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Subject: Fieldprint Fingerprint Communication
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placing agencies from the Virginia Department of Social Services Email
Distribution Service.
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COMMONWEALTH of VIRGINIA

DEPARTMENT OF SOCIAL SERVICES

DATE: January 11, 2018

TO: Licensed Child Placing Agencies
LDSS Child Placing Agencies
Children’s Residential Facilities

FROM: Charlene Vincent, Director, Division of Licensing — Children’s Programs

SUBJECT: Fingerprint based background checks — Scheduling an appointment and
process changes

This memo is to provide you information about how to schedule an appointment for
fingerprinting and what to expect if an individual has a criminal record.

The VDSS website will be updated with the power point that is attached to this memo, about
‘making an appointment’ for a fingerprint check.

VDSS expects to ‘go live’ with the Fieldprint fingerprinting process on January 16, 2018.

Fingerprinting appointments

Where does an individual go to be fingerprinted?

Fieldprint is the company DSS is working with to take fingerprints. Individuals must make an
appointment online. Fieldprint will not take walk in appointments. There are many locations
across the state to choose from. Locations can be found on the Fieldprint website:
https://fieldprintvirginia.com/. Click on “our locations” for a zip code search. This will give you
the address and hours of operation of locations.

What information does an individual need to register for an appointment to be fingerprinted?

To be able to register for a fingerprint appointment individuals must have a Fieldprint code and a
facility ID. The Office of Background Investigations will send out Fieldprint codes and facility
IDs to providers when it is time to begin fingerprinting, which is expected to be January 16, 2018.
Providers should share this information with the individuals required to obtain a fingerprint based
background check when they are ready to be fingerprinted.

*Note about Fieldprint codes: These codes are specific to an assigned role. Individuals must
make sure you use the correct Fieldprint code when you register. For example, employees must
use the employee Fieldprint code. Household members must use the household member


https://fieldprintvirginia.com/
https://www.dss.virginia.gov/files/division/licensing/background_index_childrens_facilities/fingerprint_based_background_checks/schedule_a_fingerprint_appointment_at_Fieldprint_power_point.pdf

Fieldprint code. Foster parents must use the foster Fieldprint code and adoptive parents must use
the adopt Fieldprint code.

Individuals will be asked for personal information. This includes social security number, date of
birth, current address, out of state addresses (from the past five years), phone number, and email.
Make sure to have the information handy before beginning the registration process.

What must be presented at the fingerprinting appointment?

Once registered for an appointment, individuals will receive a confirmation page. Individuals
must bring that confirmation to the appointment. The page can be printed or shown on a mobile
device. Individuals must also bring two forms of ID. One ID must be a picture ID. A list of
appropriate forms of ID can be found on the Fieldprint website and is included on the
confirmation page.

How much does it cost for fingerprinting?

VDSS will be billed for the cost of fingerprinting for individuals from Local Department of
Social Services homes. Individuals with Children’s Residential Facilities and Licensed Placing
Agencies must pay for fingerprinting during the online registration process.

The current costs are:

Employees (Children’s Residential Facilities), potential foster/adoptive $57.00
parents, birth parents, household members
Volunteers (Children’s Residential Facilities) $38.00

Process Changes

Providers will no longer receive stamped fingerprint cards. If no criminal history is found or if
there are no barrier crime convictions in a criminal history, OBI will email an “eligible”
determination letter to the provider.

If an individual has a barrier crime conviction, OBI will email a “not eligible” determination
letter to the provider and the individual. If there is not enough information to determine if a
person is eligible or not eligible to work with children, OBI will email an “unable to determine”
determination letter to the provider and the individual.

If there is a Virginia criminal record, it will be mailed to the provider with a “not eligible” or
“unable to determine” letter. No criminal record results will be mailed for individuals that are
found eligible.

After two rejections (VA or FBI), a name search will be conducted. The provider will be notified
if this happens.

