This is a sample preliminary notice of adverse action. 
Please revise as needed and print on company letterhead
____________

_______________________________

_______________________________

_______________________________

Dear _______________________________,
This letter is to inform you that an offer of employment or promotion will not be made to you; is rescinded or your employment is terminated with ____________________________________________________.                                                                                                           

This decision was based, either in whole or in part, on information provided to us in a “consumer report,” “consumer credit report,” and/or an “investigative consumer report” (consumer report) from the consumer reporting agency listed below.  
Under the Fair Credit Reporting Act, you have the right to obtain a free copy of the consumer report by submitting a written request to the consumer reporting agency no later than 60 days after the date of this notice. You also have the right to dispute the contents of any information in the consumer report by contacting the consumer reporting agency listed below.  If the reinvestigation of your file does not resolve the dispute to your satisfaction, you have the right to send a statement of explanation to the consumer reporting agency to be included in your file. If such action is taken, the consumer reporting agency must include your statement regarding the disputed information in any report it issues about you. Please Note: The consumer reporting agency did not make the employment decision and is unable to supply you with specific reasons why the decision was made.
Creative Services, Inc. 
64 Pratt Street
Mansfield, MA 02048-1927
(800) 536-0093 
(508) 339-5451
Sincerely,

______________________________________
04/2023

