Bar Code Sheets:

	Today’s Date:
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