More information can be found in the OBI procedures manuals. There is a procedure manual for
Children’s Residential Facilities and for Child Placing Agencies. The manuals will be added to
the webpage: https://www.dss.virginia.gov/licensing/background investigations child.cgi

If there are questions, please contact your licensing inspector or licensing office.



https://www.dss.virginia.gov/licensing/background_investigations_child.cgi

Fieldprint

How to register for an appointment
to be fingerprinted



Things to know before you begin

* You will be asked for the following:

— name
— phone number and email

— current address

— social security number

— citizenship

— place of birth

— out of state addresses, if you lived out of state in the past 5 years
— Fieldprint code

— Facility code

Have this information handy before you begin your registration.



Go to https://fieldprintvirginia.com/

and click “Schedule an Appointment”
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The Largest Livescan
Network in Virginia
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Fieldprint’s fingerprinting process is quick, easy and convenient!

o Schedule Your Visit o Attend Appointment o Get Results Fast!

Sign in to our secure system to Visit our professional collection We submit your fingerprints to
schedule your fingerprinting location and have your the state electronically, so your
appointment at a convenient site fingerprints scanned results are returned quickly.
near you. electronically.

Applicants - Get started today! It's easy to schedule an appointment

Fieldprint® Fingerprinting

Serving Virginia

Simple. Safe. Secure.
+ Quick, easy scheduling
+ Convenient locations

+/ Fast, professional fingerprint collections

Schedule an Appo ent

» How It Works
» Qur Locations
» FAQs

» About Fieldprint

@ Copyright 2008-2017. Fieldprint, Inc Home | Glossary | History of Fingerprinting | Site Map | Legal ! Privacy | ContactUs



https://fieldprintvirginia.com/

Create an Account
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Need More Help?

tcml 877-614-4364 or @) Email Us

This is a restricted computer system. It is for authorized use only. Use of this system constitutes consent to security monitoring and auditing. Unauthorized or
improper use of the system is prohibited and may be subject to criminal and/or civil penalties.
Please note: Due to Hurricane Maria, many Fieldprint sites in Puerto Rico are closed until further notice.

New Users | Sign Up

If you are a new user, please register with Fieldprint® in order to
schedule your fingerprinting appointment. Begin the registration process
by entering your e-mail address below.

Email address:
{l ;

Enter your
email address

here

@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions

Existing Users | Sign In
If you already have an account, please log in below to

+ Check your appointment status
* Re-schedule your appointment
+ View and print your receipt

Email address:

Password:

Fieldprint Privacy Policy

FBI Privacy Act Statement

Forget Password?

Don't see any buttons?



Create a password and security
question

mg
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Need More Help?
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Sig n U P We value your personsl information snd keeping it secure st ALL times “our information is saved as you complets each step. You oan log in
0 Privacy Sistement and continue at any fime.

To register with Fieldprint®, please enter the password you would like to use below, along with a security question and answer.
All of the following fields are required

Password Rules

Must be 3 to 16 characters long

Must contain at least one capital letter, one lowercase letier, one number and one special character (J@#5%=?,_N_+~={}[1))
May not be the same as your current password

May not contain the phrase "password” or match any on Fieldprint's ‘banned’ password list

May not be the same as a password you have used in the last 14 days

May not be the same as any of your last 12 passwords used

May not contain your username

Is case sensitive

Password you would like to use

Re-type Password
@
Security Question
| |®
Answer to your Security Question
| | ®

Contact Email Address

| | ®

© Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions Fieldprint Privacy Policy FBI Privacy Act Statement Don't see any buttons?




Enter your Fieldprint Code
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Need More Help?

[ Call 877-614-4364 or @} Email Us

can log in
I Privecy Statement

Rea son We value your personsl informstion and keeping it secure st ALL times. *Your information is saved as you complete each siep. You
and continue st any ime

If your organization has an account setup with Fieldprint, they were provided with a Fieldprint Code specific fo their account. Please enter the Fieldprint Code to
coniinue.

Fieldprint Code
| @

Please note: Your organization must set-up an account before you can be fingerprinted through this system. If they have not done so, or have not provided you
with a code, please contact your organization. Please do not enter your ORI or ARS number, as you will not be able to proceed. (ARS example: ARS §1-001)

@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions ~ Fieldprint Privacy Policy ~ FBI Privacy Act Statement Don't see any buttons?

