Client’s name here
Philadelphia, PA 19139

Date
Background check company
Attn: FCRA Disclosures/Reinvestigations


Via Certified Mail

Dear Sir or Madam:

I am writing to dispute inaccurate information in my credit file and to request that you investigate and remove it from my file.
For your reference, I have enclosed a copy of my report which you recently provided to a prospective employer.  I have circled the item that I dispute.  The report erroneously associates my identity with a record of criminal conviction.  Specifically, the report lists a drug offense from earlier this year found in a Philadelphia County criminal records database.  I am not the person named in that record, as evidenced by the following facts:

1. My date of birth is ___________.  Although it is close to the birth date of the NJ for whom the criminal record was found, it is not a match.  

2. I have never resided at ________ Street, Philadelphia, Pennsylvania, the address of record for the NJ with the criminal conviction.  

3. The fact that your September 2, 2005 search of the Pennsylvania State Police criminal records database revealed that I have a clean record is conclusive that the Philadelphia County criminal record that you identified is not mine.  The State Police reports an offense to an individual when two of three criteria—name, date of birth, or Social Security number—match.  Therefore, the “no record” result of the State Police report means that neither my Social Security number (xxx-xx-xxxx) nor my date of birth (xx/xx/19xx) match those identifiers of the NJ convicted of a drug offense.  I have enclosed a copy of the certification of my clean record from the Pennsylvania State Police, which may be validated as indicated in the certification.

4. My fingerprints have been checked against the Philadelphia Police Department’s Criminal Records File and no match has been found.  As a result of this search, the City of Philadelphia Police Department has determined that I do not have a criminal record in Philadelphia.  I have enclosed a copy of the certification of my clean record from the City of Philadelphia Police Department, which may be validated by contacting Lieutenant Gabriel Keown as indicated in the certification.

I request that you delete all references to the Philadelphia County criminal record from my credit file because the record does not belong to me.  Once this information has been deleted from my file, please notify [employer], which previously has received my consumer report for employment purposes, that this erroneous record was removed from my file.
Sincerely,

NJ
