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\\ r:"~ 1.1 Definition of NCIC I( I) 
('I 

) ( .... '-.... " ,7'" 

" . 

The National. Crime Info~at:i.on Center (NCIC) is a nationwide comp~d~rized 
information systero. estabJ.ii~hed 80S a service to all criminal justice agencies-­
local, state 9 and FederE.1;e·i The goal of NCIC is to help the criminal justice 
connnunity perform its duties by providing and maintaining a computerized filing 

"system of accurate ~nd' timely documented cr;j.minal justice information readily 
available to as many cr~h,al j~~tice agencies as possible. 

_F' ,'. . 

The structtire and hasic procedure;:: of the NCle were approved by resolution of 
the ifall membership of the Int'i?rna'.tional Association of Chiefs of Police in 
Philadelphi~, Pennsylvania, in October, 1966. Since the NCIC embarked on its 
mission in January. 1967, it has become highly successful. Some of the NCIC 
accomplishments are: 'f 

1. Enhancing.the dev:~lopment of state, county and metropolitan 
computerized criminal justice information systems, thereby 
making NCIC information more readily available to the officer 
on the street. 

2. Establishing uniformity of coding standards for the exchange 
of criminal justice information. 

3. Increasing the probability of criminal detection by providing 
law enforcement with the timely and accurate infdtmation 
necessary to combat today's highly mobile criminal. 

4. Improving the overall crime solution rate. 

General policy concerning the philosophy, concept, and operational principles 
of the system is based upon the reconnnendations of the NCIC Advisory Policy 
Board to the Director of the FBI. The Board is composed of top administrators 
from local, state, and Federal criminal justice agencies throughout the 
United States. Through Board input, changes in current file applications, the 
addition of new files, and new procedures (edits, codes, validations, etc.) are 
coordinated with all NCIC participants. 

The NCle serves criminal justice agencies in the 50 states, the District of 
Columbia, the Connnonwealth of Puerto Rico, the U.S. Virgin Islands and Canada. 
The full development of state computerized systems is strongly urged so that 
NCIC, .which complements these sys'tems, can .. become fully, effective. "Through 
these state systems the NCIC becomes available for use by all criminal justice 
agencies. 

Through the use of computer equipment located'at FBI Headquarters in 
Washingt01\l::,>; D.C., the NCIC system stores vast amounts of criminal justice 
information which can be instantly retrieved and furnished through;an NCIO 
terminal to any authorized agency. The NCIC data bank 'can best be described 
as a computerized index of documented criminal justice information concerning 
crimes and criminals of nationwide fnterest and a locator-type file for missing 
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1.1 

1.2 

Definition of NCIC 

" ·INTRODUCTION 
SECTION l--WHAT IS NCIC? 

(Continued) 
, '\ 
\ ) 

pers9hs • The Missing Ferson File has no connection with the criminat'data 
stored in NCICand is used almost exclusively by state and local criminal 
justice agencie~ to as:~ist in the location of missing juveniles. 

With the exception of the Computerized Criminal History (CCH) File, the data 
stored in NCIC is index-type information. ~~en an agency receives information 
from NCIC, it should be evaluated with other infprmation available at the scene. 
Correct NCIC procedure demands that the agency which placed the record in file 
be contacted by the inquiring agency to confirm that the data is accurate and 
up to date. 

NCIC Data and Probable Cause 

An NCIC hit alone is not probable cause to arrest. An NCIC hit furnishes the 
inquirer the fact that a stolen report, missing person report or warrant has 
been filed and also provides. the date of theft, date missing, or date of warrant 
which are matters to be considered by the receiving officer in arriving at. an 
arrest decision. A hit is one fact which must be added to other facts by the 
officer in arriving at sufficient legal grounds for probable cause to arrest. 
In some circumstances the hi,t confirmed with the originating agency may be the 
major fact and, indeed, may be the only fact necessary; for instance, when a 
hit on a stolen car or other stolen'property is made in a time frame very close 
to the time of the actual theft or when a hit indicates that a car was recently 
used in a: bank robbery or is in the poss'ession of fugitives • As the time period 
increases, the significance of the hit decreases. Thus, a hit on a record a 
year or two years after the car had been stolen would in itself be inadequate 
probable cause for an arrest since it would be possible or even probable that 
the vehicle was then in the possession of an innocent purchaser, rather than the 
thief. To make an arrest under the latter circumstances would require that the 
officer not only have the fact of the hit but also additional facts adding,up to 
probable cause. A hit confirmed with the originating agency may be adequate 
grounds to recover stolen property, retu'rn a missing person, or arrest a 
fugitive. 

1.3 Responsiblity for ,Records 

NCIC records must be kept accurate and up to date. Agencies that'enter records 
in NCIC are responsible for their accuracy, timeliness, and completeness. 
However, the FBI, as manager of the NCIC system, helps maintain the integrity 
of the system through: (1) automa~ic computer edits 'which reject certain common 
types of errors in data; (2) automatic purging of records after they are on file 
for a prescribed period .of time; (3) quality control checks by FBI personnel; 
and (4) periodiGally furnishing lists of all records on file for validation by 
the agencies that entered them. (See information concerning quality control 
and validation procedures in Section 4.) Stringent administrative procedures and 
controls to ensure that accurate data is entered in computerized criminal 
justice information systems are important. An officer's evaluation of the 
information contained in a hit ,response is just as important as keeping the 
information accurate, timely, and complete. Combining stringent administrative 
controls wi~h proper eva11,1ation by the off.icer receiving the hit will prevent 
lost c,ourt cases, civil liability suits, and criminal charges against the law 
enforcen{ent officer. -
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INTRODUCTION 
SECTION l--WHAT IS NCIC? 

Responsibility for Records (Continued) 

This manual contains ins'tructions designed to guide participants in using ~he 
NCIC. No system can be, expected to produce results unless it is used properly. 
It is the user 'I~ responsibility to keep the files. accurate and up to da'te. The 
standards and procedures set forth should be strictly adhered to as every 
exception tends to degrade the system. 

The NCIC makes centralized crime data immediately available--the criminal 
justice community should take advantage of that fact. The success of the 
system depends npon the extent to which patrolmen, investigators, judges, 
prosecutors, corrections officers, and other criminal justice agency officials 
intelligently use it in day-to-day operations. 

All inquiries regarding the NCIC should be addressed to the Director, FBI, 
Attention: NCIC Section, 10th and Pennsylvania Avenue, Northwest, 

' Washington, D. C. 20535. 

System Description 

System participants include local, state, and Federal criminal justice agencies 
throughout the United States, fhe Commonwealth of Puerto Rieo, th~ District of 
Columbia, the U.S. Virgin Islands, and Canada. Terminals used range from 
manually operated devices to computers which in turn, service subsystems and 
enable subsystem participants to have immediate access to the NCIC. 

All communication circuits are dedicated. The majority of the circuits are 
2400 baud bisynchronous contention circuits. The long-line 2400 baud circuits 
are multiplexed into 9600 baud trunk lines. Tail circuits and short-line 
circuits are point to point. The remainder of the circuits are less than 
150 baud with either single or mUltiple terminals on each circuit. 

MiSSing person, wanted person, and property records are placed directly in the 
NCIC by an originating agency (agency holding warrant, missing person report, 
or theft report) through a control terminal tied into the network. This is ac­
complished by a manual retransmission in those agencies where terminal devices 
are manually operatec, or by message switching in those agencies where the 
terminal has the required computerized equipment. Computerized Criminal History 
File records are placed in file by participating state control terminal agencies 
and the FBI. The records entered must meet the criteria established for the 
particular type of record involved. Inquiries must contain prescribed identi-
fying data. 'j 

The NCIC computer responds to each transaction as it is received, i.e., the line 
is held open until an acknowledgment or reply is sent in response to the 
,;tncoming transaction. 

NCIC provides virtually uninterrupted operatj.oIl 24 hours a day, 7 days a week. 
Participants ar.e kept fully informed as to current operation schedules. The 
FBI is responsible for. the,complete operation of the NCICcomputer located in 
FBI Headquarters in Washington, D.C., including all equipment, programming, 
and personnel costs. In, addition, communication line and modem costs from the 
NCIC computer to the control terminals are borne by the FBI. 

Intro-3 
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1.4 System Description (Continued) 

The FBI NCIC computer equipment can interface with control terminal equipment 
manuf~ctured by any of the major computer fims. System participaIl,ts are not 
required to use the same make computer equ~pment as that used by the FBI. The 
only requirement is that terminal equipment be able to communicate with either 
8 level ASCII (bi-synchronous computer to computer and Western Union model 35) 
or 7 level BCD (IBM 1050 and 2740) protocol. 

1.5 NCIC Policy 

The NCIC Advisory Policy Board recommends to the FBI general policy with respect 
'to the philosophy, concept, and operational principles of the NCIC. In it~ 
deliberations the Board places particular emphasis on the continued compat1-
bility of NCIC and state ,systems, system security, and rules, regulations and 
procedures to maintain the integrity of NCIC records. ' 

The Board is composed of 26 representatives from criminal justice agencies 
throughout the United States. Twenty members are elected for two-year terms: 
five from each of the four NCIC regions, i.e., North Central, Northeastern, 
Southern~ and Western Regions. The FBI does not participate in the electoral 
process. The six additional members are appointed by the Director of the FBI 
for an indefinite term. ~d of the six appointees represent the judiciary; 
two represent prosecutory agencies; and the remaining two represent correctional 
agencies. The Chairman of the Board must be one of the 20 elected members and 
the Board must meet at least twice a year. See chart on page Intro-51. 

Material for Board consideration may originate from· periodic Regional Partici­
pants Meetings, ~CIC Participants Meetings, Technical Meetings, the Criminalis­
tics Laboratory Information System (CLIS) Operating Committee (COC), and the 
FBI NCIC Staff. Each NCIC Regional Meeting is comprised of representatives from 
the control terminal agencies within the particular region. The four Regional 
Chairmen attend each regional meeting and this ensures an interchange of infor­
mation betw~en the regions. All Regional Wprking Group representatives meet 
collectively as needed. Such meetings constitute a regional meeting to inform 
NCIC participants of the current status of the NCIC program and to seek users' 
views on various NCIC issues. The four Regional Chairmen are elected by secret 
ballot by July of even-numbered years. 

1.9 System Security 

The data stored in the NCIC is documented criminal justice information and this 
information must be'protected to ensure correct, legal, and efficient dis­
semination and use: It is incumbent upon an agency" operating an NCIC terminal 
to 'implement the necessa~y procedures to make that terminal secure from any 
unauthorized use. Any departure from this responsibility warrants the removal 
of the offending terminal from further NCIC par~icipation. 

Information can be obtained from NCIC both directly and indirectly. The NCIC 
Advisory Policy Board has defined direct access as teminal access and dis­
semination within that terminal agency. Indirect access is nonterminal access 
outside of an agency with direct access. 
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1.7 

INTRODUCTION 
SECTIONl--WHAT,IS NCIC 

System Security (Continued) 
j' I: 

There is \;~o Federal legal or policy prohibition against indirect dissemination 
of info~Jtion contained in NCIC files, other.tha~ CCH. If no state/local law 
or policy prohibition exists, indirect disseminat10n of NCIC records, other 
than CCij, is discretionary with the state control terminal agency. Such infor­
mation may be withheld because of criminal justice priorities, budgetary limi­
tations, or other reasons determi.ned to be legitimate by the state control 
terminal agency. 

An agency participating in the NCIC as a control ~ermina! must assume responsi­
bility for and enforce system security with regard to all other agencies which 
it in turn services • 

The FBI uses hardware and software controls to help ensure system security. 
However, final responsibility for the maintenance of the security and confi­
dentiality of criminal justice information rests with the individual agen~ies 
participating in the NCIC system. 

The NCIC Advisory Policy Board's charter states that the Board shall review 
and consider security, confidentiality, and privacy aspects of the NCIC system. 

Security guidelines relating to the NCIC Computerized Criminal History (CCH) 
File are set forth in the NCIC CCH Program Background, Concept and Policy as 
approved by the NCIC Advisory Policy Board on June 18, 1981 (Policy Paper), and 
Subparts A and C of the United States Department of Justice Regulations governing 
the dissemination of criminal record and criminal history information (Regu­
lations), published in the Federal Register on May 20, 1975, and August 7, 1976 
(Title 28, Code of Federal Regulations, Part 20). Copies of these documents 
may be obtained from the FBI NCIC Section, Washington, D.C. 20535. Additional 
guidelines for state CC~ files appear in the Regulations published in the 
Federal Register on March 19, 1976. 

