s A PRE-EMPLOYMENT

INQUISITIVE RESEARCH CORPORATION

416 MAIN STREET, 2ND FLOOR
METUCHEN, NJ 08840

732-321-0041 FAX: 732-321-0085

TheStarterKitgivesyouanoverviewofourservicesandtherequiredformsyouwillneedto
prepareyourcompany’spre-employment screeningrequestswithInquisitiveResearch.

GENERAL INFORMATION

- Access Security Requirements

- Pre-Employment Services Price List

+ Recommended Screening Guidelines

+ Pre-Employment Product and Service Descriptions
- Search Strategies

+ Sample Criminal Report

FORMS AND APPLICATIONS

- Application for Service

- Agreement for Service

* Subscriber Certification of Use for Employment Records
Authorization for Reoccurring Credit Card Payment

+ Sample Release Form

Once your company establishes an account and receives login access,

a Compliance Information Kit will be forwarded with information about
the laws that regulate the request and use of consumer reports for
employment purposes.

Start today by calling us at 732-321-0041 for more information.
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ACCESS SECURITY REQUIREMENTS

Wemustworktogethertoprotecttheprivacyofconsumers. Thefollowingmeasuresaredesignedtoreduce
unauthorizedaccessofconsumercreditreports. Inaccessingconsumercreditservices, youagreetofollow
these measures.

1. Youmustprotectyouraccountnumberandpasswordsothatonlykeypersonnel employedbyyourcompany
knowthissensitiveinformation. Unauthorizedpersonsshouldneverhaveknowledgeofyourpassword. Do
notpostthisinformationinanymannerwithinyourfacility. Ifapersonwhoknowsthepasswordleavesyour
companyornolongerneedstohaveitduetoachangeinduties, thepasswordshouldbechangedimmediately.

2. Systemaccessmusthaveyouraccountnumber andpassword“hidden” orembeddedandbeknownonlyby
supervisorypersonnel . Assigneachuserofoursystemaccesssoftwareauniqueloginpassword. Ifsuchsystem
accesssoftwareisreplacedbydifferentaccesssoftwareandthereforenolongerinuseor, alternatively, the
hardwareuponwhichsuchsystemaccesssoftwareresidesisnolongerbeingusedorisbeingdisposedof, your
password should be changed immediately.

3. Donotdiscussyouraccountnumberandpasswordbytelephonewithanyunknowncaller, evenifthecaller
claims to be an employee of your credit or data provider.

4. Restrict the ability to obtain credit information to a few key personnel.

5. Placeallterminaldevicesusedtoobtaincreditinformationinasecurelocationwithinyourfacility.Youshould
secure these devices so that unauthorized persons cannot easily access them.

6. Securehardcopiesandelectronicfilesofconsumerreportswithinyourfacilitysothatunauthorizedpersons
cannot easily access them.

7. Shred or destroy all hard copy consumer reports when no longer needed.

8. Eraseandoverwriteorscrambleelectronicfilescontainingconsumerinformationwhennolongerneededand
when applicable regulations) permit destruction.

9. Makeallemployeesawarethatyourcompanycanaccesscreditinformationonlyforthepermissiblepurposes
listedinthePermissiblePurposeInformationsectionofyourmembershipapplication. Youoryouremployees
maynotaccesstheirownreports. Norshouldyouoryouremployeesaccessthereportofafamilymemberor
friendunlessitisinconnectionwithacredittransactionor forsomeotherpermissiblepurpose.

RECORD RETENTION

TheeFederalEqualOpportunitiesActstatesthatacreditormustpreserveallwrittenorrecordedinformation
connectedwithanapplicationfor25months. InkeepingwiththeECOA, creditbureausrequirethatyouretain
thecreditapplicationand, ifapplicable, apurchaseagreement foraperiodofnotlessthan25months. When
conductinganinvestigation, particularlyfollowingaconsumercomplaintthatyourcompanyimpermissibly
accessedtheircreditreport, thecreditbureauwillcontactyouandwillrequestacopyoftheoriginalapplication
signed by the consumer or, if applicable, a copy of the sales contract.

