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a mandatory field — Enter the

subjects last name, first name and middle name or
initial and the suffix if any (if there is no middle
name (NMN), leave blank).

You may reference the 2007 Criminal Justice Training Manual, Third Edition, Appendix A, for
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ases — Name information includes

birth name, maiden name, married names,
street names and nicknames.

You may reference the 2007 Criminal Justice Training Manual, Third Edition,
Appendix A, for the Washington State Identification System Name
Standards.
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of birth will be entered on the card as
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5'. Ci'fi'zenship — This iS a mandatory fielll

only when requesting a fingerprint
background inquiry for a concealed
pistol license or alien firearm license —
Enter the citizenship of the person being
fingerprinted.
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6. Physical Descriptors — This is a mandatory field —

The sex, race, eye color, and hair color should be
entered using National Crime Information Center
(NCIC) abbreviations. The height is entered as feet
and inches and the weight entered as pounds.

NCIC Physical Descriptor abbreviations may be found in the 2007 Criminal Justice Training
Manual, Third Edition, Appendix B.
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7. PO y field — Place

of birth — enter the country the person
was born in or if they were born in the
United States, enter the state.
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Number is a unique identifier that may be
used by the agency to identify the person
being fingerprinted or the individual
fingerprint card submission
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12. Miscellaneous Number — Th
used to enter additional identifying
numbers such as a military id, alien

registration or passport number.
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13. Signature of Person Fingerprinted —

Ask the subject to sign the card. Make
sure this person is who they say they are
by checking valid photo identification.
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14. Residence of Person Fingerprinted —

**This is a mandatory field — Enter the
subje




LEAVE BLANK l TYPE OR PRINT ALL INFORMATION IN BLACK ¥ LEAVE BLANK
Ty '\lr | LasT name NAM FIRST NAAME MIDDLE MAME A
ICAN]

i
I FTal)

SIGNATURE OF PERSON FING

M FINGERPRINTED

TURE OF OFFICIAL TAKING FINGERPRINTS

Official

G

15. Date and'Signature of Official Taking

Fingerprints — This is the official and/or




|
1 TYPE OR PRINT ALL INFORMATION IN BLACK
| LasT name NAM FIRST NAAME MIDDLE MAME

~ | ALIASES AKA

N FINGERPRINTED -

ATURE OF OF

EMPLOYER AND ADDRESS

16. Employer/Address

OMN FINGERPRINTED

| : Y

16. Employer and Address —**This is a

mandatory field — Enter the name and
address of the employer requesting the
fingerprint b ui
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17. Reason Fingerprinted
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| 17. Reason Fingerprinted — This is a
| mandatory field — Reference the WSP
Applicant Grid to determine exactly what
to enter into this field.

The Applicant Grid is located in the 2007 Criminal Justice Training Manual,
Third Edition, Appendix H.
= | —




ENCE OF PERSON FINGERFRINTED 3. Contributor
14. Subje_ct’s Address

16. Employer/Address

**One of these fields must be completed. To determine which field to complete,
consider who will receive the fingerprint background inquiry results.

If the results will be returned to an agency with an ORI, enter the agencies ORI.
If the result will be returned to an employer, enter the employer’'s name and address.

If the result will be returned to the subject of the inquiry, enter the residence of the
person fingerprinted.

Note: If more than one field is completed, the results will be returned as follows:
If there is an ORI, the results will be returned to the ORI.

If there is no ORI and the fee is paid by the employer the results will be returned to the
employer.

If there is no ORI and the fee is paid by the applicant and there is no instructions to
send the results to the employer, the results will be returned to the applicant.




Chain of Custody

The FBl recommends that “any individual who has their prints put
on the fingerprint card should not have direct access to the card
again. This eliminates the possibility of the fingerprint card being
altered in some manner after the fingerprints have been taken, and
does not allow the “Chain of Custody” to be broken.”

In order for the “Chain of Custody” to not be broken, it is
recommended that all law enforcement and state agencies require
all applicant fingerprint cards to be sealed and mailed from the
police department or state agency.

To implement this procedure, the applicant will need all other
documents for processing to be included for mailing.



How to Return an
Applicant Card to the
Subject

When returning an applicant card directly to the subject, it is
recommended to utilize the “Chain of Custody”. Be sure to
place the fingerprint card into an envelope. Seal the envelope
and sign, initial or use an agency stamp across the seal. The
applicant will be responsible for submitting to the Washington
State Patrol (WSP) and providing other documents if needed
and any fees required.



How to Submit an
Applicant card through
the Mall

Applicant cards may be mailed to the requesting agency or
directly to the WSP. When mailing to the WSP, please use the
following address:

Washington State Patrol
Identification and Criminal History Section
PO Box 42633
Olympia, WA 98504

Note: You may complete the fingerprint card using a live-scan
and choose to print the card then follow the agencies
processing procedures.



How to Submit an
Applicant
Card Electronically

To submit a fingerprint card electronically, you must have a
live-scan or card-scan, an electronic connection to the WSP
and an established billing account.

Once the live/card-scan fields have been completed, you may
choose to transmit to the WSP.

It is the agencies responsibility to collect any required fees.
The WSP will bill the submitting agency for all billable
submissions.



How to Submit an
Applicant
Card Electronically

An agency may use their live-scan to
electronically submit a fingerprint
card without collecting any fees if the
applicant provides a Request for
Electronic Applicant Submission
form. This form will provide the
Information needed to complete the
live-scan fields. Make sure to enter
the ORI of the requestor.




Questions?
Contact (360) 534-2000
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