ADVERSE ACTION PACKAGE CHECKLIST

All adverse action packages should include the following document:
(
GS 1000 – Complete all areas and obtain all signatures 

(Obtain Deputy Director Signature if rejection on probe, dismissal, or demotion)
( 
GS 62 (List documents from OPF and give description, analysis, and recommendation)
( 
Detailed Chronology of incidents—issue, impact, and corrective action 

(Include a brief description of issue)
(
Duty Statement
(
Org Chart
(
Copies of Corrective Discussion Memos (or Letters of Instruction- BU14)
(
Performance Evaluations (IDP) /Probation Reports (support or not support action)
(
Copies of informal counseling (e-mails, written notes, daily reports, etc.)
(
Copies of written policies, procedures, and Branch Directives
(
Witness Statements (signed and dated)
(
PIMS History
(
PAL records supporting attendance problem for AWOLs or adverse action
(
Copies of Law Enforcement Reports
(
Copies of surveillance tapes (if applicable)
(
Copies of approved/denied MSA documents
(
Status of WC, RA, FMLA, SDI, NDI, EEO, Grievance, Mediation (If known)
(
Copies of letter from addressing findings of workplace violence/misconduct complaint, or 
discrimination/sexual harassment complaint respectively including anything from EEO or 
BOPP
( 
Review OPF for documentation that supports or diminishes validity of action
NOTE:  All AWOL and Pay Release Documentation goes to the Transactions Staff Services Manager.
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