“UnderSection62l (a) (2) (A)oftheFCRA, anypersonthatviolatesanyoftheprovisionsoftheFCRAmaybe
liable for a civil penalty of not more than $2,500 per violation.”
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PRE-EMPLOYMENT SERVICES PRICE LIST

Search Reqular Fee
Statewide Instant On-Line Criminal Records Database $25
Statewide On-Site Criminal Record Search $35*
Countywide Criminal Record Search $15%*
Federal Criminal Record Search $25
Credit Report For Pre-Employment $15
Name & Address Verification (People Search) $10
Driver’s History Report $15%*
Education Verification $15
Employment Verification (phone verification) $15
Federal Civil Search $25
Countywide Civil Search $25

CustomizedSearchPackagesareavailable.Callustodayat732-321-0041formoreinformation
to tailor a plan to best suit your pre-employment needs.

NOTE: In New York State, a mandatory fee of $52 is charged by the Office of Court
Administration (OCA) in addition to the criminal records search fee for the
following boroughs: New York, Kings, Queens, Richmond, Bronx, Nassau, Allegany,
Cortland, and Orleans.

* Plus court costs or state fees if applicable
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RECOMMENDED SCREENING GUIDELINES

Entry level employees: Name&AddressVerificationviaSSNandaCriminalRecordSearch

Management:

Upper Management:

Current Employees:

Customized Package:

Criminal checks shouldalwaysberequestedwithareport
thatprovidescurrentandpreviousaddresses; aswellasname
verifications.Anaddressornamenotlistedontheapplicationfor
employmentmayrevealundiscoveredCriminalConvictions.

CreditReport, CriminalRecordSearchusingcurrentandall
previous addresses, and a Driver'’s History Report.

SameasManagementandCivil Searchesusingcurrentandall
previous addresses.

Criminal Record Search
Driver’s History Report#*
Credit Report**

Periodicevaluationsafterhireinsurescontinuitywhileavoiding
unnecessarylossesandadditionalliability.Aregularlyscheduled
checkofCreditandoraDrivingHistorycouldrevealchangesin
behavior that might require corrective action.

*Foremployeesassigneddrivingduties, aDriver’sHistoryReportisrecommendedeverythreemonths
or at least twice a year.

**Forindividualswithaccesstovaluablesoreasilysaleableinventory, requestaCreditReportevery
six months.

Selecttheproductsandservicesthatbestfityourneeds.We’lleven
customize a combined value search for you.

Call today at 732-321-0041 for more information onbest practice policies for
pre-employment screening.



&~

T (C)rESEARCH

INQUISITIVE RESEARCH CORPORATION
416 MAIN STREET, 2ND FLOOR

METUCHEN, NJ 08840

732-321-0041 | FAX: 732-321-0085

PRE-EMPLOYMENT PRODUCT & SERVICE DESCRIPTIONS

NAME AND ADDRESS VERIFICATION (People Search)

Requirement: SSN Fee: $10.00%* Turnaround Time: Instant
Verifiesthenamesandaddressesofallpersonswhohaveusedaspecificsocialsecuritynumberforcreditpurposes.

Thissearchcanrevealnamevariations, telephonenumbersandahistoryofaddressesreportedbyeachindividualfor

up to ten years.

CRIMINAL RECORD SEARCH - COUNTYWIDE

Requirement: Name, SSN, County Fee: §$15.00%* Tumarordlime24-72hours*
Searchbynamecountywideforfelonyandmisdemeanorconvictions.Recordsinclude:filedate, casenumber, level
ofchargesanddisposition.Countywidecriminalrecordsearchesshouldbebasedonapplicant’scurrentaddress,
previous address and past employment address.

