
 
 
 
GUIDELINES FOR COMPLETING THE INTERPRETER APPLICATION  
 
Please read these instructions carefully.  Failure to complete the application properly and in its entirety 
could result in the delay of processing your application as well as the review and approval of your 
application for licensure.  
 
THE APPLICATION MUST BE TYPED OR PRINTED BY HAND IN BLACK INK. The application is a part of the 
licensed interpreter’s permanent file and at a later date will be electronically scanned. To insure accurate 
reproduction, the application form must be typed or printed in black ink. 
 
TEMPORARY LICENSE APPLICANTS:  Please be aware that the temporary license will only be good for 90 
days and that temporary licenses can only be issued once per year to an interpreter.   
 
SECTION I - APPLICANT INFORMATION – ALL APPLICANTS: 
• When completing the NAME section, please use the following order: Last name, First name, Middle initial 

and Suffix such as Jr., III etc.  Include a maiden in the appropriate section if applicable. 
 
• The state committee is required to collect social security numbers.  Please complete the Social Security 

Disclosure Notice. (Form 375-0360) 
 
• For date of birth please list month, day and year using numbers. For example a birth date of January 1, 1972 

would be 01/01/1972.  
 
• If the applicant uses a post office box, a street address is needed also.  
  
• Employment setting - If the applicant is employed at a school district, for example, list the name and 

location. If the applicant works through a referral service, the name and address of the referral service needs 
to be entered on the application. Interpreters may have several sources of employment. Please list the 
primary place of employment. If the applicant is self-employed, enter self-employed in the section CURRENT 
PLACE OF EMPLOYMENT. 

 
SECTION II – CERTIFICATIONS and OTHER STATE LICENSES 
Please indicate any and all applicable certifications that you hold and provide copies of your certification 
documents. (Certification card, Credly Badge, or letter from certifying agency must show current expiration 
date.)  Note:  Missouri does not accept either the RID CI certification or the RID CT certification by itself; 
these RID certifications are only accepted when both the CI and CT certifications are held. 
Please indicate any interpreter license(s) you hold or have held in other state(s) and provide a copy of each 
license.  You must request a license verification from each state in which you hold or have ever held an 
interpreter license.  We must receive the license verification directly from the state via e-mail 
(interpreters@pr.mo.gov) or mail (PO Box 1335, Jefferson City, MO 65102). The verification may be sent on 
Missouri’s Verification of Licensure form (Form 375-1127) which can be found on our website and sent to the 
state, or the state may use their own verification form.  Some states may charge a fee for providing this 
verification. 
 
SECTION III – EDUCATION  
List any college, university or professional school such as junior or community college that has been attended. 
Also, attendance dates can be listed by month and year.  
 
SECTION V – ADDITIONAL INFORMATION  
If the applicant marks a YES in any of the questions, a brief explanation is required. The explanation must be 
typed or printed in black ink on a separate sheet of paper, signed by the applicant and included with the 
application form. If the applicant fails to provide an explanation for a “YES” response, the state committee 
cannot process the application for review. 
 
SECTION VI – STATEMENT OF APPLICANT 
Please read this section carefully before signing and dating the application in the presence of a notary 
and having it notarized. 
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SOCIAL SECURITY NUMBER DISCLOSURE NOTICE FORM 
Please print the form (Form 375-0360) from our website, complete the top portion of this form, and 
return it with your application and fee.   
 
 
CRIMINAL BACKGROUND CHECK AND FINGERPRINTING: 
There are two options for submitting fingerprints to the board office.  Section 43.543 RSMo of Missouri 
law authorizes state agencies to conduct a background check with the Missouri State Highway Patrol 
(MSHP) and the Federal Bureau of Investigation (FBI). 
 
Please provide proof of submission of fingerprints for criminal background check.  You can obtain this 
proof from the vendor that you go to in order to submit your fingerprints.   
 
Option 1: If you choose this method for collection of fingerprints, results are typically received in the 
board office within 7-10 days after the fingerprints are collected. Option 2: if you choose this method for 
collection of fingerprints, results can take up to 8 weeks to receive. 
 
PLEASE NOTE:  Fingerprint results are only available on the MACHS secure fingerprint portal for 90 
days.  You will need to submit your application as soon as possible once fingerprints have been 
collected and submitted. 
 
Applicants within or close to Missouri may have their fingerprints electronically collected in 
Missouri. (See option #2 for manual collection of fingerprints.) 
FOR FINGERPRINTS ELECTRONICALLY COLLECTED (OPTION #1):  
 
 
 
 
 
 
 
 

Please follow the steps outlined below.  
 

• STEP 1: You must register with the Missouri Automated Criminal 
History Site (MACHS) prior to IdentoGO/Idemia collecting your 
fingerprints.  You may schedule your appointment with 
IdentoGO/Idemia by visiting the following website:  
www.machs.mo.gov and going through the following steps: 
Choose “Click Here Register with the Fingerprint Portal.”  (NOTE: If 
you do not have internet access, please contact IdentoGO/Idemia at 
844-543-9712 and a Fingerprint Services Representative will register 
you.) 

• STEP 2: Choose “Click here to Register with MACHS” (Note: the 
Registration Number for the State Committee of Interpreters is 5418.) 