System Discipline 
(/ 

To help ensure the proper operation of NCIC, the standards, procedures, formats, 
and criteria mentioned in this manual must be strictly~dhered to. In this 
respect NCIC control terminals must not only follow the rules set forth but 
must also ensure that agencies they are servicing do the same. 

Complete, accurate, and timely records are essential to ensure system integrity. 
Users also are encouraged to enter records in a timely manner to afford the 
maximum protection to the law enforcement officer by providing up-to-date infor­
mation. Although the use of NCIC is voluntary, delayed entry of records in 
NCIC reduces or eliminates the possibility of apprehending wanted persons, 
locating missing persons, and recovering stolen property. Promptness in modi­
fying, locating, or clearing records in the system will help to keep the system 
free from stale information. 
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1.7 System Discipline (Continued) 

, 
NCIC provides information for decision-making by investigators, patrolmen, 
judges, prosecutors, and corrections officials. The information furnished by 
NCIC must be evaluated along with o~her facts known to the officer, investiga­
tor, judge, prosecutor, and corrections official. NCIC is an information tool. 
It is no substitute for professional judgment. 

When an agency receives a positive response from NCIC and an individual is 
being detained, or a piece of property may be seized, an immediate confirmation 
with the agency that originated the record in the system is necessary to ensure 
the validity of the hit before an arrest or seizure is made. Likewise, the 
originating agency has the duty to promptly respond with the necessary confir­
mation and other pertinent details. 

The NCIC Advisory Policy Board has approved procedures whereby,system discipline 
requirements for hit confirmation response are uutlined and failure to comply 
can be identified. These procedures are as follows: 

r' 

1. 

2. 

3. 

4. 

Upon receipt of a hit confirmation request, the originating 
agency (ORI) of the record must within ten minutes furnish 
a substantive response, i.e., a positive or negative 
confirmation or notice of the specific amount of time necessary 
to confirm or reject. 

A requesting agency not receiving a substantive response 
within ten minutes should generate a second request. 

If the agency generating the second request again fails 
to receive a substantive response within ten minutes, 
the agency will then generate a message to its own 
control terminal and the control terminal of the agency::c 
that originated the record with a copy to be sent to 
FBI NCIC, O~~/DCFBIWAOO. No action will be taken by FBI 
NCIC unless the two control terminal officers cannot 
resolve the matter. 

The control tenninal officer, or his designee, of the' 
originating agency will institute appropriate action to 
ensure proper response and compliance to system stan­
dards and this may include the canceling of records. 
Failure on the part of any control terminal to ensure 
such compliatice will be brought to the attention of the 
Advisory Policy Board by FBI NCIC. 

The Sections following the Introduction to this Manual contain information concerning 
the NCIC Canadian Warrant, Missing Person, Wanted Person, and property files. Infor­
mation concerning the Computerized Criminal History (CCH) File is provided since 
some CCH File adruinistrativemessages are transmitted to all users. Part 10 of this 
Manual contains instruction.s for making inquiries of the CCH File. 
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2.1 

2.2 

Types of Meosages 

lNTRODUCTION 
SECTION 4~;--NCIC MESSAGES 

There a::~ six types of messages that originate with a terminal and can be 
trans~itted to the NCIC computer. These messages pertain to NCIC records 
and are entry, modification, cancellation, inquiry, locate, and clear. There 
are three types of messages that originate from NCIC: acknowledgment messages, 
inquiry responses, an~ administrative messages. A discussion of the various 
types of NCIC messages follows. 

To ensure accuracy and. conserve time, all messages (except inquiries) emanating 
from manually operated terminals should be prepared off-line. The most cODDllon 
procedure involves the preparation of punched cards or,punched paper tape. 

Entry 

The purpose of an entry message is to place a new record in file or to enter 
aliases and/or other additional identifiers as a supplemental record to a 
Canadian warrant, missing person, or wanted person record. 

Entry messages and acknowledgments, including examples, are further explained 
in this manual in the entry section for each NCIC file. 

2.3 Modification 

The purpose of a modification message is to add, delete, or change a portion 
of data which is part of a record. A record may be modified only by the 
agency that entered the record as long as the record is in active status. 

Modification messages and acknowledgm.ents, including examples, are further 
explained in this manual in the modification section for each NCIC file. 

2.4 Cancellation 

The purpose of a cancellation message is to remove an entire record from any 
file or to remove an alias(es) and/or an additional identifier(s) from a 
supplemental record of a Canadian warrant, missing person, or wanted person 
record. When a Canadian warrant, missing person, or wanted person record is 
canceled, all aliases and/or additional identifiers appended to the record by 
means of a supplemental record entry are automatically canceled. A record 
may be canceled only by the agency that entered the record. A record should 
be canceled when it is determined to be invalid; for example, the warrant which 
was tlie basis for the record has been dismissed, a determination that no 
extradition will be made bas been reached, or the record is the result of a 
fictitious theft report. 

Cancellation messages and acknowledgments, including examples, are further 
explained in this manual in the cancellation section for each NCIC file. 
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2.5.1 

2.5.2 

2.5.3 

Inquiry 

INTRODUCTION 
SECTION 2--NCIC MESSAGES 

An inquiry of the NCIC can be made either off-line or on-line. An off-line 
search (inquiry} is a special query of the NC!C computer for information 
which cannot be obtained through the use of an on-line inquiry. An off-line 
search can be made against two sources of NCIC records: (11 the NCIC files 
which are maintained in an on-line mode and (2) the NCIC historical data, 
such as records that have been removed from NCIC and the NCIC transaction 
log, which is maintained off-H.n,e on magnetic tape. A~-c off-line search can 
only be conducted by FBr, NCIC. ' 

The P4rpose of an oll-line, inquir¥ is to request a search of an NCIC file(s), 
for a record possibly identifiable with information available to the inquiring 
agency. There are two types of on-line inquiry messages: a "z" inquiry and 
a "Q" inquiry!:"Z" inquiries (ZW 5 ZV, ZG, etc.) are for administrative 

. purposes and are to be used only for training, demonstrations, and display of 1\ 
. records for validatioIl\jand/ or review. "Q" inquiries (QW, QV, QG, etc.) }!lust 

be made fot all other inquiry transactions. 

Negative Response to an On-Line Inquiry 

A negative response is t:fansmitted when no record match is found in NCIC. A 
negative response to a Canadian warrant, missing person or wanted person 
inquiry contains" the originating agency identifier of the inquiring agency 
(preceded by a header if used in the inquiry) followed by IINO NCIC WANT" 
with each searchable .numeric iCi"entifier inquired upon. In the response on a 
date of birth the name follows the date of birth with sex and race included 
if used in the inquiry. A negative response to a property file inquiry 
contains the originating agency identifier of the inquiring agency (preceded 
by a header if used in the inquiry) followed by "NO RECORD" with each search­
able identifier or set of searchable identifiers inquired upon. However, a 
negative response to an NCIC on-line inquiry should. not be relied upon as an 
indication that the person or property inquired upon is not wanted, missing, 
stolen, or that no criminal history record exists. As with a positive 
resFonse, a negative response should not be used as the sole basis for decision­
making by the receiving officer. 

Positive Response to an On-Line Inquiry 

A. positive response is transmitted when arecord(s) is found in NCIC. A 
positive response addresses the inquiring agency fith its identifier (preceded 
by a header if used in the inquiry) followed by the record(s) in file and one 
of the following: I;) 

1. "IMMED CONFIRM MISSING PERSON STATUS WITH ORI" after 
each missing person record in the response. This phrase is 
a remlnder to theuinquiring agency that it must immediately 
contact the agency(s) that entered the record(s) to assure 
that there has been no change in the missing person's status. 
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Positive Response to an On-Line Inquiry (Continued) 

2. "ll'1MED CONFIRM WARRANT AND EXTRADITION WITH ORI" after each 
wanted person record in the response. This phrase is a 
reminder to the inquiring agency that it must immediately 
check with the agency(s) that entered the wanted person 
record(s) to determine if there has been any change in the 
statuf' of the warrant and to obtain extradition details. 

3 . 

4. 
'i I! 
'I 

"IMMED CONFIRM RECORD WITH ORI" followi:qg each property file 
record in the response. This phrase is!( a reminder to the 

"inquiring agency that it must immediately contact the 
agency(s) that entered the record(s) to assure that no change 
in status has taken place. 

" REPEAT - WANTED IN CANADA - DO NOT ARREST BASED ON THIS 
INFORMATION - IMMEDIATELY CONTACT RCMP, OTTAWA, CANADA 
TEL NO. (613)993-3800 EXT. 210. IF SUBJECT IS NOT U.S • 
CITIZEN, CONTACT NEAREST OFFICE OF U.S. IMMIGRATION AND 
NATURALIZATION SERVICE" after each Canadian warrant record 
in the response. This phrase is a reminder to the 
inquiring agency that the fugitive is wanted on a Canadian 
warrant and no arrest: can be executed in the United States 
based on the Canadian warrant. 

These phrases are not transmitted if the inquiring agency is the originating 
agency·, of the record. 

Inquiry messages ,and responses, including examples, are further explained 
in this manual in the inquiry section for each NCIC file. 

Locate 

The purpose of a locate message is to indicate (until the originating agency 
clears the record) that the wanted person has been apprehended or the 
property has been. located. ' In the Missing Person File a locate message 
indicates the whereabouts of the missing person has been determined and 
purges the record from file. A locate message must be transmitted when an 
agency other than the originating agency of tpe record finds the missing 
person, appr,ehends the wanted person, or recovers the property on file in 
NCIC. All records on file for the found mis~ing person, apprehended wanted 
person, or recovered property must be located tq ensure that they are in the 
correct status. A locate message cannot be Jlsed by the agency that placed 
the record in NCIC. . 

Locate messages and acknowledgments, including examples, are further explained 
in this manual in the locate section for each NCIC file. 

Clear 

The purpose of a clear message is to indicate location of a missing person, 
aPfjrehension of a wanted person, or recovery of property on file in NCIC." 
_~!~ecord may be cleared only by "the agency that entered the record in file. 

Jj''t 
-/ 

Introc-9 
12-5-82 



------

NCIC OPERATING MANUAL 
INTRODUCTION 

SECTION 2--NCIC MESSAGES 

2.7 Clear (Continued) 

Clear messages and acknowledgments, including examples, are further explained 
in this manual in the clear section for each NCIC file. 

2.8 ZE Inquiry 

The ZE inquiry is used to obtain the date of entry for an NCIC record. AZE 
inquiry may be made by the agency that originated an NCIC record, the origi-
natin~ agency's control terminal, or FBI NCIC. -

The ZE inquiry contains the message key ZE, an originating agency identifier 
(ORI), and the NCIC number of the record for which the date of·entry is needed. 
For example: 

ZE.MD1012600.NIC/W123456789(EOT) 

Negative response: 

MD1012600 
NIC/W123456789 NOT ON FILE 

\) 

Positive response: 

MD1012600 
NIC/W123456789 ENTERED 76168 

The negative response is transmitted when a ZE inquiry contains an NCIC number 
which is no longer on fileil i.e., a cleared, canceled, or purged record. 

The date of entry in a positive response is the Julian date. In the example 
above the Julian date of entry is 76168. The first two characters (76) 
indicate the year of entry and the last three characters (168) indicate the 
day of entry i.e., the l68th day of 1976 or June 16, 1976. 

The exact date of entry can be obtained for all records on file except wanted 
person records entered prior to March 29, 1971, and gun records entered prior 
to April 5, 1971. The date of entry for all wanted person and gun records 
entered prior to the above dates contafns the actual year of entry and 001 
(January 1st) as the day of entry, i.e., 71001, 70001, 69001, etc. For 
example, the response to a ZE inqu~~y for a gun record entered during 1969 
will appear as follows: 

.J; 

MDl012600 
NIC/G98765432l ENTERED 69001 

2.9 ZO Inquiry 

The ZO inquiry is used to obtain the name of the agency to,~hich an originating 
agency identifier is assigned. The ZO inquiry contains the message key ZO, 
the originating agency identifier (ORI) of the agency submitting the inquiry, 
and the ORI for which a name is needed. For example: 
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2.9 ZO Inquiry (Continued) 

ZO.WA1230000.0RI/MDl012600(EOT) 

Positive response: 

WAl230000 
ORI/MD1012600 IS ANY CITY PD MD 

Negative response: 

WA1230000 
UNABLE TO TRANSLATE ORI/MD1012600 

A negative response is transmitted when a ZO inquiry contains an ORI that has 
not been ass~gned by FBI NCIC. 

