Instructions for submitting applicant fingerprint cards for Cardscan Processing
through the Statewide Vendor Managed Network  

I) Applicant Instruction Section:

A) Instruct the applicant to submit the following 3 items to your agency:

1) Completed NYS Request for Card Scan Services - Information Form
2) Completed Fingerprint Card (applicant may be printed on a blue FBI non-criminal FD-258 fingerprint card, or any noncriminal card)
3) Payment

Payment options include: personal or business check, government check, certified check, bank check, money order, or credit card.  Payment is made to “MorphoTrust USA”.    

The fee will be comprised of the fingerprint search fee plus the MorphoTrust vendor fee. 
The total fee is made payable to “MorphoTrust USA”.

The DCJS fingerprint search fee remains at $75.00
The FBI fingerprint search fee (if FBI search is authorized and FBI fee is required) is $14.75
The MorphoTrust vendor fee is $12.25 as of February 2, 2016.   

The FBI fingerprint search fee continues to be waived for criminal justice employment.
If your agency assigns a unique identifying number to the individual (license number, case number, id number, etc…), insert that number in the Contributor Agency section of the form. If your agency does not need a unique Agency ID number you may disregard this step.  

The following information is for the authorized contributor agency only. Do not provide the below information to any applicants, provider agencies or entities that submit prints under your contributor agency’s assigned ORI.
II) Contributor Agency Instruction Section:
A) Your agency should mail all documents in the same envelope to the MT Card Scan Department at the address below.  (You may put several transactions in the same envelope; it is recommended that you keep a record of fingerprint transactions that you mail to the MT Card Scan Department for reference)

[bookmark: _GoBack]MorphoTrust USA 
Card Scan Dept
3051 Hollis Drive, Suite 310 
Springfield IL, 62704
B) Upon completion of the fingerprint search process, the response will be delivered in the same manner as it is today.
C) Should the fingerprint submission be rejected due to image quality reasons, MorphoTrust will contact the applicant via US mail and advise him/her that they must be reprinted.  There is no additional cost for the resubmission however; all resubmissions must also be sent to your agency prior to forwarding to the MorphoTrust Card Scan Department.  There will be a small percentage of the population (3-5%) that have difficulties in providing a good set of prints due to the quality of their skin/fingerprint ridges.  In the event that you have an applicant who has been rejected multiple times by DCJS, please contact DCJS for assistance at (800)262-3257 and ask to speak to someone in the Civil Identification Bureau.  Our staff is willing to review the most recent transmission and determine if we can accept the transaction for processing, taking into consideration any additional information you may be able to provide to indicate that a better set of prints may not be obtainable.  
