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MEMO


To:	Human Resources and IT
From:
Date:
[bookmark: _GoBack]Re:  Person of Interest


The Department of ___________ is writing to request email access for ____________ beginning ____________ and ending _______________.   Below his/her person information:

Name:
DOB:
SSN or Person ID#:
Start Date:
End Date:
Department:
Gender:
Position Description:







Once the ‘person’ information is entered in HRS, please allow 72 hours for your NetID and email access.


Human Resources
800 Algoma Blvd.   |   Oshkosh, WI 54901
PHONE (920) 424-1166   |   FAX (920) 424-2021   |   WEB uwosh.edu/hr 
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