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OPTIONS 4 ADOPTION, INC.

EMPLOYMENT / INCOME VERIFICATION

Please have your employer type a letter, on company letterhead, sign with an original signature, and include the following information: 
· Date the letter was written

· Who the letter is in reference to (your name)

· Date of Hire

· Department and Job Title

· Annual Income (base pay, bonus, commissions, etc.)

*if stating an hourly pay rate, please ask your employer to indicate the minimum number of hours per week that you are scheduled to work so we can annualize your income.  If you are paid commissions or bonuses, please ask your employer to include the year to date commissions/bonuses earned.
· Name and Title of signer

· Contact information for the signer, including phone number

If your employer outsources employment verification, please run an employment verification on yourself and provide the printed information to your case worker.
If you are self-employed, your income must be verified in one or more of the following ways:

· A letter written by your CPA, on his/her letterhead, indicating the name of your company, your personal income for the previous 2-3 years (if available), and a statement that the current year’s income should be the same or better
· A copy of your prior year’s Form 1099
· A copy of your prior year’s federal Schedule C – Profit or Loss from Business (sole proprietorship)
_______________________________________________________________________
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