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	STATE OF MISSOURI - DEPARTMENT OF MENTAL HEALTH – DIVISION OF DEVELOPMENTAL DISABILITIES
CONTRACT PROVIDER APPLICATION C:  HOME DELIVERED MEALS 

	Read All Materials Carefully Before Beginning

General Information

All individuals or organizations seeking to establish a contract with the Department of Mental Health (DMH), Division of Developmental Disabilities (Division of DD), must complete the DMH Contract Provider Application (hereafter referred to as the “provider application”).  Completion of the provider application does not guarantee approval for a contract or that referrals for services will be received if a contract is established.  Before beginning the provider application, refer to Division of Developmental Disabilities Directive Number 5.060, “Enrollment of New Providers” for additional information and requirements pertaining to the provider enrollment process.  You may access this document at: https://dmh.mo.gov/media/pdf/directive-5-060 
This application is intended for individuals or organizations who are solely applying for Home Delivered Meals.  If you are applying for services in addition to the Home Delivered Meals do not use this application.

Parties considering submitting a provider application must first contact the Regional Office Provider Relations Coordinator to discuss service needs in their area.  See Appendix I of this document for Regional Office and Provider Relation Coordinator contact information.  

Applications must be submitted to the Regional Office for which services will be provided.  If you intend to serve multiple Regional Offices, the application must be submitted to the office where services will be initiated.  Do not submit an application to multiple Regional Offices.  

Completion of the provider application is solely the responsibility of the applicant.  Division of DD staff may provide information about the provider enrollment process and service needs but may not provide legal, technical, financial or other business information.  Applicants are expected to obtain information about such topics independent of Division of DD staff and should submit their application only after thoroughly researching all business issues.   

All information specified in the provider application must be included upon submission.  Submission of an incomplete provider application will significantly delay the processing of the application and may result in termination of the applicant’s request to establish a contract with the Division of DD.  

For the purpose of the provider application, a single party proposing to provide services is considered an individual applicant.  An entity employing one or more persons to conduct the proposed service is considered an organization.  Certain sections of the provider application apply only to an individual applicant while others apply only to an organization applicant.  These sections are marked accordingly.  

Upon preliminary approval, applicants without a state plan contract will be directed to complete a Federal Bureau of Investigation (FBI) fingerprint background check.  This applies to all individual applicants and members of organization applicants as specified in the provider application.  The FBI background check includes a complete check of Missouri records, sex offender registry information and federal criminal history record information from all submitting law enforcement entities throughout the United States.  Background reports received from the FBI are received and reviewed electronically and are not retained by DMH.  Copies and details of the reports will only be disseminated directly to the subject of the report and only when necessary to challenge the findings.  Refer to Appendix III for information regarding the purpose of the FBI background check, procedures to challenge the findings and notification of privacy rights.  

Provider applications and related materials submitted to and accepted by the Division of DD become the property of the Division of DD and will not be returned to the applicant.  The Division of DD is not responsible for making copies of provider applications.  Applicants should retain a copy of all materials submitted for their records.  

If a contract is established with you / your organization, payment for services may not be received for up to 90 days from the date of service initiation.  

Special Procedures for Employees of the State of Missouri

Applicants must disclose if they are employees of the State of Missouri.  Employees of the State of Missouri must demonstrate their application and possible resulting contract does not pose a perceived or actual conflict of interest.  Section IV of the provider application applies only to employees of the State of Missouri and contains additional requirements for Missouri State employees to assure a conflict of interest does not exist.  

Instructions for Completion of the Application Document

Reminder, before beginning the application process, review Directive Number 5.060, “Enrollment of New Providers”, located at: https://dmh.mo.gov/media/pdf/directive-5-060      After review of this Directive, carefully follow the instructions within the application document.  

Application Evaluation

The completed application packet is reviewed to ensure service requirements are met.  If required components are missing, the application may be denied at that point with no further action.  

Attachments

The following is a list of documents you may need to submit with the application.  Gathering these documents prior to filling out the application will assist you in submitting a complete application.  Approval to pursue a contract shall only be granted when all questions are answered, all attachments are received, the service proposed matches a Division service and complies with the HCBS rule, licensed staff are indicated when the service requires licensed staff, and all required signatures are submitted and the application.  Failure to submit missing information in the time allotted may result in the application being denied.

     
Verification of tax identification number in the form of a document generated by the IRS or for individuals utilizing their SSN, a copy of their social security card and driver’s license.

