	FINGERPRINT PROCESSING INSTRUCTIONS


It is the responsibility of the license applicant to obtain a national criminal background check. To obtain complete information on obtaining a national FBI Fingerprint Criminal Background Check, please refer to the FBI Identification Record Request/Criminal Background Check website at:

http://www.fbi.gov/about-us/cjis/background-checks/submitting-an-identification-record-request-to-the-fbi.  

1. 
Complete the FBI Applicant Information Form: 


You must sign the form and provide your complete mailing address, telephone number and/or e-mail address, if available.

2.
Obtain a set of your fingerprints by contacting a fingerprinting facility:


Fingerprinting services are available through the Oregon State Police located at 3772 Portland Road NE, Building C, Salem, OR 97303. You may contact them at (503) 378-3070, or visit their website at: http://www.oregon.gov/OSP/ID/index.shtml. Fingerprints may be obtained at this office during these designated days/times: Monday-Friday from 8:00 a.m. to 4:30 p.m. (Refer to OSP for the cost of this service)

Fingerprinting is also available through most local law enforcement agencies and can also be found under “Fingerprinting” in the yellow pages. Fingerprinting facilities generally charge a fee for the service (Please contact a local police agency or fingerprinting service for information).


Obtain the properly rolled set of your fingerprints using the blue applicant fingerprint card (FD258). An example of this fingerprint card can be seen at: http://www.fbi.gov/about-us/cjis/background-checks/standard-fingerprint-form-fd-258. 

3.
Payment: (See FBI Identification Record Request/Criminal Background Check website above for current fees)

Option 1: Obtain a money order or cashier’s check made payable to the Treasury of the United States. Please sign where required. Important Note: Cash, personal checks, or business checks WILL NOT be accepted.

Option 2: Pay by credit card using the Credit Card Payment Form. Don’t forget to include the expiration date of the credit card that you are using.

4.
Review the Record Request Checklist to ensure that you have included everything needed to process your request. 

5.
Mail the required items listed above; signed applicant information form, fingerprint card, and payment to the following address:


FBI CJIS Division – Record Request


1000 Custer Hollow Road


Clarksburg, WV 26306

Note: Although the FBI employs the most efficient methods for processing these requests, processing times may take approximately eight weeks depending on the volume of requests received. 

6.
Upon receipt of the results from the FBI, hand deliver or mail the results to the OHLA IN THE UNOPENED, OFFICIAL FBI ENVELOPE for processing. DO NOT OPEN FBI RESULTS.

IMPORTANT: ONLY DESIGNATED AUTHORIZED AGENCY STAFF MAY OPEN THE ENVELOPE. ANY RESULTS DELIVERED TO THE AGENCY IN AN OPENED OR NON-OFFICIAL FBI ENVELOPE MAY BE REJECTED.








