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Topic: Management of Inactive Official Agency Personnel Files

Upon the termination of an employee from state service, current OSER policy requires the Official Employee Personnel Record (OSER Form DMRS-3) to be transferred to the State Records Center (SRC). At termination from state service the agency will retain these records for one year at the agency plus seven years at the State Records Center. When an employee transfers from one state agency to another, OSER policy requires the former or sending state agency to transfer the Official Employee Personnel Record to the new or receiving agency.

This policy applies to permanent, project and limited term employees, both in the classified and unclassified state service. Supervisors should not send working copies of P-files to the State Records Center. Supervisors should destroy copies of their working P-files once they no longer supervise the individual employee. This is authorized by the General Records Schedule Human Resources and Related Records, October, 2010.

Upon arrival at the State Records Center, the employees full name, social security number, and termination date are entered into an electronic database. P-files in the database are retrievable by name, social security number and a unique computer assigned identifier.

Periodically the State Records Center notifies OSER and provides them with a list of those P-files that have reached the required retention period. The Policy Advisor of the OSER Division of Merit Recruitment and Selection is responsible for authorizing destruction of these P-files under controlled and confidential conditions.

OSER covers the cost of entering the key information into the SRC database (at the current rate of $1.10 per entry) and storing the files for the required retention period (at the current rate of $0.01 per folder per month). If an agency’s personnel office requests retrieval of a P-file, that particular agency is responsible for the retrieval charge. If an individual requests the retrieval, and OSER approves the request, OSER covers the cost. There is currently no charge to refile P-files at the SRC.

Agencies hiring former state employees who worked for the state within the last 8 years, are authorized and responsible for retrieval and reactivation of the former employee’s existing P-file. The hiring agency may retrieve the P-file after it makes an offer of hire. All other access to P-files including release of the P-file to the former employee is restricted and must be approved on a case by case basis by the Policy Advisor of the OSER Division of Merit Recruitment and Selection.

Agency Personnel Offices should carefully enter the last name, first name, middle initial, SSI # and the termination date in a spreadsheet. The spreadsheet should be emailed to DOADEORecordsCenter@wisconin.gov . Alphabetizing the files is not necessary. A SRC staff member will contact you regarding pickup of the P-files for storage upon receipt of the email.
If you have further questions call or email the SRC Order Desk at (608) 266-2995, DOADEORecordsCenter@wisconsin.gov, or the State Records Center Supervisor at (608) 264-9506.
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