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What is a FBI IHSC?

To begin with, it is the U.S. Department of Justice Order 556-73, also known as Departmental
Order, that establishes rules and regulations for you to obtain a copy of your Identity History
Summary for review, or proof that one does not exist.

That order was passed on Sept. 24, 1973, resulting from a determination that “28 U.S.C. 534 does
not prohibit the subjects of arrest and convictions records from having access to those records.”
The order directed the FBI to release to the subjects of identification records copies of such
records upon submission of a written request, satisfactory proof of identity of the person whose
identification record is requested, and a processing fee.

o What exactly is in a “rap sheet,” the colloquial term for an FBI Identification Record or
IHSC? According to the DOJ order we mentioned earlier, it is a listing of certain
information taken from fingerprint submissions retained by the FBI in connection with
arrests and, in some instances, includes information taken from fingerprints submitted
in connection with federal employment, naturalization, or military service. The
Identification Record includes the name of the agency or institution that submitted the
fingerprints to the FBI.

o What happens if the fingerprint records concern a criminal offense? In that case, the
Identification Record includes the date of arrest or the date the individual was received by
the agency submitting the fingerprints, the arrest charge, and the disposition of the arrest
if known to the FBI. All arrest data included in an Identification Record are obtained from
fingerprint submissions, disposition reports, and other reports submitted by agencies
having criminal justice responsibilities.
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How to Submit a Request

The FBI offers three options for requesting your Identity
History Summary or proof that one does not exist.

e Option 1: Electronically Submit Your Request Directly to the FBI
. Option 2: Submit Your Request Directly to the FBI via the Mail
e Option 3: Submit Your Request to an FBI-Approved Channeler

o this last option is not recommended as you do have to be a US Citizen to submit the
request via FBI-Approved Channeler.

THIS IS A STEP BY STEP GUIDE ON HOW TO
OBTAINING YOUR FBI Identity History Summary via
OPTION 1- ELECTRONICALLY!
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Step 1: Go to https://www.edo.cjis.gov.

Home

Y e = e
(lDENTIT‘I’_"HISTDR‘r SUMMARY CHECKS
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Meed Assistance?

Current processing time for Identity History Summary requests submitted electronically is estimated to be three to five business days upon receipt of the fingerprint card. Allow additional time for mail delivery if this option was
selected during the request process.

Due to facility enhancements at the FBI CJIS Division, paper responses will be delayed. Electronic responses will not be impacted during this time.

Overview

35 a criminal history record or a "rap sheet;” listing certain information taken from fingerprint submissions kept by the FBI and related to

s pame of the agency that submitted the fingerprints 1o the FBI, the date of the arrest, the arrest cha

ummary is obtained from rl‘f_l?';l" nt submissions, disposition reports, and other information submitted by authorized criminal jus

The U.S, Department of Justice Order 556-73, also known as Deparimental Order, establishes rules and regulations for you to obtain a copy of your Identity History Summary for review or proof that one does not exist

Under federal law, you can use your ldentity History Summary to review, correct, or update your own personal record. Identity History Summaries should not be used for employment or licensing. Questions regarding employment
or licensing background checks should be directed to the State ldentification Bureau for the state in which the background check is required.

Please use Internet Explorer or Firefox for best results.

Once you get to this page you'll scroll all the way down and find where
you can input your email address...please follow this guide step by step.
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Obtaining Your Identity History Summary

Identity History Summary Checks For Employment Or Licensing
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How To Submit A Request

You should contact the age

address and will be used to complete the online application. The

initiate the application process. A secure link, along with a personal identification number, will be sent to the specified
pplication and to access your results. You may optionally elect to have your results sent to you by First-Class Mail via the U.S. Postal

An e-mail address must be provided in order 1o
same secure link and personal identification number will be used to check the status of your
Service,

to view additional information. Enter | -mall address below to start the Identity History Summary Check process

select each step belo

Step 1: Complete the Applicant Information Form >
Step 2: Select Your Preferences >
Step 3: Submit Your Fingerprints >

Enter your e-maill address to get started!

Step 4: Submit Payment >
s

Step 5: Review and Confirm Your Request >

Stan A Chack Rennact Statue *

Scroll down and find "How To Submit A Request"
Go to the blue box on the right side where it says:
"Enter your e-mail address to get started!"
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Step 1: Go to https://www.edo.cjis.gov.

Enter your e-mail address to get stane-..

