Sample documents should NOT be construed as legal advice, guidance or counsel.  Employers should consult their own attorney about their compliance responsibilities under the FCRA and applicable state law. Accurate Background LLC., expressly disclaims any warranties or responsibility or damages associated with or arising out of information provided.   Employers seeking credit reports must provide additional notices pursuant to state law.

PRE-ADVERSE ACTION NOTICE - REASON SPECIFIED


Date


[bookmark: _Hlk173145168]Dear _______________________:

You recently authorized [End User] (“Company”) to obtain consumer reports and/or investigative consumer reports (“background check reports”) about you from a consumer reporting agency. The Company is considering taking adverse action based on information in your background check report, including the following specific criminal history items identified in the report:
· [Identify specific criminal history Items]

[bookmark: _Hlk174546716]Please find the following, enclosed or through the link below: 
[URL]
1. Consumer Report
2. A Summary of Your Rights Under the Fair Credit Reporting Act
3. California Notice of Rights by an Investigative Consumer Reporting Agency

The background check report was obtained from Accurate Background, LLC (“Accurate”), located at 200 Spectrum Center Dr. Suite 1100, Irvine, CA 92618, (800)-216-8024, (www.accurate.com). If you wish to dispute the accuracy of the information in the report, please contact Accurate directly. 
[bookmark: _Hlk214290740]You have the right to respond to this notice. If you believe there is additional information that may help us better evaluate your fitness for this position, including evidence challenging the accuracy of the conviction history information, evidence of rehabilitation or mitigating circumstances, or other supporting evidence or documents, please contact [End User] immediately. Evidence of rehabilitation may include, among others, completion of a mental health or substance use disorder treatment program, job training program, or a GED or post-secondary education program, service to the community, work history in a related field since the time of the conviction or incarceration, or any active occupational licensure, commercial driver licensure, or other licensure necessary to perform the specific duties of the job. We will evaluate any information you provide and the information in your report in accordance with applicable law. 

[bookmark: _Hlk173145231]Deadline to Respond: If we do not hear from you within [AdverseLength] business days from the date of this notice, we will make our hiring determination based on the information currently available to us. 

Philadelphia, PA applicants, employees, residents only: You have the right to file a complaint with the Philadelphia Commission on Human Relations. Additional information about your rights under the Philadelphia Fair Chance Hiring Law can be found at https://www.phila.gov/services/crime-law-justice/report-a-crime-or-concern/discrimination-and-unfair-practices/file-a-complaint-about-criminal-record-discrimination-in-employment/.

Sincerely,

[End User]
