Request to Inspect Personnel File or Payroll Records

Received by: 

Date: 
Please print in blue or black ink and give this form to a Human Resources Representative
Name: ________________   _______________   ________           __ __ __ \ __ __ \ __ __ __ __ 

                      Last

         First
             M.I.                   Social Security Number

Current employee?  (Check one box)  yes   □  no  □    If yes, date of hire: ____\____\____  

 








            mm    dd     yy

Former employee: Dates of employment  from: ____\____\____   to: ____\____\____  




                                          mm    dd      yy          mm    dd     yy

Current or last job title: ______________________   Current or last department: ________________________

Current or last Supervisor:  __________________________________________

Current or last working hours:  from ___:___ am pm   to ___:___  am pm 





              time                         time


Current Home Address __________________________   _____   _______________   ______    _______



                             Street

         Apt. #            City
         State      Zip Code

(____)____-__________     __________________@_________________     (____)____-__________

Current Home Telephone                              E-mail address



  FAX number

I am requesting to inspect my:  (check box(es))  

Personnel file □ 

Payroll Records □  Date(s) from: ____\____\____  to: ____\____\____





        mm    dd     yy          mm    dd     yy

______________________________________________     Date: ____\____\____








                                               mm    dd     yy

                          Employee’s signature

California employee’s right to inspect personnel files and records does not apply to records relating to the investigation of a possible criminal offense, letters of reference, or ratings, reports, or records that (a) were obtained prior to the employee’s employment, (b) were prepared by identifiable examination committee members, or (c) were obtained in connection with a promotional exam. For more information see California Labor Code Sections 1198.5, 432, 226(c)(f) and 6408(d).
This form provided to members of EverythingHR

