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LOCAL CRIMINAL RECORD CHECK

TAKE THIS FORM TO YOUR LOCAL POLICE OR SHERIFF’S OFFICE, one form per adult 18 or older
I hereby authorize Options 4 Adoption, Inc., located at 5957 Henley Drive, Powder Springs, GA 30127, (770) 928-1871 to receive any criminal history record pertaining to me, which can be accessed lawfully in the files of any state or local criminal justice agency in Georgia.

Applicant’s Name: _____________________________________________________________________

                                     Last                                 First                                      Middle

Address: _____________________________________________________________________________

                                    Street                                                                            Apt. No.
_____________________________________________________________________________________

City                                            County                             State                    Zip Code
____________________________
        __________________          __________       ____________

Social Security Number                                  DOB                                      Age                    Sex
_____________________________________________________________________________________

Applicant’s Signature





               Date

TAKE TO POLICE DEPARTMENT TO FILL OUT THIS SECTION

(OFFICIAL USE ONLY)

This statement is to certify the criminal arrest files in the State of Georgia have been served by name and social security number and reveal the following information on the above listed person.

(  )  No Arrest Record




       (  ) See attached GCIC printout

(  )  Arrest Record as follows

_____________________________________________         ___________________________________

Criminal Justice System



                    Signature of Authorized Person

Notary_______________________________________         Date________________________________

COMPLETING THE GBI CRIMINAL BACKGROUND CHECKS
For all adoptions:  

STEP 1: Please register all members of the household age 18 and older at the following website:

https://www.ga.cogentid.com/perlpub/frame_page.pl?link=registration.pl 

Select: “Single Applicant Registrations” located on the right side

Type in all information without using any abbreviations or nicknames.

For “Reason”, select the third choice down, “Adoption Private – Adoption Agency”

For “Payment”, select “money order”

For “ORI/OAC”, type in: GAP231695

For “Verification Code”, type in P231695
Do NOT check off “does another agency make the fitness determination”
Print out your registration page with registration number which will be needed at the fingerprinting location.

STEP 2: You may go to any facility in the State of Georgia to be fingerprinted. Most are in UPS stores.  Find the nearest facility to you by going to the website and clicking on: “Print Locations and Hours” at: http://www.ga.cogentid.com/GA_regions_html/GA_Regions_Main.htm.  Note that days and hours differ for each location.
You will also need to get a separate money order for each person being fingerprinted and bring these money orders with you to your fingerprinting location.  Each money order will be for $33.65 and will be made out to: COGENT Systems – GAPS.  You will not be charged further at the fingerprinting location.

When going for your fingerprinting, it is recommended that you call first to be sure they are open, operational, and have someone available to print you.  Be sure that you bring with you your COGENT registration ID number as well as the appropriate number of money orders.  After being printed, you will leave the facility with no documents and we will access the results from our office.
Please advise us as soon as you are fingerprinted for COGENT as we must go online to verify your results.  Results are typically available within 48 hours.

Note:  If you are adopting internationally and the country you are adopting from requires a State level security clearance, we will get this processed for you through the GBI by making a separate request via email. 
FBI FINGERPRINT CARD INSTRUCTIONS

Website address:
http://www.fbi.gov/hq/cjisd/fprequest.htm.

You only need to complete one card per person, in ink.  Do not complete the cards until after you are fingerprinted.
Starting from the left column, complete as follows:

Signature: sign with your normal signature, your full legal name.

Residence: use your complete address including city, state and zip code.

Date: leave blank until after you are fingerprinted 

Signature of official taking fingerprints: leave blank

Employer and Address: Options 4 Adoption’s address goes here, 5957 Henley Drive, Powder Springs, GA 30127.  Tell whomever is taking your fingerprints that these are not going to your employer but to your adoption agency.

Reason fingerprinted: put either domestic (code 04) or international (code 08) adoption as appropriate
Center column, complete as follows:

Last name, first name, middle name

Aliases: any other legal name that you have ever been known by, ex: maiden name

Citizenship: country that you are a citizen of

OCA Number: put a line through “OCA” and write in OAC: GAP-231695

FBI no.: leave blank

Armed Forces No.: your armed forces number, if applicable

Social security number: your complete social security number

Miscellaneous No.: leave blank

Column to the right, complete as follows:

Sex: M for male, F for female

Race: use one letter, W = White, B = Black, A = Asian, I = American Indian or Alaskan, U = Unknown

Weight: your weight in three digits, ex: 098 = ninety eight pounds

Eyes: your eye color in three letters, blu=blue, bro=brown, grn=green, gry=gray, haz=hazel.

Hair: your hair color in three letters, bal=bald, blk=black, bln=blonde, bro=brown, gry=gray, red=red or auburn, sdy=sandy and whi=white

Your date of birth in six digits only, ex: 121173 = December 11, 1973

The state where you were born in two letters, ex: Georgia = GA

	HOW TO REQUEST A COPY OF RECORD
· If for a couple, family, etc., all persons must sign and send a cover letter, see example below
· Include your complete mailing address 

· If you have a deadline (e.g., an immigration deadline), please include the deadline in your cover letter and on the outside of the envelope. 

    2. Obtain proof of identity, which consists of a set of your fingerprints
         (original card, no copies), with your name, date of birth and place of
         birth. Fingerprints should be placed on a standard fingerprint form
         (FD-258) commonly used for applicant or law enforcement purposes.

· Include rolled or scanned impressions of all ten fingerprints and impressions of all ten fingerprints taken simultaneously (these are sometimes referred to as plain or flat impressions.) 

· If possible, have your fingerprints taken by a fingerprinting technician at your local sheriff’s office.
· Previously processed fingerprint cards will not be accepted. 

    3. Include $18 per fingerprint card in the form of a money order or certified check 
        made payable to the Treasury of the United States, or you may pay by 
        credit card.  THE FBI DOES NOT ACCEPT PERSONAL CHECKS!

· Be sure to sign where required 

· Must be exact amount 

· If for a couple, family, etc., include $18 for each person 

· If paying by credit card you must include the completed credit card payment form 

· Credit cards will not be used for expedited mail services 

    4. Mail the items #1, #2, #3 (listed above) WITH TRACKING to the following address:

FBI CJIS Division – Record Request
  1000 Custer Hollow Road
      Clarksburg, West Virginia 26306

WRITE:  ADOPTION ON THE OUTSIDE OF THE ENVELOPE

Please Note: If any of the above items are missing or incomplete, the request will be returned .Do NOT send any return envelope that requires a signature when it gets to our office as we are often out on appointments.

	
	


FBI COVER LETTER

**Remember to include this letter with your fingerprint cards to the FBI
Date:
____________________________ 






Requestor Name:
___________________________________________  (family name)
Requestor Address:
___________________________________________  (family address)



___________________________________________




___________________________________________

Attention Record Request:

I/We, ___________________________________, am/are requesting a criminal history background check for personal review pursuant to 28CFR§16.30-16.34.  Please mail the results of the check to the following address:





Options 4 Adoption, Inc.





5957 Henley Drive





Powder Springs, GA 30127

I/We have a reason/date that requires expeditious handling (optional):

(PLEASE PLACE DATE/REASON ON OUTSIDE OF MAILING ENVELOPE)

Date Required: ___________________     Reason:  ADOPTION

If you have any further questions, please contact me/us at:

Telephone: _____________________________ or _________________________________
Email: _________________________________

Sincerely,

____________________________

________________________________
 Adoptive Father Printed Name


Signature

____________________________

________________________________

Adoptive Mother Printed Name


Signature
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