
Date: x/xx/2021
To: xxx, VP for Human Resources
From: xxx, President, Union Local 
Re: Periodic bargaining unit list request

Dear xxx,
To assist the Union in administering the Collective Bargaining Agreement, the Union requests that the employer provide the following information, in Excel format organized in separate columns as listed below, for each member of the bargaining unit employed under the terms of the CBA at the close of the most recent pay period:
1. The employee identification number of each employee
2. The last name of each employee
3. The first name of each employee
4. The primary street address of the residence of each employee
5. The secondary unit designator, if any, such as apartment, building, suite or similar number, of the residence of each employee
6. The city of residence of each employee
7. The two-letter, capitalized abbreviation of the state of residence of each employee
8. The nine-digit ZIP+4 code of the residence of each employee
9. The annual or annualized contract amount of pre-tax income of each full-time employee or the quarterly pre-tax income of each part-time employee
10. The job classification name of each employee
11. The primary campus of each employee
12. The building and office number of each employee
13. The date of first hire of each employee
14. The home telephone number, if any, of each employee
15. The home email address, if any, of each employee
Please provide the information to the Union within five business days, or [xxxx]. If any part of this request is denied or if any of the information is unavailable, please respond in writing, stating the reason(s) for denial or unavailability of the information, and provide the remaining information by the above date, which the Union will accept without prejudice to its position that it is entitled to all the information sought in this request. This memo of request is submitted without prejudice to the Union’s right to file subsequent and periodic requests.
Sincerely,
[signature, name]
[official position, address, contact phone and email]
