SAMPLE LETTER REGARDING INSPECTION OF PERSONNEL FILE

















[Your name]

















[Your street address]

















[Your city, state, zip]

















[Date]

[Your former company]

[Your former company’s street address]

[Your former company’s city, state, zip]

Re:   Personnel File
Dear [Mr./Ms.] [Your former employer]:

I am writing to request that you make available my personnel file for my inspection, as is my right under California Labor Code Section 1198.5.  [If you no longer work for the employer:] As you may be aware, the state Labor Commissioner extends that right of inspection to terminated employees as well, "until the statute of limitations upon any claims have run" (Labor Commissioner Policy Memo 76-2).  

I also request to be provided with copies of those documents in my personnel file which bear my signature, as is my right under Labor Code Section 432.

The law also requires that the file be made available within a "reasonable" amount of time, so please notify me immediately as to when I may inspect the file.  I look forward to your reply.

Thank you for your attention to this matter.

















Sincerely,

















[Your Signature]

















[Your name]

