
YOUR RECORD OF SERVICE 

This is for your use in keeping a complete record of your Federal employment. You are urged to keep it up to date. Enter every 
personnel action as you receive notice from your Personnel Officer—appointment, promotion, change in position, transfer, etc. 
You will find it helpful many times during your working career; when you retire, or are otherwise separated from the service, it 
may be the means of helping to establish your complete record of service. 
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