     
If incorporated, a list of the organizations Board of Directors indicating any who hold a position with the State of Missouri.

     
If incorporated, a resolution from the Board of Directors identifying (by name) the party appointed to enter into a contractual relationship with the Division of DD.

     
If you have an NPI at time of application:  Verification of the NPI in the form of a document generated by the National Plan and Provider Enumeration System.

     
Verification of registration with Secretary of State (unless doing business in an individuals’ legal name and is optional for not for profit and government entities)

     
Verification of Business License or proof that a Business License is not required by city/county authorities.
     
Current food license and inspection
     
Proof of Dietician’s professional license.
     
Results of the Family Care Safety Registry (FCSR) for all owners with more than 5% interest, executive directors, managing employees and program directors – dated within 60 days of submission of the application.  Results = a letter from the FCSR showing either “No finding reported in the background screening.” Or if the letter shows a result, the applicant must request the details of the result and attach those results to the application.*
     
List of all government entities ever employed by or contracted with including dates of duration, purpose and reason for employment or contract ending.
              Proof of a Missouri State Plan contract if applicable.
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STATE OF MISSOURI - DEPARTMENT OF MENTAL HEALTH – DIVISION OF DEVELOPMENTAL DISABILITIES
CONTRACT PROVIDER APPLICATION C:  HOME DELIVERED MEALS (HDM)


	This application is for individuals or organizations who are applying for Home Delivered Meals.  
If you are applying for services in addition to HDM do not use this application



	SECTION I - APPLICATION

	NAME, ADDRESS AND CONTACTS

	LEGAL NAME OF PROVIDER ENTITY OR INDIVIDUAL

     
	APPLICATION IS BEING FILED BY                   

    FORMCHECKBOX 
  An Organization
    FORMCHECKBOX 
  Individual (applicant/independent contractor (applicant has/will have no employees)

	ORGANIZATION OR INDIVIDUAL MAILING ADDRESS AND INFORMATION IN MISSOURI (applicant must have an office in Missouri or a contingent state):

	Street 
      
	City  
     
	State 

      
	ZIP code 

      

	Phone 
      
	Fax  
     
	Website   
     

	Primary contact  
      
	Title/role 
      
	Phone  
     
	Email  
     

	ORGANIZATION, ORGANIZATION’S CORPORATE OFFICE OR INDIVIDUAL MAILING ADDRESS IF LOCATED OUTSIDE OF MISSOURI

	Street  
     
	City 
      
	State  
     
	Zip code  
     

	Phone  
     
	Fax 
      
	Website   
     

	Contact person  
     
	Title/role 
     
	Phone 
     
	Email  
     

	CONTACT PERSON FOR APPLICATION PROCESS IF OTHER THAN LISTED ABOVE

	Contact person  
     
	Title/role  
     
	Phone  
     
	Email  
     


	BUSINESS STRUCTURE

	ORGANIZATION’S FEDERAL TAX IDENTIFICATION NUMBER (FEIN)         
OR INDIVIDUALS SOCIAL SECURITY NUMBER (SSN)       
	Attach a document generated by the IRS verifying the FEIN; label as #1.  Individuals using their SSN provide a copy of their social security card and driver’s license.

	INDICATE THE PROFIT STATUS OF YOUR ORGANIZATION      FORMCHECKBOX 
   FOR PROFIT         FORMCHECKBOX 
   NOT FOR PROFIT

	TYPE OF BUSINESS STRUCTURE
 FORMCHECKBOX 
  INDIVIDUAL / INDEPENDENT CONTRACTOR (no employees)

 FORMCHECKBOX 
  PUBLIC ENTITY (example:  public schools or colleges)
 FORMCHECKBOX 
  PARTNERSHIP OR MULTI-MEMBER LLC
 FORMCHECKBOX 
  CORPORATION OR LLC ELECTING CORPORATE STATUS

 FORMCHECKBOX 
  SOLE PROPRIETOR OR SINGLE-OWNER LLC

 FORMCHECKBOX 
  OTHER       
	IF INCORPORATED , ATTACH THE FOLLOWING :

1. A list of your organization’s board of directors, indicating if any are employed by the State of Missouri and the name of the state agency employed by and label as #2. 

2. A resolution from the board of directors identifying the party duly appointed with the authority (specific name) to enter into a contractual relationship with the Division of DD and label as #3.

