DRAFT - Overall basic form adjudication workflow dtd 09/02/2025

Start point

Agency identifies a form that may be authorized for
filing to the eOPF.

Agency conducts internal form adjudication

procedures. Agency refers to and applies SORN,

Records Schedule, and the applicable recordkeeping
OPM

gency;

Agencies are encouraged to use OPM eOPF
Recommended agy lev form adj procedures 07-

01-2025 to craft agency internal adjudication
/ program.

Agency finds the form is authorized for filing in eOPF
system in accordance with applicable SORN, Record
Schedule, Recordkeeping standards

Agency should file the form in a different
recordkeeping system.

Agency reviews OPM eOPF Master Forms List to
determine if the MFL has 1) form filing instructions as
an DG form or 2) i form

Does OPM eOPF MFL have 1) instructions to file the
form as an attachment, 2) DG form number, or as a
standalone existing form number/index setting?

Agency should follow filing instructions as
described in MFL.

Agency prepares and submits form adjudication
request package (Form Adj worksheet), sample of
form, and any additional supporting documents if
needed.

OPM eOPF PMO conducts form adjudication request
review. Compares form with applicable SORN,
Record Schedule, and applicable Recordkeeping
Standards.

Reference PMO-Forms review

/ process v3 06-09-2025

OPM eOPF PMO adjudication procedure finds the
form is authorized for filing to the eOPF in
accordance with applicable SORN, record schedule,
and recordkeeping standards

Does OPM eOPF Master Forms List have 1) form
filing instructions as an attachment, 2) DG form or
3) independent form number

Adjudication declined, returned to agency without
action. Agency will be advised the form should follow
filing instruction as descibed in MFL

Adjudication declined, returned to agency without
action. Agency will be advised the form should be
filed in a different recordkeeping system.

OPM eOPF PMO creates work ticket for eOPF OCIO
support staff to create the form number and index
setting for the form in the OPM eOPF system.

‘OPM eOPF PMO advises agency that the request for
form adjudication has been approved and
procedures initated to create the form in eOPF and

eOPF OCIO creates the form number in eOPF system

OPM eOPF PMO updates MFL after eOPF system has
been updated

‘OPM eOPF PMO advises the agency that the MFL has
been updated and the form number is available for
use in the eOPF system

End of process
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