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Employment Verification Request Form
Processing Time: Requests take 3-5 business days to process.
First, information about yourself:
· First Name: __________________________________
· Last Name: ___________________________________
· Facility: _______________________________________
· Date of Birth: //______
· Last 4 Digits of SSN: _______
Who is requesting the verification?
· Name: ______________________________________
· Agency/Company Name: ______________________
· Contact Email: _______________________________
· Contact Phone: _______________________________
Give us some details:
· Type of Verification Needed (Check One): 
☐Employment Confirmation Only
☐Employment & Salary Confirmation
☐Other (Specify): _____________________________________
· Reason for Request: _______________________________________
· Contact Person (if applicable): _____________________________
· Delivery Method (Check One): 
☐Email (Provide Address): _____________________________
☐Fax (Provide Number): _______________________________
☐Physical Copy (Mailed USPS)

Attachments:
· Agency Request Form (if applicable)
· Other Supporting Documentation: _______________
Guidelines for Employment Verification Requests:
1. All verification letters will only be emailed, faxed or mailed to the requesting agency.
2. Incomplete requests will not be processed.
3. Processing takes 3-5 business days.

By signing below, I confirm that the information provided is accurate and that I understand the processing time.

Requester Signature: ___________________________ Date: //______
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