IF A PARTNERSHIP OR LLC ATTACH An operating agreement and/or partnership agreement if applicable labelled as #4.

	APPLICANTS NATIONAL PROVIDER IDENTIFIER (NPI)                               

                                         APPLICANT DOES NOT HAVE AN NPI ASSIGNED.   FORMCHECKBOX 

	Attach verification of the NPI in the form of a document generated by the National Plan and Provider Enumeration System (NPPES); label as #5.  

	BUSINESSES CONTRACTING WITH THE DIVISION OF DD MUST BE REGISTERED IN GOOD STANDING WITH THE MISSOURI SECRETARY OF STATE’S OFFICE.  IS YOUR BUSINESS AND THE NAME DOING BUSINESS AS PRESENTLY REGISTERED?   

 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO      FORMCHECKBOX 
  NA     
	SOS may not apply to individuals conducting business in their legal name, not for profit or government agencies.
If yes, attach verification of secretary of state registration and label as a#6.

	BUSINESSES CONTRACTING WITH THE DIVISION OF DD MUST HAVE A BUSINESS LICENSE IF REQUIRED BY THEIR CITY/COUNTY.  DOES YOUR BUSINESS CURRENTLY HAVE A BUSINESS LICENSE?

 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO      FORMCHECKBOX 
  NA - If NA explain       
	If yes, attach business license.  If your city/county does not require a business license, attach evidence and label as #7.

	BUSINESSES CONTRACTING WITH THE DIVISION OF DD MUST MEET ALL APPLICABLE STATE, COUNTY OR CITY HEALTH CODES. 
	Attach a copy of your current food license and inspection and label as #8.

	APPLICANTS CONTRACTING WITH THE DIVISION OF DD MUST BE CURRENT IN FILING/PAYING MISSOURI AND FEDERAL TAXES.  ARE YOU/YOUR BUSINESS CURRENT WITH FILING/PAYING TAXES?    FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	ORGANIZATIONS CONTRACTING WITH THE DIVISION OF DD MUST HAVE WORKMAN’S COMPENSATION AND LIABILITY INSURANCE PRIOR TO PROVIDING SERVICES.  DOES YOUR ORGANIZATION HAVE A CURRENT POLICY FOR WORKMAN’S COMPENSATION AND LIABILITY INSURANCE?   FORMCHECKBOX 
  YES    FORMCHECKBOX 
  NO



	SERVICE DELIVERY

	INDICATE THE DIVISION OF DEVELOPMENTAL DISABILITIES REGION(S) YOU PROPOSE TO SERVE.

	 FORMCHECKBOX 
   KANSAS CITY REGIONAL
        OFFICE
 FORMCHECKBOX 
   ALBANY SATELLITE OFFICE
	 FORMCHECKBOX 
   CENTRAL MO REGIONAL 
         OFFICE

 FORMCHECKBOX 
   KIRKSVILLE SATELLITE

         OFFICE
 FORMCHECKBOX 
   ROLLA SATELLITE OFFICE
	 FORMCHECKBOX 
   SIKESTON REGIONAL
        OFFICE

 FORMCHECKBOX 
   POPLAR BLUFF SATELLITE
         OFFICE
	 FORMCHECKBOX 
   SPRINGFIELD REGIONAL
        OFFICE

 FORMCHECKBOX 
   JOPLIN SATELLITE OFFICE
	 FORMCHECKBOX 
   ST. LOUIS COUNTY
        REGIONAL OFFICE

 FORMCHECKBOX 
   ST. LOUIS TRI-COUNTY
        REGIONAL OFFICE

 FORMCHECKBOX 
   HANNIBAL SATELLITE
         OFFICE

	KEY STAFF AND BACKGROUND SCREENING

	LIST THE NAMES AND POSITIONS OF KEY PEOPLE THAT WILL BE INVOLVED WITH OR RESPONSIBLE FOR DELIVERY OF SERVICES UNDER A CONTRACT WITH DIVISION OF DD.  FOR CORPORATIONS WITH OFFICES OUTSIDE OF MISSOURI, INDICATE CORPORATE CONTACT PERSON UNDER OTHER.  