* Plus county fees if applicable. Some counties have extended clerk delays.

CRIMINAL RECORD SEARCH - STATEWIDE Fee: $25.00 TurnaroundTime-Database: Instant*
Requirement: Name, SSN, State Fee: $35.00** TrmannTnedSite2d-72orsk*
Searchbynamestatewidefor felonyandmisdemeanorconvictions.Recordsinclude:filedate, casenumber, levelof
chargesanddisposition.Statewidecriminalrecordsearchesshouldbebasedonapplicant’ scurrentaddress, previous
addressandpastemploymentaddress. Someinstantstatewidedatabasesearchesdonotincludeeverycountyinthe
state. Those stateswill require either anon-site statewide search, or a countywide search.
NOTE: InNewYorkState, amandatoryfeeof $52 ischargedbytheOfficeof CourtAdministration (OCA) inaddition
tothecriminalrecordssearchfeeforthefollowingboroughs:NewYork, Kings, Queens,Richmond, Bronx,Nassau,
Allegany, Cortland, and Orleans.
*Sareinstantstatewidecriminaldatabasesearchesofferonly”Corrections—Jail”records.Thesestateswillneedadditionalcountywideoron-site
searches for a comprehensive criminal background search.

**Plus state fees if applicable. Some states have extended clerk delays.

CREDIT REPORT Fee: $15.00 Turnaround Time: Instant
Requirement: Name, SSN, Address

Thismodifiedcreditreportforemploymentpurposesincludesalistingofallaccounts,balances, paymenttermsand
paymenthistory;aswellasverifyingtheindividual’spersonalinformationsuchas:name, socialsecuritynumber,
currentandpreviousaddressandmore. Tenyears ' historyofbankruptcyfil ingsandsevenyears ' historyof judgments/
liensandotherpublicrecordsarealsoincluded. ThissearchissubjecttothefederalFairCreditReportingAct.

*Note: Applicant release forms are subject to audits.

DRIVER'’S RECORDS
Requirement: Name, DL#, State Fee: §$15.00%* TurnaroundTime: 24hours*

Providesahistoryofanindividual ' sdrivingperformanceandadescriptionofdepartmentalactiontakenasaresult
of tickets or accidents.

*Plus states fees if applicable. Some states have extended turnaround times.

Calltodayat732-321-0041formoreinformationontheproductsandservicesweoffer.
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SEARCH STRATEGIES

First request a Name & Address Verification via SSN (Social search).

Then compare the names and addresses returned by the report. Alias,

nicknames, maiden names and married names should be submitted as an

additional and separate search. Additional addresses returned in the
SSN trace report should also be searched for criminal records based

on the statewide and countywide level.

Considerstatewidecriminalsearches.Applicantsoftenliveanddrivebetweenseveralsurrounding
counties.Sameinstantstatewidecriminaldatabasesearchesofferonly”Jail—Corrections”records
and/orrecordsthatarenotupdatedmonthly.Thesestateswillneedadditionalcountywideor
on-site searches for a more comprehensive criminal background search.

Questions? Call us anytime for search recommendations at: 732-321-0041.

OTHER SEARCHES AVAILABLE FOR:
EDUCATION VERIFICATION
PROFESSIONAL LICENSES
BANKRUPTCIES, LIENS & JUDGMENTS
CIVIL COURT RECORDS

Turnaround times indicated are averages and may vary between jurisdictions.
Rates, fees, turnaround times and record availability are subject to change without notice.

Forinformationaboutvolumediscountsorothersearchesavailable, pleasecall732-321-0041.
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SAMPLE CRIMINAL REPORT-—

CRIMINAL FELONY & MISDEMEANOR SEARCH

SUBJECT: PUBLIC, JOHN Q.

SSN: 123-45-6578

COUNTY/STATE: VIRGINIA BEACH, VA
DATES SEARCHED: 02/01/91 - 02/01/98

RETURN:
**HIT**

CASE#: 940123456

DATE FILED: 01/03/94

NAME: PUBLIC, JOHN Q.

