adventure llir

TEACHING nc

Visa Process Checklist (all nationalities excluding Canada)

For examples and more specific directions for each portion of the visa process please visit:
www.adventureteaching.com/visaprocess

Also, make sure you contact your consulate before sending your documents to double check the
process and avoid potential delays. It is also important to check your consulate website often for visa
updates, working hours, fees (each consulate varies slightly).

Direct further Visa Questions to:

Dok Hoon Ryu Email: dokhoon@adventureteaching.com
Phone: 82-10-7163-3723

North American Office Phone: 1-206-257-0613

Skype adventure.teaching

Nearest Consulate Information (be sure to check jurisdiction)
My Consulate

Phone Number
Address
Website

Important notes when sending documents:

| Always get a tracking number for your packages
|  Never send your documents overseas through the US Postal Service (i.e. Priority Mail). Use

a reputable courier, preferably FedEx or DHL. Using the national postal service can
potentially cause severe delays and lost documents.

NOTES AND UPDATES:
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VISA PROCESS TIMELINE

It usually takes about 30-40 days to complete the visa process after the applicant has gathered all of their
documents, and signed a contract with a school. If the process is rushed things can potentially be completed a
few days faster, but it is always best if you can have your documents gathered ahead of time to save yourself,
Adventure Teaching and your school unnecessary stress.

The following chart lets you know when you will need to have all of the required documents ready to send to
Korea, to be eligible for a specific start date.

Earliest Start Date SEIESE RO WD St Earliest Start Date SEWESH DRI 1D SEE
Documents to Korea Documents to Korea
January 1st -15th November 20th July 1st -15th May 20th
January 16th-31st December 6th July 16th-31st June 6th
February 1st -15th December 20th August 1st -15th June 20th
February 16th-28th January 6th August 16th-31st July 6th
March 1st-15th January 20th September 1st-15th July 20th
March 16th-31st February 6th September 16th-30th August 6th
April 1st-15th February 20th October 1st -15th August 20th
April 16th-30th March 6th October 16th-31st September | 6th
May 1st -15th March 20th November 1st -15th September 20th
May 16th-31st April 6th November 16th-30th October 6th
June 1st-15th April 20th December 1st -15th October 20th
June 16th-30th May 6th December 16th-31st November 6th

Date | should have my required documents ready to send:

How long does it take to gather the required visa documents?

This really depends on your location and how ambitiously you pursue the visa process. Much of this depends
on whether you will be completing the process in person or by mail. When completing the process by mail it
adds significant wait times.

In many states applicants are able to gather all of their documents within 2-3 weeks. Much of this depends on
thedisi I YOS @&2dz t A0S FTNBY (KS Y2NBIly /[/2yadzZ I G§ST | yR

The documents that typically take the most time and effort to prepare are:

Your passport (should be valid for at least 6 months beyond your proposed arrival date in Korea)
Your diploma with notarization and apostille

Your transcripts with stamp or seal over the envelope

Your Criminal Record Check with notarization and apostille (fingerprint checks usually require
1-2weeks to process)

PwwnNpE
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Please notice the estimated time requirements beside each step of the process below.
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STEP 1 Gather the Required Documents (1-6 weeks)

.4

RED documents will be submitted to the Adventure Teaching Office in Korea

This Page of Visa Process
Checklist

All items should be checked off the checklist and
checklist should be included in package

Diploma Option: Choose 1 of the
following 2 options
See detailed instructions below

1. Verified Copy of your diploma preformed by the
Korean Consulate

2. Notarized Copy with Apostille Attached

2 Official Sealed University
Transcripts
Note: another set will need to be
submitted to the Korean Consulate

St amp/ sticker/ or regist
over the seal of the envelope
Tip: We recommend ordering 4 sets of transcripts.

It is nice to have backup copies just in case.

State-wide Criminal Record Check
with NOTARIZATION and
APOSTILLE
Must be no older than 6 months
when filed in Korea

The criminal record check is usually the most
confusing part of the process. Please be sure to
follow the detailed instructions given below.

Your Resume

A clear photo copy of the
information page of your passport

Note: this is the page with your picture etc. A black
and white copy is fine.

