SAMPLE LETTER TO BE SENT TO APPLICANT

Name

Address

City, State, Zip,

Applicant,

Thank you for your interest in employment with the ABC COMPANY.  Unfortunately, at this time your application for employment has been denied.  In compliance with the Fair Credit Reporting Act enclosed is a copy of your (credit/criminal) record check and a Summary of Your Rights under the Fair Credit Reporting Act. 

If you wish to contest the information supplied by the reporting agency, you may contact the reporting agency within 5 business days at: 

Hire Safe Investigations, Inc.
Phone: 678-967-4392
Fax: 678-388-9036
E-Mail: BHenry@hiresafeinvestigations.com
Sincerely, 

ABC COMPANY