SSN: 123-45-6578

DOB: 01/01/12

OFFENSE: FELONY THEFT

OFFENSE DATE: 12/31/93

DISPO: GUILTY

SENTENCE: 5 YRS PENITENTIARY (4 YRS SUSPENDED ON CONDITION OF GOOD BEHAVIOR FOR 4
YRS UPON RELEASE), $631.50 COSTS
DISPO DATE: 07/06/94

Formoredetails about criminal background checks, pleasecall 732-321-0041.
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AGREEMENT FOR SERVICE

1)

2)

3)

4)

>)

6)

7)

8)

9)

Theundersigned, desiringtouseservicesfurnishedbyyou, InquisitiveResearchCompany, hereinreferredto
asIRC, agreesthatallinformation,whetheroralorwritten,whetherbyreport,bulletinorotherwise,willbe
submitted and received subject to the following conditions:

Informationwillberequestedonlyforourexclusiveuse.Allinformationreceivedfromyouwillbeheldinstrict
confidence, except totheextentthatdisclosuretoothersisrequiredbyallapplicablelaws.

WecertifyandagreethatourrequestswillnotbeusedforpurposescontrarytoorinviolationofFederal, State,
orLocalLlaw, Rule, orRegulation, andthatsignedreleases (whererequired)willbemaintainedonfileinour
office. IRCmayterminatethisagreementuponreceiptofacomplaint, noticeandorsuspicionofaviolationof
Federal, State or Local Law.

WeagreetoholdIRC, itsofficers,directors, employees, agentsandotherentitiesthathavecontributed
informationorprovidedservicestoyou, harmlessonaccountofanyandalldirectorindirectlosses, expenses
(includingattorney’sfees),claims,demandsorliabilitiesofwhatevernatureorkindarisingoutoftheuseofyour
information, includingbutnotlimitedtodamagesarisingorresultingfrompublishingorotherdisclosureacts.

Recognizingthatinformationissecuredbyandthroughfalliblehumansourcesandthatforthefeechargedyou
cannotbeaninsureroftheaccuracyofanyinformation,weunderstandandagreethattheaccuracy,timeliness,
currentnessorcompletenessofanyinformationfurnishedisnotguaranteedbyyouandwereleaseIRCand
theiragents, employeesandindependentcontractorsfromliabilityforanynegligenceinconnectionwiththe
preparation,collection,compilation, interpretation, communicationordistributionofsuchinformationand
fromanylossorexpensesufferedbyusresultingdirectlyorindirectlyfromyourinformationorthoseofyour
affiliated companies.

Writtennoticebyeitherpartywillterminatethisagreement, buttheobligationsandagreementsofthe
undersignedset forthinthesecond, thirdand fourthparagraphsabovewillremaininforce.

Weagreetopayforeveryresponse (including“norecord” responses ) andanyadditional feeswhichmayhave
beenincurredincludingbutnotlimitedtofaxchargesandorshippingfees.Ratesarepublishedonourservice
lists and are subject to change without notice.

TermsareDUE ON RECEIPTof invoice. PaymentsmustbeRECEIVED bythel5thofthemonth. Privileges
toIRCmaybesuspendedif invoicesarenotpaidbythel5thorifregularIRCinvoicesarepastdue. Past
dueaccountswillincurafinancechargeofl.5%monthlyuntilpaid. Weagreetopayallcostofcollection
onunpaidbalances, includingbutnotlimitedtoreasonableattorneyfees, courtcost, collectioncostand
expenditures related thereto.

