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                    6011 Columbus Pike   Lewis Center, Ohio 43035


__________________________________________________________________________________________

RE: Polygraph Examinations and EPPA Guidelines

Dan,

Thank you for your recent inquiry about the polygraph services we have to offer. Here is a checklist for you to follow to ensure that EPPA Guidelines are followed:

_____ First, I have enclosed our “Polygraph Agreement” (2pg), we need a separate agreement for each examinee. You must fill out the Examinee portion, the Requesting party portion, Enter a description of the test matter. I need you to initial beside #1, your firm is established under Group B, so please initial the space beside Group B, I need you to initial beside #2 & #3. On #4 I need you to initial beside #4 and indicate whether or not you want a written report (the report fee is waived for you). Then I need you to initial beside #5 & #6, Have your employee print their name on the first line, sign the second and I need you to print your name on the first line and sign the second. Once we have received this Polygraph Agreement back we will schedule for an appointment. Then you can begin filling out the rest of the paper work.

_____ Second, I have enclosed the EPPA Guidelines (2pg) for you to review. If you have any questions please let us know and we will answer them for you.

_____ Third, I have also enclosed the “Notice to Examinee” form (1pg) that you must read to the employee and have them sign and date it, and then you must sign and date it yourself. You keep the original of this and fax a copy to us. 

_____ Last, I have enclosed the “Employee Consent” form (1pg). Once we have confirmed a test date and time, it must be filled in on the form. The form must be filled out by you and read to the employee, who must then sign and date it. Then you must sign and date it yourself. Again, you keep the original and fax a copy to us. I have already indicated on the form who is requesting the examination, please review this and let me know if it is correct. I have also indicated where the exam is to take place.
If you have any questions about any of this, please give me a call and we can go over it.

Brad D. Kelly

________________________________________________________________________________________________________________________
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