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).

o0 Any criminal history information returned as a result 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 (5USC 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




Updated 9/9/2016

Q & A Regarding the Fingerprinting of Real Estate
Applications

1. Who must get fingerprinted?

Everyone who is applying for an original real estate license through the Missouri Real
Estate Commission (MREC) is required to be fingerprinted before making application for
an original license. All applicants are required to have their fingerprints taken through
the Missouri State Highway Patrol’s approved vendor for both the Missouri State
Highway Patrol (MSHP) and Federal Bureau of Investigation (FBI) fingerprint
background check. Currently the approved vendor is 3M/Cogent.

A copy of the receipt provided by the approved vendor must be submitted with the
license application. Assuming everything else is in order and no convictions or
pleadings are disclosed, a temporary work permit will be issued even if the fingerprint
check results are not yet received by the MREC. However, a license will not be issued
until the fingerprint check results are received and a satisfactory result is indicated.

SAVE YOUR RECEIPT. This receipt contains vital tracking information should there be
any questions.

2. What will I need to do to get fingerprinted?

You must first register with the Missouri Automated Criminal History Site (MACHS) at
www.machs.mo.gov. You will need to provide the MREC's four-digit registration
number, 0004, to authorize the MSHP and FBI to send the results to the MREC.

Upon registration, you will be directed to a list of fingerprint locations available
throughout the state, with some sites offering evening and/or weekend hours. You are
required to bring a Photo ID with you to the fingerprint site. Acceptable forms of ID are
a valid driver’s license, military ID, or a passport. Each location fingerprints people on a
first-come first-served basis and the actual fingerprint process will take approximately
10 minutes.

3. How soon must the fingerprint check be completed?

To reduce the number of fingerprint check results received by the MREC from
individuals who do not apply for a real estate license, the Criminal Justice Information
Service of the MSHP suggests waiting to be fingerprinted by the approved vendor until



just before, or at the same time, registration is made to take the licensure examination.
As only a fingerprint receipt from the vendor needs to be submitted with the application,
and since the fingerprint check results are typically received by the MREC within three
to five days of the prints being taken, this should not delay the processing of an
application.

4. How much does it cost and who gets the money?

The fee is $40.30 — 3M/Cogent receives $8.30; the MSHP receives $20.00; and the FBI
receives $12.00. The MREC does not receive any portion of this fee.

5. How do | pay for this service?

You can pay by either credit or debit card when registering online through
www.machs.mo.gov, or you can pay on site with a check, money order, or cash (exact
change is required).

6. How will the approved vendor know who is to be given the results?

MREC's four-digit registration number, 0004, which you must provide when registering
at www.machs.mo.gov identifies the MREC as the authorized agency to which the
results are to be provided. Failure to identify the MREC as the authorized agency may
cause you to be fingerprinted again at your expense.

7. Must | have an appointment and how long will it take?

Appointments are NOT required. However, you must pre-register at
www.machs.mo.gov before you can be fingerprinted.

The actual fingerprinting process typically takes 10 minutes or less.

8. What do | do after | get fingerprinted?

At the conclusion of your fingerprinting appointment, you will be provided a receipt that
contains your unique TCN number. You will use this TCN number if you need to
contact 3M/Cogent regarding the status of your background check. A copy of this
receipt must be submitted with your application for licensure.

The fingerprint checks are electronically obtained by the MREC. On occasion, either
the MSHP or the FBI cannot read your prints. In this instance, you will be contacted by
3M/Cogent to have your fingerprints retaken.



9. What happens if | refuse to get fingerprinted?

As fingerprinting is required to obtain a real estate license, you will not be able to get a
license. This requirement is no different than having to meet the other requirements for
obtaining a real estate license.

10. Do I still have to be fingerprinted if I've been fingerprinted for another agency
or when I was in the military?

Yes. Fingerprint results cannot be shared between agencies and results can change
over time. Therefore, even if you had your fingerprints taken before, you must have
them taken again and you must specify that the results are to be provided to the MREC.

11. Can | have my fingerprints taken at the local sheriff’'s office or at the MSHP
instead of through the approved vendor?

No. Regulations require the use of the MSHP’s approved vendor. This is to reduce
administrative and tracking problems.

12. What happens if the MREC is notified of a conviction or pleading that was not
disclosed?

All convictions and pleadings will be checked against the application. Should it be
found that an applicant has failed to disclose convictions or pleas, the Commission will
review the matter and determine if denial or discipline of a license is appropriate. This
determination would be based on both the substance of the conviction or pleading and
the failure to disclose the conviction or pleading.

13. What if | live out of state?

If you reside out of state, you will be required to go to your local law enforcement
agency to have your fingerprints taken. You will then submit the completed fingerprint
card to 3M/Cogent for digital transfer and submission to the MSHP and FBI. Be sure to
include the MREC's registration number, 0004, on the fingerprint card. In addition to
any fees charges by the local law enforcement agency, you will be required to pay the
fees outlined in question 4. Mail the fee and fingerprint card to 3M/Cogent, Attention:
Fingerprint Card Scan MSHP, 639 North Rosemead Blvd, Pasadena, CA 91107.

Retain a copy of your 3M/Cogent payment and envelope to be used in lieu of a receipt.




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,
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If you decide to challenge the aceurac; QL completenpss our FBI criminal history record,
you should send your challenge to the agncy that contributed the questioned information to the
FBIL 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 FBI 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.)

' Written notification includes electronic notification, but excludes oral notification.
> See 28 CFR 50.12(b).
38ec 5US.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).






