	YOUR COMPANY NAME HERE


Adverse Action Notification


Date

Applicant Name

Applicant Address

Applicant City, State  Zip

Dear Applicant:

A decision is currently pending regarding your application for employment with (Name of Company).  We are providing you with a copy of the Consumer Report (Background Check) and the document  “Summary of Rights Under the Fair Credit Reporting Act.”  The Consumer Report was authorized by your signature on the Disclosure Notification / Release of Information Form signed during the application for employment process.  The contents of the enclosed Report are currently under review in consideration of your possible employment with our organization.

You should contact our office immediately if the Consumer Report contains information that is inaccurate or incomplete.  We will investigate the discrepancy and review the corrected information prior to a final decision regarding your employment.

Sincerely,

Name of Authorized Company Representative

Title of Representative

Enclosure