( >

Input your email in this box and hit SUBMIT.
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through your state identification bureau, the requesting federal agency, or

If you are requesting a background check for employment or licensing with
another authorized channeling agency.

jw, the FBI is empowered to exchange Identity History Summary
g, if authorized by a state statute which has been approved by the
jthe issuance of a license must, in itself, require fingerprinting and

The FBI's authority to conduct an Identity History Summary check for nonc
information with officials of state and local govermments for employment, |
Attormey General of the United States. The U.5. Department of Justice has §
authorize the governmental licensing or employing agency to exchange fing

An Identity History Summary search obtained pursuant to U.S. Department Bing or employing agencies covered by federal laws and/or state

statutes may refuse to accept Identity History Summary information directly from the subject of the summary, as there would be no way to verify that the information contained on the summary had not been altered. Also, an Identity
History Summary provided to the subject for personal review contains only information maintained by the FBI and may lack dispositional data and/or arrest records that are maintained only at the state level.

You should contact the agency requiring the fingerprinting or the appropriate state identification bureau for the correct procedures to follow.

How To Submit A Request

An e-mall address must be provided in order to initiate the application process. A secure link, along with a personal identification number, will be sent to the specified address and will be used to complete the online application. The
same secure link and personal identification number will be used to check the status of your application and to access your results, You may optionally elect to have your results sent to you by First-Class Mail via the U.S. Postal
Service.

Please select each step below to view additional information. Enter your e-mail address below to start the Identity History Summary Check process.

Step 1: Complete the Applicant Information Form >
Step 2: Select Your Preferences >
Step 3: Submit Your Fingerprints >
Step 4: Submit Payment >
Step 5: Review and Confirm Your Request >
Step 6: Check Request Status >
Step 7: Receive Your Results >

After you enter your email you will see a box that says "Received" click
ok and go to your email for further instructions.
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= M Gmail Q, Search mail T @ & d
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(® Snoozed
BE- Sent ;
[ Drafts
W More
+
Labels +
COMPLETED
>

In your inbox look for the email from "Criminal Justice Information
Services" and click onit.
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[ Drafts
v  More Please keep this e- he only
time you will be |
IZhels 3 If you have any qu
COMPLETED { This message
“ Reply

After you click on the email copy the PIN or write down the PIN and
click where it says to "CLICK HERE" and it will take you back to the
edo.cjis.gov website.
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Once you open the link on the email it will take you to this page, click
"CONTINUE"
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Warning! Enter your PIN
You ane accessing a U.S. Government information system, which includes this nputér, this computer network, a [
computers connected to this network, and all devices and/or storage media attached to this network or to a computer on | = m

You'll get to this WARNING PAGE. And on the side you'll see a box that
says ENTER YOUR PIN here you can go ahead and paste the PIN
number you just copied from your email or wrote down.
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) Personal Information

Last Name

I

Middle Name 1

Date of Birth

I

Country of Citizenship

I Select one or more countries of citizenship

Sex Race

[ Select a Sex v] ‘ Select a Race

€ Mailing Address
§) Preferences

) Fingerprint Card

© Payment

| . OMB-1110-0052
e Suffix
Belect a Suffix b

. Citizen or Legal Permanent Resident?

Please Choose B
E-uner MNumber Seclal Security Mumber
L
»
b4
v

Read the PRIVACY ACT STATEMENT and you can go ahead and click
"CONTINUE" it will make the box go away.
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- OMEB-111

@ Personal Information A~

Last MName First Name

I Hoffmann Glennis

Middle Mame 1 Middle Mame 2 Name Suffix

Date of Birth Place of Birth U.5. Citizen or Legal Permanant Resident?

Country of Citizenship Country of Residence Prisoner Number Social Security Mumbar

| Mexico X | United States (Including APQ/FRO/DPO and US territories) HAN-XX

Sex Ao
) Mailing Address A
€ Preferences v
) Fingerprint Card w
O Payment v

Accessibility Freedom of Information Act  Privacy Policy

®fo
You will now input your personal information. It will have several

sections, anything that’s in "RED or a *" needs to be filled out.
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Home FAQ

@ Personal Informatien o OME
) Mailing Address A

Country

In Care Of Anention

Glennis Hoffmann Glennis Hoffmann |

Addrass

Postal (Zip) Code

City State

Oklahoma w

Phone Number

S

@) Preferences v

@ Fingerprint Card b4

@ Payment v

You will now input your mailing information. It will have several
sections, anything that’s in "RED or a *" needs to be filled out.
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: OME-1110-0052
@ Personal Information v
@ Meailing Address ¢
©) Preferences ~

Would you like your date of birth included on the response?

Would you like to receive status notifications? E-mall Address

Would you like to have a hard-copy response mailed to you?

€Back | Next
O Fingerprint Card v

© Payment b

When you get to PREFERENCES
make sure you click YES to both EMAIL & HARD COPY.
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@) Personal Information
©) Mailing Address
@ Preferences

@ Fingerprint Card

How would you like to submit your fingerprint card?

| Electronic Submission via Third-Party (Additional fes ey apply w

Third-Party Fingerprinting Locations

Location

o JOIN OUR FACEBOOK COMMUNITY

MeAreDREAMER

NETWORK

istance

You are required to pre-register before you can visit an avallable Third-
Party location. Once you make the payment in the next step and submit
your application, you will be redirected to the Third-Party Registration
page whers your first and last name, e-mail address, and order number
will be auto populated for you

Please take a copy of your confirmation e-mail to one of the available
locations to have your fingerprints scanned and submitted electronically
This option will allow you to receive your Identity History Summary
(IdHS) results in as litthe as 48 hours upon submission of your
fingerprints

LIS

712-6.