The ORI assigned to an agency that has become defunct or has merged with 
another agency must be retired. All retired ORIs are maintained in the NCIC 
ORI File for Computer.ized Criminal History (CCH) File record purposes. The 
response to a ZO on a retired ORI is preceded by the word RETIRED. For example: 

WA1230000 ~ 
RETIRED ORI/MD1012600 IS ANY CITY PD MD 

This response provides immediate information to an inquiring agency that the 
ORI inquired upon is only valid in records stored in the CCH File. 

2.10 Error Messages 

An error message advises an agency of an error in an NCIC transaction. Error 
messages are frequently referred to as reject messages since the first three 
characters are always REJ (reject). Some error messages contain message field 
codes to.identify the field containing the erro:r;. The "XXXII in the following 
messages will be replaced by the appropriate message field code abbreviation 
in an actual error message received from NCIC. 

Following each error message is a brief explanation of the error(s) causing 
the message to be transmitted. A review of the edits, examples, and formats 
for the particular file involved in the transaction may aid in identifying ~he 
reason for an error message. The foll03~1g list of error messages is in alpha­
betical order to facilitate finding a particular error message. 

REJ ALL LIC DATA REQUIRED 

This message is transmitted when one or more, but not all, of 
the license data fields (LIC, LIS, LIY, and LIT) of a record 
entry has been filled. 
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2.10 Error Messages (Continued) 

REJ CCH CLOSED 

o 

This message is transmitted when the NCIC computer cannot process 
the in'quiry due to the large volume of incoming messages. 
Resend message. 

REJ CLIS OUT OF SERVICE 

The message cannot be accepted because CLIS is out of service. 

REJ CLR/Cf.N/LOC DATE ERR 
'!I 

Date in a locate or clear message is prior to the date in 
the Date Missing (DTM), Date of Theft (DOT), or Date of 
Warrant (DOW) Field. 

2. Date in a locate {) clear message is later than the current 
date. 

3. Date in a cancel message is not the current date or current 
date minus one day. 

REJ CLR/CAN/LOC ERR 

Clear, cancel, or locate message is not properly formatted bec.!luse 
data is missing or is not in the proper sequence. 

REJ DUP FLD XXX 

The inquiry contains more than one identLfier of the same type. 

REJ DUP SER/OAN ERR 

The entry or modify message attempts to place the same number 
in both the SER and OAN Fields. (I 

REJ EQUIPMENT PROBLEM - RESEND MSG' 
'\ \, 

The message was not properly processed by the NCIC computer; 
or,iginating agency shOuld resend the message. 

REJ EXC ':FLD 

The' entry message contains an excess field(s). 

REJ EXPIRED LIY 

LIY Field code is ~ot current year, current year minus one, 
later than current year, or 00. 
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2.10 Error Messages (Continued) 
I' 

REJ EXPLAIN -C 

Characters "-G" are used in Message Key Field for Wanted Person 
entry (EW':'C or ET-C) and no explanation of "_C" (caut:Lon 
inp.icator) is set forth in the Miscellaneous Field. 

REJ EXPLAIN OFF 

I' J) 
/ 

Off~nse code 0199, 0299, 0399, 490~, 5005, 5011, 5012, 5015, 
5099, 7099, 7199, 7299, or 7399 is used without explanation of 
offense in Miscellaneous Field. 

REJ FLD ERR XXX \\ 

The message field code does not agree with data entered in 
the field. Refer to the edits applicable to the appropriate 
file involved to help ~dentify the reason for the error message. 

REJ HEADER ERR 

'Transaction contains invalid header (minimum of 9 characters 
and maximum of 19). 

REJ IDENT ERR 

1. Message field code and message key in inquiry are not 
compatible.* 

'I 

2. Inquiry contains searchable identifier(;;) and a message 
field code(s) w~th data not permitted.* o 

*See inquiry section of appropriate file for correct inquiry 
~essage da'ta. 

REJ INVALID ORI 

The transaction contains an invalid originating agency indentifier 
(ORI). 

REJ INV MFC XXX 

Transaction contains invalid message field code (MFC) or the 
wrong message field code for the file involved. 

REJ INV MOD XXX 

Modi£icat;Lonme,ssage, is invalid because it attempts to delete 
data from a mandatory field of the NCIC record. Mandatory 
fields are explained in the entry l;ection of 'instructions 
for each NCIC file. 
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2.10 Error Hessages (Continued) 

REJ INV NIC 

The NCIC number isirivalid because it does not have valid 
check-dig,its. II 

2. The first character of the NCIC number (an alpha character) 
which designates the file involved in the 'transaction does 
not correspond with the message key. 

REJ IN'V PUR 

QH (criminal history summary) dissemination is not permitted for 
employment or licensing checks or for review and/or challenge. 

REJ LOC ERR 

Locate message'does not contain DETN or RELD for missing person 
record or EXTR or NOEX for wanted person record. 

REJ LOC REC 

1. The modification or locate message is for a property file 
record that has already been located. 

2. The range of serial numbers in a locate message has been 
completely or partially' located. 

REJ MIS DATA PUR 
Ii 

The required purpose code (C, E or R) has not been included in 
the inquiry messa~e. 

REJ MIS DATA XXX 

The entry does not c09tain a mandhtorY'field~ 
REJ MIS SER 

One or more serial numbers within the indicated range have 
been cleared or canceled from a group record. 

REJ MISS IDENTIFIER 

Inquiry 40es not contain a searchable identifier or searchable 
group of identifiers. 

. REJ MKE ERR 

1. Transaction contains an invalid message key (MKE). 

2. Message key does not agree with data in message. 
" 
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(Continued) 
v 

~J MODI" ERR 

Modification message is not'properly formatted. 

REJ NCIC IN RESTRICTIVE SERVICE UNTIL 1200 EST. 
WATCH FOR FULL SERVICE MESSAGE. 

Transaction is an attempt to send one of the following messages 
during a restricted service period: 

1. 

2. 

An entry, cancellation, or modification of a nongroup 
record. Only clear, inquiry, and locate messages are 
permitted for nongroup recor~s. 

An entry, cancellation, clear, locate, or modification of 
a consecutively serialized group record. Only inquiry 
messages are permitted on group records. 

REJ NOT AUTH 

1. 

2. 

The type of message transmitted is not authorized. 

An agency other than the ORI of a record is attempting 
to cancel, clear~ or modify the record in file. (Does 
not apply to ld(cate messages.) 

\1 

3. ORlin ZE message is not the same as ORI of record 
inquired upon. 

4. 

5. 

6. 

The transmitting agency is attempting to place a locate 
against its own record. Clear message should be sent. 

/; 

An Agency other than the ORI Ii of the missing person or 
wanted person record is transmitting'a ,message with MKE/EN, 
XN, EMN, or XMN for the record in file. 

An agency is using an ORI with a state code other than the 
one assigned to the 1ine.over which the message was transmitted. 

REJ'NOT ON FILE 

1. 

2. 
" 

An identifier(s) used to identify a record in a cancellation, 
clear, locate, or modification((message iso in error; and, 
therefore,the record on file?was not found by the computer • 

The range of serial numhers in the cancellation, clear, 
locate,o;r modification message exceeds the range of serial 
n~bers for the recqrd on file. 
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2.10 Error Messages (Continued) 

3. 

4. 

5. 

Message with MKE/EN, XN, EMN, or XMN does not properly 
identify the missing person or wanted person record 
on file to or from which supplemental data is being 
appended or deleted. 

Identifiers used in a transaction were not found by the 
NCIC computer' because the recoz:~ had prev.iously been 
purged. 

TheIecord identified is no longer on file. 

REJ ON FILE 

1. 

2. 

The record being entered is already on file. 

The transaction attempts to modify an identifier in one 
record to the same identifier already on file in another 
record. 

When the above message is received, the record on file will also 
be transmitted. 

REJ SER IS NOT UNIQUE, SEE FOLLOWING 

The entry contains a model number in the Serial Number Field. 

REJ SUPP NOT ON FILE 
xxxi * 
xxxi * 

Supplemental data cancellation message (MKE/XN orXMN) contains 
alias(es) and/or other additional ideritifiers not contained in 
the supplemental record. 

*Each alias and/or additional identifier not contained in the 
supplemental record will be preceded by the appropriate message 
fi,eld code and a slash, e.g., DOB/l10353., 

REJ SUPP REC FORMAT ERR 

·0 

1. Supplemental record entry is improperly formatted. 

2. .The transaction is an attempt to enter an identifier 
in a supplemental record when the same field in the 
base Missing Person or Wante]ld Person record is not 

\ filled. .', r 
'/ 
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2.10 Error Messages (Continued) 

2.11.1 

2.11.2 

2.11.3 

REJ USE QR 

A SIR message has been transmitted from a terminal with QR 
capability. 

REJ VIN FORMA'r" ERR 
rt-' 

The VIN does not meet the manufacturerVs VIN construction 
criteria. See VIN Field edits in Part 1, Section 9. 

Administrative Messages 

Administrative messages are transmitted by NCIC to advise users of NCIC 
System status .• 

When included in an administrative message the time and date appear in 
the' following manner: 

Time appears in four numerics according to the 24-hour time system, 
1. e., 0001 (one minute after midnight) to 2400 (midnight). The 
abbreviation EST indicates the ti,me shown is Eastern Standard Time. 
The abbreviation for Eastern Daylight Time is substituted when 
appropriate. 

The date appears in six numerics representing month, day, and year. 
A slash'will precede and follow the two numerics representing the 
day • 

$.1. Administrative Message 

A $.1. administrative message is transm~tted in the following format: 

$.1. 
ALL NCIC FILES OUT OF SERVICE 0100 EST 
XXX---XXX 

This m1essage is transmitted when NCIC is going out of service. The third 
line of this message contains up to 30 characters of variable data 
describing the reason, e.,g., TODAY FOR FILE MAINTENANCE. 

'.-

$.2. Administrative Messag~ 

The following is an example of a $.2. administrative message: 

$.2. 
NCIC PROPER':fY, WANTED & MISSING PERSON FILES IN FULL:SERVICE 
0100 EST 01/10/aO. 
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$.2. Administrative Message (Continued) 

This message is transmitted when: 

\ 
1. 

2. 

NCIC has been out of service and is returning to full service. 

NCIC has been in restricted service (a p~riod during which 
only certain types of messages are accepted) and is returning 
to full service. 

1.3. Administrative Message 

A $.3. administrative message is transmitted in the following format: 

$.3. 
RESEND XXX---XXX 

This message is transmitted when a defective transmission (caused by line 
noise, imperfect transmission of message by the control terminal 
equ~pment, time out, etc.) is received at the NCICcomputer. After the 
word "RESEND" up to 16 ,characters of variable data ~ndicate the reason 
for requesting the sending terminal to resend message, e.g., RESEND TIME 
OUT. 

$.4 •. Administrative Message 

The following is an example of a $.4. administrative message,: 

$.4. 
NCIC PROPERTY, WANTED & MISSING PERSON FILES RESTRICTED 
TO INQUIRY/CLEAR/LOCATE FROM 0100 'UNTIL ABOUT 0400 EST. " 
NO CLEAR/LOCATE FOR CONSECUTIVE GRour RECORDS ACCEPTED. 
WATCH FOR FULL SERVICE MESSAGE. 

This message is trari'smitted when NCIC begins restric.ted" service for file 
maintenance. 

", 
$.5. Administrative Message 

The following is an example of a$.5. administrative message: 

$.5. 
****NOTICE---NOTICE**** 0 

NCIC CONTINUING RESTRICTED SERVICE FOR PROPER.TY, WANTED 
& MISSING 'PERSON FILES UNTIL ABOUT 0600 EST. 
WATCH FOR FULL SERVICE MESSAGE. 

( 
'\ 

0, 

[) 

c 0 0 
This mess~ge is transmitted when restricted service is extended 30 minutes, )(~.) , 
or more beyond the time stated in the last $.4. or $.5. message. ' , ',J' 

(Asterisks and dashes appearing in the second line of this message will be ,­
transmitted.) 

" 
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2.11.7 $.6. Administrative Message 

The following is an example of a $.6. administrativeOmessage: 

$.6. 
YOUR NCIC LINE REOPENED 0600 EST. 
ALL NCIC FILES IN FULL SERVICE. 

