ARIZONA DEPARTMENT OF PUBLIC SAFETY

2102 WEST ENCANIO BLYD. P.O, 80X 6638 PHOENIX, ARIZCNA 8£006-6638  (602) 223-2008
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RECORD REVIEW PACKET INSTRUCTIONS

INSTRUCTIONS FOR THE SUBJECT OF RECORD TO OBTAIN A COPY OF THE

INFORMATION IN HIS/HER STATE CRIMINAL RECORD

The Ceniral State Repository of Arizona Department of Public Safety (DPS) maintains
Arizona criminal history record information. The sabject of a criminal record may review
the information contained in his/her Arizona record for the SOLE PURPOSE OF
REVIEWING THE ACCURACY AND COMPLETENESS OF THE RECORD (see Section

41-1750 of the Arizona Revised Statutes).

Individuals who wish to review their criminal history record:

-

Must submit a full set of legible rolled fingerprints to ensure positive identification and that
the subject of record receives the correct record.

In addition to the subject’s identifying information (NAME, DATE OF BIRTH, SOCIAL
SECURITY NUMBER, PHYSICAL DESCRIPTION, SIGNATURE, RESIDENCE), the
fingerprint card must state “RECORD REVIEW” under reason fingerprinted.
Fingerprints must be taken by an official at a law enforcement agency. The
badge/serial number of the official and the name of the agency must appear in the
block provided,

Do not bend or fold the completed fingerprint card.

Complete the Record Review Contact Information Sheet.

If represented by an attorney, the attorney must submit a notarized letter of authorization
from the subject in order to obtain the subject’s criminal history record.

Mail the completed fingerprint card, Record Review Contact Information Sheet and
notarized authorization letter, if applicable, to :

ARIZONA DEPARTMENT OF PUBLIC SAFETY
CRIMINAL HISTORY RECORDS UNIT
PO BOX 18450
PHOENIX, AZ 85005-3450

Upon completion of the record review:

&

A copy of any existing Arizona criminal record will be mailed in approximately 2 weeks
to the address provided on the completed Record Review Contact Information Sheet.
Criminal records will contain no per sonal identifying information (such as name, address,
etc.)’

If vou have any questions concerning your submission, please contact the Criminal History

Records Section at (602) 223-2229, 6 a.m. to 2 p.m.
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FEDERAL BUREAU OF INVESTIGATION

UNITED STATES DEPARTMENT OF JUSTICE
CJIS DIVISION/CLARKSBURG, WV 26306
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APPLICANT

THIS CARD FOR USE BY:

1. LAW ENFORCEMENT AGENCIES IN FINGERPRINTING APPLICANTS FOR LAW ENFORCEMENT POSIHONS."
2. OFFICIALS OF STATE AND LOCAL GOVERNMENTS FOR PURPOSES OF EMPLOYMENT, LICENSING, AND
PERMITS, AS AUTHORIZED BY STATE STATUTES AND APPROVED BY THE ATTQRNEY GENERAL OF THE
UNITED STSTES. LOCAL AND COUNTY ORDINANCES, UHLESS SPECIFICALLY BASED ON

APPLICABLE STATE STATUTES DG NOT SATISFY THIS REQUIREMENT.

3. US. GOVERNMENT AGENCIES AND OFHER ENTITIES REQUIRED BY FEDERAL LAW.™"

4. QFFICIALS OF FEDERALLY CHARTERED OR INSURED BANKING INSTITUTICNS TO PROMOTE OR MAINTAIN

THE SECURITY OF THOSE INSTITUTIONS.
Pleasa review this helpful information to ald in the successful processing of hard copy criminal and civil fingerprint submissions in omer to prevent dolays
of refections. Hard copy ﬁnri[e{prinl suibmissions must meet specific criteda for processing by the Federal Buread of trivesEgation.
Ensura all Information s fypad or fegi]b!y printed using biue or black ink.
Enter data within the boundarios of tho daslganated fleld or hlock. .
Complate 2if requirad fialds. {If a required feld is foft blank, the fingerprint card may be fmmediately rejecled without further processing.}
+  The required fields for hard copy fingerprind cards are: originating agency identfier number - data of birlh - place
of birth - Tama - sex Engerprint impressions - any apphcable state stamp - Other {race, height, weight, eye color,
hais color]
* criminat fingerprint cards a'se fequire an arrast chargs and date of amest.
* eivil £ngerpiint cards alzo require a reasen fingerprinted and date fingerprinted

Do not use hlghligh(ers on ﬁnﬁe(prlnt caids.

