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1. Basic Request requirements

A. Individuals
a. Notarized form required for background check
b. Written request required for records request
c. Fee required, unless indigent

B. Employers
a. Notarized form required
b. Fee required unless non-profit

C. Child Care
a. Notarized form required
b. Fee required unless non-profit

D. Schools
a. Notarized form required
b. Fee required

E. Other states
a. Notarized form required it for Registry status (Foster/Adoptive homes, employment, etc.)
b. Written request on letterhead if background records are being requested due to an investigation in their state.
c. No processing fee required

F. Attorneys
a. Written request on letterhead required.
i. Must state reason for request and whom they represent
b. Processing fee required

G. Attorneys Ad Litem
a. Written request on letterhead required
b. Proof of representation (appointment court order) required
c. No processing fee required

H. Prosecuting Attorneys/law enforcement
a. Request on letterhead required
i. Must state reason for request
b. If for employment, notarized form required
c. No processing fee required

I. Public Defender
a. Written request on letterhead required
b. No fee

J. Miscellaneous: Generally notarized written requests with fees required. Statements regarding purpose(s) of requests and identifying information for searches.