This message is transmitted to a control terminal when that control 
terminal t s communicat:f.ons line is reopened after a period during which 
the terminal's line was down and NCIC was in service. NCIC is in full 
service when the line is reopened. 

2.11.8 $.7. Administrative Message 
Ii 

The following is an example of a$.7. administrative message: 

$.7, ... 
YOU;' ')DIC LINE REOPENED 0600 EST. 
ALL'N'CIC FILES IN RESTRICTED SERVICE. 

This message is transmitted to a control terminal when that control 
terminal's communications line is reopened after a period during which the 
terminal's line was down and NCIC was in service. NCIC is in restricted 
service when the line is reopened. 

2.11.9 $.8. Administrative Message 

The following is an example of a $.8. administrative message: 

n$· 8 • ' 
"?UT OF STATE AT,1325 EST 032180 
BV.MD1012600.123456.VA.80.PC.3J573A7012345.80.0LDS.CUT.2D. 
WHI/BLU.032l80.l23456789.DENT IN RIGHT FRONT FENDER 
NIC/V987654321 OCA/123456789 

A $.8. message" is transmitted to the state of registry of a vehicle 'when 
the vehicle is stolen in a state other than the state of registry and a 
record concerning the vehicle is entered, modified, located, cleared, or 
canceled in NCIC. In the example above the state of registry is advised 
that an agency in another state has entered in NCIC a record on a vehicle 
registered in the recipient state. 

" 
A $.8. message notif~tion message will also be generated to the state of 
registry following certain scheduled NCIC purges.. . "".;, 

.on, ~, 

The following is an example of a $.8. purge messag~~ 

$.8. OUT OF STATE PURGE AT 1325 EST 080181 
FELOm' ,VEHICLE 
SEE IDENTIFIER(S)'LIC/123456 VIN/3J573A7012345 NIC/V98765432l 
OCA/123456789 " 

I) 0 
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$.8. Administrative Message (Continued) 

Line two of the message identifies the type of purge as one of the 
following: 

1. LICENSE RETENTION--See Part 2, Section 1.3. 
2. VEHICLE RETENTION--See Part 1, Section 1.4.1. 
3. VEHICLE WITHOUT A VIN--See Part .1, Section 1.4.1. 
4. FELONY VEHICLE--See Part 1, Section 1.4.1. 
5. DATE OF EMANCIPATION--See Part B, Section 1.4. 
6. EXPIRED LIY--See Part 1, Section 1.4.2; Part 7, Section 1.4.2; 

Part B, Section 1.5.2. 
7. TEMPORARY WANT--See Part 7, Section 1.3.2. 

$.B. modify messages are not transmitted to the state of registry when 
the National Automobile Theft Bureau (NATB) modifies a record to add or 
change the Vehicle Ownership Data (VOD) Field. 

After the license plate number (LIC) has been removed (modified or purged) 
from a record, no further notification is sent to the state of registry 
if the state of registry is one of the following: 

)) 

Oklahoma california 
Connecticut 
Illinois 

Indiana 
Kansas 
New Mexico 
Ohio 

Texas 
Wisconsin 

Once a license plate, felony vehicle, or vehicle record has had a locate 
placed on it, the state of registry will not receive a Glear or cancel 
message on the record. $.B. clear or cancel messages will only be trans­
mitted to the state of registry for active records. 

Upon request of a state to FBI NCIC, $.B. notification messages (clear, 
cancel, entry, locate, and modify) will not be transmitted to the state 
when a transaction is made by a Federal agency or military installation 
accessing NCIC tnrough the same line interface as that state. 

$.L.Administrative Message 

The following is an example of a $.L. administrative message: 

.$.L.VAOZ90lQO 
LOCATE NOTIFICATION AT 1632 EDT 07llBO. 
LV.MDl012600.LIC/123456.0CA/99999.07llBO.BO-23B9 
LOCATING ORI IS ANY CITY PD MD 

$.L.VA0290100 
MKE/LOCATED VEHICLE 
ORI/VA0290100 LIC/ 123456 LIS/VA LIY/BO LIT/PC 
VIN/ 3J573A7012345 VYR/BO VMA/OLDS VMO/SUP VST!2T 
VCO/WHI/BLU DOT/Ol03BO OCA/ 99999 
07llBO MDl012600 BO-23B9 
Nrt/V75619690B 

----~ ....... . 
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2.11.10 $.L. Administrative Message (Continued) 

2.11.11 

A $.L. (locate notification) is transmitted to the agency that originated 
an NCIC record when another agency places a locate message on their record 
to indicate that an item(s) of stolen property was recovered or that an 
individual was apprehended or located. Each locate notification message 
will begin with $.L. followed by the ORI of the agency that originated the 
NCIC record. The second line will contain the words LOCATE NOTIFICATION 
AT followed by the time and date that the locate message was received at 
FBI NCIC. The actual locate message transm1.tted to the N.CIC computer by 
the apprehending/locating/recovering agency will begin on the third line. 
The ORI used in the locate message will be translated on the line immedi­
ately following the .locate message. The located record will follow the 
ORI translation. 

To help ensure the accuracy of NCIC records, FBI NCIC permits the National 
Automobile Theft Bureau (NATB) to locate an NCIC Vehicle File record, i.e., 
place a record in inactive status (MKE/LV), when NATB receives information 
concerning the recovery of a stolen vehicle and an inquiry reveals that 
the NCIC record is in active status (MKE/EV). See Additional Guidelines 
for Vehicle File Locates, Section 6.6. 

CCH File Administrative Messages 

Computerized Criminal History (CCH) File administrative messages will be 
·receivad by all control terminals regardless of parti~ipation in the CCH 
File. Following are exampl~s of the 'CCH File administrative messages and 
an explanation of each: 

$.U. 
NCIC CCH FILE OUT OF SERVICE UNTIL 1200 EST 

This message is transmitted when the CCH File is going out of service. 

$. V. 
NCIC CCH FILE IN FULL SERVICE 1500 EST Ol/lO/BO. 

This message is transmitted when: 

$.W. 

1. The NCIC CCH File has been out of servic~ and is returning 
with full service. 

2. The NCIC CCH File has been in restricted service (a per-iod 
during which only certain types of messages are accepted) 
and is now returning to full service. 

NCIC CCH FILE SERVICE RESTRICTED TO INQUIRY MESSAGES FROM 
1500 UNTIL ABOUT 1700 EST. NO ENTRY, MODIFY, CANCEL, OR 
EXPUNGEMENT MESSAGES ACCEPTED. WATCH FOR FULL SERVICE MESSAGE. 

This message is transmitted when the NCIC CCH File begins restricted 
, (j) ,r..-.,.. service. 

·1 \.) 
:~ 

1 ' 0 J~ 

t1 u . 
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2.11.11 

INTRODUCTION' 
SECTION 2--NCiC MESSAGES 

I' 'J, 

CgA File Administrative Messages 

$.x. 
****NOTICE---NOTICE**** 

(Continued) 

NCIC CCH FILE CONTINUING RESTRICTED SERVICE UNTIL ABOUT 
1900 EST. WATCH FOR FULL SERVICE MESSAGE. 

This message is transmitted when restricted service is a~tended 30 minutes 
or more beyond the time stated in the last $.W. or $.X. message. (Asterisks 
and dashes appearing in the second line of this message are transmitted.) 

$.Y. 
YOUR NCIC LINE REOPENED 0900 EST. 
NCIC CCH FILE IN FULL SERVICE. i) 

NCIC PROPERTY, WANTED & MISSING PERSON FILES IN RESTRICTED 
SERVICE. 

This message is transmitted to a control terminal when that control 
terminal's communications line is reopened after a period during which the 
terminal's line was out of service and NCIC was in service. NCIC Missing 
Person, Wanted Person, and property files are in a restricted service 
status and the NCIC CCH File is in full service when tha line is reopened. 

$.z. 
YOUR NCIC LINE REOPENED 0900 EST. 
NCIC PROPERTY, WANTED & MISSING PERSON FILES IN FULL SERVICE. 
NCIC CCH FILE IN RESTRICTED SERVICE. 

This message is transmitted to a control terminal when that control 
terminal's communications line is reopened after a period during'Qvhich the 
terminal's line was out of service and NCIC was in service. NCIC Missing 
Person, Wanted Person, and property files are in a full service status 
and the NCIC CCH File is in r~stricted service when the line is reopened. 
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NCIC OPERATING MANUAL 
INTRODUCTION 

SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

3.1 Maintaining the Integrity of NCIC Records 

= 

3.2.1 ' 

3.2.2 ' 

",). 

Agencies that enter records in NCIC are responsible for their accuracy, 
timeliness, and completeness. The FBI, as manager of the NCIC system, 
helps maintain the integrity of the system through: (1) automatic 
computer edits which reject certain common types of,errors in data (See 
edits in Section 1 of instructions for each file and on-line VIN edits in 
the preceding section.); (2) automatic purging of records after they are 
in; file for a prescribed period of time (See retention periods in Section 
1 of instructions for each file.); (3) quality control checks by FBI 
personnel; and (4) period~cally furnishing lists of all records on file 
for validation by the agencies that entered them. This section explains 
quality control and validation procedures. 

Quality Control 

FBI NCIC personnel periodically check records entered in the system for 
accuracy." Errors discovered in records are classified as serious errors, 
form errors, or an error trend. This classification determines the type 
of action that is taken by FBI NCIC. 

Serious, Errors 

Following is a list of errors which are considered serious. 

1. Wanted Person File records which have an appended locate 
ind;icating the subject will be "extradited. 

These records will be automatically suppressed on the fifth day after the 
date of location listed in the records. All suppressed records will be 
purged at the time of the next file realignment. 

2. Wanted Person File records which indicate that the subject 
is wanted for questioning only. 

3. Wanted Person File records entered for missing persons. 

4. Records entered for cashier's checks, bank d'cafts, bank 
officer's checks, certified checks, checks issued to cardholders 
by credit card companies, company checks, government chec~s 
(local, state, and Federal), personal checks, personal notes, 
and promissory notes. . 

5. Records entered for stolen credit cards. 

6. 

" 

A wanted person or Canadian warrant record~wh(,~':':ein the ORI 
\ ~ ~', .> 

has entered in the Miscellaneous Field a statement indicating 
that the wanted individual will not be extradited, or will be 
extradited only if apprehend~dwithin the boundaries of the 
state in which the OlU has jurisdiction, e.g. "WILL NOT 
EXTRADITE or EXTR THIS STATE ONLY. 
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3.2.2 

INTRODUCTION 
SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

Serious Errors (Continued) 

Records which contain statements such as these in the Miscellaneous Field 
should not be entered in the NCIC Wanted Person File. These records serve 
no useful purpose J waste costly storage space, and might lead to a false 
arrest and subsequent lawsuits. ,Records concerning nonextraditable wanted 
persons are more appropriately maintained in a state or metropolitan 
computer system. 

7. A wanted person or Canadian warrant record that has not been 
modified to include an extradition limitation in the 
MIscellaneous Field when the subject of the record has been 
found and the entering agency has declined to extradite 
the subject. 

In most cases an ORr cannot forecast extradition limitations concerning a 
wanted person at the time of record entry. However, based upon unforeseen 
circumstances, such as, distance between the ORr and the apprehending 
agency, budget limitations, the degree of seriousness of the crj~e, etc., 
the ORr may be forced to impose extradition limitations on some wanted 
persons. For example, a Wanted Person File record entered by a New York 
agency is "hit" upon by a California agency, and the ORr declines 
extradition based upon one of the preceding reasons. When extradition 
is declined, a specific limitation has been determined and must be added 
to the Miscellaneous Field of the individual's NCrC record. FBr NCIC 
institutes quality control procedures for a serious error if an appre­
hending agency notifies FBr NCIC that an ORI has declined extradition of 
an individual and no limitation to this effect has been added to the 
Miscellaneous Field of the record. 

8. A Canadian warrant, missing perso~, wanted person, license plate, 
or vehicle record containing inaccurate vehicular and/or 
license data, which data has been veri:E-:ied as inaccurate by the 
State Department of Motor Vehicles (DMV) where the vehicle is 
registered or by comparison with vehicle identification number 
(VrN) sp~cifications obtained from the manufacturer. 

