
 
 
 
   PRE-EMPLOYMENT SCREENING PROCESS 

                                            FOR USERS OF CONSUMER REPORTS 
 

 
 
 
  

Applicant completes and signs Notice and Authorization Form 
and (Credit Authorization, if applicable) 

Employer requests Consumer Report by faxing: 
1.  Job Candidate Request Form 
2.  Notice & Authorization Form and (Credit Authorization Form, if applicable)  
3.  If requesting please send Job application with employment history & education  

Employer receives completed Consumer Report 
(Background Check) from McCoy Investigations 

Adverse Information is received from McCoy 
Investigations and a decision not to  hire is made 

No adverse information is received 

1. Send Applicant Pre-Adverse Action Letter 
2. Send Copy of the “Summary of Your Rights” 
3. Send Copy of the Consumer Report from McCoy Investigations 

Hire Applicant 

After five (5) days or a “reasonable amount of time” 
1. Send Applicant Adverse Letter 
2. Send Copy of the “Summary of Your Rights” 
3. Send Copy of the Consumer Report from McCoy Investigations  


