DEPARTMENT OF THE NAVY
OFFICE OF THE SECRETARY
1000 NAVY PENTAGON
WASHINGTON, DC 20350-1000

IN REPLY REFER TO

SECNAVI NST 5580. 1
NAVCRI M NVSERV
13 Sept enber 2000

SECNAV | NSTRUCTI ON 5580. 1

From Secretary of the Navy
To: Al'l Ships and Stations

Subj :  NAVY AND MARI NE CORPS SUBM SSI ON PROCEDURES FOR SUSPECT
FI NGERPRI NT CARDS AND FI NAL DI SPCSI TI ON REPORTS

Ref : (a) DODI NST 5505.11, Fingerprint Card and Fi nal

Di sposition Report Subm ssion Requirenents of
1 Dec 98 (NOTAL)

(b) SECNAVI NST 1640. 9B

(c) Federal Bureau of Investigation (FBlI) Crim nal
Justi ce
Information Services (CJI'S) D vision National Crine
Information Center (NCIC) Operating Manual, Section
11, File of Apr 98 (NOTAL)

(d) Title 28, Code of Federal Regul ations, Part 20,
Chapter 1, Crimnal Justice Information Systens of
1 Jul 98

(e) SECNAVI NST 5212.5D

(f) FBI/DQJ Instruction, CGuidelines for Preparation of
CJIS Division Fingerprint Cards (Rev. 3-96) (NOTAL)

Encl: (1) Sanple FBI/DQJ Form FD-249 (Rev. 12-94)
(2) Sanple FBI/DQJ Form R-84 (Rev. 7-96)

1. Purpose.

a. To inplenent policy and prescribe procedures for the
preparation and centralized subm ssion of the Federal Bureau of
| nvesti gati on/ Departnent of Justice (FBI/DQJ) FD 249, Suspect
Fingerprint Card, by Departnment of the Navy (DON) cri m nal
i nvestigative, |aw enforcenent, police organizations and
security departnents.

b. To prescribe policy and standardi ze procedures for the
preparation and subm ssion of the FBI/DQJ Form R-84, Final
Di sposition Report, in accordance with reference (a).
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c. To ensure maxi mumuniformty and standardi zation in the
timely subm ssion of FD-249 and Final Disposition Reports by DON
entities.

2. Scope.

a. This instruction applies to all crimnal investigative,
| aw enf orcenent, police organizations and security departnents
of the DON whose mlitary and civilian personnel are legally
authorized to investigate crinmes for which crimnal history data
reporting is required, e.g. FBI/DQ Form FD- 249, FBI/DQJ Form R-
84 and DON | ncident Report (OPNAV 5527/1).

b. This instruction does not apply to the DON Corrections
fingerprint procedures expressed in association with the
Department of the Navy Corrections Manual, reference (b), or if
an arrest is based solely on the charge of Uniform Code of
Mlitary Justice (UCMI) Article 85, Desertion. Submt suspect
fingerprint cards on the sole charge of mlitary desertion under
the Originating Agency ldentifier (ORl) for the respective
deserter information point.

3. Responsibilities.

a. Director, Naval Crimnal Investigative Service (NCYS)
and commanders shall ensure that crimnal investigative, |aw
enforcenent, police organizations and security departnents under
their cognizant authority conply with the provisions of this
i nstruction.

b. In accordance with references (c¢) and (d), the
i nvestigating agency which submtted the suspect’'s fingerprint
cards and prepared the investigation report is responsible for
the final disposition reporting.

4. Background.

a. |In accordance with Navy and Mari ne Corps Records
Di sposition Manual, reference (e), the NCI S Headquarters serves
as the central record center for all DON | aw enfor cenent
records. Law enforcenent records include arrest and di sposition
reports.

b. The FD 249 and R-84, when annotating arrest - charges
and final disposition (adjudication of arrest - charges), result
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in the creation of a conputerized crimnal history record (CCH)
within the FBI CJIS NCIC Interstate ldentification Index (111).

c. An Il record remains in effect until the contributor
requests the FBI CJIS Division to expunge the arrest record.