E-2 Health Statement

This is a simple self-assessment. Form must be
completed by hand and signed.
(Download from AT Website)

2 Official Passport Photos
Note: another photo will need to be
submitted to the Korean Consulate

Passport Photos (2 x 2 inch or 3.5 by 4.5 cm)
Tip: Stores like Costco, The UPS Store and
Wal-Mart offer discount prices

BLUE documents will be submitted to the Korean Consulate in your home country
later in the process

Your Passport

Consulate will place Visa in your passport

Completed Visa Application

See instructions below

Consul 6s

Check

Download from AT Website

1 Official Passport Photo

Passport Photos (2 x 2 inch or 3.5 by 4.5 cm)

1 Set of Official Sealed University
Transcripts

Stamp/ sticker/ or regist

over the seal of the envelope

Your Resume

Money for Visa Fee
Check your consulate webpage
for updated fee

The money should be in cash or money order.

This page should be submitted to Korea alongside your other documents.

3

© All rights reserved Adventure Teaching Inc. 2006-2009



http://www.adventureteaching.com/visaprocess.html
http://www.adventureteaching.com/visaprocess.html

STEP 2 After securing the required documents, send the RED Documents to the Adventure
Teaching Office in Korea by FEDEX, UPS (not USPS) or DHL express courier service.
The service should take between 3-7 days and they should provide you with a

tracking number for the package.

Adventure Teaching Office Mailing Address:

Adventure Teaching
Bundang Obelisk #401,
Seohyun Dong 245-1,
Bundang Gu, Seongnam Si (City),
Gyeonggi Do (Province), Korea (463-824)
Phone number: 82-10-7163-3723

g Mailing Checklist

Send with express courier service

Only DHL, UPS (not USPS) or FedEx are accepted
(package should take 3-7 days to arrive in Korea)

Send Tracking Number to AT

dokhoon@adventureteaching.com

AT rep will notify you when
package arrives

STEP 3 After you have secured a position, Adventure Teaching and your school will submit
your red documents to Korean Immigration Services (immediately)

STEP 4

STEP 5

Korean Immigration will issue you a Visa issuance numbefViN) by email (10-15

Days).

The VIN is a simple number that will be sent to by email. You will add the VIN to your Visa
Application Form. The VIN is usually required in-order to schedule your consulate interview.

Important Note: Sometimes the consulates have significant wait times and only complete interviews
on specific days. If your visa timeline is tight, you should call your consulate to clear these details

before your VIN is released during step 3.

After receiving your VIN immediately call your Korean Consulate to set up your

consulate interview (2-14 days)

Important Note: If you live a significant distance from a Korean consulate, you may be eligible for a
webcam interview. Usually an applicant must live more than 5 hours driving distance from the
consulate to avoid going in person. If you are eligible for a webcam interview and your timeline

allows, & 2 dzQf f KI S (2
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addressed return envelope so the consulate can mail the documents back to you. This package
aK2dzZ R KF@S | GNYOlAy3d ydzYoSNI a ¢St o

these documents by the fastest method.

If you have trouble getting through to your consulate by phone, keep trying It is often difficult to
speak to someone especially during busy times. You can try contacting them by email and

4

© All rights reserved Adventure Teaching Inc. 2006-2009

idKS


mailto:dokhoon@adventureteaching.com

fax 0 dz(i @ 2 dz8dd té follbwAup véth the phone or go into the consulate in person.

g Scheduling your Consulate Interview

Call the nearest Korean Consulate They will ask for your VIN

In order to eligible for a webcam interview the
applicant usually has to live more than 5 hours
driving distance from the consulate

See if you are available for a
webcam interview

Ask the consulate when you
expect to have your visa after the
interview
Inform AT when you expect to
have your visa in hand

Knowing when you will have your visa in hand will
help AT and your school maintain your timeline

STEP 6 Conduct the Consulate Interview (15 minutes-30 minutes)
The consulate interview is very simple and short. Be sure to dress nicely and be respectful. The
interviewer will likely ask you a few simple questions about why you want to teach in Korea.

STEP 7 The Consulate will put the visa in your passport (1-5 days)
STEP 8 Notify Adventure Teaching that you have your visa in hand

STEP 9 After you arrive in Korea, your school will help you arrange your medical exam (must
be completed within 90 days of arrival, but will likely be performed with the first couple
of weeks.)