Such inaccuracies cd\ be uncovered when the state of registry compares 
license and vehicular'data in the NCrC $.8. message with records contained 
in its DMV 'files. Upon discovery of inaccurate data, the state of registry 
should advise the ORI of the error. If the ORr fails to correct the error 
within a reasonable period of time, the state of registry should notify 
FBI NCIS. The entry of incorrect data in the License Plate Number (LIC), 
License Plate Year of Expiration (LIY), or Vehicle Identification Number 
(VIN) Fields will be considered a serious error. Incorrect data entered 
in any of thes~_£ie1ds might lead to a false arrest or possibly more 
serious consequences. On notification' from t'he state of registry, FBI NCrc 

.. will cancel a Vehicle or License Plate File record which contains 
inaccurate information in the LIC, LIY, or VIN and only the inaccurate 
vehicular and/or license data from a Wanted or Missing Person File record 
if the ORI does not t;a~e corrective action or respond to an FBI NCIC 
quality control teletype message within 24 hours from 8 a.m.{~ on the first 
working day after the receipt of the message. \, ., 
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3.2.3 

INTRODUCTION 
TY CONTn'OL , VALIDATION, AND OTHER PROCEDURES SECTION 3--QUALI ~ 

Serious Errors (Continued) 

9. Records entered in the wrong file. 

10. i i th file in excess of ten Property records allowed to re~a nne 
days after transmission of a locate message. 

These records will be automatically suppressed on the ~enth d~Y :;:e~U!~:d 
date of location listed in the records. All suppresse recor s 
at the time of the next file realignment. 

11. 
Stolen prbopert

y ~e~o~~b:~te::do:!:~_:p:~~~~i~~:b:~~:rt~~c~e:~a~ 
stock num er, mo e , 1 b (BHN) or 
Number (SER) Field, a nonunique boat hu 1 num er , 
nonunique boat registration number (REG), etc. 

12. Stolen property records entered with generic codes ~~!~hi!Ot~~t 
have the manufacturer's name or other identifiable 
Miscellaneous (MIS) Field. 

0' 

1 b tilized in the Boat File Make (BMA) Field 
Serious Error No. 12 W!l (~) Field code ZZZ; Securities File Type (TYP) 
code BOAT; Gun File Ma e' l Make (VMA) Field codes AERO, ASVE, ATV, COEQ, 
Field code AO; Vehicle F1 ec TRLR TRMN and TRUK. and for related errors. CYCL ENGN, FARM, SNOW, SPE , " , , . 

FBI NCIC Procedures for Errors ) I 

d M ti h ld December 11 and 12, 1975, At the NCIC Advisory Policy B~ar ee dn;esefor FBI NCIC with regard to 
the Board approve?N~~~ !~iio:~~~s:r~~: ~ontrol Terminal Agency and the 
serious errors: '. f an a arently erroneous record 
Originating Agency (ORI)V~~it~let~p:g~d or ~~nceled within 24 hours. 
and request that it bei ver1 ~ ~dcn~r co;rective action is taken during If neither a response S. rece v " 
that time"period, NCIC will cancel the record. 

..... ,.~ 

, ' . d nsibility for cancellation of a user s 
Assumption of thiSil1m1:~h ~~:P~Oregoing quality control procedures does 
entries in connect, on W1 f th accuracy of NCIC records. The ORI 
not make the FBI the guarantor 0 e leteness and current 
will still be responsible for the accuracy, comp , U 
status of its records entered in NCIC. 

It d i discovered NCIC will mail a letter 
When a form error or~~ne~ror t~enl sThe control'terminal will forward a 
to the appropriate contro term na • a enc originating the 
copy of the letter or a similar

b 
let~e~ to t~~ f~rth~r action will be 1:i,~ken 

record so corrective action can e a en. 
by NCIC. 

. i hit grity of NCIC records, each state 
In connection with mainta~~ n~ tIe hn ~d continue the development of 
and metropolitan controllterm n~ r:so~o ensure that all records in NeIC stringent quality contro proce u 
are kept accurate, complete, and up to date. 
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SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

3.3.1 Validation Schedule 

NCIC periodically prepares listings of records on file ~or.validation purposes. 
These listings contain both active records (records beg~nn~ng with the alpha­
betic character E) and inactive records (records beginning with the alpha­
betic character L). Note: All Wanted Person File records are active records. 
Inactive property file records and consecutively serialized group Article and 
Securities File records with an appended locate(s) are listed first and 
followed by active property file records. Wanted Person File records that 
have a locate app~nded are listed first and followed by the other Wanted 
Person File records. These listings.are mailed to the appropriate control 
terminals who iu·t:urn disseminate the records to their originating agency. 
Validation listfrigs are prepared as follows: 

Vehicle, License Plate, and Boat Files--A1l records on file at 0400 EST 
(or EDT) on the :~~st Friday of January and July. 

Canadian Warrant, Wanted Person, and Missing Person Files--All records on 
file at 0400 EST (or EDT) on 'the first Friday of March and September. 

Gun File--All records on file at 0400 EST on the first Friday of April. 

Securities File--All records on file at 0400 EDT on the first Friday of 
October. 

Article File--There is no validation for Article File records since stolen 
article records have a short retention period. 

3.3.2 Validation Acknowledgment and Certification 

Each ~ontrol terminal will receive a letter explaining what records are 
contained'on the validation, the order in which records are listed, and 
general procedures for validating the records. Also included with each 
validation are two letters which are to be executed by the NCIC Cont:t:ol 
Terminal Officer. One letter is used to acknowledge receipt of the validation 
material. This acknowledgment letter must be returned to FBI NCIC immediately. 

The second letter is for the control terminal to certify that it has validated 
its records and/or has received certification from the originating agencies 

':' under its service jurisdiction that they have validated their records. 
Valicliition certification means that: (1) the records contained on th~ 
val{J~tion listing have been reviewed by the originating agencies; (2) the 
records which are no longer current have been removed from NCIC and all 
records remaining in the system are valid and active; (3) all records contain 
all available information; and (4) tqe information contained in each of the 
records is accurate. This certification letter must be ~eturned to FBI NCIC 
within 75 days from the date that FBI NCIC mailed the validations to the 
control terminal. The NCIC Advisory Policy Board will be notified when any 
control terminal fails to return this certification letter. 
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NCIC OPERATING MANUAL 
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SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

3.3.2 Validation Acknowledgment and Certification (Continued) 

If a control terminal agency has not received a certification response from 
an agency under its service jurisdiction within a specified period of time, 
the control terminal agency shall purge from NCIC all records which are the 
subject of that agency's validation listing. ' 

If a control terminal agency fails to certify any validation listing to the 
NCIC within the specified time, NCIC shall purge all of that state's 
unvalidated records. 

3.4 Headers 

3.5 

A header is a sequence'of characters acceptable to. the NCIC computer which is 
used to prDvide message information for the control terminal agency. If a 
control terminal elects to use a header, NCIC must be notified to effect 
programming changes to accept the header. After programming changes have 
been made, a heade,~ must be used with each message emanating from the agency 
and agencies who access NCIC through its control 'terminal. A header will not 
be stored as part of any NCIC record, but will be held temporarily during 
processing of the incoming message and returned to the originating terminal 
preceding the NCIC computer's response/acknowledgment. 

Each header must contain a minimum of nine characters and may contain a 
maximum of nineteen characters. The first four characters of the header are 
used by the computer to route the incoming message to the appropriate NCIC 
File. 

The following is an explanation of the different NCIC header prefixes. 

lLOl - Directs the message to anyone of the NCIC "hot files," i.e.,- Canadian 
Warrant, Missing Person, and Wanted Person Files and all property files. 

2LOl - Directs the message to the Computerized Criminal History (CCH) File. 

BLOI - Directs the message to the Criminalist/lcs Laboratory Information 
System. 

Positions 5 through 14 are reserved for the user agency. If all ten of these 
positions~re not used; the header will be adjusted accordingly. 

Positions 15 through 19, or the last five characters, should be used td~ 
indicate a unique message number. 

For additional information concerning headers used in CCH responses, 
see Part 10. 

NeT;:! Character Set 

The NCIC character set is comprised of the alpha characters A through Z, ,," 
numeric characters 0 through 9, the period (.), the comma (,), the dollar!: .,~ 
Gign ($), the ampersand (&), the dash (-), the blank or space ( ), and th~) 
slash (/). h 
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3.7.1 

INTRODUCTION \~ 
SECTION 3-QUALITY CONTROL, VALIDATION, AND OTtIER PROCEDURES 

NCIC Character Set (Continued) 

Additional characters acceptable fortrans~c:tions directed to the CCH File 
are left parenthesis (0,. right parenthesis 0), plus sign (+), asterisk (*), 
semicolon (;), and percent sign (%). " 

'-:c 

Note that the NCIC computer automatically changes the alpha "0" used in NCIC 
transactions to the numeric (0). The alpha "0" wi.ll only appear in 
Originating Agency Identifiers, Message Field COdf~S, and informational/ 
instructional phrases transmitted by the NCJ[C computer • For example, 
COFBIDNOO, DOB, NO NCIC RECORD, and IMMED CONFIID.1i RECORD WITH OR!. 

Retention of Termin.al-Produced Printout 

When an operational inquiry C"QI') on an individual or property ylelds a valid 
positive response (hit), the terminal-produced printout showing the inquiry 
message transmitted and the record (91 on. file in NCIC should be retained for 
use in docmnenting probable cause "for the detention of the missing person, 
arrest of the wanted person, or seizure o·f the property. The printout may 
also prove valuable in a civil suit alleging ~1 false arrest, a false imprison­
ment, a civil rights violation, or an ilIegs.l seizure of property. If two­
part paper is used, either the original or the legible copy 1.s admissible in 

. U h Federal court. Whether a state court w:i.ll a.ccept the legible copy or whet er 
only the original will suffice derie-hds on the state's rules of evidence. 

~en an NCIC inquiry yields a hIt, the terminal~employee making the inquiry 
should note on the terminal-produced printout precisely how, when, and to whom 
the information was given; initial and date this notation; and forward the 
printout to the inqui.ring officer or agency for t',etention in the case file. 
This procedure establishes the chain of evidence"for the communication should 
the",arresting officer need to substantiate his actions in a judicial proceed-
in~: 

The printout should be retained for as long as there remains any possibility 
that the defendant will challenge the arrest, search, or other law enforcement 
action taken because of the information contained on the p,rintout. Retain the 
printout until all possible levels of appeal are exhausted or the pos­
sibility of ' a civil suit is no longer anticipated. 

Soundexing in NCIC Files EXce2t .C~l File 

The technique used to search the surname in an inquir.y with the surname in a 
record on file in NCIC is called Slovindex. Sound~ coding is used in the Name 
(NAM) and Alias (AKA) Fields. of. <th~ 11issin& Person and Wanted Person Files 
and the OWner (OWN) Field of the 8ec'Urities File.' Because the high volume of 
surnames on file in NCIC makes it impossible to search each surname sepa­
rately, the Soundex system, is used. to file su.rnamesphouetically in order to 
obtain a partial grouping of similar-sounding names. 
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INTRODUCTION 
SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

3.7.1 Soundexing in NCIC Files Except CCH File (Continued) 

Each surname in the Name,Alias, and Owner Fields is Soundex coded by the 
NCIC computer. A surname is Soundex coded by (I) always retaining the first 
letter of the surname; (2) never assigning a numeric value to certain letters. 
(3) grouping similar sounding consonants together by assigning the same ' 
numeric value to each of them; (4) Rssigning only one value to double 
consonants; and (5) requiring that each Soundex code consist of 5 characters. 
The method used to Soundex code a surname is as follows: 

1. The first letter of the surname is retained and is never converted 
to a numeric value. Therefore, all Soundex codes begin with an 
alpha. 

2. 

3. 

4. 

5. 

The letters A, 'E, H, I, 0, U, W, and Yare never given a numeric 
value. Each of these letters is ignored in th.€: Soundex coding 
process unless it is the first letter of a surname (if 1 above) or 
separates the same consonant in a surname; e.g., the surname YARARET 
would be coded Y6630 si;nce "Y" is retained as the first letter 
in the surname and both letters "R" receive a numeric value because 
they are separated by an intervening letter ("A"). 

Up to four consonants following the initial letter of the surname 
are assigned numeric values for coding purposes. A chart depicting 
the aSSigned values follows: 

Consonants Value 

B, F, P, and V 
C, G, J, K, Q, S, X, and Z 
D and T 
L 
M and N 
R 

1 
2 
3 
4 
5 
6 

Double consonants are coded as one letter. The surn~e MARNET 
would be Soundex coded M6300 by the NCIC c.omputer since the two 
lett~rs "R" are treated as one and given a sin~le num~ric value. 

