Guide for How to Complete
Request for Authorization to Receive Criminal History Information (ORI) from
the California Department of Justice

Step 1. Using your web search browser, search “Office of the Attorney General California”. Click on the
link to the website.
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Step 2. On the home page of the Attorney General’s website, scroll down and click on the “Criminal
Histories” link as indicated by the red arrow below.
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the California Department of Justice

Step 3. Under Applicant Agencies, click on the “Forms and Bulletins” link on the left.
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Step 4. On the Forms for Applicant Agencies page, click on number 2 - Authorization Request Packet(s)
“Youth Organizations or Human Resource Agenies”pdf link to download the Application.
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Forms for Applicant Agencies: Background Checks

Home 7 Background Checks / Applicant Agencies / Forms for Applicant Agencies: Fingerprints & Background

Checks Overview

Links to many of the forms used by applicant agencies can be found in the step-by-step instructions or
General - FAQs

in the Frequently Asked Questions sections. The following is the listing and links to the applicant agency

forms: Contact Us

Applicant Agencies

. Applicant Fingerprint Processing Fees, pdf

2. Authorization Request Packet(s): Applicant Agencies

o  School Contractor Employers, pdf Overview
© In-Home Supportive Services Care Providers, pdf
)

o Contract/Proprietary Security Organizations, pdf

Forms
Youth Organizations or Human Resource Agencies, pdf

Information Bulletins

o City, County, and Special Districts: Please contact AuthorizationQuestions@doj.ca.gov to Custodian of Records

schedule consultation on current application and resolution drafting procedures. FAQ
s
o Americorps, pdf

_ . . . P M




Guide for How to Complete
Request for Authorization to Receive Criminal History Information (ORI) from
the California Department of Justice

Step 5. Complete and sign all required documents in the Application as indicated in red in the Table of
Contents. The Application also includes the Request for Custodian Of Records Application (BCIA 8734),

which will be completed by the individual(s) in your organization that will be receiving the CORI
information.

CALIFORNIA DEPARTMENT OF JUSTICE

Application for Authorization Pursuant to
Penal Code Section 11105.3

(Youth Organizations - Human Resource Agencies)

BUREAU OF CRIMINAL
INFORMATION AND ANALYSIS

q Mail Completed application to:

California Department of Justice
Applicant Information and Certification Program
P.O. Box 903387
Sacramento, CA 94203-3870
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Please complete all

REQUIRED forms
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Step 6. You can either mail the completed application to the California Department of Justice (CA DOJ)
at the address on the front of the Application or email it to them using the email address below:

authorizationquestions@doj.ca.gov
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IMPORTANT: It will take the CA DOJ approximately six weeks to process your application. The CA DOJ
will contact you via email when your organization has been tentatively approved. Your designated
Custodian of Records (COR) can then be fingerprinted using your agency’s Originating Agency |dentifier
(ORI). Once their fingerprints have been cleared by the CA DOJ, your organization will receive its final
approval and may begin fingerprinting its volunteers.



