SAMPLE DENIAL LETTER
Date
Name
Address
State and Zip 


Dear:
We have received your volunteer application and appreciate your interest in Special Olympics ___________.   In accordance with the consent form you signed, we have conducted a background screening check using ______________ (reporting agency).  The report that we received from the reporting agency indicates that you have a record that includes matters that make you ineligible to volunteer under Special Olympics _________ volunteer screening policy.  
If you believe that we may have received erroneous information from the reporting agency about your record, you may contact _____________ at ________________ to obtain a copy of your record.  A copy of your rights regarding your record is attached.
If you agree that the information on your record is accurate, but believe you should still be provided with the opportunity to volunteer, please submit a written request for an application review within five business days from receipt of this letter or five business days from your receipt of your report from the reporting agency (whichever is later).  Your request for review should include the following items:

(a) statement about why you should be allowed to volunteer for Special Olympics___________; 
(b) description of the matter, and circumstances surrounding the matter;
(c) sentence rendered and served, if any;  

(d) description of your rehabilitation and current life situation; and
(e) name, address and telephone number of two non-family individuals, as character references
A decision regarding your request for review will be rendered within 30 days.  If you have any questions you may reach me at ____________________.
Sincerely,

Name
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