


Section 4 Yes No N/A Comments 

Compensation     
 NOE’s     
 Information Related to Pay 

Adjustments (i.e. extra duty 
agreements) 

    

 Docks     

 Compensation Letter     

 Other     
 

Section 5 Yes No N/A Comments 

Performance     
 Performance Appraisals     
 Evaluations     
 Discipline Action Forms     

 Grievances/complaints  
(if appropriate) 

    

 Tenure Review      

 Other     
 

Section 6 Yes No N/A Comments 

Miscellaneous     
 W-4     
 Union Dues     
 Other Docs (previous letters of 

recommendation) 
    

 Annuity Paperwork     

 Master Time Records     

 Oath or Affirmation of 
Allegiance 

    

 Drug Free Policy     

 Verification of Employment     

 Other     

 Other     

 Other     
 

Access to Personnel Files    

Name of person requesting 
access to the file 

Date  
 

Reason


