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RECOMMENDATION
1. Authorize the Personnel Department to develop and release a Request for Proposals (RFP) for 

employment verification services, and authorize the Personnel Department to negotiate and execute a 
contract with the selected vendor, subject to the approval of the City Attorney and City Risk Manager.

2. Instruct IT A and the City Controller to work with the Personnel Department and the selected vendor to 
develop and implement the requirements for employment verification services

3. Instruct the Personnel Department, with assistance from the CAO, to secure funding for these services, if 
necessary, through the Fiscal Year 2015-16 Proposed Budget process.

SUMMARY
At its January 13, 2015, meeting, the Personnel and Animal Welfare Committee instructed the Personnel 
Department to provide a report relative to the feasibility of utilizing a third-party service to conduct 
employment verification services for City employees. Specifically, what the system would look like; how it 
could be implemented; and third-party vendor services available to perform this service.

Currently, the City does not have a centralized program or uniform guidelines to handle employment 
verification requests and each City department receives and responds to requests from outside entities to 
verify the employment and income of their own employees. Generally, these requests are made for loan and 
mortgage applications, social services and apartment leases. Requested information could include employee 
name, and any other name by which the employee may be or may have been known; home address; hire and 
termination dates; current employment status, classification, and department of employment; years employed 
by the City; and, income. This information is maintained in the City’s Payroll System Replacement (PaySR).

PROGRAM BENEFIT TO CONTRACTING
City employees’ employment and income information would be available to verifiers reliably and in a timely 
manner through a centralized automated system developed by a contracted vendor. However, should verifiers 
request information other than the information that is regularly provided (or pre-approved by the City), the 
contracted vendor would need to contact the appropriate City department for further information.
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IMPLEMENTATION
Several steps will be involved in system implementation:

• Employee data transfer: Once a contract is executed with a vendor, the City will need to set up a 
process to regularly (bi-weekly) transmit employee information via a mutually agreed secure means 
that will allow the vendor to respond to verifiers. This will involve the Controller and ITA.

• Communications: The City will inform verifiers, employees, and other stakeholders that employment 
and income verification is conducted by a third-party contractor by various means, including public 
service announcements, notices on the City’s website and recorded messages on City personnel office 
and payroll information telephone lines.

• Pilot Program: Implementation could include a pilot period during which information for employees 
from a limited number of departments is transmitted to the contracted vendor. Once the pilot is 
completed, the City could modify the process accordingly before full implementation. Implementation 
could be completed within four to six months of contract execution, assuming that both programming 
and testing by the City Controller and ITA can be completed shortly after contract execution, and the 
pilot period can be completed within that time.

THIRD-PARTY SERVICES
Research shows that several services are available to conduct employment verification, including Equifax, 
IntelliCorp, and ADP. To adequately determine how many groups provide this same or similar service and at 
the best value to the City, the Personnel Department should complete the RFP process. Once authority is 
obtained to conduct the RFP process, it is anticipated that it will take approximately four to six months to 
complete the RFP process, negotiate, and implement a contract.