STEP 10 After completing the medical exam, your school will help you file for your Alien
Resident Card (ARC) (7-45 days)

DIPLOMA INSTRUCTIONS
You will need to complete one of the following two options to meet the diploma requirement.
No matter which of these options you choose, you will need to have your original diploma available when you

come to Korea or shortly after.

1. Copy of your diploma performed and notarized by Korean Consulate (no apostille necessary)

You can take/send the original diploma to the nearest Korean consulate and have them perform a
notarized copy. The immigration service only accepts copies performed by the Korean consulate;
no other notary will suffice unless you also have the apostille attached.

If you are mailing your documents to the consulate, please be sure to include a stamped and self-
addressed return envelope in the package so the consulate can mail your documents back to you.
b2u0SY 2 dzQ & dure 16 talyyour conulat¥defpre making the trip or sending your

5

diploma because some of the consulates no longer offer this service.
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2. Copy of your diploma notarized by notary public and apostille attached (notary and apostille
explained below)

You can have an official copy of your diploma performed by a local notary public. After having the
copy performed and notarized, you will need to have an apostille attached as well. See Apostille
Instructions below.

While you are at your university, you should ask them if they are able to perform a notarized copy
of the diploma for you. Often universities have notaries present and can complete the process with
little confusion for a small fee.

If the university is able to copy and notarize your diploma for you, it is ready to be sent to the
apostille office. See instructions below.

CRIMINAL RECORD CHECK INSTRUCTIONS
1. Downloadthe 2 NA GG Sy wSljdzSad F2NJ/w/ &€ FNBY (GKS ! ¢

This customizable letter should help guide you and the officer through the process. Be sure to
insert your name into the correct spaces on the letter.

http://www.adventureteaching.com/visaprocess.html. (Left side of the page under Downloads)

2. Order a STATEWIDE Criminal Record Check (CRC)

The checks might have different namessuchas: & / NA YA Y I £ wiS ONRR v/ K S Q {AZHEL
WSLIRNIZ¢é da/ NAYNIFEE 6Of §BD8G20100/yIw thisiea3gibilizg on the
issuing state.

This process varies from state to state so you will need to follow the procedures as your state
requires. The check must be issued by a state level government office and be issued on official
letter head. Still, the check does not need to be a federal or nationwide check (Federal checks take
up to 6 months to complete).

There are two main types of statewide checks but some states only offer the fingerprint check:

Name and Birth-date check: The method and time required to perform these checks varies
significantly from state to state although they are usually completed significantly faster than the
fingerprint checks described below.

One issue with these checks is that issuing authority often instructs the user to print the details vs.
having the government office provide the document. The document must be provided by the
government office! If your state does an online check, you will need to have them issue you an
official notarized letter with the results. If they will not issue you an official letter, you will need to
do the fingerprint check. The document must be issued on official letter head.

When having the check performed be sure to mention that the check will be used for visa
purposes.
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Finger-print Checks (Recommended): The fingerprint check is the more accurate of the two
options. It usually costs a little bit more than the name and birth-date check and might take more
time, but it allows for less confusion. The fingerprint check is the surest way to go. The process
varies from state to state. The fingerprint check results must be issued on official letter head as
well. For a list of offices that issue the statewide CRC please see the list at the bottom of this checklist.

The CRC can be performed in the state where you are currently located; it does not have to be
performed in the state where you are a resident. Please note: It is important to make sure that you
will be in the same state long enough to complete the notary and apostille. The CRC, notary, and
apostille must all be completed in the same state.

Your police department will ask who the check is for. Have them send the results of the check to
you or another convenient address where you can pick up the results easily. It might become
necessary to tell them that you are planning to teach English in Korea and that the check is a visa
requirement.

Usually if the issuing authority knows that the check is being issued for visa purposes they will
notarize the check as well.

3. Ask if the issuing authority can notarize the check for you

When having the check performed clarify whether they will notarize the check for you. Often the
issuing authorities have notaries present and can complete the process with little confusion for a
small fee.

If the issuing authority is able to complete the notarization, your check is ready to be sent to the
apostille office. See instructions below.

