Date: ________________

Sent via U.S. Mail

Employer:	__________________
Attention: 	__________________
Address: 	__________________
		__________________	

Re: Request for Employment Records

To whom it may concern:

Someone who speaks English and Spanish helped me prepare this letter. As you know, I was an employee of ______________ (employer) at from approximately ______________ (date of hire) through ______________ (last day of work). I am writing to request copies of my employment records for the duration of my employment with your company.

Records Requested
Pursuant to Labor Code §§ 226, 432, and 1198.5 and the relevant Industrial Welfare Commission (IWC) Wage Order(s), I request copies of the following:

1. Timekeeping records:
a. Records showing the times I began and ended work each day, including the start and end times of all unpaid breaks; 
b. Copies of my timecards and/or punch records; and
c. Records showing the total hours I worked each day during my employment.
2. Payroll records:
a. Copies of all paystubs or other itemized wage statements issued to me during my employment;
b. For each pay period, records documenting my hourly rate(s) of pay and corresponding hours I worked at each hourly rate; and
c. For each pay period, records documenting my gross wages earned, all deductions made from my pay, net wages earned, method of payment (e.g. cash, check, and/or direct deposit), and date of payment.
3. Other personnel records: Please provide a complete copy of my personnel file, including but not limited to my job application and any employment agreements, the start and end dates of my employment, and copies of all documents I signed related to my employment.

Statutory Obligations
This request is made pursuant to the California Labor Code, which grants current and former employees clear statutory rights to obtain their records.

· Labor Code § 226(c) requires employers to furnish copies of itemized wage statements within 21 calendar days of a request. Noncompliance carries a statutory penalty of $750 under § 226(f).
· Labor Code § 1198.5(b) requires employers to make personnel records available within 30 calendar days of a request. Noncompliance carries a statutory penalty of $750 under § 1198.5(k).
· Labor Code § 432 further requires employers to furnish copies of all employment-related documents bearing the employee’s signature upon request.

These provisions impose mandatory obligations on the employer. The timelines set forth by statute are not discretionary. Furthermore, it is unlawful to destroy or alter records that may be used in litigation, including but not limited to time, pay, and personnel records.

Delivery of Records
Please provide the requested records no later than ______________ (deadline). The records should be addressed to me and mailed to the following address:
Name: 	_____________________
Address:	_____________________
_____________________

Should you fail to comply, I am prepared to pursue all remedies available under the Labor Code, including recovery of statutory penalties, attorneys’ fees, and costs.

Thank you for your prompt attention to this matter.

Sincerely,


Signature: _________________________
Print name: ________________________

