Note: These documents are provided as sample templates only and do not constitute legal advice. Every employer's situation is different, and we strongly recommend consulting a qualified employment attorney to ensure your process is fully compliant with the FCRA and any applicable state or local laws. Research Services assumes no liability for how these samples are used.

PRINT ON COMPANY LETTERHEAD BEFORE SENDING

PRE-ADVERSE ACTION NOTICE

Date:  [Today's Date]
Company Name:  [Your Company Name]
Company Address:  [Your Company Address]

Dear [Applicant Name],

We recently obtained a consumer report in connection with your application for employment with [Company Name]. We are considering taking adverse action based in whole or in part on information contained in that report. Before we make a final decision, we want to give you the opportunity to review the report and address any information you believe is inaccurate or incomplete.

The consumer report was provided by:

Research Services 4 Brothers LLC
124 Simsbury Rd, Avon, CT 06001
Phone: 860-678-0066    Toll Free: 1-800-367-0606
Email: dispute@ctbackgroundchecks.com

Enclosed with this letter, you will find:

1. A copy of your consumer report
1. A copy of "A Summary of Your Rights Under the Fair Credit Reporting Act" (FCRA)

You have 5 business days from the date of this letter to contact us if you wish to dispute any information in the report or provide an explanation. Please reach out to us at:

[HR Contact Name / Authorized Representative]
[Phone Number]
[Email Address]

If we do not hear from you within the timeframe above, we may proceed with a final employment decision. This notice does not constitute a final adverse action.

Sincerely,
[Authorized Signatory Name]
[Title]
[Company Name]
