REQUEST TO INSPECT PERSONNEL FILE

Employee Name: 

     

Social Security Number: 

     
Date of Request:      

Department/Location:      
Work-Site Employer/Client:      

Work Number:      


I request an appointment with the HR Department to access my personnel file.  The last date I reviewed my file was [Date].

                                                                                 Signature:      


Appointment schedule:       Date:                                Time:      
File review completed:        Date:                                Place:      


Employee comments regarding accuracy of information in this file:      
Personnel Representative Signature:       

Employee Signature:      


Employee: Complete your sections and forward to Personnel Department.

Personnel: Set inspection date and fill out your section of form.

Manager: Place a copy of this form in personnel file following inspection.
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