5. nhjective.

a. To ensure suspect (crimnal) fingerprint cards are
forwarded under one central ORI (NCISHQ to NCI S Regi onal
Forensi c Laboratories (NCI SRFL) for fingerprint examner quality
control checks, and to ensure that NCIS will forward one
original FD-249 card to the FBI CJIS Division and store the
second original fingerprint card in accordance with reference

(e).

b. To establish NCISHQ as the central records center for
the storage of DON Incident Reports (IRs) (OPNAV 5527/1), Marine
Corps Provost Marshal O fice IRs and NCI'S and Marine Corps
Crimnal Investigation Division (USMCCID) crimnal investigative
reports, thus supporting the IIl DON arrest - charge record and
final disposition (centralized ORI-NCISHQ Il records).

6. Procedures.

a. otain fingerprints and all additional informtion
required by the FD 249, Suspect Fingerprint Card, frommlitary
suspects under investigation by the NCI'S or any ot her DON Navy
and Marine Corps crimnal investigative, |aw enforcenent and
police organi zation for the offenses listed in reference (a) or
fromcivilian suspects under investigation by the NCI'S or any
ot her DON and Marine Corps crimnal investigative, |aw
enforcenment and police organization for offenses under their
jurisdiction and where they are the | ead agency in the
i nvestigation.

b. Initiate offender crimnal history data records required
under this instruction by preparing two (2) original FD 249s,
enclosure (1). Reference (f) contains guidelines for FD 249
preparation. Submt both to the supporting NC S Regi onal
Forensi c Laboratory:
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(1) DON police organizations |ocated EAST of the
M ssi ssippi River, and within Europe or the Mddle East. Mai
bot h FD-249s to:

Naval Crimnal Investigative Service
Regi onal Forensic Laboratory

9079 Hanpton Blvd Suite 110

Nor f ol k, VA 23505-1098

(2) DON police organizations |ocated WEST of the
M ssissippi R ver, and in the Far East area (Southeast Asia).
Mai | both FD- 249s to:

Naval Crimnal Investigative Service
Regi onal Forensic Laboratory

3405 Welles St., Suite 3

Naval Station

San Diego, CA 92136-5018

(3) Submit the FD 249 when a conmmand initiates mlitary
judicial proceedings or when conmmand action is taken in non-
judicial proceedings (as defined reference (a)) against a
mlitary subject investigated by a | aw enforcenent organi zation
for the conm ssion of an offense listed in reference (a).

(4) Submt FD-249 within 15 days of command initiation
of mlitary judicial proceedings or when command action is taken
in non-judicial proceedings against a mlitary subject.

(5) Hold the FD-249 and record the final disposition on
the FD- 249 when the final disposition of the proceedings is
anticipated within 60 days of conmmand initiation of mlitary
judicial proceedings or of conmand action in non-judicial
proceedi ngs. Submt to the FBI the R84, enclosure (2), if the
final disposition is not recorded on the FD- 249.

(6) Do not delay subm ssion of the FD- 249 where the
final disposition of the mlitary judicial or non-judicial
proceedings is not anticipated within 60 days.

(7) Record as "final disposition" either on the FD 249
or R84, as appropriate, the approval of a request for
di scharge, retirenent, or resignation in lieu of court-martial,
and or a finding of |lack of nental conpetence to stand trial.
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(8) Enter the entire assigned Case Control Number on the
FD- 249 under, Local ldentification/Reference block, and on the
R-84 under, Arrest No. (OCA) bl ock.

(9) Describe in conmmonly understood terns (e.g., nurder
rape, robbery, assault, possession of a controlled substance,
etc.) or, if not specified in reference (a), by comonly
understood title when submtting the FD-249 and R84, arrest-
charges. Do not describe offenses solely by reference to a UCMI
punitive article, or to the United States Code or other
statutory provision. Investigators nust ensure that charges
annotated on the FD 249 reflects the actual charges being
pursued through court-martial or non-judicial punishnent.

(10) Describe in comon | anguage (e.g., conviction
(include offense(s)), dishonorable discharge, reduction in rank,
forfeiture of pay, charges dism ssed, etc.) the disposition on
the FD-249 or the R-84. The disposition of "conviction" shal
only be reported for crinmes prosecuted by trials by general,
special, or sunmary courts-martial yielding a plea or finding of
guilty. Record adverse findings stemm ng from non-j udici al
proceedi ngs as "non-judicial disciplinary action.”

c. Report within 15 days after final disposition of
judicial or non-judicial proceedings or the approval of a
request for discharge, retirenment, or resignation in |lieu of
court-martial, disposition information on the R-84 if it has not
been reported on the FD-249. Do not hold the FD 249 pendi ng
appel l ate actions; however, report appellate action affecting
the character of an initial disposition if it occurs. Al so
report dispositions that are excul patory in nature (e.g.,

di sm ssal of charges, acquittal).