Wecertifythatconsumerreports, asdefinedbytheFairCreditReportingAct,willbeorderedonlywhen
intendedtobeusedasafactorinestablishingaconsumer’seligibilityforneworcontinuedcredit,collectionof
anaccount, insurance, licensing, employmentpurposes, orotherwiseinconnectionwithalegitimatebusiness
transactioninvolvingtheconsumerandsuchreportswillbeusedfornootherpurpose.Weagreenottoprovide
thephysicalcreditreportoracopyofsametotheapplicant/consumer, unlessrequiredbylaw. Eachrequest
forareportwhichweintendtouseforpurposesotherthanemploymentwillbespecificallyidentifiedtoyouat
thetimethereportisordered.Wecertifythatconsumerreportscanonlybeobtainedforthefollowingspecific
permissible purposes and for no other purpose:

(a) inconnectionwithacredittransactioninvolvingtheconsumeronwhomtheinformationistobefurnished

andinvolvingtheextensionofthecreditto, orrevieworcollectionofanaccountoftheconsumer;or
(b) inconnectionwithscreeninganindividualpriortohiring, promotionorreassignment;or
(c) in connection with the underwriting of insurance involving the consumer; or
(d) inconnectionwithabusinesstransactioninvolvingtheconsumer ; andtherequesteragreestoidentifyto

IRCeachrequestforthispurposeatthetimesuchreportisordered, andtospecifythebusinesspurposefor
such report.



TCIrESEARCH AGREEMENT FOR SERVICE (cont.)

INQUISITIVE RESEARCH CORPORATION
416 MAIN STREET, 2ND FLOOR

METUCHEN, NJ 08840

732-321-0041 FAX: 732-321-0085

10) Thavereadandunderstandthe“FCRARequirements”noticeand“AccessSecurityRequirements”andwilltake
allreasonablemeasurestoenforcethemwithinmyfacility. IcertifythatIwilluseExperian, TransUnion,and
anyothercreditbureauproduct informationfornootherpurposeotherthanwhatisstatedinthePermissible
Purpose/BAppropriateUsesectiononthisagreementandforthetypeofbusinesslistedonthisagreement.Iwill
not resell these reports to any third party.

11) Weunderstandandagreethatthisletterconstitutesanagreementonalltypesofinformation, reportsand
servicesprovidedbyyou. Nochangesinthisagreementmaybemadeexceptbyconsent inwritingofan
authorized agent of IRC.

12) Theundersignedisadulyauthorizedrepresentativewithallpowersrequiredtoexecutethisagreement.

WE WILL USE YOUR SERVICES ONLY FOR THE FOLLOWING PURPOSES: (exact and specific explanation)

Nature Of Business:

Company Name:

Street Address:

Mailing Address:

Telephone: Facsimile:
By (Printed): Title:
Signature: Date:

Original form must be mailed to the address below:

Attn: New Accounts

Inquisitive Research Corporation
416 Main Street, 2nd Floor
Metuchen, NJ 08840-2744
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APPLICATION FOR SERVICE

1. COMPANY INFORMATION

Firm name

Phone number

2. PHYSICAL ADDRESS

Street address / city / state / zip code

How long at this location?

3. BILLING ADDRESS

Street Address / City / State / ZIP

Human Resources Manager

Phone Number

Nature of Business Number of Years in Business?

4. EXPLAIN WHAT SERVICES OR PRODUCTS ARE OFFERED

Type of Business [] Corporation [0 Partnership [RolePraprietarship

5. OFFICERS, PARTNERS OR PRINCIPALS

Name / Title

Name / Title

Name / Title

Complete the form and fax to: 732-321-0085 / Attn: New Accounts
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6. LICENSE NUMBERS (COMPLETE PARTS APPLICABLE)

Business License Number

Location of Business License Number

Location of Realtor’s License Number

Other on File Where?

7. THREE BUSINESS REFERENCES

Firm / Contact / Phone Number

Firm / Contact / Phone Number

Firm / Contact / Phone Number

8. TRADE REFERENCE

Bank (Branch)

Account Number

Name of Account Bearer

Type of Account

Bank Address

Bank Contact

9. ASSOCIATES AUTHORIZED TO REQUEST REPORTS

Name / Title

Name / Title

Name / Title

By

Signed Date

Authorized Signature

Title

Complete the form and fax to: 732-321-0085 / Attn: New Accounts
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SUBSCRIBER CERTIFICATION OF
USE FOR EMPLOYMENT REPORTS

1.

