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This bulletin provides guidance on the requirement to retain recommended ratings that are generated during the performance rating process in NSPS.  This requirement was confirmed by the NSPS PEO in October and December 2008.  NSPS recommended ratings, to include any changes made to the recommended ratings before they becomes final, are records for the purposes of the Privacy Act and Freedom of Information Act and should be retained.  
All NSPS rating officials should be aware of this requirement.  They should generate a copy of the original recommendation and save it, prior to making any changes directed by the higher level reviewer.  This can be done in the Performance Appraisal Application (PAA) by selecting the Print option from the action drop-down menu on the PAA main page for each employee.  We recommend generating the DD Form 2906 version of the appraisal, rather than selecting individual sections, and saving an electronic copy of the PDF document.  This should be done whether the higher level reviewer wants changes or not, in order to have a complete record.  These original recommendations should be retained by the rating official until the pay pool process is completed, then turned over to the pay pool administrator or the appropriate personnel office for storage in accordance with the Army and DoD Privacy Programs and applicable systems notices.

Pay pool administrators should also generate a copy of all appraisals going into the pay pool panel meetings (using the View/Print Employee Appraisal Info selection on the CIV Pay Pool Administrator menu) and store those copies as described above.  This would normally be a copy of the same initial report that is used by the pay pool panel.
If you have sub pay pools, an updated version of the same View/Print Employee Appraisal Info report must be generated and saved after the sub pay pool panel(s) have completed their work, prior to the appraisals going into the main pay pool (once again, this would be a copy of the report that is provided to the panel).  

Once pay pool panels are over, changes made by the pay pool panel and/or pay pool manager will be captured in the final appraisals; therefore, separate copies of the pay pool panel product do not need to be maintained.  However, if rating official recommendations are returned by the pay pool panel for clarification, additional justification, etc., the returned revised assessment, job objective rating, contributing factor impact, adjusted ratings, overall rating, share assignment, and payout distribution should also be maintained if there have been any changes before the final performance rating.
Pay pool administrators should consult applicable regulations and the local privacy office to identify the appropriate storage methodology.  As a general rule, these records should be maintained for four years; guidance on Employee Performance File System Records is found at 5 CFR Part 293.  Also, see 32 CFR Part 505, The Army Privacy Program, for more information regarding Privacy Act obligations.
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