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BACKGROUND CHECK AUTHORIZATION FORM 

 
TO WHOM IT MAY CONCERN: 
I hereby authorize the Georgia Department of Banking and Finance (“Department”) to obtain criminal history data for the undersigned in 
his/her capacity as a director, officer, principal, manager or employee of the above applicant or licensee. I understand this will be an FBI 
criminal background check. Also, pursuant to the provisions of Section 7-1-1004 of the Official Code of Georgia Annotated (O.C.G.A.), 
the Department is authorized to secure information from credit reporting agencies, former employers or others regarding character, ethical 
reputation and financial responsibility. Such information and any conviction data received by the Department shall be used by the 
Department for the exclusive purpose of carrying out the responsibilities of this article, shall be confidential, and shall not be disclosed to 
another person or agency except to any person or agency which otherwise has a legal right to inspect the file. The Department will notify 
me if further information is required. Should the data show that a violation of O.C.G.A. § 7-1-1004 exists, I understand that the Department 
may take appropriate steps regarding the status of the license, as well as action against any person who does not qualify for employment 
under the law. Further information regarding this matter is contained in O.C.G.A. § 7-1-1004. The procedures for changing, correcting, 
or updating a criminal history record is set forth in Title 28, Code of Federal Regulations (CFR), Section 16.30 through 16.34. By signing 
this form, I also acknowledge that I have read the Privacy Rights and Privacy Act Statement for Non-Criminal Justice purposes 
that were included with this form. 

 
The undersigned also hereby verifies that he or she acknowledges the following as a control person for the applicant or licensee: 
1. No mortgage applications will be accepted from unlicensed brokers, processors, lenders or originators. 
2. All “employees” will be paid on a W-2 basis. Persons paid on a 1099 basis are considered independent contractors and will be 

required to have their own license. 
3. The Department will be notified within 30 days of receipt of any notice of the applicant or licensee being sued or of receiving notice 

of a judgment being filed. 
4. The Department will be notified of all Georgia branch locations. Said locations will receive prior approval of the Department before 

starting business. 
5. Supervision of employees is the responsibility of management. Any prohibited or fraudulent acts performed by employees may be 

attributed to any principal of the company. 
6. No person who has been convicted of a felony (a) within the previous seven years; or (b) at any time, if such felony is a 

disqualifying crime as defined by O.C.G.A. § 7-1-1000(7.1) will be employed unless they have complied with the conditions in 
O.C.G.A. § 7-1- 1004 of the GRMA. 

7. Applicant acknowledges that the applicant or licensee is fully aware that to purposely withhold, delete, destroy, or alter information 
requested in any application or to make false statements or misrepresentations on any application filed with the Department is a 
violation of O.C.G.A. §7-1-1013 and may result in assessment of fines, suspension or revocation of license, denial of the application, 
or other administrative action or a combination of these actions. 

 

A copy of this authorization shall be accepted with the same force and validity as the original. 
 

In making the above representation under oath, I understand that any person who knowingly and willfully makes a false, fictitious, or 
fraudulent statement or representation in an affidavit shall be guilty of a violation of O.C.G.A. § 16-10-20, and face criminal penalties as 
allowed by such criminal statute. 

 
 

Signature 

 

Print Full Name 
 

Print Alias 

 
 
 
 
 
 
 

Date 

 
 

Witness 
 

Revised 7/1/2025 

 
Attach a current 
passport-type 

photo/headshot here. 

Most drugstore chains 
provide passport photo 

services. 



** Please keep the following pages for your records ** 

NON-CRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS 

As an applicant that is the subject of a Georgia only or a Georgia and Federal Bureau of Investigation (FBI) national 

fingerprint/biometric-based criminal history record check for a non-criminal justice purpose (such as an application for a 

job or license, immigration or naturalization, security clearance, or adoption), you have certain rights which are discussed 

below. 

