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RSW delivers 
criminal forms to 

Applicant(s)

Applicant(s) returns 
completed forms w/
signature & notary 

to RSW

RSW reviews to 
ensure forms are  

complete 

Forms 
complete? 

Send to Criminal 
Background Unit via 

email, mail or fax

Log information 
CBU (Criminal 
Background 

Unit) Database

Review forms for 
completion 

Yes

Enter request in 
INA/ASP 

website as State 
only 

Pending?

Email results to RSW 
w/ “SENSITIVE” in 

subject line 

Add Drives License 
number & home 

address
(Up to 2 wks 
turnaround)

Yes

Research with 
additional 

information.  Email 
sent w/notification 
results are available 

Criminal results 
returned from ASP 

via INA web site

Log results into 
CBU database 

No

Print, Scan to 
Edoctus & shred 

physical docuemnts
End Process

RSW contacts family 

No

Forms 
complete? 

Yes

No

Start Process
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