• STEP 3: Enter the Registration Number 5418 and press “Enter.” 
• STEP 4: Complete the form.  Note: Any fields with a red asterisk (*) 

must be filled in. Click “Register” 
• STEP 5: You should be viewing your confirmation page.  This 

confirmation page will provide you with your Transaction Control 
Number (TCN).  This is a unique number and you will be able to use 
this number to inquire about the status of your background check.  
Click “Complete Registration”  

• STEP 6: You will be sent to IdentoGO and it will ask you to confirm the 

Additional Information 

http://www.machs.mo.gov/


person being fingerprinted. If the information is correct click “correct” 
• STEP 7: Choose the box that says “Register for Digital Fingerprinting 

Services” 
• STEP 8: A box with active locations will pop up. If there are locations 

in a city near you, click “CLICK HERE” to complete registration as a 
walk in.   

• STEP 9: Click find location to view locations in your area and type in 
your city or zip code.  

• STEP 10: You should see a confirmation screen once your 
appointment has been made.  It is recommended that you print this 
page and take it with you to your appointment 

 
FOR FINGERPRINTS MANUALLY COLLECTED (OPTION #2):  
 If you choose to submit manually collected fingerprints, please allow up to 8 

weeks for results to be received in the board office.  Follow the steps below: 
 

• STEP 1 -- Obtain two inked fingerprint cards captured on a standard 
FBI-258 applicant fingerprint card.  Most police departments offer this 
service.   
The board office has blank fingerprint cards that we can mail to you at 
your request or you can provide the office that is collecting your 
fingerprints with our ORI Number – MO920683Z  
STEP 2 -- You must register with the Missouri Automated Criminal 
History Site (MACHS) prior to submitting your captured fingerprints to 
IdentoGO/Idemia.  You may register with IdentoGO/Idemia  by visiting 
the following website:  www.machs.mo.gov and go through the 
following steps: (NOTE: If you do not have internet access, please 
contact IdentoGO/Idemia at 844-543-9712 and a Fingerprint Services 
Representative will register you.) 

• STEP 3 – Choose “Click here to Register with the Fingerprint Portal”  
then “Click here to Register with MACHS” (Note: the Registration 
Number for the State Committee of Interpreters is 5418.) 

• STEP 4 -- Enter the Registration Number 5418 and press “Enter.” 
• STEP 5 -- Complete the form.  Note: Any fields with a red asterisk (*) 

must be filled in. Click “Register” 
• STEP 6: You should be viewing your confirmation page.  This 

confirmation page will provide you with your Transaction Control 
Number (TCN).  This is a unique number and you will be able to use 
this number to inquire about the status of your background check. 

• STEP 7: -- Write the TCN number on the back of the fingerprint cards.   
• STEP 8: After demographic information is complete, you will be routed 

to IdentoGO for completion by clicking “Complete Registration” 
• STEP 9: IdentoGO will ask to confirm the person being fingerprinted 

and click “Correct”.  
• STEP 10: Look at the box that says “To Mail in Your Fingerprint Card” 

and then click “Register for Fingerprint Card Service” 
• STEP 11: Confirm you would like to submit Fingerprint Cards by 

clicking “yes” and confirm date of birth by re-entering Date of Birth, 
then click “next”. 

• STEP 12: Pay with an authorization code or with a credit card, click 
“submit” 

• STEP 13: Once payment is submitted the final registration page will 
pop up. Complete sections 2 and 3 after printing. 

• STEP 14: -- Mail the Fingerprint Cards and completed final registration 



page to: 
IdentoGO  
Cardscan Department – Missouri Program 
100 Salem Ct. 
Tallahassee, FL 32301 

 
DO NOT MAIL THE FINGERPRINT CARDS TO OUR OFFICE 

 
  

 
 
 
 



NON CRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS 
As an applicant who is the subject of a 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 have certain rights which are discussed below. 

• You must be notified that your fingerprints will be used to check the criminal history record of the 
FBI. 

• If you have a criminal history record, the officials 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 officials must advise you that the procedures for obtaining a change, correction, or updating 
of your criminal history record are set forth at Title 28, Code of Federal Regulations (CFR), 
Section 16.34. 

• If you have a 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 officials deny you the job, license, 
or other benefit based on information in the criminal history record.  (See 28 CFR 50.12 (b).) 

You have the right to expect that officials 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 federal statute, 
regulation or executive order, or rule, procedure or standard established by the National Crime 
Prevention and Privacy Compact Council. (See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, 
Article IV(c); 28 CFR 20.21(c), 20.33(d), and 906.2(d).) 
If agency policy permits, the officials may provide you with a copy of your FBI criminal history record for 
review and possible challenge.  If agency policy does not permit it to provide you a copy of the record, 
you may obtain a copy of the record by submitting fingerprints and a fee to the FBI.  Information 
regarding this process may be obtained at http://www.fbi.gov/about-us/cjis/background-checks. 
If you decide to challenge the accuracy or completeness of your FBI criminal history record, you should 
send your challenge to the agency that contributed the questioned information to the FBI.  
Alternatively, you may send your challenge directly to the FBI.  The FBI will then forward your 
challenge to the agency that contributed the questioned information and request the agency to verify or 
correct the challenged entry.  Upon receipt of an official communication from that agency, the FBI will 
make any necessary changes/corrections to your record in accordance with the information supplied 
by that agency.  (See 28 CFR 16.30 through 16.34.) 
 
 

http://www.fbi.gov/about-us/cjis/background-checks


 

Applicant Release 
 
 
 
I,                              APPLICANT NAME                                                   , authorize the Missouri 
State Committee of Interpreters to discuss anything relative to my application process with the 
individual(s) listed below: 
 
(Name of Individual(s) – please print) 
 

1.  
 
 

2.  
 
Signature of Applicant: 
 
 
 

Date: 

  
06/24/2019--rx 
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