People  First  Employment  Verification  Process

The People First Service Center now handles employment and salary verification.  Employees must authorize release of information.  In order for People First to verify your employment status or salary, you must either:

· Obtain a Personal Identification Number (PIN) through Interactive Voice Response (IVR) that you may share repeatedly with third parties (mortgage companies, creditors, prospective employers, etc.) or

· Mail a request with your signature to People First authorizing release of information for each third party.

	IVR  Requests
	Mail  Requests

	To request a PIN:

Current employees should call the Service Center (1-866-663-4735), press 3, follow the instructions and wait to hear the PIN.  You will need your user ID and password.

Separated employees should call the Service Center, press 3, follow the instructions and wait to hear the PIN.  You will need your SSN and DOB.

Once a PIN has been assigned, it is the employee’s responsibility to relay the following information to the third party:

· PIN

· The People First Service Center number (1-866-663-4735)
	You must mail a note with your signature to People First that authorizes them to release information.  The note must include:

· Your Full Name & Social Security Number

· Name of the Company (third party) that will make inquiry regarding your employment/salary status

· General type of transaction (auto loan, home loan, mortgage, etc.)

	The third party should follow these steps to use the IVR System:

 Dial 1-866-663-4735, press 3 and follow the instructions

 Enter the valid PIN which has been provided to the third party by the employee

 Press 1 for employment verification, or

 Press 2 for employment and salary verification


	The third party’s request for employment and/or salary verification must include the following items:

 Requestor’s Name and Company Name

 Employee’s Name and SSN 

Written requests must be mailed to the following address:

People First Service Center

P.O. Box 5100

Tallahassee, FL  32314

Mortgage requests will be mailed within 3 business days.

All other requests will be mailed within 10 business days.


