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Current Date
Name of Applicant/Employee
Street Address
City State Zip
Dear Applicant/Employee,

When you applied for the Job Title position – Job Number Job Number in the Department Name at the University of Arizona, you consented to an independent investigation conducted by a consumer reporting agency.  This investigation may have included obtaining information covering up to the last seven (7) years regarding, among other items, your references, character, past employment, work habits, education, general reputation, personal characteristics, judgment and liens, subject to state law.  The investigation also may have included obtaining information relating to criminal convictions without any time limitations, subject to state law.  

The University of Arizona contracted with STERLING TESTING SYSTEMS, INC., whose address and telephone number are 249 West 17th Street, New York, NY 10011, Telephone: (800) 899-2272.

STERLING TESTING SYSTEMS, INC. has reported to us the following information:

[Insert disqualifying information]
Based on this information, you would not be extended an offer of employment.  STERLING TESTING SYSTEMS, INC. has not made this decision and is not able to explain why the decision was made.

The University of Arizona is enclosing a copy of the report and a copy of your rights under the federal Fair Credit Reporting Act.  You have the right to obtain a free copy of your file from STERLING TESTING SYSTEMS, INC. if you request the report within 60 days.  You also have the right to dispute directly with STERLING TESTING SYSTEMS, INC. the accuracy or completeness of any information provided by it.

If you believe the information listed above is not accurate, please contact [insert name, telephone number of contact] within five business days of receipt of this letter.  We will not make a final decision regarding your application until [insert date].

This will give you an opportunity to contact us if you want to dispute the report submitted by STERLING TESTING SYSTEMS, INC.

Sincerely,

[Your Name] 

[Your Title]
Encl: FTC Summary of Rights 
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