Name of Employer
Address

City, State, Zip Code
Dear ____________, 


I am writing at this time to request a copy of my personnel file. I am entitled to these documents pursuant to the Connecticut Personnel Files Act. That law provides that “each employer shall, not more than ten (10) business days after receipt of a written request from a former employee, permit such employee to inspect, and if requested, copy his or her personnel file is such a file exists…” C.G.S 31-128
Each employer shall provide an employee with a copy of any documentation of any disciplinary action imposed on that employee not more than one business day after the date of imposing such action. Each employer shall immediately provide an employee with a copy of any documented notice of that employee's termination of employment.
Please send my personnel file to me immediately at: 
(your address here) 
Very Truly Yours, 

____________________________