Your Fieldprint Code is specific to your facility. It identifies which program you are
working with and what type of applicant you are.

Providers should have received an email from the Office of Background
Investigation with your Fieldprint Codes.

If you do not have a code, check with your employer.

If you are the provider and do not have the code, contact OBI at 804-726-7884.



Personal Information

=
el@|® hitps://acceptance fieldprint.com/Scheduling/Personalinformation P-ac ” @ Persanal Infarmation X | ‘ ﬁﬁ TJL? {ﬁ}

X @Con\ren A Select
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o 2 3 Need More Help?
[cm 877-614-4364 or @) Email Us

Data Time and Location Confirmation
Collection
Perso nal ™\ We value your personal information and keeping it secure at ALL fimes, *Your information is saved as you complete each step. You can log in
| Privacy Statement and confinue at any time.

Information

Please enter your personal information below. @
NOTE: The information entered on this screen must belong to the person being fingerprinted. The name provided for the appointment must match both forms of

identification and the date of birth must be on the primary form of 1D, and must match exactly. Your appointment will not be completed if you cannot provide two
forms of matching IDs.

Acceptable Forms of ID
First Name: Middle Name: Last Name: Suffix

] [ | ] | e

Please enter any other names or aliases you have used. If you have used more than one alias, please click the “Add another name” button below fo enter other
aliases @

Enter your
full name I | | | | el

First Name: Middle Name: Last Name: Suffix

here 0]
Social Security Number: You can add Enter your ”a“aS” or

19 additional any other name you
names here use or have used
here



Personal Information

Address Line 1:

| |©
Address Line 2 (Suite/Aptietc.):

| |®
City:

| | @
State:

e 9] @

Zip Code:
[ 10

Date of Birth:
Month Day Year

| 2 e MO

Preferred Contact Method:
(Phone () E-mail @

Appointment Reminder:

Would you like a message appointment reminder sent the day of your appointment?
() Text Message () E-mail: (® No

Save and Continue

{—

Last Login:11/28/M7 7:55@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions  Fieldprint Privacy Policy ~ FBI Privacy Act Statement

Fill out all the boxes completely

You must choose how
you want to be contacted
and if you want an
appointment reminder.

Don't see any buttons?




Add your Demographic information

&
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o 2 3 Need More Help?
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Data Time and Location Confirmation
Collection
Demographlcs We value your personal information and keeping it secure at ALL times. Your information is saved as you complete each step. You can log in
0 PErivacy Statement and continue at any fime.

Please complete the following questions. This information is used to positively identify you when performing a fingerprint-based background check.
NOTE: Fieldprint is required fo provide demographic values established by the FBI and/or state and federal agencies.

(Cintod it o Arerca US4 fe

o 96

'w © Fill this out completely. This
' A information is required by the

et [ejnfseet. _[ln © Virginia State Police and FBI.

Your Weight:
Eye Color:

|Se\ec1 ll @

Hair Color:

|select..... ~®

Race:

[select..... ~®

Last Login:11/28/17 7:55@ Copyright 2002-2017. Fieldprint, Inc. Terms & Conditions  Fieldprint Privacy Policy ~ FBI Privacy Act Statement Don't see any butions? v




Additional Information

[
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Information
Facility ID:

| j@

The Facility ID is assigned to each provider. All providers should have received
their Facility ID in an email from the Office of Background Investigation.

If you do not have the Facility ID, please contact your employer.

If you are a provider and do not have a Facility ID, contact OBl at 804-726-7884.



If you have lived out of the state in the last 5 years enter each

address and dates starting with the most recent.

It you have lived out of the state within the |ast 5 years enter each location and dates starting with the most recent
Out of State 1

I:m - |®@

- o

e I There are only 5 places to
B © enter in out of state addresses.
C 5

s 10 If you have had more than 5
e out of state addresses in the
past five years, enter the 5
— © most recent addresses.

