NOTICE OF REQUEST FOR PERSONAL RECORDS


VIA CERTIFIED MAIL, RETURN RECEIPT REQUESTED
ARTICLE NO.: ____________________________________ 

Date: _______________ 

To: (Employer Name) ________________________________ 
       
       (Employer Address) _______________________________________________________


Re: (Employee): _____________________________________ 

       (Employee Social Sec. #: ________-_____-________ 

[bookmark: _GoBack]
Dear Sir/Madam:

Enclosed please find a signed authorization for the release of my personnel file.  Please kindly forward my ENTIRE personnel file to me at my address (listed above and on the authorization) within the time required by law (See M.G.L. c.149, §52C).

Thank you for your attention.


Sincerely,




_______________________________ 
Employee Signature


