How to get FBI Clearances

Please follow these instructions to obtain your FBI clearances.

1. Contact your local police department to determine where you can get fingerprinted for FBI clearances. If they are unsure as to how to conduct the fingerprinting, provide them with the fingerprint card and instructions we have provided.

2. Prepare the following documents for your packet to the FBI: 

a. Signed written request with a brief explanation stating you would like your prints expedited for adoption. Include your complete mailing address. If you are a couple or family requesting the clearances, all members must sign the request letter. (All family members over 18 years old living in the home must be fingerprinted.)

b. Current set of 10 rolled and 4 flat impression cards that you have received from the police. Your name, date and place of birth must be on the cards.

c. $18.00 certified check or money order payable to the Treasury of the United States.

d. Prepare a prepaid overnight envelope for quicker return.

3. Overnight the packet to:

FBI



Criminal Justice Information Services Division



Attn: Record Request



1000 Cluster Hollow Rd.



Clarksburg, WV 26306

*Write in large letters outside of the envelope on the front and the back URGENT: ADOPTION”

4. Call the FBI Customer Service Line at 304-625-5590, Option 3, 1 to 2 days after mailing your packet to be sure that the request is being processed.

Adoption clearance request are processed within 2-3 days (rather than 6-8 weeks) so be sure to follow the above instructions carefully.

FBI automated instructions line: 304-625-3878.

To speak to an FBI representative: 304-625-5590, Option 3

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

Website: www.fbi.gov
Email do@leo.gov to check when the fingerprints will be completed.
