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Request to Copy Personnel File
[bookmark: _GoBack](Please Print Clearly)
 
FROM:			___________________________________________
						Name of Employee

STATUS:		        Active: ____		Inactive: ____

Permanent: ____	Per Diem: ____

ID#:			 _______________________________

DATE:		_______________________________

CONTACT #:       _______________________________

*If there is anything specific that you are looking for in your file, please list the document(s) that you may be searching for below, (i.e. Copy of Transcripts, Certifications, social security card, etc.)


__________________________________________________________________


Signature: ____________________________________________________


*Thank you for your request. The Records and Verification Department will contact you as soon as possible.  To contact a representative, please e-mail Recordsverification@nps.k12.nj.us.  
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