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Employee Profile Data Sheet  

Complete ALL Fields 
 

Legal Name (Include Full Middle Name)  

Birthdate  

Gender   □M     □F     □Decline to Disclose 

Cell Phone  

Employee ID Number   

  California Driver’s License Number Attach Color Copy  

Driver’s License Expiration Date  

Employee Email (Use @hartnell.edu domain)  

Employee Title/Position   

Employee Department/Area  

Employee’s Manager/Supervisor Name  

Employee Full Work Phone Number (Do Not List Extension Only)  

Employee Office Room Number  

Employee Home Street Address (No P.O. Box)  

Employee Home City, State, & Zip Code  

Employee TSA Pre Check? Number?    □Y     □N    Number:    

Emergency Contact Name  

Emergency Contact Cell Phone Number  

Emergency Contact Address  

Emergency Contact Relationship to Traveler  

Support Staff Booking Travel  

Support Staff Job Title/Department  

Support Staff Full Phone Number (Do Not List Extension Only)  

Support Staff Office Room Number  

Support Staff Email Address (Must Use @hartnell.edu domain)  
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