Non-Employee Document Request Form


	TO BE COMPLETED BY THE NON-EMPLOYEE REQUESTING COPIES OF DOCUMENTS

	To ensure confidential and proprietary data is appropriately protected, we request that this form be completed by non-employees wishing to review or obtain copies of company documents.

This form will also ensure that our employees respond to requests for copies of documents in an appropriate and timely manner.

	Date of request:
	

	Time of request:
	

	Name of person making the request:
	

	Specific description of each document requested
	(1) 

	
	(2) 

	
	(3) 

	
	(4) 

	
	(5) 

	TO BE COMPLETED BY COMPANY PERSONNEL

	· Make two copies of each of the requested document as soon as possible:

· Provide one to the non-employee;

· Attach one to this form.

· Note the date and time each enumerated document was provided to the non-employee.

· Place your name and telephone extension number in the appropriate column.

· Ensure each document is appropriately marked as confidential or proprietary.

· If the document will be removed from the premises mark Y in the column entitled “Taken”.
· Provide this form and all attachments to quality assurance as soon as it is completed or at the end of each audit day.

	#
	Date
	Time
	Employee/Telephone
	Taken

	(1) 
	
	
	
	

	(2) 
	
	
	
	

	(3) 
	
	
	
	

	(4) 
	
	
	
	

	(5) 
	
	
	
	

	Place any comments relating to the request in this area:
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