— [

— @

e — 1@

C e




Confirm the Facility
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Data Locati Confirmaf tion
Collection
Ad d Itl on al We value your personal information and keeping it secure st ALL times Your information is saved as you complete each step. You can log in
0 Privecy Statement and continue at sry fime

Information

Facility 1D: 104231

1D 104331. If this is correct, please click Save and Continue. If not, select Back to re-enter the
he Facility that directed you to this site to confirm your Facility ID.

Confirm the Faci
Facili r i

ility information associated with Facility
ity ID or contact the d

Good Shepherd Lutheran Church
1887 ELECTRIC ROAD, SW
ROANOKE, WA 24018

Save and Continue Back

Last Login:11/28/17 7:55@ Copyright 2008-2017. Fieldprint, Inc. Terms & Condifions  Fieldorint Privacy Policy ~ FBI Privacy Act Statement Don't see any buttons?

After you enter the facility ID and go to the next page you will need to
make sure the name and address is correct. Your eligibility letter will be
sent to this facility so make sure it is the right place.

If it is not correct, check to make sure you entered the facility ID correctly.
If it is still not correct, contact your facility to get the correct facility ID.



Authority for Release of Information

e ? |® https://acceptance fieldprint.com/State

% EfjConvert ~ [iSelect
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Autho r|ty for We value your personal information and keeping it secure at ALL fimes. *Your informafion is ssved as you complete each step. You can log in
R I f §  Frivacy Statement and continue at any time.
elease O
Information

Please read and agree to the following

TO WHOM IT MAY CONCERN

Read the

| hereby autherize any investigator or duly accredited representative of the Virginia Department of Secial Services, Office of Background Investigations
(OBI) bearing this release, or a copy thereof, to obtain any information from law enforcementicriminal justice agencies and report the results of such

M M search to the agencies, facilities, or individual(s) authorized to receive same. | hereby direct you to release such information upon request of the
a ut O rl Zat I O n bearer. | understand that the information released is for official use by the Virginia Department of Social Services, Office of Background Investigations .
(OBI) and may be distlosed to such third parties as indicated below in the fulfillment of official responsibilities Th I S a I I OWS O B I
. | hereby release any individual, including records custodians, from any and all liability for damages of whatever kind or nature that may at any time
a n I O u t t e result to me on account of compliance, or any attempis to comply with this authorization. Should there be any questions as to the validity of this

release, you may contact me as indicated below,

to screen your
criminal history
a1 and provide a

|Y|ourFu|IName: |® determination

letter to the
| C2 U2 1 M@
|Re|ease to Facility or Agency: fa C I I Ity-

Save and Contrue [l Back |

Last Login:11/28/17 7:55@ Copyright 2009-2017. Fieldprint, Inc. Terms & Conditions Fieldprint Privacy Policy FBI Privacy Act Statement Don't see any buttons?

boxes.




Find a location for fingerprinting
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Collection

‘Your information is saved as you complete each step. You can log in
and continue at any fime:

S c h ed u | e You r VI S | t We value your personal information and keeping it secure st ALL times

B Privacy Ststement

Find a Location Use your home address
Please enter your home, work, or other convenient address below and click the Find button. ®

[ ain Street, Glen Allen, VA 23060 |

Alternate scheduling flow

Fieldprint Privacy Policy EBI Privacy Act Statement Don't see any buttons?

Last Login:11/28/17 7:55& Copyright 2008-2017. Fieldprint, Inc. Terms & Conditions

Your home address will be in the box. You can change that address to a different
address if you want to change it. Once you enter an address, click the “Find”

button.



Locations
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Need More Help?
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Confirmation

Schedule Your Visit .'. We value your personal information and keeping it secure at ALL times

Privacy Ststement and confinue ot any fime

“Your information is saved ss you complete each step. You can log in
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Find a Location

Please enter your home, work, or other convenient address below and click the Find button @ [:)
33
[123 Main Street _Glen Allen_ VA 23060 | oL

&
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Locations 4]

Once an appointment is made, you may not make a change or cancel less than 24 hours before the Richmond

appointment time without incurring a charge.

