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Employment Veri cation Fact Sheet

HR contracts with The Work Number to provide employees with fast, secure, anytime-anywhere proof of employment of income via the
Web or phone. The Work Number service is used when you apply for a loan, need a reference check, lease an apartment or any othel

instance where proof of employment or income is needed. You bene t from having control of the process — by authorizing others
access to your information.

How it works

For proof of employment

Give the person needing proof of your employment the following information:
t :PVS 4PDJBM 4FDVSJUZ /VNCFS
t $JUZ PG )PVTUPO &NQMPZFS $PEF

t 5IF 8PSL /VNCFS DPOUBDU JOGPSNBUJPO GPS WFSJO6FST
www.theworknumber.com

For proof of employment plus income
You will need to rst set up a salary key.

Setting up a salary key

"DDFTT 5IF 8PSL /VNCFS UP DSFBUF B i4BMBSZ ,FZw UIBU HSBOUT POF UJN
XXX UIFXPSLOVNCFS DPN PS DBMM

&OUFS UIF $JUZ PG )PVTUPO &NQMPZFS $PEF
4FMFDU i* XBOU UP QSPWJEF QSPPG PG FNQMPZNFOU BOE JODPNF w
&OUFS UIF GPMMPXJOH JOGPSNBUJPO
:PVS 4PDJBM 4FDVSJUZ /IVNCFS
PVS 1*/ 'PS 6STU UJNF VTFST UIJT XJMM CF UIF MBTU GPVS EJHJUT PG ZP’
ZFBS TVDI BT "GUFS UIBU ZPV XJMM CF QSPNQUFE UP DSFBUF B VOJRYV
4FMFDU ilSPWF :PVS &NQMPZNFOU XJUI B 4BMBSZ ,FZ w
4FMFDU $SFBUF B 4BMBSZ ,FZ BOE QSFQBSF UP XSJUF EPXO UIF TJY EJH.

Now you are ready to give the person needing proof of your employment the following information:
t :PVS 4PDJBM 4FDVSJUZ /VNCFS

t $JUZ PG )PVTUPO &NQMPZFS $PEF
t :PVS 4BMBSZ ,FZ GSPN TUFQ BCPWF
t

51F 8PSL /VNCFS DPOUBDU JOGPSNBUJPO GPS WFSJOFST
www.theworknumber.com

For more information, visit www.houstontx.gov/hr/salary.html and click on Employment Veri cation.



