Adverse Action Letter

Directions: Send this letter to the final candidate about negative information revealed through the background check after the decision has been made to not hire the candidate. You may only edit the bracketed text. Other text may not be changed.
[Date]
[Applicant name]

[Applicant address]
Dear [applicant name]:
This letter is provided to you in compliance with the federal Fair Credit Reporting Act.
As part of our employment selection process for the position for which you applied, we require that offers of employment be contingent upon the successful completion of a background check. You previously should have received a copy of your background check report and summary of your rights under the federal Fair Credit Reporting Act.
This is to advise you that our previously extended offer of employment is being revoked. In evaluating your application, the background check reporting agency listed below provided us with the information which, in whole or in part, influenced our employment decision. This background check reporting agency played no part in our decision other than providing the information about you, and the agency will not be able to provide you with specific reasons for our denial.
Under the Fair Credit Reporting Act, you are entitled to disclosure of the information contained in your background check report by contacting the background check reporting agency directly, within 60 days of this letter. You also have the right to dispute the completeness or the accuracy of the report to the background check reporting agency.
Sincerely,
[Name]
[Title]
[Mailing address]
Background Check Reporting Agency: 

LexisNexis Screening Solutions, Inc.

Consumer Center

P.O. Box 105108

Atlanta, GA 30348-5108

Phone: 800-845-6004

Fax: 800-213-4937
