Pre-Adverse Action Letter
Directions: Send this letter to the final candidate about negative information revealed through the background check and allow five days for the candidate to respond before a final employment decision is made. You may only edit the bracketed text. Other text may not be changed.
[Date]
[Applicant name]

[Applicant address]
Dear [applicant name]:
As we recently discussed, [college/unit name] obtains a background check report on final candidates to assist us in evaluating suitability for employment with the university.
We are enclosing a copy of the background check report we obtained in conjunction with your consideration for employment. At the bottom of this letter, please see the contact information for the company that provided this report to us. We are also enclosing a copy of an information sheet summarizing your rights under the Fair Credit Reporting Act. We will be completing our review of your application soon. Due to the information revealed in your background check, you may be determined to be disqualified from consideration unless supplementary documentation is provided to me to refute this information within five business days from the date of this letter.
If you have questions about this matter or the enclosed report, please contact me at [phone number].

Thank you again for considering employment with The Ohio State University.
Sincerely,
[Name]
[Title]

[Mailing address]
Attached: 
Copy of background check report

Copy of Summary of Your Rights under the FCRA

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
