FAIR CREDIT REPORTING ACT ADVERSE ACTION LETTER
When reporting the adverse action, an employer should send a personal letter to the affected person using the following suggested words.  The letter must include the words in bold.  You should either deliver this by hand to the applicant and obtain a receipt for it or send it to the applicant via Certified Mail, Return Receipt Requested, to have proof of delivery.
DATE








NAME

ADDRESS

CITY, STATE  ZIP

Dear NAME: 
[Name of Employer] has decided to [describe the employment action taken]. It reached its decision, in part, on the basis of information supplied to it by [Name of consumer reporting agency].  [Name of consumer reporting agency] was not responsible for [Name of Employer]’s decision which qualifies as an “adverse action” under the Fair Credit Reporting Act and cannot explain that decision to you.  You are entitled to request from [Name of Employer] a summary of the nature and scope of the aforementioned information, which summary we will mail to you at your last known address within five days of our receipt of your request for the summary.  We have enclosed a copy of the report with this letter so that you will not need to request it.
You are also entitled to obtain a copy of the report from [Name of consumer reporting agency] if you request in writing a copy of the report within 60 days.  You may send your written request to [Name of consumer reporting agency] [Address of third party source of information].  You may also call [Name of consumer reporting agency] at [telephone number; must be toll free number in the case of nationwide consumer reporting agencies].  However, you should not rely on a telephone call to obtain your copy of the report and to protect your rights against [Name of consumer reporting agency].
We have also enclosed a copy of a summary of your rights under the Fair Credit Reporting Act to address any inaccuracies in the report directly with [Name of consumer reporting agency].  [Name of Employer] cannot be held responsible for inaccurate information in such reports.

Sincerely,

Human Resources
