
Disciplinary/Adverse Action Case File Template
	Temporary Records – Some should not be included in a permanent record
	
	Permanent Records – This side is the permanent record of the action

	
	
	

	Chronology of Events*1
	
	Employee’s Most Recent SF-50 of Record (before action is taken)

	Disciplinary/Adverse Action Worksheet*2
	
	Proposed Action or Actual Action if a Reprimand

	Witness Interview Notes*3
	
	Documentary Evidence*4

	Copies of Relevant Laws, Regulations, Policies
	
	Photographs

	Copy of Relevant Collective Bargaining Agreement Provisions
	
	Identification and Location of Non-documentary Evidence *5

	Copies of Relevant Case Law & Citations
	
	Copies of Prior Warnings, Restrictions

	Employee’s Position Description
	
	Copies of Prior Disciplinary Actions (Incl. SF-50s)

	Like Case Analysis within Organization
	
	Final Reply Meeting Notes (if oral reply made)

	Proposed Disciplinary/Adverse Action Worksheet*6
	
	Employee’s Written Reply (if made)

	Draft Charges and Specifications
	
	Decision Letter

	Draft Just Cause or Efficiency of the Service Rationale
	
	SF-52 (Request for Personnel Action) Initiating Action

	Agency Boilerplate *7
	
	SF-50 (Notice of Personnel Action) 

	Draft Proposal or Action, if a Reprimand *8
	
	Completed Agency Termination Checklist *10

	Draft Reply Meeting Notes *9
	
	Table of Contents (Included Documents/Evidence)

	Draft Douglas Analysis *11
	
	

	Table of Offenses and Remedies
	
	

	Drafts of Decision Letter
	
	

	Draft List of  Documents (to turn into the table of contents)
	
	


*1 See http://www.fedsmith.com/article/995/ Federal Manager's Disciplinary and Adverse Action Working Papers
*2 See Above
*3 See Above
*4 Paper items e.g., time cards, leave requests, sworn witness statements, etc.
*5 Anything that cannot be filed, e.g., allegedly stolen property, employee hard drive, etc.
*6 See http://www.fedsmith.com/article/1011/ Proposing Discipline: A Worksheet for Managers
*7 EAP Statement, right to reply paragraph, representation paragraph, material relied upon paragraph, etc.
*8 See http://www.fedsmith.com/article/1404/  What Every Federal Manager Needs to Know Before Deciding What Action to Take for Employee Misconduct
*9 Written draft notes will generally be turned into a formal copy excluding any shorthand, abbreviations, etc.
*10 Most Agencies have an exit checklist for those leaving employment.  This may have to be modified for employees leaving under adverse circumstances.
*11 See *8 Above.
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Manila or other file folder
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