[image: image1.jpg]IIIIIIIIIIIIIIIIIIIIII



Request for Employee Service Credit Verification 
Request for Verification of Previous Employment

For University of California, California State University, or eligible State of California Employment

Employee’s Request — To be completed by the employee.
Please Return Form To:      

I am currently working at the University of California, Riverside and need verification of my previous University of California, California State University or State of California Employment Service. This verification is required to establish my vacation leave accrual rate at UCR.* Your prompt response is appreciated. My signature below serves to authorize the release of the information requested to the University of California, Riverside.
I am requesting verification of my employee service credit for the following reason(s):

 FORMCHECKBOX 
 I suspect an error in my service credit. (Please explain)      

 FORMCHECKBOX 
 I have previous service with UCR.
 FORMCHECKBOX 
 I have previous service with other UC campus/lab(s).

 FORMCHECKBOX 
 I have previous service with Cal State Universities. 
 FORMCHECKBOX 
 I have previous service with the State of California.

 FORMCHECKBOX 
 Other (please state):      

     

     

     


Employee’s Name (Print)

Date of Birth

Social Security Number

Other Names Used:      



     

     


Employee’s Signature

Signature Date

Approx. Dates of Employment

Employment Service Verification
To be completed by the University of California, California State University, or other eligible State of California agencies where employment verification is needed.
Employment Date

Separation Date
	Service Dates (at pay status 50% or more) - Attach supporting documentation, if available.

	From
	To
	Job Title
	Status (Staff / Academic)
	Total (Months/Years)

	
	
	
	
	

	
	
	
	
	


	Dates of leaves without pay - Attach additional sheet, if needed.

	From
	To
	Reason
	Location (Campus / Dept.)
	Total (Months/Years)

	
	
	
	
	

	
	
	
	
	


	
	
	Total Qualifying Service Credit – A month on pay status at 50% time or more is counted as one month of qualifying service. Service need not be continuous to be counted.

	Years
	Months
	


Sick Leave Accruals eligible for Reinstatement per Absence from Work Policy 2.210 – III.C.10:      

Completed by: (print name & title):

Telephone:

Email Address:

Signature:

Date:

*Service credit calculations for vacation leave accrual rates are not the same as calculations for retirement service credit, or used to determine seniority. Refer to the Benefits office for questions on retirement service credit, and to the Labor Relations office for seniority.