Lo not antsr data or labels within*Leave Blank® areas.

Ensuie the ‘Reply Desired’ fiald Is checked when applicable {criminal oniy).

Ensuie fingesprint Impressions are rolled completaly from nafl to nail.

Ensure fingerprint impressions are in the correct saquance.

Ensure natations are made for any missing fingarprint impression {l.e. amputation).
Da not usa mora than two retabs per ingerpsint improssion block

Ensure no siray marks are within the fingerprint Impresslon blocks.

Training aids can be ordered on%a via the Internet by accessing the FBI's websta at figoy, dick on Fingerprints', then ofick on Omdaring
Fingerprint Cards & Training AWy’ Direct questions to the ldentification and tmestigative Senvices Section's Customer Service Group at (304} 625-5500
of by p-mai at <faisonileo.govs.

PRIVACY AGT STATEMENT

Authority: The FBI's acquisilion, preservation, and exchange of information requested by this form is generally authorzed under 28 LL5.C.
534. Depending on tha nature of your application, supplemental autherites include numercus Federal statutes, hundreds of Stale statules
pursuant to Pub.L. 92-544, Presidential executive orders, regulatons andfor orders of the Atiomey General of the United States, or other authorized
authorities. Examples include, but are not fmited to: 5 U.S.C. 9104; Pub.L. 84-20; Pub.. 101-604; and Executive Ordess 10450 and 12868.
Pr%\{._'id’:ng the requested information is voluntary; however, falfure to fumnish the Information may affect timely completion or approval of your
application.

Social Securi? Account Number (SSAN). Your SSAN is needed lo keap records accurats because other peopla may have the same
name and birth date, Pursuant to the Federal Privacy Act of 1974 {5 USC 552a), the requesting agency Is responsible for fnforming you whether
disclosure is mandatory or veluntary, by what statutory or other autherity your SSAN Is solicited, and what uses will be made of it. Executive
Order 9347 also asks Federal agencles lo use this number to help identify individuals in agency records.

Principal Purpose: Cerlain determinations, such as employment, security, fcensing, and adoption, may ba predicated on fingerprint-based
chacks. Your ingerprinls and ¢ther Information contelned on {and along with) this forn may be submitled o the requesting agency, the agenc
conducting the appication investigation, and/or £8 for the purpose of companng the submitied information to avaifable records in order to idents
other information that may be pertinent to the application. During the precessing of this appfication, and for as fong hereafter as may be refavant
1o the activity for which this application is being submitted, the FBI may disclose any polentially pertinent information to the requesting agancy
andfor to the ageﬂc‘,' coaducting the investigation. The F81 may a'so retaln the submitted information in the FBI's permanent cotlection o
fingerprints and related information, where it will be sublect to comparisons against other submisslons received by the FBL. Bepending on the
nafure of your application, the requesting agency and/of the agency cenducting the application investigation may also retain the fingerprints and
other submitted information for other aulhorized pumposes of such agency{les).

Routine Uses: The fingerprinis and information reported o this form may be disclosed pursuant to your consent, and may also be disclosed
by the FBI without your consent as permilted by the Federal Privacy Act of 1974 (6 USC 552a(b}} and all appticable outine uses as may be
pubtished at any time in the Federal Register, including the rautine uses for the FBI Fingemvint [dentification Records System {JustcerFBi-009})
and the FBI's Blanket Routing Uses {Justice’FBI-BRU). Routine uses include, but are not Fimitad o, disclesures to: appropriate gevemmentiat
althoritles responsible for ¢ivil or ciminal law enforcement, counterintefigence, national security or public safety matiers to which the information
may be relevant; to Slate and local governmental agencles and nongovemmental entities for application processing as authorized by Federal
and Stale legistation, executive order, or regulation, including employment, security, icensing, and adoption checks; and as ctherwise aulhorized
by law, treaty, executive order, reguiation, or cther lawiul authority. if other agencies are involved in protessing this appication, they may have
additional routine uses.

Additional tnformation: The requesting agency and/or the agency conducting the applicalion-investigation will provide you additona
information pertinent to the specific circumstances of this application, which may include ldentification of other autharites, purposes, uses, and
consequences of not providing requested information. in addition, any such agency in the Federal Executive Branch has also published nofice
in the Federa! Register descriding any system{s) of records in which that agency may also malntain your records, including the authorities,
purposes, and routine uses for the system(s).

