Request Your Official Personnel Folder (OPF)

Requesting Your Documents

Follow these steps to access the Documents Request Service (DRS) and request your personnel files:

. Welcome to the Documents Request Service
1. Navigate to the DRS portal (https://myopf.opm.gov) B

and click Log In with Login.gov.

ov account. If you don't have an sccount, you can

e Request your documents

Confirm the email address which the document folder link will be sent to.
Request your documents

© s
A

v
= S § SO

2. Complete Login.gov’s identity verification process. Click Yes,

sign out of Login.gov when prompted to return to the DRS site.
‘es, sign out of Login.gov

Note: You may not experience the additional identity
verification if you have previously completed it.

{ No, go to my account page J

3. Confirm your Login.gov email is the same as you want the | @ e ime coeesarpie am o Logingov sorectz

d ocuments sent to Pdanse confirm thet jane.doe@example.com s your mail address to use for your documents request.
-

Note: If it is not the desired email address, click No and
update your email address with Login.gov accordingly.

9 Request documents

Submit yaur request far the documents associsted with yaur employes record.

4. Request your documents. Your request will be processed, and -

you may end your session.

ne.doef@examale.cam fram Lagin.gov comect?

5. You will receive a notification sent to the associated Login.gov
email to return to the DRS site to download your documents in
a password-protected zip file. Password details are explained
in the email and documents within the file are ordered starting
from earliest to most recent.

Note: It is recommended to download and save your file immediately. The link to download
your file will expire in 24 hours. If the link expires, you will need to submit a new request.

For more information or troubleshooting on creating an account and verifying your identity with
Login.gov, please reference https://login.gov/help/.

For more information regarding the DRS, please reference https://eopfhelpdesk.opm.gov. If you
experience download issues after receiving your email, please contact eopfhelpdesk@eopf.opm.gov
with “Documents Request Service” in the subject line.
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