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Date of Letter
CONFIDENTIAL

VIA CERTIFIED MAIL

Candidate Name
Street Address
City, State Zip Code
Re:  UNC-Chapel Hill Application for POSITION NUMBER OR TITLE
Dear Candidate Name:

On Date of pre-adverse letter, you were provided notice that the results from a consumer report (pre-employment background check [AND IF APPLICABLE DRIVER’S LICENSE CHECK]) may prevent you from being hired.  In addition, you were provided with a copy of the consumer report received by the University from Castle Branch and a copy of the document entitled “A Summary of Your Rights under the Fair Credit Reporting Act” issued by the Federal Trade Commission.  This document can also be found at the following location on the Internet:

http://www.ftc.gov/bcp/edu/pubs/consumer/credit/cre35.pdf 

It was also requested that you provide any additional information that you wished the University to consider within five (5) calendar days from the date you received that letter.  Based on all the information available, I now write to inform you that the University has decided not to hire you for the above-listed position due wholly or in part to the information obtained as part of the pre-employment background check [AND IF APPLICABLE DRIVER’S LICENSE CHECK].
Castle Branch did not make the decision not to hire you and cannot provide the reason for the decision.  You may obtain a free copy of the report from Castle Branch within sixty (60) days, and you have the right to dispute the accuracy of the information with Castle Branch.  You may contact Castle Branch at:



Castle Branch, Inc.



P.O. Box 1699



Wilmington, NC  28402



888.723.4263 (toll free call)

However, if you have any questions about this decision, you may contact Name at UNIVERSITY CONTACT INFO.

Sincerely,

NAME 1 (or NAME 2)
TITLE
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