Adverse Action Process

Before You Take an Adverse Action

Before you reject a job application, reassign or terminate an employee, deny a promotion, or
take any other adverse employment action based on information in a consumer report, you must
give the applicant or employee:

e anotice that includes a copy of the consumer report you relied on to make your decision;
and

e acopy of A Summary of Your Rights Under the Fair Credit Reporting Act, which the
company that gave you the report should have given to you.

Giving the person the notice in advance gives the person the opportunity to review the report
and tell you if it is correct.

After You Take an Adverse Action

If you take an adverse action based on information in a consumer report, you must give the
applicant or employee a notice of that fact — orally, in writing, or electronically.

An adverse action notice tells people about their rights to see information being reported about
them and to correct inaccurate information. The notice must include:

o the name, address, and phone number of the consumer reporting company that supplied
the report;

e a statement that the company that supplied the report did not make the decision to take
the unfavorable action and can't give specific reasons for it; and

e anotice of the person's right to dispute the accuracy or completeness of any information
the consumer reporting company furnished, and to get an additional free report from the
company if the person asks for it within 60 days.

Source: http://business.ftc.gov/documents/bus08-using-consumer-reports-what-employers-need-know
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