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STEP TWO:
L4 Pre-Adverse Action Notice
S E LE‘ I LE I I E R When taking an adverse employment action based upon cniminal conviction history, some states and cities

require an employer to provide certain additional notices and forms to the applicant, to engage in an
interactive process with the applicant, and to provide written individualized assessments. These

obligations can arise at various points during the adverse action process, Additionally, certain jurisdictions
TE M PLATE require an employer to identify the specific conviction which is potentially disqualifying. For your

convenience, the letters listed above can be edited by you to identify specific disqualifying convictions and

to make such other edits as may be required by any particular jurisdiction which may govern your decision

to decline to hire an individual. Please consult with your legal counsel regarding compliance with those
city and state laws that may regulate your hiring activities

| confirm that | will complete and send any additional decument(s) or formi(s) required by my
jurﬁdlrtinn to the applicant to be in compliance



I I I [ J
Order Pre-adverse or Adverse Action Letter
We've pre-populated the letter content for your convenience. You can edit the content of this letter to
include an individual assessment or add in customn content. Please understand that it is your responsibility

to make sure your custom content 15 compliant 1o your Jl.ll',.(ilgl:loll & employment laws

Letter Content

You can make changes within the
template specific to the applicant or Der Bobert Biyea:
send the letter as-is.

Pleaze lef this email serve a3 notice that we are taking adverse action againat you based in whele o in past on
mfarmation contamed m a consumer feport about you. If you spplied for employment, we cannot hire youo, and any

pre-hire contmgent offer of employment i3 now withdrawn, If you are a current employee, please consult with yoar

Changes made here won't change the
tempk]tes fOI‘ future use. o proceed with that transaction a1 this time.

supervisor to defermine the nature of the adverse action !f)'ctu matiated 2 business tansaction with us, we do oot wish

The conrumer reporting agency that supplied the conmamer report did not make the decision to take the adverse action

aad i3 unakle to provide you with the specific reascas why the adverse action was takean. You have the sight to obtain

a free copy of your consamer feport from the consumer feportng agency if you submit a writhen feqisest 1o the agency
within sixty (60) days of recerpt of thes letter. Pleass note, however, that we are also enclosing a copy of your tepart

with this letter, You have the li3h1 b dupu‘!g the oCUmACY of ccm:piﬂﬂua Dfﬂﬂ)‘ information contained in the u

Please undersiand this content will be not saved; we will inclsde & copy of this in the final repart

STEP FOUR:
CONFIRM DELIVERY METHOD

Letter Confirmation

Are you sure you want to send a letter?

Current Email:

krobinson{@es2.com

MNeed to Change Email?

To send letter to more than one email address, place a semicolon (;) between the email addresses.

|krobin50n@ghrr.com |

e

Flem Ashomeme Anbime | oo L N ] [ T |

From here you can choose to send the notice to the applicant's email address on file, send
to the applicant using another email address, or order without emailing. The last option will
allow you to open and print the notice from the "View Documents" section on the

Applicant Detailed View screen.



STEP FIVE:
CONFIRM EMAIL WAS DELIVERED IN
ACTIVITY HISTORY

‘e VIEW ACTIVITY HISTORY

STEP SIX:
VIEW COPY OF NOTICE

Y

DOCUMENT DESCRIPTION DATE ADDED ADDED BY
re-Adverse Action Lefier 021672022 f

This is where you can print and mail the notice to the
applicant if you did not choose the email delivery
method. You may also choose to download a copy of
this notice with the report for your internal records.



