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provisions of Givj,l Service co i .

'8y 1969 rescribing the use oi? ’pha a.ttached

c.s,, Fo;m 001 ;on ihq urpose’ of establishing a standgaig;zed msten
of" personnel ;-ecorda pxa.nq,gement in ’phq government gery ce, the

- following information and“instruct:lona are hereby iss or t.ha

S gqidance of all ooqgerned. N v R ,
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’ B a.vaq.labj,lity' of: adequaf;a Momation for JudLiciou ecision’ . - ‘

) paking in pemggnne% gx;t%o nand ».éilin elg fg;:ilita.te the- collec- X
o 'r bign of accyrale o ata 1igpergo '
o tratigq whiel Ea" 2 en ig %al} 2 ei‘fectgge progra
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S ' a. ‘l‘ype or print data esked for, Spacee for “GODE'} shoq].d be :
0 1eft blank,’ E , S

K b. Ini‘bial dat.a. to be entered in this form sha.ll ‘pe as of L

‘applicable,' ST

ln Hhen ggg Where to f:_i,l_e_ - Each monthly emPloyee should accomplisl; o ‘
e “only ong form, Each office concerped should forward tl}epe ) ey
‘bunch to the central office not later than May 31 ,197 . i SR L ¢
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Items .'L tq\,B :

- 'J.‘hese are self—explanatory However 4}: 1 |en} 3¢ carq .
shquld be made in’ :ecording the da,te of’ birt.h‘ much ag -+
practicable it should bg verified from legal roumenta such S
" . a3-the birth qr ba gﬁi fql oertiﬁt;ate 8o as tq tglly witl; C
~ these records, Also, the number of units in MA
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Ttem 9 = National and mcecuuye Branch should be marked (x)
Ttem 10 - Should be f;s,uea thug - omoa OF THE® ms.smzm,
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o S : A employee within t- prganization gtructires of the 0ffice,
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IR . . Bquipment mer; Supvg. Givil Engineer I;I, ecq;gi_g .
o oL DERlGER gy ebey ; S ,

S I P 1.5 - ﬂFirat day of gave.mment. aery:).ce'! refe;-s po the actual S
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': appo:lfntauent, .

A ;ten; 16 - “Date laBt p;'mnoted" ;'eferp to the dapg tl}g employee waa s
SR TR - gxt.ax;dgd an sppeintment to a.nopheg i:sition of* ﬂ%eg
' i, ST, ;. . ?aﬂk tn ag ;;lctg an'ap i &rﬁ 11-, ﬂw
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S ‘ appo:l.ptment« 12 the gppointment was previocusi ~approved ag T
cv:!.s:l.onal and has nob yet beeu reyieyzed by ‘?9 Civil Service o
gﬁmsdon, leave this :[,tem blanka BN o

Item 23 -~ For NIA puppoaas, l!Category of Service‘! ia eit,her Gompet:l.- )
""" tjve ar Nop-competitive,‘ The competitive mervice imcludes
e . positions for appoiptmept’ to yE{ocE prIog' cgtq.;m i
o o ' an appropri ate examination is required, ‘Non=con o
- o ' " embraceg the following NIA positions; .. sutemative servicg=! . '
PR o ‘man, Bindery Helper, Dilchtender, Qatekeaper, Duplicating B

B - : Machine Operator, Machnie Helper, Pump Dpuq,'por, Swrvey S

L Aids I, Laborer and Janitor,

Item 2l -~ A position 1s "Snpervisory‘! if the employae ia rospoqqiblq R -

3 _ for the work of others in'the achieyemepb'of & partioular <7

b tagk, He ig in charge of peoplej he assigp and’ reviews Al SR
TR , : thei.r workj and he rates their pertomnce, Otherwiaa, the - ..

position ia ' Mon-Supervisory', e

. Item 25 = To be filled up by the Central Office, - '

Item 26 - An employee ig "detailed" if he- is asaignqd to work in Q,nothqr 'j} 4
7 division depart;nent, op agency other thaq tt;q ons ‘where };e ig T

, ragular mployeq or to perform within the same diviajop, -~ ... f

‘ deparmentg ar agency a lclnq of work Vhicl} ia diffe}'ont fgmg R 4
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" An, employee 18 Wpot detailed to any ot.};ar of#ica" if he

yarks with the division, bureau and qapaptmeqt pq whioh

‘ hia ppaition hag been #llocated, Y

Fen 27 ~- Not appucgble to N4, O

0 - RNORD OF TRAINING, S&VIGE REOQ?D, OTHER QUAI.IFIOATI(NS’
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2, This form shall be the prinary souroe of inform‘g‘bion of ‘the

should he dutailed and acourate,

S 3. Awa;‘da m' comendations recelved by the employee togethp;' w:ltl; :

- books published, articles written, or paparg p;:qaqnteq"t,o oon=

ferences’ ahould be properly recorded, Details g gut ’09983, 8‘&"1} ¥

as date, topic, apd spurce’ ghauld bg 1nd:lcated

bie 'The performance ratingq of tha esnployee for 1962 and 19'(0 ahould
be entarad dn this form.
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