
April 2013 

 

 

 

Request for Personnel File Form 
 

 

Employee’s name_______________________________________ 

 

Employee’s location_____________________________________ 

 

 

Date ___________________________________  

 

HR Staff ___________________________________ 

 

Employee ID checked _______________________ 

 

Time file signed out _______________________  

 

Time file signed in _______________________    

 

 

HR Staff: 
Please place this request form on the inside front cover of employee’s personnel file. 