• You must be provided written notification that your fingerprints/biometrics will be used to check the criminal history 

records maintained by the Georgia Crime Information Center (GCIC) and the FBI, when a federal record check is so 

authorized. 

• If your fingerprints/biometrics are used to conduct a FBI national criminal history check, you are provided a copy of 

the Privacy Act Statement that would normally appear on the FBI fingerprint card. 

• If you have a criminal history record, the agency making a determination of your suitability for the job, license, or other 

benefit must provide you the opportunity to complete or challenge the accuracy of the information in the record. 

• The agency must advise you of the procedures for changing, correcting, or updating your criminal history record as set 

forth in Title 28, Code of Federal Regulations (CFR), Section 16.34. 

• If you have a Georgia or FBI criminal history record, you should be afforded a reasonable amount of time to correct or 

complete the record (or decline to do so) before the agency denies you the job, license or other benefit based on 

information in the criminal history record. 

• In the event an adverse employment or licensing decision is made, you must be informed of all information pertinent to 

that decision to include the contents of the record and the effect the record had upon the decision. Failure to provide 

all such information to the person subject to the adverse decision shall be a misdemeanor [O.C.G.A. § 35-3-34(b) and 

§35-3-35(b)]. 

You have the right to expect the agency receiving the results of the criminal history record check will use it only for 

authorized purposes and will not retain or disseminate it in violation of state and/or federal statute, regulation or executive 

order, or rule, procedure or standard established by the National Crime Prevention and Privacy Compact Council. 

 

If the employment/licensing agency policy permits, the agency may provide you with a copy of your Georgia or FBI 

criminal history record for review and possible challenge. If agency policy does not permit it to provide you a copy of the 

record, information regarding how to obtain a copy of your Georgia, FBI or other state criminal history may be obtained 

at the GBI website (http://gbi.georgia.gov/obtaining-criminal-history-record-information). 
 

If you decide to challenge the accuracy or completeness of your Georgia or FBI criminal history record, you should send 

your challenge to the agency that contributed the questioned information. Alternatively, you may send your challenge 

directly to GCIC provided the disputed arrest occurred in Georgia. Instructions to dispute the accuracy of your criminal 

history can be obtained at the GBI website (http://gbi.georgia.gov/obtaining-criminal-history-record-information). 

 

PRIVACY ACT STATEMENT 
 

Authority: The FBI’s acquisition, preservation, and exchange of fingerprints and associated information is generally 

authorized under 28 U.S.C. 534. Depending on the nature of your application, supplemental authorities include Federal 

statutes, State statutes pursuant to Pub. L. 92-544, Presidential Executive Orders, and federal regulations. Providing your 

fingerprints and associated information is voluntary; however, failure to do so may affect completion or approval of your 

application. 

 

Principal Purpose: Certain determinations, such as employment, licensing, and security clearances, may be predicated on 

fingerprint-based background checks. Your fingerprints and associated information/biometrics may be provided to the 

employing, investigating, or otherwise responsible agency, and/or the FBI for the purpose of comparing your fingerprints 

to other fingerprints in the FBI’s Next Generation Identification (NGI) system or its successor systems (including civil, 

criminal, and latent fingerprint repositories) or other available records of the employing, investigating, or otherwise 

responsible agency. The FBI may retain your fingerprints and associated information/biometrics in NGI after the completion 

of this application and, while retained, your fingerprints may continue to be compared against other fingerprints submitted 

to or retained by NGI. 
 

http://gbi.georgia.gov/obtaining-criminal-history-record-information
http://gbi.georgia.gov/obtaining-criminal-history-record-information
http://gbi.georgia.gov/obtaining-criminal-history-record-information
http://gbi.georgia.gov/obtaining-criminal-history-record-information)


Routine Uses: During the processing of this application and for as long thereafter as your fingerprints and associated 

information/biometrics are retained in NGI, your information may be disclosed pursuant to your consent, and may be 

disclosed without your consent as permitted by the Privacy Act of 1974 and all applicable Routine Uses as may be published 

at any time in the Federal Register, including the Routine Uses for the NGI system and the FBI’s Blanket Routine Uses. 