	     Owner(s) with 5% of more interest     
	     

	     Executive director(s)                                  
	     

	     Managing employee(s)                               
	     

	     Program director(s)               
	     

	     Dietician(s) or Nutritionist(s) (attach professional license as #9)                                                                 
	     

	IF YOU DO NOT HAVE A MISSOURI STATE PLAN CONTRACT:  UPON PRELIMINARY APPROVAL OF THE APPLICATION, THE DIVISION WILL DIRECT THE APPLICANT TO PROCEED WITH INITIATION OF THE FBI BACKGROUND CHECK.  AN FBI BACKGROUND CHECK (FINGERPRINT) IS REQUIRED FOR INDIVIDUAL APPLICANTS AND ALL OWNERS WITH MORE THAN 5% INTEREST, EXECUTIVE DIRECTORS, MANAGING EMPLOYEES AND PROGRAM DIRECTORS OF ORGANIZATION APPLICANTS.  EACH PERSON FOR WHOM AN FBI CHECK WILL BE REQUIRED MUST SIGN SECTION IX AS INDICATED.  IN THE EVENT THE REQUIRED FBI BACKGROUND CHECK RESULTS ARE NOT RECEIVED WITHIN 45 DAYS OF THE DATE ON THE REQUEST LETTER, THE APPLICATION WILL BE REJECTED.  

DO YOU AGREE TO INITIATE FBI BACKGROUND SCREENINGS UPON REQUEST?                YES                NO

	IF YOU DO NOT HAVE A MISSOURI STATE PLAN CONTRACT: INDIVIDUAL APPLICANTS AND ORGANIZATION OWNERS WITH MORE THAN 5% INTEREST, EXECUTIVE DIRECTORS, MANAGING EMPLOYEES AND PROGRAM DIRECTORS ARE REQUIRED TO REGISTER WITH THE FAMILY CARE SAFETY REGISTRY AND SUBMIT CURRENT REGISTRY RESULTS.   Attach results of Family Care Safety Registry and label as #10.
CURRENT IS DEFINED AS DATED NO MORE THAN SIXTY DAYS PRIOR TO THE DATE THE APPLICATION WAS RECEIVED BY REGIONAL/SATTELITE OFFICE.  

	HAS ANY PERSON NAMED ON THIS APPLICATION OR ANYONE PART OF THE AGENCY BEEN FOUND GUILTY OF OR PLEAD GUILTY TO OR NOLO CONTENDERE TO ANY DISQULIFYING CRIME AS OUTLINED IN SECTION 630.170, RSMO?
  FORMCHECKBOX 
   YES           FORMCHECKBOX 
   NO
	If yes, provide detailed information about the conviction including but not limited to: date, state, county, court, nature and type of offense or violation and penalty imposed.       

	HAVE YOU OR ANYONE IN YOUR ORGANIZATION WHO WILL POTENTIALLY HAVE CONTACT WITH CONSUMERS HAD A CHARGE OF ABUSE OR NEGLECT SUBSTANTIATED IN ANY STATE?   FORMCHECKBOX 
   YES           FORMCHECKBOX 
   NO
	If yes, provide detailed information about the charge including but not limited to: date, state, county, nature and type of abuse / neglect.       

	HAVE YOU EVER HAD A EMPLOYED BY OR CONTRACTED WITH ANY GOVERNMENT ENTITY IN THE US?   FORMCHECKBOX 
   YES           FORMCHECKBOX 
   NO

Contracted state plan providers of HDM – attach agreement and label as #11.
	If yes, provide the name of the organization employed/contracted with and, dates of duration, description of service and why the employment/contract ended if applicable.      

	SECTION II – CONFLICT OF INTEREST

	DISCLOSURE OF STATE OF MISSOURI EMPLOYMENT

	Is the applicant or any key member of the applying organization an employee of the State of Missouri?    FORMCHECKBOX 
   YES           FORMCHECKBOX 
   NO
If yes, complete the conflict of interest for State of Missouri employees section.  If no, proceed to section III.

	CONFLICT OF INTEREST FOR STATE OF MISSOURI EMPLOYEES 

	FOR EMPLOYEES OF THE STATE OF MISSOURI
	STATE THE DEPARTMENT, DIVISION AND FACILITY THAT EMPLOYEES YOU AND YOUR POSITION
     
DESCRIBE YOUR PRIMARY JOB DUTIES AS AN EMPLOYEE OF THE STATE OF MISSOURI
     

	REVIEW THE FOLLOWING INFORMATION PERTAINING TO CONFLICT OF INTEREST FOR EMPLOYEES OF THE STATE OF MISSOURI

Conflict of interest is any action you take in your official capacity resulting in financial gain to yourself, your family, or any business in which you have an interest. This includes performing any paid services for the department other than your official duties; selling, renting, or leasing property to the department; or trying to influence official decisions, which will result in financial gain to yourself or your family or a business in which you have an interest. You may not work for private gain on state property or use other state employees, supplies or equipment for your private gain.

