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The following information is provided n response o your eques: for an Employment Verication on: 02/25/2016.

Verification Type: Employment
Permissible Purpose:  Consumer's application forcredit
Information Current As Of: 033112016
Employer: ‘Test Company (100003)
Headquarters Address:
Street: 1004BC
city: a8C
state: Ny
Zip Code: 3184
Employer Disclaimer:  Please use Headquarters Address above for gamishmen reques's.
“The Average Hours Per Pay Period reflctsthe actual hours pad fo the most recent pay.
periog.
Division: up
Employe: JEFF SMITH
Social Security Number: 00001111
Employment Status: Active
Most Recent Start Date:  03/11/2006
Original Hire Date: 0811172006
Total Time With Employer: = 8 Years, 7 Months.
Job Title: ASSOCIATE
Reference Numt 4348849555
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The folowing information i provided inresponse {0 your request for an Employment Plus Income Verfcation on:
022572016,

Verification Type: Employment & Income Veriication
Permissible Purpose: ‘Consumer's appiication or crecit
Information Current As OF:  03/312016
Employer: ‘Test Company (100003)
Headquarters Address:

10048C

n8C

Ny

53134

Please use Headquarters Address sbove for gamishment requests.

“The Average Hours Per Pay Period reflctsthe actual hours paid fo the most recent pay.

period.
Employer Disclaimer: “This employer only provides totalpay for YTD eamings.
Division: 3P

Employee: JEFF SMITH

‘Social Security Number: 00001111

Employment Status: Active

Most Recent Start Date:  09/112006

Original Hire Date: 081172006

Total Time With Employer: S Years, 7 Monis

Job Title: ASSOCIATE

Rate of Pay: 1300 Hourly

Average Hours Per Pay Period: 53

Year Total Pay.

2016vD 5646810

2015 52580328

201 s1817252

Reference Number: 4343845587
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Order Information

Information Current As Of 033112016

Verification Type: ‘Social Senvices Verification
Permissible Purpose: Employee's eligbily for @ benefit granted by a governmental agency. - we
are required by law to consiger the employee's financial responsibiy or
status,
Reference Number: 14041848319
Tracking Number: NA
Employee
Address 1: 5 GRAND STREET
Address 2: Data not provided
city: IRVINE
state: ca
Zip: 92620-1707
Phone Number: Data not provided
Date of Birth: 0410211965
Employment
Employer: ‘Comp over 1000 (100003)
Headquarters Address:
Address 1: 100 ABC
Address 2: Data not provided
city: ABC
state: Ny
Zip Code: 53184
Employer Disclaimer: Please use Headquarters Address above for gamishment requests.

‘The Average Hours Worked shows the actual hours worked for the most
recent pay period.

Federal Employer Identification 999880005
Number (FEIN):

Division: ET
Union Affliation: Data not provided
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Address1

Address2

city

state

zp
Employment Status:
Most Recent Start Date:
Original Hire Date:
Reason for Termination:
Total Time With Employer:
Job Title:

Benefits

Medical Insurance:

Dental Insurance:

Vision Insurance:

Workers' Compensation:

Income and Deductions.

Rate of Pay:
Employee Pay Frequency:
Avg. Hrs. Worked | Pay Period:
Pay Cycle:

Data not provided
Data not provided
Data not provided
xx

Data not provided
Active

070212014
070212014

Data not provided
1 Years, 9 Months
ASSOCIATE

Data not provided

Data not provided

Data not provided

Data not provided

$17.42
Hourly

£l

‘Semi Montly



​​-

The Work Number( – ADP Employment Verification

The Work Number is an automated service that allows organizations to outsource their employment and income verification process.  This method offers benefits to the employee, employer, and verifying community.  The employee benefits from faster, less complicated employment and salary verifications.  Benefits to the employer include reduced costs, better service to employees, increased security, opportunity to reallocate human resources staff, and potentially less corporate liability.  For verifiers/requestors (Verifiers), The Work Number offers access to accurate and dependable data instantly, therefore reducing processing time.  Verifiers can also use The Work Number to rapidly re-verify employment or income of an individual at various points throughout the life of a loan obligation, or when reassessing eligibility for a social service benefit—insight critical to account review and enforcement.  Verifiers access the data via a highly secure website, in compliance with the federal Fair Credit Reporting Act (FCRA), and verification reports can be printed directly off the Internet.  

The Work Number – How does it work?

1. ADP provides updated employment and income information to The Work Number after each 
payroll cycle.

2. When an employee engages in a financial transaction such as applying for a credit card or mortgage refinancing, a Verifier will need to confirm the employee’s current employment and/or income information.  Similarly, after an employee has obtained credit or another benefit, the grantor may need employment and income data for monitoring the account or enforcing the employee’s obligations. The employee typically consents to verification and ongoing account review when signing a credit application.