Routine uses include, but are not limited to, disclosures to: employing, governmental or authorized non-governmental 

agencies responsible for employment, contracting, licensing, security clearances, and other suitability determinations; local, 

state, tribal, or federal law enforcement agencies; criminal justice agencies; and agencies responsible for national security 

or public safety. 

 

28 CFR Part 16, Subpart C - Production of FBI Identification Records in Response to Written Requests 

by Subjects Thereof 

 
§ 16.30 Purpose and scope. 

This subpart contains the regulations of the Federal Bureau of Investigation (FBI) concerning procedures to be followed 

when the subject of an identification record requests production of that record to review it or to obtain a change, 

correction, or updating of that record. 

 
§ 16.31 Definition of identification record. 

An FBI identification record, often referred to as a “rap sheet,” is a listing of certain information taken from fingerprint 

submissions retained by the FBI in connection with arrests and, in some instances, includes information taken from 

fingerprints submitted in connection with federal employment, naturalization, or military service. The identification record 

includes the name of the agency or institution that submitted the fingerprints to the FBI. If the fingerprints concern a criminal 

offense, the identification record includes the date of arrest or the date the individual was received by the agency submitting 

the fingerprints, the arrest charge, and the disposition of the arrest if known to the FBI. All arrest data included in an 

identification record are obtained from fingerprint submissions, disposition reports, and other reports submitted by agencies 

having criminal justice responsibilities. Therefore, the FBI Criminal Justice Information Services Division is not the source 

of the arrest data reflected on an identification record. 

 
§ 16.32 Procedure to obtain an identification record. 

The subject of an identification record may obtain a copy thereof by submitting a written request via the U.S. mails directly 

to the FBI, Criminal Justice Information Services (CJIS) Division, ATTN: SCU, Mod. D-2, 1000 Custer Hollow Road, 

Clarksburg, WV 26306. Such request must be accompanied by satisfactory proof of identity, which shall consist of name, 

date and place of birth and a set of rolled-inked fingerprint impressions placed upon fingerprint cards or forms commonly 

utilized for applicant or law enforcement purposes by law enforcement agencies. 

 
§ 16.33 Fee for production of identification record. 

Each written request for production of an identification record must be accompanied by a fee of $18 in the form of a certified 

check or money order, payable to the Treasury of the United States. This fee is established pursuant to the provisions of 31 

U.S.C. 9701 and is based upon the clerical time beyond the first quarter hour to be spent in searching for, identifying, and 

reproducing each identification record requested as specified in § 16.10. Any request for waiver of the fee shall accompany 

the original request for the identification record and shall include a claim and proof of indigency. Subject to applicable laws, 

regulations, and directions of the Attorney General of the United States, the Director of the FBI may from time to time 

determine and establish a revised fee amount to be assessed under this authority. Notice relating to revised fee amounts shall 

be published in the Federal Register. 

 
§ 16.34 Procedure to obtain change, correction or updating of identification records. 

If, after reviewing his/her identification record, the subject thereof believes that it is incorrect or incomplete in any respect 

and wishes changes, corrections or updating of the alleged deficiency, he/she should make application directly to the agency 

which contributed the questioned information. The subject of a record may also direct his/her challenge as to the accuracy 

or completeness of any entry on his/her record to the FBI, Criminal Justice Information Services (CJIS) Division, ATTN: 

SCU, Mod. D-2, 1000 Custer Hollow Road, Clarksburg, WV 26306. The FBI will then forward the challenge to the agency 

which submitted the data requesting that agency to verify or correct the challenged entry. Upon the receipt of an official 

communication directly from the agency which contributed the original information, the FBI CJIS Division will make any 

changes necessary in accordance with the information supplied by that agency. 
 


