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FACILITY INSPECTIONS

What you need to know.
· A completed and passing Facility Inspection is a requirement by the Repositories for companies who apply for Reseller membership (FDIC/NCUA memberships are exempt).
· Prior to submitting your application, the office should be fully established and functional to prevent delays in processing or possible denial of your application (additional fees may be incurred for any reinspection).
· Virtual Inspection - Company designated contact uploads office photos and completes the inspection questions by downloading the inspection app onto their cell phone. 
· Physical Inspections - Company designated contact schedules and meets an inspector at the office location listed on the Service Agreement as “company’s physical address”. The inspector completes their checklist and inspection while physically at the location by taking photos, verifying office security and surroundings. 
· Both the Virtual and the physical inspection costs are the same. The Application Fee for new client onboarding includes your initial inspection fee.
· Residentially located office inspections are required every two (2) years after onboarding and the fee for the inspection is invoiced to the client once completed.

General Guidelines
· Offices that are paperless and/or store documents electronically, in most cases, don’t require a shredder or file cabinet, however the office photos should reflect this (excessive files/documents viewed during the inspection will be questioned for PII).

· Offices that are not paperless will require a locking file cabinet AND either an approved shredder (Cross-cut/Micro-cut) or a locking shred bin with a contracted shredder/destruction service.

· Offices sharing space with another company should be separated by a locking door and sharing office equipment is prohibited between the two companies.

· Server/PC and/or printer must be in a secure area that is accessed only by your company and should be password protected and/or inaccessible to non-employees.
· Virtual Offices are not allowed (i.e. WeWork etc.).




Residential Office Locations (additional requirements)
· Office must be a fully operational dedicated office, that is separated from the rest of the home.
· Office cannot serve a dual purpose, and non-office items may be questioned.
· Office cannot be used as a walk-through to access another part of the home.

Quick Tips 
· The sharing of consumer credit data and related services with another business is NOT allowed.
· Be prepared to answer additional questions during your facility inspection such as:
· Who performs maintenance and repair on client's computer(s)?
· Are computers installed with current anti-virus/anti-malware?
· Virtual inspections are our standard method of ordering and provide real-time results. Physical inspections, conducted by our third-party inspection provider, are available as an alternative and may require additional time for results to be received.


THIS MATERIAL IS PROVIDED AS A GENERAL GUIDELINE AND IS NOT INTENDED TO BE AN ALL-INCLUSIVE LIST OF THE REQUIREMENTS TO PASS A FACILITY INSPECTION.

**Questions? We’re here to help: Contact applicationstatus@advcredit.com**
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