" The Sountlex code for all surnames is comprised of the initial 
letter of the surname and four muneric values for the first. four 
consonants following the initial letter. When a surname does not 
have enough consonants to develop a fiVe-character Soundex code, 
zeros are added after the numeric 'value for the last consonant of 
the surname. Following is a list of surnames and their NCIC Sound ex 
code: 

Surname 

Baird 
Bird 
Byrd 
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SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

3.7.1 Soundexing in NCIC Files Except CCH File"J,continued) 

Johnston 
Johnstone 
Johnstown 
Jonston 

Ames 
Aims 
Aimes 

----....[ .. 

3523511 
35235 \l 
J5235 
J5235 

A5200 
A5200 
'A5200 

3.7.2 Soundexing in the CCH File 

3.8 

The Soundex code for the CCH File is comprised of 6 cha~~cters. The Name (NAM) 
and Alias (AKA) Fields of the CCH File are SounClex coded in the same manner as 
the Name and Alias F;elds of the Missing Person and wanted P;tson File. How­
ever, in the CCH Ft~e, the first letter of the first name is appended as a 
suffix, regardless of its numeric value. For example: 

Name 

Biard, Richard 
Johnstown, Thomas 

Terminal and/or Line Failure 

Soundex code 

B6300R 
J5235T 

Operational failure of a user's terminal may result from one of four conditions: 
(1) the NCIC computer is out of service; (2) control terminal fails or is out 
of service; (3) circuit problem, or(4} Ealfunction of user's terminal. Every 
effort will be made "to notify users on-line when the NCIC computer is going 
out of service. However, when NCIC goes out of service unexpectedly, an 
out-of-service message cannot be sent. ~ 

A control terminal should make every effort to verify that the difficulty does 
not lie within its terminal equipment. If the diff,iculty is a terminal 
malfunction, the control terminal should notify the local terminal,maintenance 
office for repair.' 

System activity and line traffic are monitored at the NCIC computer center. 
When there is line difficulty or malfunctioning of a data set, the Washington, 
D.C., area office of the vendor prov~ding'coIlDDunication s~rvice is iIlDDediately 
notified by FBI Headquarters. It is not always possible to make a specific 
diagnosis of the trouble at NCIC Headquarters. In some cases it is only known 
that a terminal is not responding or is not responding properly to the NCIC 
computer. The trouble could be the user's terminal is out of service or 
malfunctioning, a data set problem, or circuit trouble. If after a reasonable 
time the user's problem has not been rectified, NCIC Headquarters will notify 
the appropriate vendor. 
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SECTION 3--QUALITY CONTROL, VALIDATION, AND OTHER PROCEDURES 

Terminal and/or Line Failure (Continued) 

An NCIC Control Terminal should take the following action when in an out-of­
service, status and an analysis indicates the problem is not terminal eqUipment 
difficulty such as power supply" paper supply, switches improperly set, or 
terminal malfunction: iIIDDediately notify the local vendor providing cOIlDDuni­
cation, service, log the timebf notification, and note the circumstances 
relating to the problem. If after a reasonable period of time the vendoris 
efforts have not resolved the problem, notify NCIC Headquarters (telephone 
202-324-5933) and furnish the time the vendor was notified and a brief de­
scription of the problem. ' 

NCIC File Reorganization and Purge Schedule 

FBI NCIC performs a biweekly file reorganization and purge of the NCIC Hot Files 
on every other Sunday between the hours of 2 a.m. and 7 a.m. plus a weekly file 
r~organization and purge of the CCH File between the hours of 8 a.m. and 2'p.m. 
on those Sundays when there is no NCIC Hot Files reorganization, and between the 
hours of 10 a.m. and 4 p.m. on those Sundays when there is an NCIC Hot Files 
reorganization. It is during these file reorganizations that NCIC implements 
new prograIlDDing changes. There are no other times NCIC can predict restricted 
service. Users are advised of restrict'ed s,ervice periods through on-line 
transmissions of NCIC administrative messages. When the NCIC System goes out 
of service for more than 15 minutes without having previously sent an out-of­
service message, an NLETS APB message is sent advising users. 

\' 
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SECTION 4--NCICORIGINATING AGENCY IDENTIFIER (ORI) 
ASSIGNMENT POLICY 

4.1 NCIC OR! Assignment ~olicy Approval 

The NCIC ORI Policy was approved by the NCIC Advisory Policy Board on 
June 17, 1981. 

4.2 Criteria for ORI Assignment 

A. The criteria FBI NCIC uses for determining that an agency qualifies for an 10 
ORI assignment related to all NCIC files (Wanted Person, Missing Person, I 
Stolen Property Files, Canadian Warrant, Crimina1istics Laboratory Infor-
mation System, and Computerized Criminal History) are: . 

1. 

2. 

3. 

That the a6ency must be a governmental agency as required by Title 28, 
U.S. Code, Section 534. 

That the agency must meet the definition of a criminal justice agency 
as contained in the Department of Justice Regulations on Criminal 
Justice Information Systems (Title 28, Code of .. Federa1 Regulations, 
Part 20, Subpart A). These regulations in Section 20.3 define a 
criminal justice •. agency as "(C) ••• (1) courts; (2) a governmental 
agency or any s~bunit thereof which performs the administration of 
criminal justice pursuant to a statute or executive order, and which 
allocates a substantial part of its annual budget to the administration 
of criminal justice ('allocates a substantial part' has been inter­
preted to mean more than 50% by the originator of the Regulations). 
State and Federal Inspector General offices are included. (d) The 
'administration of criminal justice' means performance of any of the 
following activities: detection, apprehension, detention, pretrial 
release, post-trial release, prosecution, adjudication, correctional 
supervision, or rehabilitation of accused persons or criminal offenders. 
The administration of criminal justice shall include criminal identi­
fication activities and the collection, storage, and dissemination 
of criminal history record information." 

That the agency not meeting the qualifications set out in #2 above 
must meet the definition of an agency under man.agement control of a 
criminal justice agency as defined in the Computerized Criminal 
History Program Background, Concept and Policy as approved by the NCIC 
Advisory Policy Board December 13, 1979, (Policy Paper). The defini-' 
tion contained therein is as follows: " ••• the authority to set and 
enforce (1) priorities; (2) standards for the se1ection,lsupervision, 
and termination of personnel; and (3) policy governing the operation 
of computers, circuits, and telecommunications terminals used to 
process criminal history record information insofar as the equipment 
is used to process, store, or transmit criminal history record infor­
mation. Management control includes, but is nO.t limted to, th.e super­
vision of equipment, systems design, programming, and operating 
procedures nece~sary for the development and implementation of the 
Computerized Criminal History program. Such management control 
guarantees the priority service n~eded by the criminal justice 
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INTRODUCTION 
SECTION 4--NCIC ORIGINATING AGENCY IDENTIFIER (ORI) 

ASSIGNMENT POLICY 

Criteria for OR! Assignment (Continued) 

B. 

3. 

4. 

( Cont in,: led) 

community. A criminal justice agency must have a written agreement 
with the non-criminal justice agency operating the data center assuring 
that the criminal justice. agency has management control as defined 
above." . 

A regional dispatch center may qua1i'fy for ORI assignment related to 
the NCIC files. A center is a cooperative effort entered into by 
political subdivisions in a particular area for the purpose of 
providing consolidated and computer-assisted dispatch for public 
safety purposes ,that is, police, fire, and rescue services. Many' 
of these systems are being established throughout the country under 
the "Dial 911" Program for centralized dispatch of police, fire, 
and rescue units. In many cases the law enforcement departments 
involved are abolishing their communications sections and turning 
the communications functions over to a consolidated regional system. 
In these situat~ons, the state control. terminal agency must submit 
a copy of the management r.ontro1 agreement to FBI NCIC. 

Any court that hears civil cases only, e.g., some probate courts, 
does not qualify for NCIC access. Any correctional facility that 
house~ only juveniles who are not involved in the criminal justice 
process but who are orphaned or declared incorrigible does not 
qualify for'NCIC access. Any agency that supervises only juveniles 
who ·are not involved in the criminal justice process does not qualify 

. for NCIC access. (NOTE: See following page for previous location 
of this section.) 

The criteria FBI NCIC uses for determining that an agei{cy qualifies for 
an ORI assignment related to NeIC files other than Computerized Criminal 
History (Wanted P~rson, Missing Person, Stolen Property, Canadian Warrants, 
and Criminalistics Laboratory Information System Files) are: . . 
1. A nongovernmental agency or subunit thereof which a11oc~tes a 

substantial part of its annual budget to the administration of 
criminal justice, whose reguar1y employed peace officers have full 
police. powers pursuant to state law and have complied with the 
minimumemR10yment standards of governmentally employed police 
officers as specified by ~tate statute, may have direct terminal 
access to NCIC files, except criminal history record information, 
provided such access is approved by the state control terminal 
agency. Such agency shall .execute an agreement with the state 
control terminal agencY assuring compliance with established NClC 
Policy and procedure. 

2. A noncriminal justice governmental department of motor vehicle or 
driver license registry, established by a state statute which . ' 
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SECTION 4--NCIC ORIGINATING AGENCY IDENTIFIER (ORl) 
ASSIGNMENT POLICY 

4.2 Criteria forORI Assignment (Continued) 

4.3 

2. (Continued) 
provides vehicle registration and driver record information to 
crimina.l justice agenc~es may be authorized direct access to the 
NCIC files, exceridng criminal history record information, pro­
vided such access is approved ~y the state control terminal agency. 
Such registry shall be required to execute an agreement with the 
state control terminal agency assuring compliance with all established 
NCIC policies and procedures. 

3. A governmental regional dispatch center, established by a state 
statute, resolution, ordin~nce or executive order, which provides 
communication services to criminal justice agencies may be authorized 
direct access to the NCrC files, excepting Criminal History Files, 
provided such access j,s approved by the state control terminal agency. 
Such centers shall be required to execute an agreement with each 
criminal justice agency it serves and with the state control terminal 
agency assuring compliance with all established NCIC policies and 
procedures. 

4. The National Automobile Theft Bureau (NATB), a nongovernmental, 
nonprofit agency, which acts as a national clearing house for 
information on stolen vehicles and offers free assistance to law 
enforcement agencies conc~rning automobile thefts, identification and 
recovery of stolen vehicles is provided limited access to the Vehicle, 
License Plate, and Boat Files. 

ORr Structure and Use of NCIC ORIs 

An NCIC ORI is a nine character identifier assigned by FBI NCIC to an agency 
which has met the established qualifying criteria for ORI assignment to identify 
the agency in transactions on the NCIC system. The following explains the 
structure of law enforcement, criminal justice ORIs, and NCIC ORIs ending in 
the alphabetic character N or P. 

A. , Law Enforcement 

The criterion FBI NCIC uses for assigrLing a law enforcement ORI (one ending 
in a numeric) is that the agency is a governmental agency or subunit 
thereof having statutory power'of arrest and whose primary function is 
that of apprehension and detection. The nine character ORI is assigned 
as follows: 

Positions 1 and 2 are the alphabetic characters representing the 
state or country in which the agency is located. 
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ASSIGNMENT POLICY 

4.3 ORI.Structure and use of NCIC ORIs (Continued) 

A. Law Enforcement (continued) 

B. 

Example: PA0040100 

Positions 3, 4, and 5 are three numeric characters indicating the 
county in which the agency is located. Exceptions to this are 
Federal agencies, which have in positions 3, 4, and 5 the 
" "f h lh _. ' acronym or t at agency or a p abet1c variations thereof, i.e., 
DCATFOOOO and DCCGOOOOO for the Alcohol, Tobacco and Firearms 
agency and the U.S. Coast Guard respectively and some state 
agencies. 

Example: PA0040lf/10 

Positions 6 and 7 in a law enforcement ORI are used to aistinguish 
one agency from another within the same county and/or to indicate 
the number of agencies assigned within a particular county. 

Example: PAf/1040l0f/1 

Positions 8 and 9 of a law enforcement ORI are always double 
zero. NCIC users, particularly large city/urba.n police depart­
ments, may vary the characters in the last two positions (8 and 
9) to identify internal divisions, units, substations, or 
multiple terminals for the same agency within the same city. 
Any variation of the last two positions is acceptable with the 
exception that an ~lphabetic character cannot be used in 
position 9. NCIC does not assign these variations. The 
variations will not translate when a ZO inquiry is made. 

Criminal Justice 

The criterion FBI NCIC uses ,f,or assigning a criminal' justice ORI (one 
ending in an alphabetic A, B, C, G, J, M, Y, or N) is that the agency is 
a gover~mental agency or subunit thereof performing a criminal justice 
function other than apprehension. The nine character ORt is assigned as 
follows: 

Example: PAf/104023C 

Positions 1 and 2 are the alphabetic characters representing the 
state pr country in which the agency is located. 

