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Verification of Employment 
Insperity 

Overview & Purpose  
Please follow the guide below when requesting verification of employment.  

Verification of Employment Request 
Electronic Completion & Submission Instructions 
Please note that electronic completion and submission is available to active employees 
only. Please allow two days for processing. To complete the verification electronically: 

1. Navigate to www.insperity.com. 
2. Hover over Sign In from the top right-hand corner of the screen and select Insperity 

Premier from the dropdown menu. 

 

 

 

 

 

 

3. From your dashboard, search “Employment Verification” in the search bar at the 
top portion of the screen. 

 

 

 

 

4. Choose PAGES, then select Request an Employment Verification. 

 

 

 

 

http://www.insperity.com/
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5. To submit a request electronically, select the Verification of Employment (eSign) 
link toward the middle of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. To begin your request, click the blue NEXT button. Follow the on screen prompts 
to enter the information as requested.  

 

 

 

 

 

 
 

Verbal Completion & Submission  
To obtain dates of employment and the last position held, please contact the Insperity 
Hotline at (866) 715-3552, option five (5).  
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Instructions Paper Completion & Submission Instructions 
To complete via paper form, please complete the last page of this document. Please note 
that the employee must sign and date the completed form to authorize verification – no 
electronic signatures will be accepted. 

Once the form is filled in and the employee has signed it, please return it to Insperity via 
email to employment_verifications@insperity.com, by fax at (866) 390-4248, or by mailing 
it to the following address: 

Employment Verifications MC – C4.1.30 
Insperity, Inc. 
19001 Crescent Springs Dr. 
Kingwood, TX 77339 

Questions? 
If you have any questions, please do not hesitate to reach out to the Insperity Employment 
Verifications team at (281) 312-7843 or (800) 242-8893. 
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