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IMPORTANT NOTICE

Applicants
: Vanessa Beauchamp, Executive Director
Criminal Background Checks — Fingerprinting Requirements

February 8, 2016

The Missouri Real Estate Appraisers Commission uses 3M/Cogent Services to fingerprint
applicants for licensure/registration.

The Real Estate Appraisers Commission 4 digit code is 5412 (for ALL applicants within or
outside Missouri).

>

>

Individuals needing to be fingerprinted WITHIN the State of Missouri.

% Applicants will need to register with the Missouri Automated Criminal History Site
(MACHS) at www.machs.mo.gov OR telephone 1-877-862-2425.

% Upon completing the registration you will receive an 8 digit Transaction Control
Number (TCN). This number will be used to track your fingerprints through the
background check process.

+ Once you have verified that the information is correct, click “Schedule
Fingerprinting” to schedule an appointment with 3M/Cogent.

Individuals needing to be fingerprinted OUTSIDE of the State of Missouri.

« Applicants will need to contact the Real Estate Appraisers Commission
(reacom@pr.mo.gov) to request a fingerprint card to be mailed directly to them via
postal service.

% Applicants will need to register with the Missouri Automated Criminal History Site
(MACHS) at www.machs.mo.gov OR telephone 1-877-862-2425.

% Upon completing the registration you will receive an 8 digit Transaction Control
Number (TCN). This number will be used to track your fingerprints through the
background check process.

+ Out-of-state applicants will take their fingerprint cards to their local State Highway
Patrol office for fingerprinting.

« After registering thru MACHS, the TCN number should be written on the back of

the Fingerprint card. Unless payment was made at the time of registration,

payment should be sent with the card and mailed to the following address:
=  3M Cogent
= Missouri CardScan
= 639 N. Rosemead Blvd.
=  Pasadena, CA 91107

Please visit the below regarding fingerprint fees.
http://www.mshp.dps.missouri.gov/IMSHPWeb/PatrolDivisions/CRID/crimRecChk.html#fees

NOTE:
DO NOT submit fingerprints or fingerprint fees to the Commission office.
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Missouri State Highway Patrol _ _

Applicant Fingerprint Services of Missouri

Applicant Fingerprint Form for State and FBI Criminal History Background Checks

Section One: Agency Information

AGENCY 4-DIGIT MACHS REGISTRATION NUMBER: 2412

Agency Name: MO RealEstateAppraisersCommission

Agency ORI: MO920677Z Agency OCA:

Section Two: The Missouri Automated Criminal History Site (MACHS)

For fingerprinting services through the state electronic fingerprint vendor, you must first register with the
Missouri Automated Criminal History Site (MACHS). If you do not have internet access, you may contact
3M Cogent directly at 1-877-862-2425 to have a Fingerprint Services Representative conduct the
registration on your behalf.

MACHS Registration Instructions:

1. Log-on to www.machs.mo.gov

2. Click on the "blue box" MACHS Fingerprint Search Portal

3. Click on the "blue box" to Register with MACHS

4. In the yellow-highlighted box, enter your agency 4-Digit Registration Number and hit "enter”
5. Enter your personal information.

6. At the Missouri Background Check Fingerprint Summary verify all personal data and agency
information before proceeding. If all information entered is accurate and complete, click Complete
Registration. This will take you to the fingerprint services vendor for further processing to include
payment and to select a fingerprint location. Please note your Transaction Control Number (TCN).
The TCN will be required at the time of fingerprinting to confirm your MACHS registration data.

Your processing fee is automatically calculated based on the 4-digit registration number that you provide.
Fees are either paid at the time of registration or are payable to 3M Cogent at the time of fingerprinting
unless a billing account has been established by your agency. Upon completion of the fingerprint
appointment, 3M Cogent will transmit your fingerprint background check request to the Missouri State
Highway Patrol (MSHP) for processing through the state and FBI. The results of the search will be
provided to the authorized agency within 5 to 10 business days.

Section Three: Registration Confirmation (for applicant or agency use)

Applicant Name:

TCN (Confirmation Number)

Date Prints Taken




Missouri Procedures for Out-of-State Applicant Fingerprint Cards

Out-of-State Applicants may mail their fingerprints to Cogent for faster criminal background
check processing. If not being billed, a check or money order for the Cogent fingerprinting fee
and all State or FBI fees should accompany the fingerprints. For more information about fees
please visit www.machs.mo.gov for a complete fee schedule.

All fingerprint cards should contain the mandatory demographic information listed below. If any
of the below fields are left blank the fingerprint card will not be able to be processed and a
rejection notice will be mailed back to the applicant.

