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Helping People. Changing Lives.




	1. REQUEST

	Employee Name

     
	Employee Number

     

	Program Name and #

     
	Date

     

	Work Telephone or Extension:

     

	

	I request to inspect my personnel file.  

	The last date I reviewed my file was:      

	Employee Signature



	

	2. INSPECTION

	Inspection:
	
	
	

	
	Date
	Time
	Place

	All inspections must be conducted in the presence of a designated member of the Human Resources Office.  Employees may request copies of all employment-related documents that they have signed.

	

	3. COMMENTS

	Employee comments regarding accuracy of information in this file:

	

	

	

	Employees have the right to place a brief statement in their file if they dispute the accuracy, completeness, truthfulness or relevance of any particular document in their file.

	

	4. SIGNATURES

	Employee 


	Date

	Human Resources


	Date














Request To Inspect Personnel File
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