S8 - Eastside Tulsa

USPSE - Missouri Valley
116 N Sth T

42-3436

Preregistration Required ()

o T

O Payment

v

For Fingerprinting it will auto generate the nearest location where you

can walk in with your email and provide your fingerprints.
You'll select the USPS office & CONTINUE.
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@ Personal Infermation
© Mailing Address

) Preferences

@ Fingerprint Card

O Payment
Please remember to submit your fingerprint card after you have submitted your pa
Upon clicking the button below, you will be redirected 10 Pay.gov 1o complete the pa

« Back Proceed o' Payment

vOME-l 110-0052

You are almost there.
It will ask you to reverify your information and click YES.
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OMB-1110-0052

& Personal Information v

€ Mailing Address el v

€ Preferences W v

@ Fingerprint Card v

O Payment ~
Please remember to submit your fingerprint card after you have submitted your payment and received your confirmation e-ma

Congratulations you have submitted your request but you still need to
submit your fingerprints...and this where you click "OK"and it will take
you to another page to be able to input your payment information.
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< Cancel

Identification Record Request

Payment Information

Payment Amount $18.00

I want to pay with my

2 W
(_/.' Amazon account

C- PayPal account

Debit or credit card

ould, Eherefore, st expect i, Communications made using this system may be dncloced as allewed by federal L

¢ sl the autemated sysbems which nos on it are mositered. | ndividuals ane st guaranteed privicy while wsing govemment comguters and shi

Unansheriped use of this computer is.a violatn of federal v sl fruy subjent e 1o chvil and criminal pesalties This compraer

Unclawified [SEU] data that requires specific data privacy handBng.

You'll get to a payment screen and you will heed to select, either
Amazon Account, Pay Pal Account or Debit or Credit Card.
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Identification Record Request

m | e

Enter your payment information and it will send you an email to take it
to your fingerprints.
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Gmail Q

€« &
& Compose

Inbox 4

Starred

Drafts

v  More
Labels +
B Angie

. CLAUDIA

COMPLETED

GLENNIS
B CALENDY GLENNIS
B SCHEDULED
LUPE
B NORESPOND
- MNORA

B 1:11With Nora

[
Thl'

O m B O

R
0]
Q

From: Crminal Justice Infermation Services <
Date H
Te

Subject: ldentity History Summary Request Confirmation

“Your ldentity History Summary Request has been accepted and will be processed in the dale erder in which it was recaived
Your Order number is;

Your payment verification code is:

‘fou indicated your fingerprinis would be delivered by: ELECTRONIC SUBMISSION V1A THIRD-PARTY

Please refer to the following details when submitting your fingenprinis:

f delivering your fingerprints via a third-party, click here to view a st of approved providers.

Hera are the registration links of the approved third-party providers in your area

« LSPS Registration

® Active

Nate: You are required to pre-register before you can visit an available Third-Party location. You should have been redivected to a Third-Party Registration page after submitting your application, If you hawve not registered, please click on

the provided link above 1o register where you
form of identification” upon arrival at the third-party location

Pleasa take a copy of your confemation amail 1o the Third-Party location

Alemativ

FEI CJIS Divislon

ATTN: ELECTRONIC SUMMARY REQUEST
1000 Custer Hollow Road

Clarksburg, Wi

West Virginia 26306

f you have any questions regarding this e-mail contact 304-625-5550 or [dentity

will be required to enter your first and last name, e-mail address, and order number, which is located on this e-mail under your name. Please also note you will be asked to provide a valid

. you may still deliver your fingerprints via Mail. To do so, please send yowr completed fingerprint card along with a copy of this confirmation emai to

This is the email you'll take to the place you selected.
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Step 2: Visit a participating U.S. Post Office location to submit
your fingerprints electronically as part of your request. You
may go to any of the participating U.S. Post Office locations
nationwide upon completion of your request. Additional fees

may apply.

If you choose to use a U.S. Post Office location, you must complete your
application and payment electronically prior to visiting a U.S. Post Office
location to submit your fingerprints electronically as part of your request.

If you choose not to use a U.S. Post Office location to submit your
fingerprints electronically, then you may still mail your completed
fingerprint card, along with your confirmation email received
when you started your electronic request, to the address listed on
your confirmation email. The request will continue to be processed
as ah electronic submission once the completed fingerprint card is
received.

STEP BY STEP GUIDE

FBI FOIA
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