d. Forward to NCI SHQ a corresponding IR duplicating the
arrest-charges and final disposition reported on the FD- 249 or
R-84. Mil the IR to:

Naval Crimnal Investigative Service
716 Sicard Street SE, Suite 2000 (Code 23Cl)
Washi ngton Navy Yard, DC 20388-5380

e. The NCI SHQ I nvestigative Support Departnent will query
the FBI NCIC 11l and annotate the IR reflecting the FBI 111
record nunber assigned to the DON arrest and final disposition
record.
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7. Forms. NCISHQ will furnish, upon request, sufficient
gquantities of FD-249 fingerprint cards, Forns R-84 and further
gui del ines for subm ssion of crimnal history data. Address
requests for supplies and the "Quidelines for Preparation of
Crimnal Justice Information Services Division, Fingerprint
Cards, " to:

Naval Crimnal Investigative Service
716 Sicard Street SE, Suite 2000 (Code 28C)
Washi ngt on Navy Yard, DC 20388-5380

8. Report. The reporting requirenent contained in this
instruction is exenpt fromreports control per SECNAVI NST
5214. 2B.

Ri chard Danzig

Di stribution:
SNDL Parts 1 and 2
MARCORPS PCN 21600400000
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Sanpl e FBI/DQJ Form FD-249 (Rev. 12-1 -94)

FEDERAL BUREAU COF | NVESTI GATI ON, UNI TED STATES DEPARTMENT OF JUSTI CE
WASHI NGTON, D. C. 20537

PRI VACY ACT OF 1974 (P.L. 93-579) REQUI RES THAT FEDERAL, STATE, OR LOCAL AGENCI ES | NFORM | NDI VI DUALS WHOSE SOCI AL SECURI TY NUMBER | S REQUESTED

WHETHER SUCH DI SCLOSURE | S MANDATORY, BASI'S OR AUTHORI TY FOR SUCH SOLI Cl TATI ON, AND USES WHI CH WLL BE MADE OF IT.
JUVENTLE FINGERPRI NI DATE OF ARRESI (R
SUBM SSI ON S ] MDD YY CONTR! BUTCR USNI SO000
ADDRESS NI S
TREAT AS ADULT YES WASH, DC
[] REPLY  VES
R L
?I:NI) UPY 1T DATE OF OFFENSE PLACE OF BIRTH (bl/—\ll: R (l.UNlRY) COUNTRY OF O ITZENSHP
EVTER O MDD VY
M SCELLANEQUS NUVBERS SCARS, MARKS, TATTOOS, AND AVPUTATT ONS
RESTDENCE CUVPLETE ADDRESS UTY SlAIE
TFFTCTAL TARTNG FTNGERPRINTS [COCAL TDENTTFICATION REFERENCE PHOTO AVAT TABLE? YES
NAE CR NOVBER []
PALM PRINTS TAKEN? [
EMPLOYER: IF U.S. GOVERNMENT, INDICATE SPECIFIC AGENCY. OCCUPATION
IF MILITARY, LIST BRANCH OF SERVICE AND SERIAL NO.
CHARGE/CITATION 1DISPOSITION
1 .
2 2.
3. 3.
ADDITIONAL ADDITIONAL
ROV TTONAL TNFORVATT O BAST S FOR CAUTT O STATE BUREAU STAWP
FD-240 (Re, 12-1:84) *U.S. GPQ 1995-405- 015/ 20013

Encl osure (1)
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Sanpl e FBI/DQJ Form FD-249 (Rev. 12-1 -94)

LEAVE BLANK CRI M NAL (STAPLE HERE) LEAVE BLANK

STATE USAGE
NFF SECOD D D D
SUBM SSI QN APPROXI NATE CLASS AVPUTATI O SCAR

STATE USAGE CAST NANE,FIRST NAWE,WDOCE NANE, SUFFIX—

STGVATCRE CF PERSON FTVGERPRIVTED SOUTAL SECRTTY WO TEAVE BLAWK

\

RUEERer e, 00LE WE, SIFIX

S STATE TOENTTFTCATTON W RIECFBRA MW DD YY SEX RACE HETCHT VEGHT EVES

R THIB 2R INDEX 3. R MDOE 4R RING 5 RUTILE

L. THAB 1. L INDEX 8 L MDDLE 9. L RAG 0. L UTIE

LEFT FOUR FINGERS TAKEN S MULTANEQUSLY L. THIB R THIB RIGHT FOUR FINGERS TAKEN SI MULTANECUSLY

Encl osure (1)
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Sanple FBI/DQJ Form R-84 (Rev. 7-1-96)