The Division of DD contract for service providers states:  
1.
The contractor hereby agrees that at the time of the submission of their proposal the contractor has no other contractual relationships that create any actual conflict of interest.  The contractor agrees that during the term of the contract neither the contractor nor any of its employees shall acquire any other contractual relationships, which would create such a conflict.

2.
In accordance with the Revised Statutes of the State of Missouri, no official or employee of the Department or public official of the State of Missouri who exercises any functions or responsibilities in the review or approval of the Scope of Work covered by the contract shall acquire any personal interest, directly or indirectly, in the contract or proposed contract.

3.
In accordance with state and federal laws and regulations, state executive order or regulations, the contractor agrees that it presently has no interest and shall not acquire any interest, directly or indirectly, which would conflict in any manner or degree with their performance of the contracted services.  The contractor agrees that no person having such interest shall be employed or conveyed an interest, directly or indirectly, in the contract.

4.
The contractor agrees that no Missouri state employee shall help the contractor obtain this contract or participate in the performance of this contract if such involvement will constitute a conflict of interest.  Written approval shall be obtained from the director of the Department before any state employee may be involved in the performance of this contract.  

5.
The contractor agrees that no Missouri state employee shall be compensated under this contract for duties performed in the course of his/her state employment.  A state employee shall not use state facilities or materials for personal gain relating to the performance of this contract.

6.
The contractor represents itself to be an independent contractor offering such services to the general public and shall not represent itself or its employees as employees of the State of Missouri.

7.
If the contractor is a not-for-profit agency, board members must abstain from voting on any funding proposal in which they have administrative control or a monetary interest with the proposed grantee. Board members who have such an interest and participate in discussion prior to a vote must disclose such interest in a meeting of the board prior to such discussion.

I HAVE READ AND UNDERSTAND THE CONTENT OF THE CONFLICT OF INTEREST SECTION OF THE PROVIDER APPLICATION AND I DECLARE NO CONFLICT EXISTS.  I ALSO UNDERSTAND THAT IN ACCORDANCE WITH ITEM FOUR ABOVE, APPROVAL FROM THE DIRECTOR OF THE DEPARTMENT OF MENTAL HEALTH WILL BE REQUIRED BEFORE A CONTRACT CAN BE ISSUED.  

__________________________________________________


___________________________

Print Name







Print Title

__________________________________________________


___________________________
Signature








Date



	SECTION III – APPLICANT SIGNATURES

	Both signature sections must be completed.  The first section, “Application Certification” must be completed by the party submitting the application.  The second section, “FBI Background Check Acknowledgement” must be completed by each person who is the subject of the FBI background check.  The person signing this section may be the same or different from the person submitting the application.

	Application Certification:

My signature below authorizes any former or current employers/contractors to furnish the Department of Mental Health with any or all of information concerning my previous employment and releases any former or current employer from all liability for any damages in furnishing such information.

I hereby certify that this application contains no willful misrepresentation or falsification and the information given by me is true and complete to the best of my knowledge and belief.  I am aware that should investigation at any time disclose any such misrepresentation or falsification as to material fact, my application will be rejected and/or contract voided.  

I acknowledge that if a contract is established with me/my organization, payment for services may not be received for up to 90 days from the date of service initiation.

I further acknowledge that I have read and understand the information contained in Sections II and III pertaining to the HCBS Settings Rule and Individual Rights, and that I/my organization shall provide services in compliance with these Rules.
__________________________________________________


___________________________

Print Name







Print Title

__________________________________________________


___________________________
Signature








Date



	FBI Background Check Acknowledgement:  (not required if you have a Contract with State Plan for HDM)
I acknowledge I have read and I understand the information contained in Appendix II pertaining to FBI background checks.  

__________________________________________________


___________________________

Print Name







Print Title

__________________________________________________


______________________

Signature








Date




__________________________________________________


___________________________

Print Name







Print Title

Print Name







Print Title

__________________________________________________


______________________

Signature








Date
If additional signature lines are needed, duplicate this page.


