BCI/FBI Background Check Reprint Instructions

BCI/FBI background checks can be received at The Office of Human Resources (OHR) in as
early as 1 week from the day the individual was fingerprinting, but could take up to 30-45 days
to process. If the results have not been received by at minimum 30 days, a reprint may be
issued. Please follow these process steps if a background check needs to be resent to OHR.

e BCI/FBI completed within 1-6 months: First, instruct the individual to contact BCI at
877-224-0043 to confirm when/where the results were sent. If s/he learns that the report
complete within a 6-12+ month timeframe, please review the corresponding steps
below. Once the individual has confirmed that the results were mailed to the correct
address of 1590 North High St., Suite 300, Columbus, OH 43201, have him/her contact
OHR at 614-292-3595 with either the full SSN or transaction number. From there, a
background check coordinator can contact BCI to issue a reprint.

o Note: Individuals are unable to issue a reprint on their own. BCI requires the
recipient (OHR) to call with either a full transaction number or SSN for any
reprint requests, and will only allow a maximum of two reprint requests per call.
Instructing the individual to first contact BCI and confirm details, can help reduce
the volume of these requests that are sent to OHR.

o BCI completed within 6-12 months: OHR will not be able to request a reprint on the
individuals behalf due to the time lapsed. S/he will need to request a copy be sent using
the BCI request form located HERE. Once the form has been completed, it should be
sent directly to BCl at P.O. Box 365 London, OH 43140 with a $8.00 check or money
order made payable to Treasurer, State of Ohio. These requests should not be sent to
OHR.

o Note: This process does not apply to FBI results. FBI results at this stage cannot
be reprinted, per BCI guidelines.

e BCI/FBI completed 12+ months: A reprint for a background check result cannot be
issued if the individual was fingerprinted over one year ago. BCI will purge results from
the exact day an individual was fingerprinted. The individual will need to be re-
fingerprinted.
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https://www.ohioattorneygeneral.gov/Files/Forms/Forms-for-BCI-Criminal-Records-and-Background-Chec/Background-Check-Forms/Request-for-Copy-of-Ohio-BCI-Check
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