3. All Verifiers must successfully pass a credentialing process that validates the organization’s legitimacy prior to receiving access to The Work Number.  Verifiers are also authenticated each time they login to the system—a confirmation of both the organization and the individual user who is requesting the employee’s information.  

4. Every time a request for employment information is made, the Verifier must provide a valid reason or permissible purpose for the verification, as defined by FCRA.  Common permissible purposes include: for the extension of credit, as part of ongoing account review, for collection of an account, for employment purposes, or when ordered by a court.  

5. Likewise, for every income information request, the Verifier must provide a valid permissible purpose and certify to The Work Number that the employee’s consent was previously obtained, typically in the original application.  In the event that the Verifier did not previously receive consent, The Work Number directs the Verifier to contact the employee and request a salary key.  A salary key is a single use, one-time code created by the employee via The Work Number website and provided to the Verifier, granting permission to obtain the employee’s information.  The vast majority of verifications do not require a salary key, as consent is gathered at the point of application. This is ideal, as using salary keys slow the decisioning process and puts an added task/burden on the employee.  The Work Number does not permit third party debt collectors to access salary information even if they have the employee’s consent.  

6. Verifiers are subject to audits by The Work Number to ensure compliance with its data use policies. 

7. With the above-mentioned safeguards in-place, The Work Number can provide verifications 24 hours a day, 7 days a week.  A unique reference number is assigned to each verification request, which provides an audit trail and allows the Verifier to view the same information again for quality control purposes. This level of instant access and flexibility makes The Work Number highly useful to Verifiers, who readily use the system over trying to contact employers directly for the data. 

8. Neither you nor your employees are charged for commercial verification services via The Work Number.  Verifiers are charged fees to perform transactions on The Work Number.  The speed, accuracy, security and reliability of the system offers them considerable value at a manageable price.
Sample Verification of Employment (VOE)

The verification of employment is the most commonly requested type of verification.  It is typically used to grant credit or to provide employment history for pre-employment screening.  This type of verification provides basic information about an employee’s job: employer name and headquarters address, title, employment status (active/inactive) and length of time with the employer.
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Base Salary
Datanot
provided
Datanot
provided
Datanot
provided

2016

2015

2014

Overtime
Datanot
provided
Datanot
provided
Datanot
provided

Commissions. Bonus.
Datanot Datanot
provided provided
Datanot Datanot
provided provided
Datanot Datanot
provided provided

Payroll Deduction for Allnsurance  Data not provided

Coverage:

Pay Period Detall

Income:
Total Gross Earnings:
Total Net Earnings:

Pension:
Other Income:
Withholdin

Historical Pay Period Summary

Pay Period End Date.
0312612016
03122016
0212612016
021212016
0112612016
011212016
12262015
12122015
11262015
1122015
1012612015

$155127

$1201.10

Data not provided

Data not provided

Data not provided

PayDate  HoursWorked ~Gross Earnings  Net

03/312016 £ $155127  $120110
031512016 8 $155127  $120110
0212812016 £ $155127  $120110
021512016 8 $155127  $120110
0113112016 £ $155127  $120110
011512016 8 $155127  $120110
12312015 £ $155127  $120110
12152015 8 $155127  $120110
1302015 £ $155127  $120110
1152015 8 $155127  $120110
103112015 86 $1,55127  $1,201.10

Other

Datanot
provided
Datanot
provided
Datanot
provided

Total
$9,307.62

54097184

$30,014.00




Sample Verification of Income (VOI)

The verification of income contains basic employment information about an employee’s job, their employer, their title, employment status (active, inactive) and the length of time with an employer, as well as their income.  The income information contains total pay for year to date wages.  This type of verification is typically used for granting credit.
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Social Service Verifications
Various social service agencies manage economic self-sufficiency programs that administer federal, state or local public assistance funds to low-income families and individuals.  Eligibility for these programs is determined by an applicant’s monthly income.  Caseworkers must verify the applicant’s employment and income before providing assistance.  The Work Number Social Services Verification helps agency workers determine program eligibility, track program benefits, support quality control and investigate potential fraud.

Social Service Verifications (Basic)
When an employee applies for social services benefits, the federal or state agency must verify employment and income to determine the employee’s initial and ongoing eligibility for such benefits.  The Work Number provides a solution for the employer that also benefits the employee and the agency.  By providing automated verifications as well as manual bundle-and-mail services, The Work Number allows employers to hand over this entire function and give agencies instant access to be able to assist employees with benefits.
Social Service Verifications – How it Works

As with commercial verifiers (mortgage, pre-employment, financial services, etc.), social service agencies should be directed to www.theworknumber.com to fulfill their verification needs.  The website will instruct them on how to register to use the service, and once they are credentialed, they can use the same automated process that commercial verifiers use to perform instant verifications of employment and income.  

