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Personnel Record








Examination Request
	Name  (Last)
	 (First)
	(Middle I)
	Department  

	     
	     
	     
	     

	RC, TU or Company
	           UID      
 
 
 
 
 
 
 


	     
	

	Supervisor's Name
	Supervisor's Mailing Address
	(Area Code) Supervisor's Telephone Number

	     
	     
	     

	I request to review my Company Personnel record as indicated below.  I understand this request will be subject to the following conditions:

	          (1)  A reasonable amount of time will be allowed for inspection.
          (2)  I may review my Company personnel file in accordance with corporate and contractual policies.
          (3)  A Management Employee will be present during the review.

	I acknowledge that I have read, understand and agree to the above conditions:

Employee's Signature     ________________________________
	Date Requested (MM/DD/YYYY)

 
 
 
 
 
 
 
 


	Check Documents Requested
	List Actual Documents Sent to Supervisor

	 FORMCHECKBOX 
 Service
                                        Examples:  Photo ID Application

Note:  Service History is not maintained in Personnel Records Management System and must be   

           retrieved from PeopleSoft.
	     

	 FORMCHECKBOX 
  Attendance
	     

	 FORMCHECKBOX 
  Evaluations
	     

	Training
       FORMCHECKBOX 
  Training Records OTHER than those Maintained by 
              BellSouth Learning Connection

        FORMCHECKBOX 
  Hours Worked in Higher Rated Jobs
	     

	 FORMCHECKBOX 
  Current Entries
	     

	 FORMCHECKBOX 
  General Notices
                                                   Examples:  Code Of Conduct

                                                                    Conflict of Interest

                                                                     Intellectual Property Agreement
	     

	 FORMCHECKBOX 
  Accident / Safety
	     

	 FORMCHECKBOX 
  I-9 Form - Employment Eligibility Verification
	     

	 FORMCHECKBOX 
  Entire Personnel File
Note:  When the Entire Personnel File is Requested, the Service History must be retrieved
from PeopleSoft and included.  (Service history may be pulled by Department Contact.)
	Department Contact
	Date

	
	     
	     

	I acknowledge that I have reviewed my Company Personnel records.

	Employee's Signature
	
	
	Supervisor's Signature

	     
	
	
	     

	Date
	
	
	Date

	     
	
	
	     

	
	
	
	

	
	


ACTIVE EMPLOYEES





After the employee has reviewed the personnel document(s), the documents should be destroyed.





The original RF-5377 should be retained by the Supervisor in the Supervisor Working File.





INACTIVE EMPLOYEES





After the employee has reviewed the personnel document(s), the documents should be destroyed.





The original RF-5377 will become a part of the personnel file.  The form should be mailed to:


                                        CPSG - Records Management


                                                             18-C1


                                                             600 North 19th Street


                                                             Birmingham, Alabama 35203
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RF-5377-BS


(04-2005)
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