Mandatory Information that must be included on the fingerprint card:

First Name Height
Last Name . Weight
Street Address Hair Color
City Eye Color
State ' Race
Zip Code Place of Birth
.| Date of Birth Citizenship ,
Gender Social Security Number (if a US Citizen)

If the applicant is conducting the background check for an agency that has been assigned a 4
digit registration numbet/agency code or for a volunteer purpose then this must be notated in the
upper right hand comer of the fingerprint card. Failure to include this information on the
fingerprint card will result in an incorrect type of background check being done. Additional fees
may be accessed if a correction is later needed.

Only include "Volunteer” if the

Sample Registration # background check is being
/ conducted for a position asa
AT RIS N
volunteer.

I Voluntoer

Fingerprint cards and associated |

ASALY - e
Ascmbernat & LUALE s

SERE A mteisediiel - fees should be mailed to:

3M Cogent

Missouri CardScan
639 N Rosemead Bivd.
Pasadena, CA 91107

Questions about this process may be
directed to Cogent at 1-877-862-2425
or to the Missouri State Highway
Patrol at 573-526-6312 -




Important Notice Concerning Your Fingerprint-based
- Background Check

As an applicant who is the subject of a state and/or national fingerprint-based criminal history

- record check for a noncriminal justice purpose (such as an application for a job or license, an
immigration or naturalization matter, security clearance, or adoption), you must understand that
by mailing your fingerprints to the Missouri State Highway Patrol or to Cogent, the Missouri
Fingerprint Services vendor, you hereby agree to the following:

o Your fingerprints will be used to check the criminal history record files of the
Missouri State Highway Patrol (MSHP) and/or the Federal Bureau of
Investigation (FBI).

o Any criminal history information returned as a resuit of this search will be made
available to-requestors pursuant to Chapter 43 RSMo.

o All information, including your fingerprints, photograph, and any demographic
data collected during the course of your fingerprint-based record check may be
stored in MSHP and/or FBI files. Such data will be subject to comparisons against
other submissions received by the MSHP and/or the FBI and to further
disseminations by the MSHP or the FBI as may be authorized under the Federal
Privacy Act (SUSC 552a(b)) or Missouri Revised Statutes.

o Any future updates made to your arrest record may also be shared with the agency
requesting this fingerprint-based background check if the requesting agency is a
subscriber to the state and/or federal Rap Back program.

Questions about this notice may be directed to the Missouri State Highway Patrol Criminal
Justice Information Services Division at 573-526-6153 or machs@mshp.dps.mo.gov




NONCRIMINAL JUSTICE APPLICANT'S PRIVACY RIGHTS

As an applicant who is the subject of a national fingerprint-based criminal history record check
for a noncriminal justice purpose (such as an application for a job or license, an immigration or
naturalization matter, security clearance, or adoption), you have certain rights which are

discussed below.

e You must be notified that your fingerprints will be used to check the criminal history

record of the FBI.
If you have a criminal history record, the officials making a determination of your

suitability for the job, license, or other benefit must provide you the opportunity to
complete or challenge the accuracy of the information in the record.

The officials must advise you that the procedures for obtaining a change, correction, or
updating of your criminal history record are set forth at Title 28, Code of Federal
Regulations (CFR}, Section 16.34.

If you have a criminal history record, you should be afforded a reasonable amount of
time to correct or complete the record (or decline to do so) before the officials deny you
the job, license, or other benefit based on information in the criminal history record.

(See 28 CFR 50.12(b).)

You have the right to expect that officials receiving the results of the criminal history record
check will use it only for authorized purposes and will not retain or disseminate it in violation of
federal statute, regulation or executive order, or rule, procedure or standard established by the
National Crime Prevention and Privacy Compact Council. (See 5 U.5.C. 552a(b); 28 U.S.C. 534(b);

42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d), and 906.2(d).)

If agency policy permits, the officials may provide you with a copy of your FBI criminal history
record for review and possible challenge. If agency policy does not permit it to provide yoU a
copy of the record, you may cobtain a copy of the record by submitting fingerprints and a fee to
Information regarding this process may be obtained at http://www.fbi.gov/about-

the FBI.
us/cjis/backeground-checks.

If you decide to challenge the accuracy or completeness of your FBI criminal history record, you
should send your challenge to the agency that contributed the questioned information to the
FBI. Alternatively, you may send your challenge directly to the FBI. The FBI will then forward
your challenge to the agency that contributed the questioned information and request the
agency to verify or correct the challenged entry. Upon receipt of an official communication
from that agency, the FB! will make any necessary changes/corrections to your record in
accordance with the information supplied by that agency. (See 28 CFR 16.30 through 16.34.)
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