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DEPARTMENT OF GENERAL SERVICES Office of Human Resources
Before proceeding with an Official Personnel File (OPF) review, Department of General Services (DGS) hiring supervisors/managers shall have prospective employees complete an Authorization to Release Information (DGS OHR 18) form. Once the candidate has signed the release form, use the California Personnel Office Directory to find and contact the Human Resources office at the candidate's current employer to request an appointment to review their personnel file. 
Utilize this form to document pertinent information for each candidate that you have interviewed, as this document is a requirement of DGS' eRPA Record Retention process. 
Before proceeding with an Official Personnel File (OPF) review, Department of General Services (DGS) hiring supervisors/managers shall have prospective employees complete an Authorization to Release Information (DGS OHR 18) form. Once the candidate has signed the release form, use the California Personnel Office Directory to find and contact the Human Resources office at the candidate’s current employer to request an appointment to review their personnel file. Utilize this form to document pertinent information for each candidate that you have interviewed, as this document is a requirement of DGS’ eRPA Record Retention process.
Part I - EMPLOYEE INFORMATION
Part 1 - Employee Information
Part II - PROBATION REPORTS/INDIVIDUAL DEVELOPMENT PLANS/PERFORMANCE APPRAISAL SUMMARIES
Part 2 - Probation Reports/Individual Development Plans/Performance Appraisal Summaries
Upon reviewing the employee’s OPF, make note of any Probationary Reports, Individual Development Plans, and Performance Appraisal Summaries. Please complete the information below for each report in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed.  Does the employee have any Reports of Performance for Probationary Employee, Individual Development Plan, or Performance Appraisals?
Upon reviewing the employee’s OPF, make note of any Probationary Reports, Individual Development Plans, and Performance Appraisal Summaries. Please complete the information below for each report in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed. Does the employee have any Reports of Performance for Probationary Employee, Individual Development Plan, or Performance Appraisals?
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Date of report
Issuing Department
Issuing Department
Classification
Classification
Overall Rating
Overall Rating
Comments
Comments
Part III - COMMENDATIONS
Part 3 - Commendations
Upon reviewing the employee’s OPF, make note of any commendations including letters of recommendation, certificates, or commendations from supervisors. Please complete the information below for each document reflecting a commendation in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed.  Does the employee have any commendations?
Upon reviewing the employee’s OPF, make note of any commendations including letters of recommendation, certificates, or commendations from supervisors. Please complete the information below for each document reflecting a commendation in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed. Does the employee have any commendations?
 Number
Number
Document Type
Document Type
Date of Report
Date of report
Issuing Department
Issuing Department
Classification
Classification
Overall Rating
Overall Rating
Comments
Comments
Part IV - ITEMS OF A NEGATIVE NATURE
Part 4 - Items of a Negative Nature
Upon reviewing the employee’s OPF, make note of any negative items, including formal or informal counseling memos, adverse action memos, or disciplinary memos. Please complete the information below for each document reflecting a negative entry in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed.  Does the employee have any items of a negative nature in their OPF?
Upon reviewing the employee’s OPF, make note of any negative items, including formal or informal counseling memos, adverse action memos, or disciplinary memos. Please complete the information below for each document reflecting a negative entry in the file by using the (+) sign to add additional lines, or the (-) sign if any lines need to be removed. Does the employee have any items of a negative nature in their OPF?
 Number
Number
Document Type
Document Type
Date of Report
Date of Report
Issuing Department
Issuing Department
Classification
Classification
Overall Rating
Overall Rating
Comments
Comments
Part V - OTHER
Part 5 - Other
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