The following locations host Fieldprint Stations. Please click the Schedule Appointment button related o | Gooe!
the desired location to begin scheduling your appoimtment or click Find to search for locations near a

+
t

+Mapdats @2017 Google _Terms of Use

Centra

different address.
T h e I o Ca t i o n S Location Name Distance Hours of Operation Notes
E® 1. Fieldprint Site - The UPS Store 3.7 mi M TU W TH F 09:00 AM - 06:00 PM Livescan, Phato, 19
#1156 SA 09:20 AM - 04:40 PM Mo Additional Fees

7330 Staples Mill Road
Verizon Center

near you will be
displayed. This e
information will S e
include the hours

the Fieldprint

location is open.

Expedited Processing

Schedule Appointment

M TUW TH F 09:00 AM - 05:00 PM
SA 10:00 AM - 02:00 PM

Schedule Appointment

M TUW TH F 09:00 AM - 06:00 PM
SA D9:30 AM - 04:30 PM

Schedule Appoiniment

Livescan, Photo, 19
No Additional Fees
Expedited Processing

H® 3. Fieldprint Site - The UPS Store 7.8 mi
#3006
3420 Pump Road
Short Pump Crossing
Richmond, VA 23233

Livescan, Photo, 19
No Additional Fees
Expedited Processing

Alternate scheduling flow

There is a map
to show you
where the
locations are.



Schedule your appointment

723 Mamn Street , tsien Alien, VA Z3U0L ] d
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) Richmond .+
Once an appointment is made, you may not make a change or cancel less than 24 hours before the i
appointment time without incurring a charge. -

The following locations host Fieldprint Stations. Please click the Schedule Appointment button refatedto | Gooels = .
the desired Jocation to begin scheduling your appointment or click Find to search for locations near a 15 2 elatn @7 ongle || Terms of Use

different address.
Location Name Distance Hours of Operation Notes
E® 1.Fieldprint Site - The UPS Store 3.7 mi M TUW TH F 09:00 AM - 06:00 PM SA Livescan,
#1156 09:20 AM - 04:40 PM Phato, 19
7330 Siaples Mill Road » No Additional
Verizon Center Schedule Appointment Fees
Richmend, VA 23228 Expedited
Processing

Available Dates and Times

Enter a date {mm/ddi/yyyy) or select an available date from the calendar:

= MNovember 2017 December 2017 =
Su Mo Tu We Th Fr Sa SuMo Tu We Th Fr Sa
12 3 4 1

. . 56 7 5 9 101 HOEH B EEB
Get Available Times 1213 14 15 16 17 18

10(11 || 12| 12|| 14|/ 15| 18
1920 21 22 23 24 35

17(18 |/ 18|/ 20| 21| 22| 23
26 27 | [20][ 20
24| 26| 26| 27|(23|[ 28| 30

Once you select your location, click the “Schedule Appointment” button
for that location. You will see calendars. Select the date you want your
appointment by clicking on the date in the calendar.



Schedule your appointment
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the desired Jocation to begin scheduling your appointment or click Find to search for locations near a

different address.

Location Name Distance Hours of Operation Notes
H® 1. Fieldprint Site - The UPS Store 3.7 mi M TU'W TH F 09:00 AM - DE:00 PM SA Livescan,
#1156 0 AM - 04:40 PM 9

Staples Mill Road - No i\dcnm"a\
n Center Schedule Appointment i

Richmond, VA 23223

Processing

Available Dates and Times

Enter a date (mm/ddiyyyy) or select an available date from the calendar:

< MNovember 2017 December 2017 =
SuMo Tu We Th Fr Sa SuMo Tu We Th Fr Sa
12 3 4 12
3falslfel7]z]e

7 - 58 7 8 9 10N
Get Available Times 1213 14 15 16 17 18

19 20 21 22 23 24 15

Select an available time on: 26 27 Y[z 17|18 10| 20]| 21]|22]| 23

NOVEMBER 28, 2017 24|25 28|[27| 22|/ 20| 20
3

Afternoon:

12 PM -5 PM

Evening:

After 5 PM

After you select your date, click the “Get Available Times” button. Select the time
you want by clicking on it. After you click on a time, click the “Schedule” button.