INSTRUCTIONS:

1. PRINTS MUST GENERALLY BE CHECKED THROUGH THE APPROPRIATE STATE IDENTIFICATION BUREAU, AND QNLY THOSE
FINGERPRINTS FOR WHICH NO DISCUALIFYING RECORD HAS BEEN FGUND LOCALLY SHOULD 8E SUBMITTED FOR FBI SEARCH.
2. IBENTITY OF PRIVATE CONTRAGTORS SHOULD BE SHOWHN I SPACE "EMPLOYER AND ADDRESS™. THE

CONTRIBUTOR IS THE NAME OF THE AGERCY SUBMITTING THE FINGERFRINT CARD T( THE FBIL

3. FBI HUMBER, IF KNOWN, SHOULD ALWAYS BE FURNISHED IN THE APPROPRIATE SPACE,

*+ MISCELLANEQUS NO. - RECORD: OTHER ARMED FORCES NO. PASSPORT NO. [FP], ALIEN REGISTRATION NO.

{AR}, PORT SECURITY CARD NO. (PS}, SELECTIVE SERVICE NQ. (S8) VETERANS' ADMINISTRATION CLAIM NO. (VA),

.

A
\




RECORD REVIEW CONTACT INFORMATION SHEET

Please complefe the contact information below and mail with your completed fingerprint card
so that we can contact you if we have any questions regarding your record review,

NAME:

FULL ADDRESS:

TELEPHONE NUMBER:




Record Review Packet Checklist

Please review and check the boxes below to ensure that you have included everything needed to
process your request.

e [NClude a completed fingerprint card. A completed fingerprint card includes the
following: '

El. Name
EZ. Residence

. Signature

d4. Social Security Number

m 5. Descriptive Data (height, weight, eye color, etc)

n 6. Date of Birth

D 7. Place of Birth

D 8. All 10 rolled fingerprint impressions

E 9. The plain impressions, including thumbs of both hands

D 10. The name of the law enforcement agency and the badge or serial number of
the official taking the fingerprints.

LA Include your completed Record Review Contact Information Sheet in case we need to
contact you.




Frequently Asked Questions

1. Do you have procedures for expeditious han_diing?

No. The DPS Criminal History Records Section does not expedite requests,
2. Ts there a fee for obtaining a criminal history record on myself?
No.

3. How long will it take fo receive a response?

A response, including a copy of any existing criminal record information, will be mailed to
the requester within 15 days of receipt of the completed Record Review Packet. No personal
information regarding the identity or address of the requester will be included in the
responsé,

4, Why do I need to Submit fingerprints?

A full set of legible rolled fingerprints is required to ensure positive identification of the
individual requesting the record review.

5. Where can I get my fingerprints taken?

Your local, county, state or federal law enforcement agencies may take your fingerprints for
a fee,

6. 'What if my fingerprints are continuously rejected?

Have multiple sets of fingerprints taken by a fingerprint technician, Mail all the fingerprint
cards with your Record Review Packet to the Criminal History Records Section.

7. Can I use the fingerprint card I downloaded from this site?

Yes. We will accept the downloaded paper fingerprint card only for the purpose of requesting
an Arizona record review. When you go to a law enforcement agency to be fingerprinted,
they may prefer to use a fingerprint card on standard card stock. You may use the fingerprint
card provided by the printing agency as long as all of the information identified in the
instructions, including the agency and official taking the fingerprints, has been entered on the
fingerprint card.




8. Will my fingerprint card be returned?

No. Due to concerns related to the protection of personally identifiable information,
fingerprint cards are no longer being returned either for a “no record” response or with an
Arizona criminal history record. The fingerprint card will be destroyed.

9. Do I need to notify the Criminal History Records Section if my address has changed
since I submitted my request for my Record Review?

No. You are not required to contact the Criminal History Records Section with your change
of address. However, you should contact the Post Office to verify you have updated your
address and any mail sent to your old address will be forward to your new address.

10. If T feel that there is a mistake in my criminal record, how do I take care of it?

Upon receipt of the record review results, if you feel that your record is inaccurate or
incomplete, you can chailenge your eriminal record by completing the “Review and
Challenge of Arizona Criminal History Record Information” form which will be mailed to
you with the results of the record review. Complete the Review and Challenge form and
mail the form to the Criminal History Records Section at the address listed on the Review
and Challenge form.

11. Can I receive the results of the record review and challenge by telephone?
No. The resuits of a record review and challenge will only be returned by mail,
12, How do I get a personal letter saying that I de not have a criminal record?

Letters are not provided for this purpose. After conpleting the record review and chailenge
process, if the results are negative, the written audit result will be mailed to you without a
copy of a eriminal record and will contain no name or other identifiers.