Example: PAf/1f/14023C 

Positions 3, 4, and 5 are three n~eric characters indicating 
the county in which the agency is located. 
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4.3 ORI Structure and use of NCIC ORIs (Continued) 

B. Criminal Justice (Continued) 

Example: PA0040Z3C 

Positions 6 and 7 are two numeric characters uniquely distin­
guishing one agency from other agencies of the'same type and level 
within the same county. This does not indicate location (e.g., 
city) of the agency. 

Example: PA004023C 

Position 8 is a unique nili~eric character indicating the govern­
ment level of the agency: 

1 - Local, Municipal, City 
3 - County 
5 - State 
7 Federal 
9 - Nongovernmental 

Example: PA004023'C 

Position 9 is an alphabetic character representing the type of 
agency: " , .\ 

A-

B -

C -

G -

J -

M-

N -

Y -

Prosecuting Attorney's Office (includes District Attorney's 
Office, Attorney's General Office, etc.). 

Pretrial service agencies (indicating background investi­
gating). 

Correctional Institutions, including jails, prisons, detention 
center, etc. 

Probation and Parole Offices. 
() 

Cou~ts, Magistrates Offic~s. 

Custodial Facilities in a m~dical or psychiatric institution 
and some medical examineF~' offices which are criminal 
justice in function. ' !IV 

Regional dispatch center which is a criminal justice agency 
or under the management control of a ~riminal justice agency. 

Local, County, State or Federal Agency, whil~h is' classified 
as a criminal justice agency by statute but does, not fall 
into one of the aforementioned categories 'J Example: Arkansas 
Crime Information Center. 
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ASSIGNMENT POLICY 

4.3 ORI Structure and use of NCIC ORIs (Continued)' 

4.4 

C. Noncriminal Justice 

The,FBI NCIC assigns ORIs ending in the alphabetic character "p" to non-.. .\ 

criminal justit:e agencies meeting criteria set forth in 4.2. Agencies 
assigned "p" number ORIs will be prohibited from accessing the CCH file, 

"but will be permitted access to all other NCICfiles if' authorized by the 
state control terminal, agency. The structure of a ":!?" number ORI is the 
same as criminal justice ORIs. 

«( 
Use of NCIC ORIs in NCIC Transactions 

The ORI Field of an NCIC record on a wanted person must cont£in the valid NCIC 
ORI of the agency to which the warrant for the arrest of the person' has been 
issued, or the valid NCIC ORI of an. ~gency authorized to act as holder of the 
record for such agency. The ORI Field of an NCIC Missing Person File record 
must contain the valid NCIC ORI of the agency to which the person has been 
reported missing and to which documentation confirming the person's missing 
status has been furnished, or the valid NCIC ORI of an agency authorized to act 
as holder of the record for such agency. The ORI Field of an NCIC stolen 
property record must contain the valid NCIC QRI of the agency to whicb; a 

" /1 theft of property identifiable by a unique number has been reported aud which 
agency has jurisdiction over the actual place of theft, or the valid NCIC ORI 
of an agency authorized to act as holder of the record for such agency. 

Any criminal justice agency or regional dispatch center may act as holder of 
the record for a criminal justice agency and such ~riminal justice agency or 
regional dispatch center may place its own ORI in the ORI Field of an NCIC 
Wanted Person, Missing Person, or stolen propertY record only when there is 
a written agreement between the two agencies delineating the legal respon­
sibilities for the record. Responsibilities for the rf,cord include entering 
and updating the record, confirming a hit on the record, and removing the 
record from file. Any agency that does not have a written agreement and trans­
mits an NCIC record entry for an agency not having its own telecommunications 
equipment must store in the ORI Field of the record the valid NCIC ORI of the 
agency requesting transmission of the entry. 

"An inquiry of the NCIC Canadian Warrant, Wanted Person, Missing Person, or 
s'tolen property Files must contain a valid NCIC ORI in ,the ORI Field. Agencies 
making inquiries for another agency,must use the ORI of the other agency. 
Confirming a hit. on an NCIC Wanted Person File record means the agency that can 
arrest the wanted person must check with the ORI of the record to verify that 
the warrant is still outstanding and the person inquired upon is identical with 
the subject of the warrant, and to obtain extradition information. Hit confir­
mation on an, NCIC Missing Person File record means the agency inquiring on a 
missing person must check with the ORI of the record to determine that the 
report is still active and the per.son inquired upon is identical with the 
person described in the record,and to obtain information concerning the safe 
return of the perSOn to appropriate authorities. To confirm a hit on an NCIC 
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ASSIGNMENT POLICY 

4.4 Use of NCIC ORIs in NCIC Transactions (Continued) 

stolen property record means the agency that can seize the stolen item must 
check with the ORI of the record to verify that the theft report is still 
outstandtng and the property inquired upon is identical with the property 
described in the record, and to obtain information concerning return of the 
stolen item'to its rightful owner. To confirm a hit on a Canadian Warrant File 
record means that the agency inquiring on the wanted person must verify with 
the ORI that the warrant is still outstanding, the person inquired upon is 
identical with the subject of the record, and to obtain extradition information. 
No arrest can be made in the United States based on a Canadian Warrant. 

4.5 Validation Schedule 

At the December, 1980, Advisory Policy Board Meeting, the Board approved the 
establishment of a biennial ORI validation. The first biennial validation was 
effected in January, 1981. As part of the validation, each Control Terminal 
Officer is responsible for verifying the accuracy of each ORI assigned for his 
or her state or Federal age~cy. 

l 
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SECTION 5--NCIC CONTROL AGENCIES 

5.1 NCIC State Control Terminals 

State 

Alabama 

Alaska 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Delaware 

District of 
Columbia 

Florida 

Agency and Telephone 

Alabama Criminal Justice 
Information Center 

(205/832-4930) 

Alaska State Troopers 
Department of Public 

Safety 
(907/269-5743) 

Arizona Criminal Justice 
Information System 
Division 

Arizona Department of 
Public Safety 

(602/262-8386) 

Arkansas Crime Information 
Center 

Department of Public 
Safety 

(501/371-2221) 

Division of Law Enforcement 
California Department of 

Justice 
(916/445-9830) 

Colorado Bureau of 
Investigation 

(303/759-1100) 

Connecticut Department of 
State Police 

(203/238-6656) 

State Police 
Delaware Department of 

Public Safety 
(302/736-5851) 

Metropolitan Police 
Department 

(202/727-4301) 

Division of Criminal 
Justice Information 
Systems 

Florida Department of 
'fLaw Enforcement 

(904/488-8852) 
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5.1 NCIC State Control Terminals (Continued) 

State 

Georgia 

Hawaii 

Idaho..; 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland' 

Agency and Telephone 

Georgia Crime Information 
Center 

Geo.rgia Bureau of 
Investigation' 

(404/656-6110) 

Honolulu Police Department 
Research and Development 

Division 
(808/955-8121) 

Bureau of Criminal 
Identification 

Idaho Department of Law 
Enforcement 

(208/334-2537) 

Illinois Department of 
Law Enforcement 

(217/782.-7676) 

Indiana State Police 
(317/232-8260) 

Data Services Bureau 
Iowa Department of 
. Public Safety 
(515/281-~420) 

Kansas Highway Patrol 
(913/296-3801) 

Bureau of Kentucky' State 
Police 

(502/564-6864) 

Division of State Police 
Louisiana Department of 

Public Safety 
(504/925-6324) 

State Police' 
Maine Department of 

Public Safety 
(207/289-2155) 

Te+ecommunications 
Division 

Maryland State Police 
(301/486-3101) 
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5.1 NCle State Control Terminals (Continued) 

St&te 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 

Nebraska. 

Nevada 

New Hampshire 

Agency and Telephone. 

Executive Office of 
Public Safety 

Criminal History 
Systems Board 

(617/727-0090) 

LEIN Pp1icy Council 
Michigan State Police 
(517/337-6166) 

Criminal Justice 
Information Systems 
Section 

Bureau of Criminal 
Apprehension 

Minnesota Department of 
Public Safety 

(612/296-6416) 

Criminal Justice 
Information Center 

Mississippi Department of 
Public Safety 

(601/982-1212, Ext. 270) 

Missouri State Highway 
Patrol 

(314/751-3313). 

LENS Bureau 
Montana Department of 

Justice 
(406/449-2800) 

Communications Division 
Nebraska State Patrol 
(402/477-3951) 

Highway Patrol Division 
Nevada Department of 

Motor Vehic1esrt 
(702/885-3319) . 

Division of State Police 
New Hampshire Department 

of Safety 
(603/271-3794) 

Intro-41 
12-5-82 

() 

Address ORI 

Boston MAMSPOOOO 

East Lansing MJ.3300200 

St. Paul 

Jackson 

Jefferson 
City 

Helena 

Lincoln 

MNBCAOOOO 

MSMHPOOOO 

MOHHPOOOO 

H'l'MAGOOOO 

NBNSPODOO 

Carson City NV0139900 

Concord NHNSPOOOO 



i) 

NeIC OPERATING MANUAL 
INTRODUCTION 

SECTION S·-~CIC CONTROL AGENCIES 

5.1 NCIC State Control Termin!J~. (Continued) 

State 

New Jersey 

New Mexico 

New York 

North Carolina 

North Dakota 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Rhode Island 

~,outh Carolina 

n 

South Dakota 

Divis:1.o:n lof State Police 
New Jf!l:SI!!y Department of 

Law ;a.~nd Public Safety 
(609/8812-2000) 

New HEadco State Police 
(505/3~~7-5l22) 

Address 

Trenton 

Santa Fe 

New Y017k. State Police Albany 
(518/457-2393) (~ 

Police Information Raleigh 
lIIetwolrk 

North Carolina Department 
of ..Ju,stice 

(919/'733-3171) 

North Dakota Radio 
C!ommunications Department 

(701/22l.-2l2l) 

Ohio State Highway Patrol 
:(61A/466-3554 or 5?33) 

Oklahoma Law Enforcement' 
~relE'~connnunications 
Systems 

Department of Public Safety 
(4051424-4~011, Ext. 2224) 

Law Enforcement Data 
\ System ,\ 

Data Systems Division 
Or·egon Executive Department 
(503/378·~3054) 

Bureau of Technical 
Services 

Pennsylvania State Police 
(717/783-5575) 

Rhode Island State Polic;e 
(401./647-3311) 

South Carolina Law 
Enforcement Division 
(803/758-6504) ",' 

;/ .... 

Attorney General's Office 
Criminal Justice Ttaining 

Center 
(605/773-46.35) 
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5.1 NCIC State Control Terminals (Continued) 

State 

Tennessee 

Texas 

Utah 

Vermont 

Virgin.ia 

Washington 

West Virginia 

Wisconsin 

Wyoming 

,Agency and Telephone 

Tennessee Bureau of 
Investigation 

(615/333-2333) 

Crime Records Division 
Texas Department of 

Public Safety 
(512/465-2088) 

State Bur,eau ot Criminal 
Identification 

Utah Department of Public 
Safety 

(801/965-4445) 

Vermont Criminal 
Information Center 

Department of Public Safety 
(802/828-2155) 

Records and Statistics 
Division 

Virginia Oepartment of 
State Police 

(804/323-2021) 

Criminal Justice Services 
Washington State Patrol 
(206/753-6858) 0 

Communications Division 
West Virginia State Police 
Department of Public Safety 
(304/348-2361) 

Address 

Nashville 

Austin 

Salt Lake 
City 

Waterbury 

Ri·chmond 

Tumwater 

SQuth 
Charleston 

Crime Information Bureau (T1~·~Madisotl. 
Division of Law Enfor.cement Ji}'~ 

ServiceS 
Wisconsin Department of 

Justice :! 

(608/266-7399) 

Criminal Identification 
Division' /.}. '. 