NOTARIZATION AND APOSTILLE INSTRUCTIONS

An apostille is a document that verifies the validity of a document internationally. It is usually issued

by an office in the Secretary of Stall S Q& h T F A O She apystillSpro€e§6 vadetisbmikevghet from

state to state as well. Besuretocarefully ¥F2f f 2 ¢ GKS Ay adNHzOOGA2Yya | a f
webpage. The apostille must be performed in the same state as was the CRC and Notarization. For a

list of apostille offices by state, please view:

http://adventureteaching.com/visaprocess/authentication.html

In order for a document to have an apostille attached, it must first be notarized by a notary public.

Note: We recommend completing the notary and apostille process for your Criminal record check and
your diploma/letter of completion at the same time in order to save time and energy.

APOSTILLE PROCESS EXPLAINED:

1. Locate a notary public (if your University or Police station was unable to notarize the
document)
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Notaries preformed at places like The UPS Store, FedexKinkos, or other mailing stores seem
to be the least expensive and have the fewest problems because they are familiar with
notarizing many different types of documents.

The UPS Store: http://www.theupsstore.com

FedexKinkos: http://fedex.kinkos.com/fpfk/index.php

2. Have the notary notarize the document

For Diploma: Have the notary make a copy of the diploma and notarize the copy. The
notary might have you sign the copy and then they will sign the copy and notarize it.

For CRC: The notary will notarize the check directly, or perform a notarized copy as
described under diploma.

3. Have an Apostille Attached to the Notarized document

After the document is notarized, send/bring it to the government office that certifies
documents in your state to have an apostille attached.

Read the instructions on yourapostif £ S 2 FFA OSQa ¢ S dabdstlledfce CA Y
using this page: http://adventureteaching.com/visaprocess/authentication.html

Download the prewritten O dz& (i 2 Y Apbstillé regBest tetteréf A &8 SR dzy RSNJ a
on the Adventure Teaching website.

Important note: Completing the process in person will be much faster than completing the

process by mail. When done in person, the process can usually be done in one day.

Completing the process by mail can take up to 4 weeks. If it is necessary to complete the
LINPOS&a o0eé& YIAf e2dQff ySSRAGASR2L{ 25 2 dzKE
apostille office webpage. Be sure to include a prepaid and self-addressed return envelope

so the office can mail the documents back to you. This package should have a tracking

YydzYo SN a ¢St o LF &2dzNJ LINRPOS&aa ySSRa (2
documents by the most efficient mailing option.

Note: the fees and processes change quite frequently (the fees listed on the AT website

might not be accurate)® .S &a4daNB (2 OKSO]l GKS ftrasSad |

website or give them a call.

Always call the Apostille office for further clarification.

VISA APPLICATION FORM INSTRUCTIONS

The Visa Application is turned in with the rest of the blue documents to the Korean consulate during
the second half of the process. Some of the questions are bit confusing. Please use the chart listed
below for clarification:
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Box # Question Instructions
Box 8 What is the classification of my passport? Leave blank unless you have a diplomat passport
or other unique type of passport
Box 11 Who is the issuing authority? This is the country who issued the passport
Box 16-18 What is my occupation? List your most recent plgce of employment (not
your job in Korea)
Box 19 Purpose of Entry TeachEngli sh for fyoud sc
Box 21 Desired Length of stay? One Year, teaching contract
Box 23 Address in South Korea You can give your schood
Box 27 Who will pay for your stay Your School Name
. Give your school direct
Box 32 Guarantor in Korea and school address. Forrelations hi p: i H