If an agency does not have internet access, their request for information should be forwarded to The Work Number for manual processing using the address below.  Please note that only social service verification requests should be sent to the below address:

The Work Number, P.O. Box 66901, St. Louis, MO, 63166, ATTN: Social Services

If you are sending these documents via a carrier that requires a street address for delivery, please use the following address:

The Work Number, 3470 Rider Trail South, Suite 778, Earth City, MO, 63045, 
ATTN: Social Services

Sample Social Service Verification (Basic)
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[image: image9.png]®
A more human resource.’





[image: image10.png]







Immigration Verifications
Today, non-citizen employees are an increasingly important part of America’s workforce.  These employees and those traveling internationally periodically need to provide the U.S. Citizenship and Immigration Services (USCIS) or government embassies with proof of employment and income information.  The service allows the employee to obtain an immigration verification themselves by using The Work Number web application or by contacting a call center representative.
Employer Support – The Work Number Solutions Support

While your Work Number Client Relationship Manager is your primary contact for ADP Employment Verifications, The Work Number Solutions Support team is available to provide immediate attention to all service-related requests for The Work Number.  Members of the Solution Support team will respond to service-related technical requests and, if needed, will escalate and follow-up internally until your question is answered or the issue is resolved.

webManager Administrative Tool

You will need to identify someone to be the administrator/web manager for the application. 
Once you have selected that person, he or she can contact Solutions Support at 866-678-8748 or adpevsupport@theworknumber.com to get your company set up.  From webManager, you are able to monitor and manage your verification service through the following employer functions.

Employer Reports
Get a clear view of the performance and value provided by The Work Number service through monthly activity reports, a dashboard verification report of usage for the past 12 months, and real-time statistics for week-to-date, month-to-date, and past-month activity.

Employee Management
You have the ability to make adjustments to individual employee records through the following functionality:

· If The Work Number cannot authenticate an employee, the designated web manager 
needs to verify their identity and unlock the account
· Change an employee’s employment status from active to inactive
· Block or unblock an employee’s data from being accessed (by that employee and verifiers)
· Notify The Work Number of an employee’s dispute of their information through the Employer Data Dispute Assistance feature
· See the information presented on an employee’s verification with Employment Verification Data 
Getting Started
If you would like to be set up as a webManager administrator for The Work Number service, please contact Solutions Support at 866-678-8748 or adpevsupport@theworknumber.com.  Once you are 
set-up as an administrator, follow the directions below to access webManager.
· Go to:  www.theworknumber.com
· Login to your secure personal account by clicking “Enter Site” on the employee tab
· Enter your employer name or employer code
· Select “Log In”
· Select “I want to use other account features”
· Enter your User ID and PIN
· Select “webManager” on the Main Menu
Employee Support – Client Service Center Support

The Work Number staffs a team of Client Service Representatives (CSRs) dedicated to assisting employees and verifiers using The Work Number service.  Employers should provide employees, verifiers, and government agencies with the Client Service Center 1-800 number 

(1-866-604-6572) anytime someone needs assistance using The Work Number.  The Work Number CSRs are trained and monitored to ensure they offer the highest level of assistance to all callers.  We are here to help and answer questions.


Employment Verification – Standard





ADP Reference Manual





continued on next page





sample social service verification (basic) – continued








ADP does not provide benefits information such as medical or dental insurance coverage details to The Work Number.  However, these fields are part of a standard Social Service Verification output from The Work Number, as some government agencies require this level of detail. If benefits-related data is or was independently provided by an employer to The Work Number®, it may be included in these fields.





sample social service verification (basic) – continued








The Work Number Solutions Support


Phone:  866-678-8748


Email:  � HYPERLINK "mailto:adpevsupport@theworknumber.com" �adpevsupport@theworknumber.com�





Monday – Friday


Eastern:  8:00 AM - 8:00 PM


Central: 7:00 AM - 7:00 PM


Mountain:  6:00 AM - 6:00 PM


Pacific: 5:00 AM - 5:00 PM





Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.





Client Service Center


Phone:  866-604-6572


TTY for Hearing Impaired: 800-424-0253





Monday – Friday


Eastern:  8:00 AM - 9:00 PM


Central: 7:00 AM - 8:00 PM


Mountain:  6:00 AM - 7:00 PM


Pacific: 5:00 AM - 6:00 PM





Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.





Closed on the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.











Appendix 4.1
Additional Resources

ADP and the ADP logo are registered trademarks of ADP, LLC.  
ADP – A more human resource. is a service mark of ADP, LLC. Copyright © 2015 ADP, LLC.       
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