							                     12293		                      


                                                                                   (Date)						                               							





From:	 (Requesting employee), (Employee’s Code)


To:     Head, Human Resources Service Center NE, Record Service


         Branch, Code 51.6, Bourse Building, Philadelphia, PA 


         19106-2598


Via:	Human Resources Advisor, Human Resources Satellite Office,          


         Code 734000B, Highway 547, Lakehurst, NJ 08733-5055





Subj:	REQUEST TO REVIEW OFFICIAL PERSONNEL FOLDER (OPF)





1. I hereby request my OPF be forwarded in care of the undersigned Human Resources Advisor for my review. 





                                                


                                               (s)


                                               Requesting Employee


																        


FIRST ENDORSEMENT 





From:  (HRA’s name), (HRA’s code), Human Resources Satellite Office





1.  Check the following as appropriate, then forward: 





     a.  [ ] I recommend forwarding the OPF as requested.  The OPF should be addressed to me and I will retain it in my custody until it is returned to your office.





     b.  [ ] I have discussed the employee’s request
