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Employee Communication Templates

Now that your company is using The Work Number® service, make sure your employees know about it! 
We’ve created several resources to help you educate your employees about what The Work Number 
database is, how it works and what it can do for them, and where they should direct verifiers if proof of employment or income is needed. 
 
You can integrate these materials into email messages, your corporate intranet, pay stub messages, 
inter-office mail, newsletters or the like. They can also be shared during new-hire orientation, or at new 
location openings, HR meetings, employee-benefits fairs or exit interviews, so awareness of The Work 
Number service is as wide as possible.
 
In addition to this interactive PDF, we’ve developed a Word document with the text from these materials for simple copy-and-paste if you want to drop any of the content into your own company templates. This Word document is available in the “Communication Resources” quick link, along with a print-ready file of The Work Number poster. For easy access all the templates are available within theworknumber.com employer webManager application.  

**Each Template will have a space for you to add your organizations Employer Code(s), this can be obtained from you’re account Manager.
Contents
2  	Welcome to The Work Number introductory email (Short Version) – email template to send to all employees announcing the new service, perfect for employees who view company materials primarily via mobile device.

3  	Welcome to The Work Number introductory email (Long Version) – email template to send to all employees announcing the new service, perfect for employees who view company materials primarily via laptop/desktop.

4  	What is The Work Number Database One-Sheet – quick overview to help explain the benefits of The Work Number service to your employees.

5  	Guide to The Work Number – A more detailed view of the functions of theworknumber.com suitable for various HR educational purposes.

6	Employee Flyer - One-sheet guide to The Work Number, perfect to send as an attachment with the Welcome email, or a quick summary for your HR resource site. 

7 	The Work Number Poster Series – an easy way to spread the word, available in English and Spanish versions, with or without Social Services, in the breakroom and beyond!
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