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Representation Document Instructions 

 

 

Dear Employment Candidate, 

Please read the following documents carefully.  Incomplete applications will delay the 

registration process. Fill out and assemble the required information on the following 

pages. When complete, please return your documents by MAIL ONLY to: 

 

Domestic Placement Network, LLC 

PO Box 1326 

Ojai, CA  93024-1326 

 

Faxed applications will not be accepted.  

Take the time to create an impressive package for yourself.  The materials we receive 

from you are part of our interview process, so follow the directions carefully and send 

paperwork that represents your skills and attention to detail. 

We look forward to helping with your job search. 

 

Sincerely, 

Domestic Placement Network Staff 
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Application Checklist 

 

Please return the following documents to complete your application: 

□ 
Current Resume – Please include a copy of your complete resume. The minimum 

acceptable format should include: Dates of employment, Employer Name, Job Title, 

Summary of duties required in the position. We also recommend stating the reason for 

leaving each position. 

  

□ 
2. Letters of recommendation - Please include clear copies of any available letters of 

recommendation. Even better, have color copies made of the most recent or most important 

letters.  Note: All letters in foreign languages should be accompanied by the English 

translation. 

  

□ 
3. Reference List - You will have to supply this information on any job application so have 

it ready on a separate page, laid out as follows: Employer name; whom to contact for the 

reference; the contact's title; a current telephone number; and any notes about reaching the 

person.  

  

□ 
4.Current Photograph - Include a recent photograph of yourself (May be sent by mail or 

by email).  The photo should show your overall physical appearance and a clear picture of 

your face. Your picture is required if we are not able to meet you in person. It is important 

that the photograph submittied represents how you would present yourself professionally.  

  

□ 
5. Background Explanation / Agency Forms - If there is anything at all that you know 

will show up on your: driving record; credit history; criminal background; or any civil 

litigation cases, please offer a detailed explanation.  All employment offers are contingent 

on the verification of the information you provide here!  Please use the following 

background forms included with this application. 
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Applicant / Agency Agreement 

 

1.  I understand that I may be required to provide additional information to be represented for employment. 

I may also be required to authorize a thorough background check including: criminal background; civil 

litigation history; credit report; social security verification; etc.  No party may conduct these searches 

without my signed authorization. 

2. I understand that agencies and employers may have different terms and conditions when considering me 

for employment.  It is my responsibility to learn all of the policies and procedures of any agency or 

employer prior to applying for employment. 

3.  I agree to notify Domestic Placement Network (DPN) or the agency that referred me of all rlevant 

changes in my employment status including: address changes, offers of employment, contact information 

changes, etc.  I can do this by contacting DPN directly or by making the appropriate changes to my online 

application. 

4.  I understand that acceptance of my application by Domestic Placement Network is not a guarantee that 

DPN or any of its clients or agency partners will represent me or find suitable employment for me. 

5.  I understand that Domestic Placement Network is not liable for the actions of any employer or agency.  I 

agree to indemnify and hold harmless Domestic Placement Network, its employees, officers, and agents for 

and from all claims, including attorney fees and court costs, made by any person when such claim arises 

out of my actions or the actions of any party to whom I have been referred directly or indirectly by DPN. 

6.  I agree not to accept any offer of employment from any employer or agency that Domestic Placement 

Network has referred me to, now or in the future, without notifying DPN and following the agency 

procedures. I understand that doing so will make me personally liable to DPN for payment of any 

applicable placement fees. 

 

 

I have read, understood, and agree to the above terms. I also hereby certify that all of the information 

contained in this application is true and complete to the best of my knowledge: 

 

 

 

 

 

_________________________________  

Applicant Name     

 

 

_________________________________  _______________________ 

Sign Name     Date 
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Authorization / Release Form 

 

I hereby authorize Domestic Placement Network, LLC and its designated agents and representatives to conduct a 

comprehensive review of my background causing a consumer report and/or an investigative consumer report to be generated 

for employment purposes. I understand that the scope of the consumer report/investigative consumer report may include, but 

is not limited to, the following areas: 

 

Verification of social security number; current and previous residences; employment history including all personnel files; 

education including transcripts; character references; credit history and reports; criminal history records from any criminal 

justice agency in any or all federal, state, county jurisdictions; birth records; motor vehicle records to include traffic citations 

and registration; and any other public records or to conduct interviews with third parties relative to my character, general 

reputation, personal characteristics or mode of living. 

 

I further authorize any individual, company, firm, corporation, or public agency (including the Social Security 

Administration and law enforcement agencies) to divulge any and all information, verbal or written, pertaining to me to 

Domestic Placement Network or its agents.  I further authorize the complete release of any records or data pertaining to me 

which the individual, company, firm, corporation, or public agency may have, to include information or data received from 

other sources. 

 

I hereby release Domestic Placement Network, the Social Security Administration, and its agents, officials, representatives, 

or assigned agencies, including officers, employees, or related personnel both individually and collectively, from any and all 

liability for damages of whatever kind, which may, at any time, result to me, my heirs, family, or associates because of 

compliance with this authorization and request to release.  You may contact me as indicated below. 

 

I understand that I have the right to revoke this authorization at any time, provided I do so in writing. 

 

Print Name:  ________________________________________________________________________ 
  (First)    (Middle)   (Last) 

 

Current Address: ________________________________________________________________________ 
  (Street)      

 

________________________________________________________________________ 
(City)     (State)   (Zip) 

 

*Prior Address: ________________________________________________________________________ 
  (Dates: From Mo/Yr -  Mo/Yr)    (Street)      

 

________________________________________________________________________ 
(City)     (State)   (Zip) 

 

 

Social Security Number: ________________________ Date of Birth: ________________________ 

 

Driver’s License Number / State: ___________________________________________________________ 

 

 

 

Signature: __________________________________________ Date: _______________________ 

 

*If necessary, please include a separate sheet for all previous addresses within the last seven (7) years.  Also list any 

additional names used over the last ten (10) years. 
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Preliminary Background Screening 

 

 

APPLICANT NAME  __________________________________________ 

 
Please answer ALL questions completely and truthfully. Any employment offers are contingent on the verification of the information 

you provide here.  Attach a separate sheet if necessary. 

 

1. Criminal Background 

a. Have you ever been convicted of a crime?  Please explain the charges and outcome. 

 

 

 

 

2. DMV (Driver’s License) 

a. What is the current status of your driver’s license? 

 

 

b. Has your license ever been revoked?  Please explain. 

 

 

c. List all citations received over the last five years, including state. 

 

 

 

 

3. Civil Litigation 

a. Have you ever taken legal action against an employer, or had action taken against you?  

Please explain in detail. 

 

 

 

 

b. Have you had any legal action against you in the last 10 years?  Explain. 

 

 

 

 

4. Credit History 

a. Please describe any negative information that will appear on your consumer credit 

profile. 

 

 

 

 

5. Medical 

a. Do you have any history of substance abuse or mental illness?  Please provide full details 

including diagnosis and treatments. 

 

 

 