CONTACT INFORMATION FOR CRIMINAL RECORD CHECK IN THE USA

State Website Phone-number
Alabama http://acjic.state.al.us/citizens.cfm#q2 (334) 242-4371
Alaska http://www.dps.state.ak.us/Statewide/background/ (907) 269-5511
Arizona http://www.azdps.gov/reports/criminalhistory/default.as
p (602) 223-2279
Arkansas http://www.asp.state.ar.us/demo/criminal/help_p3.php (501) 618-8500
California www.ag.ca.gov/fingerprints (916) 227-3870
Colorado https://www.cbirecordscheck.com/CBI_New/CBI_newl
ndex.asp (303) 239-4208
. http://www.ct.gov/dps/cwp/view.asp?a=2154&0=29442
Connecticut D d b p@ b . (860) 685-8480
Delaware www.state.de.us/dsp/shi.htm 302-739-5871
Florida https://www?2.fdle.state.fl.us/cchinet/memorandum.aspx (850) 410-8109
Georgia www.ganet.org/gbi/crimhist.html
(404) 244-2639
Hawaii http://ecrim.ehawaii.gov/ahewa/ (808)587-3100
1daho http://www.isp.state.id.us/identification/crime_history/i
ndex.html (208) 884-7130
lllinois www.isp.state.il.us/crimhistory/crimhistoryhome.cfm (815) 740-5216
Indiana www.in.gov/ai/appfiles/isp-lch/ (317) 232-8263
lowa www.dps.state.ia.us/DCI/Records_Ident/obtain_records.
shtml (515) 281-4776
Kansas http://www.accesskansas.org/kbi/criminalhistory/ (785) 296-8200
Kentucky http://kentuckvstatepolice.(f)litrjr{bacquound check_forms (502) 227-8713
Louisiana www.lsp.org/who_support.html#criminal (225) 925-6095
Maine http://www10.informe.org/PCR/ (207) 624-7240
Maryland www.dpscs.state.md.us/publicservs/bgchecks.shtml (888) 795-0011
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http://acjic.state.al.us/citizens.cfm#q2
http://www.dps.state.ak.us/Statewide/background/
http://www.azdps.gov/reports/criminalhistory/default.asp
http://www.azdps.gov/reports/criminalhistory/default.asp
http://www.asp.state.ar.us/demo/criminal/help_p3.php
http://www.ag.ca.gov/fingerprints
https://www.cbirecordscheck.com/CBI_New/CBI_newIndex.asp
https://www.cbirecordscheck.com/CBI_New/CBI_newIndex.asp
http://www.ct.gov/dps/cwp/view.asp?a=2154&q=294426
http://www.ct.gov/dps/cwp/view.asp?a=2154&q=294426
http://www.state.de.us/dsp/sbi.htm
https://www2.fdle.state.fl.us/cchinet/memorandum.aspx
http://www.ganet.org/gbi/crimhist.html
http://ecrim.ehawaii.gov/ahewa/
http://www.isp.state.id.us/identification/crime_history/index.html
http://www.isp.state.id.us/identification/crime_history/index.html
http://www.isp.state.il.us/crimhistory/crimhistoryhome.cfm
http://www.in.gov/ai/appfiles/isp-lch/
http://www.dps.state.ia.us/DCI/Records_Ident/obtain_records.shtml
http://www.dps.state.ia.us/DCI/Records_Ident/obtain_records.shtml
http://www.accesskansas.org/kbi/criminalhistory/
http://kentuckystatepolice.org/background_check_forms.htm
http://kentuckystatepolice.org/background_check_forms.htm
http://www.lsp.org/who_support.html#criminal
http://www10.informe.org/PCR/
http://www.dpscs.state.md.us/publicservs/bgchecks.shtml

Massachusetts www.mass.gov/chsh/s ear ch t er m (617) 660-4600
Michigan http://www.michigan.gov/ichat (517) 322-5509
. www.dps.state.mn.us/bca/Forms/Documents/Form- (651) 793-2400
Minnesota
Intro.html
MississipDi www.dps.state.ms.us/dps/dps.nsf/webFAQs/C1016981 (601) 933-2600
PP CF52448E86256D240071B3C520penDocument
: : . . (573) 751-3313
Missouri www.mshp.dps.missouri.gov
www.doj.state.mt.us/enforcement/backgroundchecks.as (406) 444-3625
Montana D
Nebraska http://www.nsp.state.ne.us/ Choose
Programs/Services (402) 471-4545
Nevada WWW.nvrepository.state.nv.us/ choose
Aper sonal Nevada (775) 684-6262

New Hampshire

http://www.nh.gov/safety/nhsp/cr.html

(603) 271-2538

WWW.NjSp.org

New Jersey listed under services Non Criminal Justice
Licensing/Employment requests 1-877-503-5981
New Mexico www.dps.nm.org/fag/record request.htm (505) 827-9181
http://www.criminaljustice.state.ny.us/ojis/recordreview
.htm
New York —