Appendix I

Regional Office Contact Information

Follow this link for a map of Regional Offices Locations and Counties Served.
Missouri Area Agencies on Aging are assigned to specific offices as indicated below the Regional Office/Satellite name.
	Regional Office/Satellite
	Contact Person
	Mailing Address
	Telephone

	Albany
(AAA – Young at Heart Resources)
	Shelly Brown
	809 North 13th Street

Albany, MO 64402
	816-726-1527

	Central MO
(AAA Care Connection for Aging Services)
	Suzanne Horine
	900 West Nifong Blvd, Suite 200

Columbia MO 65203
	573-441-6278

	Hannibal
(AAA - Northeast MO AAA)
	Steve Laws
	805 Clinic Road

Hannibal,  MO 63401
	573-248-2400

	Joplin
(AAA – Region X AAA)
	Troy Munsterman
	3600 East Newman Rd

Joplin, MO 64801
	417-629-3263

	Kansas City
(AAA Mid-America Regional Council AAA)
	Heidi Cruise
	821 East Admiral Drive
Kansas City, MO 64106
	816-889-3445

	Kirksville
	Suzanne Horine
	900 West Nifong Blvd Suite 200

Columbia MO 65203
	573-441-6278

	Poplar Bluff 

(AAA – Aging Matters)
	Natalie Wendland
	2351 Kanell Blvd 

Poplar Bluff, MO 63901
	573-840-9311

	Rolla
(AAA - Aging Best)
	Michelle Brown
	105 Fairgrounds Road
Rolla, MO 65401
	573-368-2545

	Sikeston
	Karla Bell
	112 Plaza Drive
Sikeston, MO 63801
	573-472-5308

	Springfield

(AAA - Senior Age AAA)
	Lisa Price-Suttee
	1515 East Pythian

Springfield, MO 65802
	417-895-7432

	St. Louis County
(AAA – Aging Head)
	Jane Alexander
	4040 Seven Hills Drive

Florissant, MO 63033
	314-475-7616

	St. Louis -Tri-County
(AAA – St. Louis AAA)
	Holly Reiff
	111 North 7t Street, 

6th Floor

St. Louis, MO 63101
	314-244-8859


Appendix II
FBI Background Check

Applicant Notification of Purpose, Challenge of Findings and Privacy Information

Governmental agencies that conduct a national fingerprint-based criminal history record check on an applicant for noncriminal purposes are obligated to ensure the applicant receives certain notification and information.  By signing the Contract Provider Application you acknowledge that you, as the subject of the FBI background check, understand the following:  

· Your fingerprints will be used to check the criminal records history of the FBI. 
· The results of the FBI criminal history check will be used as part of the determination of the suitability of your application to become a contract provider for the Missouri Department of Mental Health, Division of Developmental Disabilities.  

· You have the right to challenge the information in the FBI record as outlined below in the section entitled “Noncriminal Justice Applicant’s Privacy Rights”.  

· The information received from the FBI background check will be used solely for the purpose of evaluating the Contract Provider Application and will not be disseminated outside the Department of Mental Health.   
In addition, by signing the Contract Provider Application you acknowledge you, as the subject of the FBI background check, have received the following privacy information:  

NONCRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS

As an applicant who is the subject of a national fingerprint-based criminal history record check for noncriminal justice purpose (such as an application for a job or license, an immigration or naturalization matter, security clearance, or adoption), you have the following rights:    

· You must be notified that your fingerprints will be used to check the criminal history of 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 you 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 the 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 provider 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.)

STATE AND FEDERAL RAP BACK PRIVACY NOTICE

Applicants submitting their fingerprint images to the Central Repository for a fingerprint based criminal record check are advised that their fingerprint images will be retained in state and federal biometrics databases, pursuant to Section 43.540 RSMo.  If the submitting agency participates in the State or State and National Rap Back Programs, fingerprint images will be submitted, searched and retained for the purpose of being searched against future submissions to the State and National Rap Back programs; fingerprint searches will also include latent print searches.

The “Missouri Rap Back Program” and “National Rap Back Program” shall include any type of automatic notification made by the State Missouri and\or the Federal Bureau of Investigation through the Missouri State Highway Patrol to a qualified entity indicating that an applicant who is employed, licensed, or otherwise under the purview of the qualified entity has been arrested for a reported criminal offense and the fingerprints for that arrest were forwarded to the Central Repository of the Federal Bureau of Investigation by the arresting agency.

If you have questions regarding the FBI Background check, contact the Provider Relations staff at the local Regional Office.
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