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County of San Bernardino

EMPLOYMENT AND WAGE VERIFICATION


Internal and external agencies may request employment and wage verification for County employees.

When a request for employment verification is received by a department, one of the options below may be used to provide a response:

General Information

Refer to department guidelines for individual procedures

· The San Bernardino County Employment and Wage Verification template (must be printed on department letterhead)

· Departments may create their own letter (information contained in the above-mentioned template may be used)

· Complete employment and wage verification submitted by other government agencies (i.e., Child Support, Probation, Social Security Administration, EDD)  
All requests for employment and wage verification must:

· Be in writing

· Include employee’s name

· Include employee’s Social Security Number

· Include a signed and dated (within the past year) employee authorization to release information
The Employment and Wage Verification Return template may be used for requests that do not meet applicable criteria (must be copied on department letterhead).

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify all criteria has been met

· Complete all necessary fields

· Mail completed original to requestor

· Retain copy for department file
DEADLINES

Response should be mailed out within 48 hours of receipt
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