Applicants may request the packet by e-mail - look on
the website to see the correct format for the e-mail

(518) 485-7675

North Carolina

b 2 NI K /' Nt AYLI R2Sa bht¢ K
should contact the
County Sheriffos Ceyreside. e

North Dakota

http://www.ag.state.nd.us/BCI/CHR/CHR.html

(701) 328-5500

Ohio http://www.ag.state.oh.us/business/fingerprint/ (740) 845-2000
Oklahoma http://www.osbi.state.ok.us/PublicServices/CriminalHis (405) 848-6724
tory.html
Oregon http://www.oregon.gov/OSP/ID/docs/copy_own_or_rec | (503) 378-3070 ext.
ord.pdf 230

Pennsylvania

http://www.psp.state.pa.us/patch

(717) 783-5593

Rhode Island

WWW.riag.ri.gov/criminal/unit.php?name=bci

(401) 274-4400

South Carolina

http://www.sled.state.sc.us/default.htm

(803) 737-9000

South Dakota

http://dci.sd.gov/administration/id/cch.htm

(605) 773-3331

Tennessee www.tbi.state.tn.us/ (615) 744-4000
Texas Www.txdps.state.tx.us/ad'ministration/crime records/pag
es/index.htm (512) 424-2000
Utah http://bci.utah.gov/Records/RecOwnRecord.html (801) 965-4445
Vermont residents are unable to request their own
Vermont criminal repord check and it is strictly regulated_ by
VCIC regulations and VT Law. Vermont has provided a
form so we can request for these individuals.
Virginia www.vsp.state.va.us/forms.html Choose
Form SP 167 (804) 674-2024
Washington https://watch.wsp.wa.gov/ (360) 705-5100
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http://www.mass.gov/chsb/
http://www.michigan.gov/ichat
http://www.dps.state.mn.us/bca/Forms/Documents/Form-Intro.html
http://www.dps.state.mn.us/bca/Forms/Documents/Form-Intro.html
http://www.dps.state.ms.us/dps/dps.nsf/webFAQs/C1016981CF52448E86256D240071B3C5?OpenDocument
http://www.dps.state.ms.us/dps/dps.nsf/webFAQs/C1016981CF52448E86256D240071B3C5?OpenDocument
http://www.mshp.dps.missouri.gov/
http://www.doj.state.mt.us/enforcement/backgroundchecks.asp
http://www.doj.state.mt.us/enforcement/backgroundchecks.asp
http://www.nsp.state.ne.us/
http://www.nvrepository.state.nv.us/
http://www.nh.gov/safety/nhsp/cr.html
http://www.njsp.org/
http://www.dps.nm.org/faq/record_request.htm
http://www.criminaljustice.state.ny.us/ojis/recordreview.htm
http://www.criminaljustice.state.ny.us/ojis/recordreview.htm
http://www.ag.state.nd.us/BCI/CHR/CHR.html
http://www.ag.state.oh.us/business/fingerprint/
http://www.osbi.state.ok.us/PublicServices/CriminalHistory.html
http://www.osbi.state.ok.us/PublicServices/CriminalHistory.html
http://www.oregon.gov/OSP/ID/docs/copy_own_or_record.pdf
http://www.oregon.gov/OSP/ID/docs/copy_own_or_record.pdf
http://www.psp.state.pa.us/patch
http://www.riag.ri.gov/criminal/unit.php?name=bci
http://www.sled.state.sc.us/default.htm
http://dci.sd.gov/administration/id/cch.htm
http://www.tbi.state.tn.us/
http://www.txdps.state.tx.us/administration/crime_records/pages/index.htm
http://www.txdps.state.tx.us/administration/crime_records/pages/index.htm
http://bci.utah.gov/Records/RecOwnRecord.html
http://www.vsp.state.va.us/forms.html

Washington DC

http://mpdc.dc.gov/mpdc
On left-side menu choose Police Reports under
Services, choose Police Clearances

(202) 727-1000

West Virginia www.wvstatepolice.com/legal/FAQ'S.html (304) 746-2170
Wisconsin www.doj.state.wi.us/dles/cib/crimback.asp (608) 266-5764
Wyoming http://attorneygeneral.state.wy.us/dci/chc.html (307) 777-7181
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