Schedule your appointment

Available Dates and Times
Enter a date (mm/ddiyyyy) or select an available date from the calendar:

11)/[28] [ 2017 = November 2017 December 2017 =
SuMo Tu We Th Fr Sa SuMo Tu We Th Fr Sa
12 3 4 12

. 56 7 8 91011 afaselz = e
Get Avaliatle Times 1213 14 15 16 17 18 an o (i [ [

Select an available time on: I
NOVEMBER 28, 2017 You are about to schedule an appointment for 11/28/2

L g 1156
Afternoon:  [Select v e UPS Store #1156
e P

017 at 5:10 PM

Location Name: Fieldprint Si

2FM-5PM Once an appointment is made, you may not make a change or cancel less than 24
ours before the appointment time without incurring a charge
Evening: 10 v Click Continue to schedule this appointment.
After 5 PM Click Cancel to select another appointment time.

Chi

H® 2 Fieldprint Site - PostNet 6.7 mi M TUW TH F 09:00 AM - 05:00 PM SA Livescan,

After you click on schedule, a box will pop up. This box is letting you know that
once you schedule your appointment you cannot change or cancel your
appointment less than 24 hours before the time you chose without being charged.

So, be sure this is when you can make it to your appointment! If you need to
change the date or time, click on “Cancel”.

If you are good, click on “Continue”.



Confirmation!
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Appointment # 2836087 for Test Test is scheduled for: E Print Receipt
November 28, 201 7 at 5: 1 0 PM Get Printable Directions
‘You must print this appointment confirmation and bring it with you to your appointment 1
e i yooyour s Print and get

Your appointment information will also be emailed to you for additional reference. If an email is not received

within one hour, please contact Fieldprint® at 877-614-4364. d irections h ere

Store Front
Your Appointment Location
Fieldprint Site - The UPS Store #1156
7330 Staples Mill Road Verizon Center
Richmond, VA 23228

Please note: Once an appointment is made, you may not make a change or cancel less than 24
hours before the appointment time without incurring a charge.

Please call us at 800-799-1067 fo rate your experience. We would appreciate feedback on your
appointment and our site.

If you decide to reschedule your appointment in the future, please return to
acceptance.fieldprint.com, sign in as an existing user, and click on the red Reschedule link to
make a new appointment. .

What identification to bring?
You must print this appointment confirmation and bring it with you to your appointment

All documents must be unexpired

If you do not bring two valid, unexpired, acceptable forms of ID, your appointment cannot be
completed. The name provided for the appointment must match both forms of identification and the
date of birth must be on the primary form of ID, and must match exactly.

You must bring this page with you to your fingerprinting appointment.
You can print this page and you can print directions on how to get to the location.



You must bring 2 forms of ID with you
to your fingerprinting appointment

ars ui
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IDENTIFICATION REQUIRED FOR FINGERPRINTING

Secondary ID

Primary 1D

Dumbarton

GD°9|E a0 G Map data ®2017 Google

sued non
U.S. Passport/U_5. Pas:
Milital cation Card
Social Security Cal
Bank Statement|

non-
U.S. Passport/l).5. Passp
= Military Identification Card

po!

Rescheduling Your Appointment

ﬁé'; L‘[Ijld it Card If you need fo reschedule your
Marriage c appointment, please click on the link

below or call 877-614-4364. Please do not
contact the collection site directly for all
scheduling is handled by Fieldprint.
Please note that once an appointment is
made, you may not make a change or
cancel less than 24 hours before the
appointment time without incurring a
charge.

fic.
istration/Title
nment Issued Cerlificate of

School ID w/ Photograph

Voter Registration Card

Draft Record

merican Tribal Document
rker Identification
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Your confirmation page has a list of acceptable identification that you will
need to bring with you to your fingerprinting appointment.



Contact information

If you have questions about scheduling an
appointment, call Fieldprint at 877-614-4364

f you have questions about fingerprint based
vackground checks, please contact your
icensing inspector.
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