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Truework Employee Guide

How to get your employment
and income verifications

Scenario 1 - Self-Serve Letter

When you need to generate a letter of

employment or income (e.g. renting an

apartment, travel, and immigration)

®

Go to truework.com/letter and enter your
company name and email address or mobile

phone number.

Your Verified Information,
One Click Away

You will then receive an email

(- )
with a verification code in your
work inbox or an SMS on your

o J

phone.

Enter your code and select the letter you would
like to generate. It will download as a PDF on
your computer.
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July 20,2018
To Whom It May Concern,

‘The following employee is currently employed at TrueworkHQ. Please email any
outstanding questions to TrueworkHQ Human Resources.

Name: [EMPLOYEE_NAME]

Start Date: [START_DATE]

Title: [CURRENT_TITLE]

Current Salary: [CURRENT_SALARY]

Sincerely,

Lackeldurmena

Rachel Summers
Director of HR

Questions? Qs 1-833-878-3967

Scenario 2 - Third Party Requests

When another company (e.g. lender)
needs an employment or income
verification directly from your employer

Please do not create a request to verify
A : .
yourself. Third parties only.

@ Instruct the third party to submit their
request via truework.com

@ You will receive a Truework email
informing you when the request has been
completed.
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Acme &Co uses Truework to verify your employment

View Your Details on Truewort

v Click the link in your email to review the
information that was shared with the
verifier.

v Ifneeded, you may flag any errors and
Truework will notify the verifier.
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