
How to Request a FBI Criminal History Record 

1. Complete cover letter  

• Include your full name and complete mailing address on the above cover letter. 
• Sign the bottom of the cover letter. 
 

   
2. Obtain proof of identity  
 

• 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.  Card stock paper is preferred. 

• Include rolled 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 (this service may be 
available at a law enforcement agency – please check with your local or state agencies 
for availability; or visit one of the businesses below). 

• Previously processed fingerprint cards will not be accepted. 
 

 
3. Include an $18.00 processing fee  
 

• Money order or certified check made payable to the Treasury of the United States, or you 
may pay by credit card. 

• Be sure to sign where required – No personal checks or cash accepted. 
• Must be the exact amount - $18.00.  
• 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. Allow approximately 13 weeks for processing, upon receipt to the FBI. 
  
5. Please note, the FBI will only mail the record to the requestor.  You must 
submit a copy  
    of the result along with your OSSE licensure application packet. 
 
6. Mail items #1 (cover letter), #2 (fingerprints), #3 (payment) to: 

 
FBI CJIS Division – Record Request 

1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 

 
For more information on obtaining your FBI Criminal History Record, please visit: 
 

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

http://www.fbi.gov/filelink.html?file=/hq/cjisd/cover_letter.pdf
http://www.fbi.gov/filelink.html?file=/hq/cjisd/pdf/fpcardb.pdf
http://www.fbi.gov/filelink.html?file=/hq/cjisd/credit_card_payment.pdf
http://www.fbi.gov/filelink.html?file=/hq/cjisd/credit_card_payment.pdf
http://www.fbi.gov/hq/cjisd/fprequest.htm


 
Background Check & Fingerprinting Agencies 

(The following is provided as a courtesy and is based on an Internet search;  
the information is accurate as of May, 2009) 

 
 

Company Address Contact Number Office Hours Cost Requirements 

Central Business 
Service, Inc. 

815 15th Street, NW, Suite #607 
Washington, DC 20005 

 
1634 I Street, NW, #702 
Washington, DC 20006 

(202) 628-3716 9am – 5pm 
Mon – Fri $15.00 

Driver’s License, 
State Issued ID or 

Passport 

ID Services, Inc. 
1010 Vermont Ave, NW 
Suite #221 
Washington, DC 20005 

(202) 265-6500 
 

7:30am – 6:00pm 
Mon – Fri $14.95 

Driver’s License, 
State Issued ID or 

Passport 

Mobile 
Fingerprinting 

Service 

1629 K Street, NW 
Washington, DC 20006 (202) 628-9393 

Appointment only: 
leave a voicemail for 
a return call within 24 

hours or the next 
business day 

$25.00 
Driver’s License, 

State Issued ID or 
Passport 

 
 






	Text4: The FBI Criminal Justice Information Services Division will accept the downloaded paper fingerprint card only for the purposes of requesting an FBI Identification Record through Departmental Order 556-73.  If you go to a law enforcement agency or private fingerprinting agency to be fingerprinted, they may prefer to use a fingerprint card on standard card stock.  You may use the fingerprint card provided by the fingerprinting agency.


