
IMPORTANT NOTICE 
 

TO:  Applicants 
 
FROM: Vanessa Beauchamp, Executive Director 
 
RE:  Criminal Background Checks – Fingerprinting Requirements 
 
DATE:  February 8, 2016   
 
The Missouri Board of Occupational Therapy utilizes 3M/Cogent Services to fingerprint 
applicants for licensure/registration.  
 
The Missouri Board of Occupational Therapy 4 digit code is 6351 (for ALL applicants within or 
outside Missouri). 
 
 Individuals needing to be fingerprinted WITHIN the State of Missouri. 

 Applicants will need to register with the Missouri Automated Criminal History Site 
(MACHS) at www.machs.mo.gov OR telephone 1-877-862-2425. 

 Upon completing the registration you will receive an 8 digit Transaction Control 
Number (TCN). This number will be used to track your fingerprints through the 
background check process.  

 Once you have verified that the information is correct, click “Schedule 
Fingerprinting” to schedule an appointment with 3M/Cogent. 

 
 Individuals needing to be fingerprinted OUTSIDE of the State of Missouri. 

 Applicants will need to contact the Missouri Board of Occupational Therapy 
(ot@pr.mo.gov ) to request a fingerprint card to be mailed directly to them via 
postal service. 

 Applicants will need to register with the Missouri Automated Criminal History Site 
(MACHS) at www.machs.mo.gov OR telephone 1-877-862-2425. 

 Upon completing the registration you will receive an 8 digit Transaction Control 
Number (TCN). This number will be used to track your fingerprints through the 
background check process.  

 Out–of-state applicants will take their fingerprint cards to their local State Highway 
Patrol office for fingerprinting. 

 After registering thru MACHS, the TCN number should be written on the back of 
the Fingerprint card. Unless payment was made at the time of registration, 
payment should be sent with the card and mailed to the following address: 
 3M Cogent 
 Missouri CardScan 
 639 N. Rosemead Blvd. 
 Pasadena, CA  91107 

 
 
NOTE:  
DO NOT submit fingerprints or fingerprint fees to the Board office.  
 



 
 

Section One:  Agency Information 
 
AGENCY 4-DIGIT MACHS REGISTRATION NUMBER:  __________________ 
 
Agency Name: ________________________________________________________________________________  
 
Agency ORI: __________________________________________ Agency OCA: ___________________________ 
                                      

 
 

Section Two:  The Missouri Automated Criminal History Site (MACHS) 
 
For fingerprinting services through the state electronic fingerprint vendor, you must first register with the 
Missouri Automated Criminal History Site (MACHS). If you do not have internet access, you may contact 
3M Cogent directly at 1-877-862-2425 to have a Fingerprint Services Representative conduct the 
registration on your behalf. 
 
MACHS Registration Instructions: 
1. Log-on to www.machs.mo.gov 
2. Click on the "blue box" MACHS Fingerprint Search Portal 
3. Click on the "blue box" to Register with MACHS 
4. In the yellow-highlighted box, enter your agency 4-Digit Registration Number and hit "enter" 
5. Enter your personal information. 
6. At the Missouri Background Check Fingerprint Summary verify all personal data and agency 
information before proceeding.  If all information entered is accurate and complete, click Complete 
Registration.  This will take you to the fingerprint services vendor for further processing to include 
payment and to select a fingerprint location.  Please note your Transaction Control Number (TCN).  
The TCN will be required at the time of fingerprinting to confirm your MACHS registration data.  
 

 
 
Your processing fee is automatically calculated based on the 4-digit registration number that you provide. 
Fees are either paid at the time of registration or are payable to 3M Cogent at the time of fingerprinting 
unless a billing account has been established by your agency. Upon completion of the fingerprint 
appointment, 3M Cogent will transmit your fingerprint background check request to the Missouri State 
Highway Patrol (MSHP) for processing through the state and FBI. The results of the search will be 
provided to the authorized agency within 5 to 10 business days. 
  

 
 

Section Three:  Registration Confirmation (for applicant or agency use) 
 
 
Applicant Name:____________________________________________________________________ 
 
 
TCN (Confirmation Number)___________________________________________________ 
 
 
Date Prints Taken ____________________________________________________________  

 

Missouri State Highway Patrol 
Applicant Fingerprint Services of Missouri 
 
Applicant Fingerprint Form for State and FBI Criminal History Background Checks 

SHP-984C    04/13 





Important Notice Concerning Your Fingerprint-based 
Background Check 

As an applicant who is the subject of a state and/or national fingerprint-based criminal history 
record check for a noncriminal justice purpose (such as an application for a job or license, an 
immigration or naturalization matter, security clearance, or adoption), you must understand that 
by mailing your fingerprints to the Missouri State Highway Patrol or to Cogent, the Missouri 
Fingerprint Services vendor, you hereby agree to the following: 

o Your fingerprints will be used to check the criminal history record files of the 
Missouri State Highway Patrol (MSHP) and/or the Federal Bureau of 
Investigation (FBI). 

o Any criminal history information returned as a result of this search will be made 
available to requestors pursuant to Chapter 43 RSMo. 

o All information, including your fingerprints, photograph, and any demographic 
data collected during the course of your fingerprint-based record check may be 
stored in MSHP and/or FBI files. Such data will be subject to comparisons against 
other submissions received by the MSHP and/or the FBI and to further 
disseminations by the MSHP or the FBI as may be authorized under the Federal 
Privacy Act (5USC 552a(b)) or Missouri Revised Statutes. 

o Any future updates made to your arrest record may also be shared with the agency 
requesting this fingerprint-based background check if the requesting agency is a 
subscriber to the state and/or federal Rap Back program. 

Questions about this notice may be directed to the Missouri State Highway Patrol Criminal 
Justice Information Services Division at 573-526-6153 or machs@mshp.dps.mo.gov 
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