R 84 (Rev. 7-1-96) FINAL DI SPGSI TI ON' REPCRT Leave Bl ank

Note: This vital report must be prepared on each individual whose arrest fingerprints have been forwarded to the FBl
Gimnal Justice Information Services Division without final disposition noted thereon. If no final disposition is available to
arresting agency, al s obtain subject's right four finger impressions on this form conplete left side and forward the formwhen case referred to
prosecutor and/or courts. Agency on notice as to final disposition should conplete this formand submit to: FBI, CJISDivision, Qarkburg, W 26306.
(See instructions on reverse side)

FBI No. Final Disposition & Date

(if convicted or subject pleaded quilty to lesser charge, include this
modi fication with disposition.)

Name on Fingerprint Card Submitted to FBI

Last First Middle
Date of Birth Sex
Henry
Fingerprint

Classification
From FBI 1 -B Response

State Bureau No. (SID) Social Security No. (SOC) Thi's Form Subm tted By:
(Name, Title, Agency, ORI No., City & State)

Contributor of Fingerprints (include complete nane and Iocation of agency,
together with ORI nunber.)

Srgnature Date
Title
Arrest No. (OCA) Date Arrested or Received [] COURT ORDERED EXPUNGENENT
Return Arrest Fingerprint Card to Contributing Agency;
Certified or Authenticated Copy of Court Order Attached.
(ffenses Charged at Arrest Right Four Fingers Taken Simultaneously

If additional space is needed, check (] and continue on reverse side of this form

Encl osure (2)
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Sanpl e FBI/DQJ Form R-84 (Rev. 7-1-96)

| NSTRUCTI ONS

1. The purpose of this report is to record the initial data of anindividual's arrest and thereafter secure the final disposition of the arrest at the earliest
possible tine fromeither the arresting agency, the prosecutor or the court having jurisdiction. (INTERM DISPOSITION INFCRMATION, e.g.,
RELEASED ON BOND, SHOULD NOT BE SUBM TTED.Z1 The SUBJECT' S NAME, RI BUTCR AND ARREST NUMBER shoul d be exact!y
the same as they appear on the fin?erpri nt card IN THE FILES OF THE FBI. The FBI number should be indicated, if known. Agency ultimately
making final disposition will conplete and mail formto: FBI Criminal Justice Information Services Division, Carksburg, W 26306.

2. The, arresting agency should fill inall arrest data on left side of formand obtain the finger inpressions of the right four fingers simltaneously.
This should be done at the same tine as the full set of fingerprints are taken on the arrest fingerprint card. If the arrest is disposed of b{ the
arresting a?ency, as where the arrestee is released without charge, then the arresting agency should fill in this final disposition and mail formto
FBI Qrimnal Justice Information Services Division. (f course, if final disposition is known when arrest fingerprint card is subnitted it should be
n.othed thereon and tPils formis then unnecessary. In the event the case goes to the prosecutor, this formshould be forwarded to the prosecutor
wth arrestee's case file.

3. The prosecutor shoul d conplete the formto show final disposition at the prosecution level if the matter is not being referred for court action and
thereafter submt formdirectly to FBl Qriminal Justice Infornation Services Division. If court action required, the prosecutor should forward form
with case file to court having jurisdiction.

4. The court should complete this formas to final court disposition such as when arrested person is acquitted, case is dismissed, on conviction and
when sentence inmposed or sentence suspended and person placed on probation.

5. Vhen arrested person convicted or enters guilty to lesser or different offense than that charged when originally arrested, this information should
be clearly indicated.

6. If subsequent action taken to seal or expunge record, attach certified or authenticated copy of court order to this formso that FBI can return
arrestee's fingerprints to original contributor.

7.1t is vitally inportant for completion of subject's record in the FBI Criminal Justice Information Services Division files that Final Disposition Report
be submitted in every instance where fingerprints previously forwarded without final disposition noted thereon.

FOR ADDI TI ONAL | NFORMATI ON

Encl osure (2)
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