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Procedure to obtain a change, correction, or update of identification records:

If, after reviewing his/her identification record, the subject thereof believes that it is incorrect or incomplete in any
respect and wishes changes, corrections, or updating of the alleged deficiency, he/she should make application directly
to the agency which contributed the questioned Information. The subject of a record may also direct his/her challenge
as to the accuracy or completeness of any entry on his/her record to the FBI, Criminal Justice Information Services
(CJIS) Division, ATTN: SCU, Mod. D2, 1000 Custer Hollow Road, Clarksburg, WV 26306. The FBI will then forward the
challenge to the agency which submitted the data requesting that agency to verify or correct the challenged entry. Upon
the recsipt of an officlal communication directly from the agency which contributed the original information, the FBI CJIS
Division will make any changes necessary in accordance with the information supplied by that agency.

(28 CFR § 16.34)

Section I
Authorizing Information:
This section is to be completed by the agency authorized to request civil fingerprint-based background checks.

1. Fingerprint Code:
The fingerprint code identifies the authorizing purpose in law allowing the agency to request the civil
fingerprint-based background check. For example, School Employment (SE), Child Protection Volunteer
(CPV), Health Care employment (HC).

2. Requesting Agency Identification (ID):
The requesting agency ID is assigned to your agency by the MSP. No request for fingerprinting can be
completed without an agency ID. Please ensure the correct fingerprinting reason code and agency
Identification is used. The MSP will charge for second requests due to incorrect codes.

3. Agency Name:
The agency name Is the legal name of the authorized agency. For schools specifically, the agency nhame is
the name recognized by the Michigan Department of Education.

4. Individual ID (optional)
s a unique identifier specific to the individual requested to submit fingerprints. An ID such as a state Issued
licensing number, a Personnel Identification Code (PIC) number, or other similar uniquely issued
identifier/number,

Section I,
Applicant Information:
This section can be completed by the authorized agency, the individual, or as a joint effort by both. Section Ii
specifically pertains to the demographic information needed in order to obtain the biometric data of the applicant
and Is a unique identifier specific to the applicant.

Section Il
Livescan Information:

This section is required to be completed by the Livescan vendor operator. Must be completed by the Livescan
operator at the time of fingerprinting. After fingerprinting, the applicant shall return this signed and completed
document to the requesting agency. The Livescan operator must return a completed copy of the form to the y
applicant.

*Livescan Operator — when an individual ID is provided, please enter the ID into the Miscellaneous Number
(MNU) field on the Livescan device. Select OA - Originating Agency Identifier and then enter the unique identifier
in the Identification Code field.