Subscribercertifiesthatitwillnotrequestaconsumerreportoraninvestigativeconsumerreportfor
employment purposes unless:
A.Aclearandconspicuousdisclosureisfirstmadeinwritingtotheconsumerbeforethereportis
obtained, inadocumentthatconsistssolelyofthedisclosure, thataconsumerreportmaybe
obtained for employment purposes.
B. The consumer has authorized in writing the procurement of the report; and
C. Informationfromtheconsumerreportwillnotbeusedinviolationofanyapplicablefederalor
state equal employment opportunity law or regulation.

Subscriberfurthercertifiesthatbeforetakingadverseactioninwholeorinpartbasedontheconsumer
report, it will provide the consumer:
A. A copy of the consumer report; and

B. Acopyoftheconsumer’srights, inthe formatapprovedbytheFTC, whichnoticeshallbe
supplied to Subscriber by IRC.

Subscriberagreesthatitshallusereportsonlyforaone-timeuse, andtoholdthereportinstrictconfidence,
andnottodiscloseittoanythirdpartiesnotinvolvedinthecurrentemploymentdecision.

IRCshallusegoodfaithinattemptingtoobtaininformationfromsourcesdeemedreliable, butdoesnot
guaranteetheaccuracyofinformationreported, andinnoeventshallIRCbeliableinanymannerwhatsoever
foranylossorinjurytoSubscriberresultingfromtheobtainingorfurnishingofsuchinformationandfurther
SubscriberAgreestoholdIRCharmlessandindemnifyitfromanyclaims, lossesanddamagesarisingoutof
allegedliabilityorfailureoftheSubscribertokeepandperformanyofitsobligationdescribedherein.

Itisfurtheragreed, however, thatwithjustcause, suchasdelinquencyorviolationofthetermsofthe
contractorlegalrequirement, IRCmay, uponitselection, discontinueservingtheSubscriberandcancelthis
Agreement immediately.

Firm Name of Subscriber:

Address:
Name : Title:
Signature: Date:

Complete the form and fax to: 732-321-0085 / Attn: New Accounts



SAMPLE RELEASE FORM (for Job Applicant)

NOTE: CheckwithyourLegalandComplianceDepartmenttodetermineanappropriateReleaseFormforyour
company. This is a sample form only— NOT INTENDED FOR USE.

Therebygive“yourcompany”andtheirauthorizedagentstherighttoobtainaconsumerreport
and/or an!|investigative consumer report for employment purposes.

Tunderstandthatthisreportmaycontaininformationbearingonmycreditworthiness, credit
standing, creditcapacity, character, generalreputation, personalcharacteristics, ormodeof
livingfrompublicrecordsourcesorthroughpersonal interviewswithmyneighbors, friends,
orassociates.Imayalsohavearighttorequestadditionaldisclosuresregardingthenatureand
scope of the investigation.

Tagreethat “yourcompany” andtheirauthorizedagentsmayrequestandperformathorough
reviewofmyemploymenthistory, motorvehicledrivingrecord, andeducation. Iunderstandthat
acriminalbackgroundcheckand/oranyotherinformationregardingmecanalsoberequested
and reviewed.

Ireleasefromallliabilityallpersons, companies, schools, andcorporationssupplyingsuch
information.Iindemnify*yourcompany*andtheirauthorizedagentsagainstanyliabilitywhich
might result from making such requests.

Applicant Signature

Print Name

Date

Witness

NOTE: CheckwithyourLegal andComplianceDepartmenttodetermineanappropriateReleaseFormforyour
company. This is a sample form only— NOT INTENDED FOR USE.



