________________________, 2019
______________________
Human Resources
College Name and Address
Re:
Personnel Data Request

Dear __________________________: 

This is a request under Section 13.04 of the Minnesota Government Data Practices Act for certain personnel data. Section 13.04, subd. 3 states that “[t]he responsible authority or designee shall provide copies of the private or public data upon request by the individual subject of the data.” I am directing this request to you as the responsible authority or designee.
I hereby request copies of the following personnel data on me:

1. Any documentation used to calculate my workload and pay for the 2016-17 and 17-18 academic years, including, but not limited to, workload or load sheets, RCE agreements, team teaching agreements, and any other documentation indicating my assignments.  
As required by Minnesota Statutes § 13.04, subd. 3, please provide the data immediately, if possible, or within ten days of this request, if immediate compliance is not possible.  Thank you. 

Sincerely,

__________________________________
Name

Address
