	From:

	To:

	Date Sent:

	Subject Matter Request

	

	Please provide Data as follows:

	
	Yes/No and from Date

	Personnel Data (employees)
	

	Payroll Data ( employees)
	

	Disciplinary Data ( employees)
	

	Employee Data – Other Please Specify:


	

	Resident Data
	

	
	

	Trustee Data – please specify
	

	
	

	
Signature Block
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