Offic~ o( tbfiAt;torney, 
'Gene'li:'al~ " (~, ~ ',' J;~) 

(307/7 77 -7 523.~';· " :\ \t~ 2)';Ti~r 
-:. \, ., ..~~~)\ ,:~~ 
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5.2 Federal Criminal Justice Agency Headquarters 

Agency 
Abbreviation 

ATF 

BOM 

BOP 

DEA 

DI 

DIS 

Agency, Address, and Telephone 

Bureau of Alcohol, Tobacco 
and Firearms 

Room 3235 iJ 
1200 Pennsylvania Avenue, Northwest 
Washington,' D.C. 20226 
(202/566-7886) 

Security Staff 
Bureau of the Mint 
Department of the Treasury 
501 13th Street, Northwest 
Washington, D.C. 20220 
(202/376-0592) 

NCIC Interface System 
U.S. Bureau of Prisons 
Room 240 
'320 First Street, Northwest 
Washington, D.C. 20534 
(202/724-3065) 

Enforcement Division 
National Marine Fisheries Service 
National Oceanic and Atmospheric 

Administration 
U.S. Departmen~Qf Commerce 
Washington; D.C •. 20235 
(202/634-7265) 

Drug Enforcement Administration 
1405 Eye Street, Northwest 
Washington, D.C. 20537 
(202/633-1401) 

Branch of ,Law Enforcement 
Office of the Secretary 
U.S. Department of lnterior 
ROom,S424 
Washington, D.C. 20240 
(202/343-6319) 

~j 

Defense Criminal 'Investigative ,,'" 
Service 

Room 8D490 
Cameron Station 
Alexandria, VA 22314 
(703/274-5380) 
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5.2 Federal Criminai Justice Agency Headquarters (Continued) 

Agency 
Abbreviation 

DOA 

DOJ 

DOL 

DOS 

DOT 

FAA 

FBI 

FDA 

!., ';~ 

Agency, Address, and Telephone 

Marketing and Co'nsumer Programs 
Division . 

Office of Investigation 
U.S. Department of Agriculture 
Washington, D.C. 20250 
(202/447-5100) 

Telecommunications Services Center 
U.S. Department of Justice 
Room 6230 
Washington, D.C. 20530 
(202/633-4367) 

Office of Special Investigations 
U.S. Department of Labor 
Washington, D.C. 20210 
(202/523-8760) 

Office of Security - A/SY/CC 
Room 2435 
Department of Stat~ 
Washington, D.C. 20520 
(202/632-2412) 

U.S. Department of Transportation 
Office of Inspector General 
400 7th Street, Southwest 
Washington, D.C. 20590 
(202/426-4091) 

ACS-l ' 
Federal Aviation Administration 
Department of Transportation 
800 Independence Avenue, Southwest 
Washington, D.C. 20591 
(202/426-3520) 

NCIC Section 
10th and Pennsylvania Avenue, 

Northwest 
Washington, D.C. 20535 
(202/324-2606) 

Food and Drug Administration 
Parklawn Building, Room 1090 
5600 Fishers Lane 
Rockville, MD 20852 
(301,/443-1811) 
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5.2, Federal Criminal Justice Agency Headquarters (Continued) 
II 

'j 

Agency 
Abbreviation 

-FPS 

GSA 

HHS 

HUn 

ICC 

INS 

IRS 

Agency, Address, and Telephone 

General Services Administration 
Public Buildings Service 
Federal Protective Service 

Management 
Washington, D.C. 20405 
(202/566-0887) 

General Services Administration 
Room 5042 
18th and F Streets, Northwest 
Washington, D.C. 20405 
(202/566-0434) 

Department of Health and 
Human Services 

Room 5258, North Building 
330 Independence Avenue, 

Southwest 
Washington, D.C. 20201 
(202/472-3208) 

Department of Housing and 
Urban Development 

Room 8274 
451 7th Street, Southwest 
Washington, D.C. 20410 
(202/755-6390) 

Inv~$tigations Branch 
Interstate Commerce Commission 
12th Street and Constitution Avenue, 

Northwest 
Washington, D.C. 20423 
(202/275-7587) 

U.S. Immigration and 
Naturalization Service 

Room 6217 
425 I Street, Northwest 
Washington, D.C. 20536 
(202/633-4110) 

Criminal ~nvestigation 
Division CP:CI:O 

Internal, Revenue Service 
Room 2535 
1111 Constitution Avenue, Northwest 
Washington, D.C. 20224 
(202/566-6114) 
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NCIC OPERATING MANUAL INTRODUCTION 
SECTION 5--NCIC CONTROL AGENCIES 

5.2 Federal Criminal Justice Agency Headquarters (Continued) 

Agency 
Abbreviation 

NIS and USN 

OSI and USAF 

PO 

SI 

USA 

USC 

USCG 

Ii 

Agency, Address, and Telephone 

Naval Investigative Service 
Headquarters 

Post Office Box 16230 
Suitland, MD 20023 
(301/763-3780) 

Directorate of ' Management 
Information Services 

Headquarters Office of Special 
Investigation!=! 

Bolling Air Force Base 
Washington, D.C. 20332 
(202/767-:5719) 

Office of Criminal Investigations 
U.S. Postal Inspection Service 
Room 3837 
475 L'Enfant Plaza West, Southwest 
Washington, D.C. 20260 
(202/245-5335) 

Security Services Division 
Office of Protection Services 
Smithsonian Institution 
955 L'Enfant Plaza 
Suite 2700 
Washington, D.C. 20024 
(202/287-3447) 

Law Enforcement Division 
Human Resources Development 

Directorate 
Office of the Deputy Chief of Staff 

for Personnel 
Room 2C716, Pentagon 
U.S. Army 
Washington, D.C. 20310 
(202/756-1880) 

Law Enforcement Systems Division 
U.S. Customs Service 
Room 5117 
1301 Constitution Avenue, Northwest 
W~shington, D.C. 20229, 
(202/566-8717) 

U.S. Coast Guard 
W.F.O. 
2100 2ng. Street, 
Washingnon, D.C. 
(202/426-1969) 
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NCIC OPERATING MANUAL 
INTRODUCTION 

SECTION 5~-NCIC CONTROL AGENCIES 

5.2 Federal Criminal Justice Agency p!eadquarters (Continued) 

Agency 
Abbreviation 

U.s. Courts, 
Pretrial 

Services 

u.S. District 
Courts, 

Magistrates 

U.S. Probation 
Offices 

USM 

USMC 

USSS 

VA 

)) 

Agency, Address, and Telephone 

Administrative Office of the' 
United States Courts 

Supreme Court Building 
Washington~ D.C. 20544 
(202/633-6208) 

Administrative Office of the 
United States Courts 

Supreme Court Building 
Washington, D.C. 20544 
(202/633-6097) 

Administrative Office of the 
United States Courts 

Division of Probation 
Supreme Court Building 
Washington, D.C. 20544 
(202/633-6226) 

U.S. Marshals Service 
Communications Room 271 
1 Tysons Corner ,Center 
McLean, Virginia 22102 
(703/285-1104) 

Absentee/Deserter Section 
Code MPH-57 
Headquarters Marine Corps 
Washington, D.C. 20380 
(202/694-2927) 

U.S. Secret Service 
Room 931 
1800 G Street, Northwest 
Washington, D.C. 20223 
(202/535-5744) 

Security Staff 
Department of Medicine and Surgery 
Veterans Administration 
810 Vermont Avenue, Northwest 
Washington, D.C. 20420 
(202/235-3045) 

(\ 
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NCIC OPERATING MANUAL 
INTRODUCTION 

SECTION 5--NCIC CONTROL AGENCIES 

5.3 Other NCIC Control Terminals 

Agency 
Abbreviation 

Canada 

'Puerto Rico 

U.s. Virgin 
Islands 

Agency, Address, and Telephone' ORI 

Canadian Police Information Centre ONRCMPOOO 
Royal Canadian Mounted Police 
1200 Alta Vista Drive' 
Ottawa, Ontario, Canada 
KlA OR2 
(613/993-9740) ~ 

Bureau of 'Technical Services PRPPROOOO 
Po1ic~ of Puerto Rico 
G.P.O~ Box~70166 
San Juan, Puerto Rico 00936 
(809/781-1234, Ext. 2310) 

Department of Public Safety 
Post Office Box 3807 
Charlotte Amalie, St. Thomas 
U.S. Virgin Islands 00801 
(809/774-6400) 
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NCIC OPERATING MANUAL PMT 1 
VEHICLE FILE 

SECTION l--INTRODUCTION 

1.1 Definition of a Vehicle for NCIC Purposes 

For NCIC purposes, a vehicle is any motor-driven conveyance designed to carry 
its operator except a boat. In addition to conveyances meeting this definition, 
aircraft and trailers also are to be entered in the Vehicle File. 

:0 1.2 Criteria for Entry in Vehicle File 

(I 
\ 

c 

c' 

l[ 
f' 

\ 

1. The purpose of the Vehicle File is to provide assistance in the recovery 
of a stolen vehicle or a vehicle involved in the commission of a crime 
(felony vehicle) and in the recovery of a stolen vehicle part. Do not 
enter a vehicle which has already been located. 

2. An unrecovered stolen vehicle may be entered in file if a theft report 
has been made. The entering agency must maintain the entry in an up-to­
date status. 

3. The state of registry , may enter a record for a vehicle stolen in another 
state when a test inquiry after a reasonable period of time disclose~ no 
record in NCIC. In this instance, the identity of the agency holding the 
theft report must be shown in the Miscellaneous Field. CAUTION--Multiple 
entries may occur when this procedure is followed; therefore, it is 
imperative that each agency immediately clear its record upon recovery 
of the vehicle. 

4. A loaned, rented, or leased vehicle that has not been returned may not be 
entered in file unless an official police ·theft report is made or a filed 
complaint results in the issuance of a warrant charging embezzlement, theft, 
etc. 

5. 

6. 

A felony vehicle may be entered in file immediately providing the where­
abouts of the vehicle is unknown. 

An unrecovered vehicle identification number (VIN) plate, certificate of 
origin (CTO) or certificate of title (CTT) (includes stolen blank CTOs and 
eTTs that have a preassigned serial number, and CTOs and CTTs that are 
associated, with a vehicle), a serially numbered stolen vehicle engine or 
transmission, as well as a backhoe, a hay baler, etc., may be entered in 
file as a stolen vehicle part if a theft report has been made. Autrlllotive 
accessories, such as tape decks, AM-:FM radios, batteries, carburetors, 
etc., are to be entered in the Article File. These items are not to be 
entered as stolen vehicle parts in the Vehicle File. 

1.3 Message Key (MKE) Codes 

Message 

Entry 
Modify 
Cancel 

Stolen 
Vehicle MKE 

EV 
MV 
'XV 
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NCIC OPERATING MANUAt 
VEHICLE FILE 

SECTION l~-INTRODUCTION 

1.3 Message Key (MKE) Codes (Continued) 

Message 

Inquiry 
Test Inquiry 
Locate 
Clear 

**Entry of an Add-On Vehicle 
Record 

Cancel Add-On Vehicle Record 
Located Add-On Vehicle Record 

Message 

Entry 
Modify 
Cancel 
Inquiry 
Test Inqu,iry 
Locate 
C~.e,~r 

Stolen 
Vehicle MKE 
-'":"I'''', 

QV 
" ZV 

LV 
CV 

EVS* 
XVS*( 
LVS* 

Felony 
Vehicle ~ 

l'/)EF 
(1/ - MF 

XF 
QV 
ZV 
,LF ( 
CF 

Message 

Entry 

Stolen 
Vehicle Part MKE 

Modify 
Cancel 
Inquiry 
Test Inquiry _ 
Locate v 

Clear 
**Entry of an Add-On Part Record 

Cancel Add-On Part Record 
Located Add-On Part Record 

EP 
MP 
XP 
QV 
ZV 
LP 
CP 

EPS* 
XP.s* 
LPS* 

,----,~---

Transiatioll 

LOCATED VEHICLE 

Translation 

FELONY VEHICLE 

LOCATED FELONY VEHICLE 

Translation 

STOLEN VEHICLE PART \ 

. LOCATED VEHICLE PART 

If it is desired that a stolen or\ 'felony vehicle or stolen vehicle part be 
held for latent fingerprint examination, "_p lI should be entered as part of 
the message key code, for example, "EV-p II whi,ch translate-sas "STOLE~ 
VEHICLE - HOLD FOR LATENTS", "EF-P" which translates as "FELONY VEHICLE 
HOLD FOR LA,TENTS", and EP-P" which translates as "STOLEN VEHICLE PART - HOLD 
FOR LATENTS".. If the occupant (s) of the vehi:.cle in question is known to be 
armed "-A" should be entered as part of message key code, for example, 
"EV-A:' which translates as "STOLEN VEHICLE - OCCUPANT{S) ARMED", or "EF-A" 

c' 

*These MKEs will be.followed by a fourth character which must be a numeric 
identifying the add-on vehicle record or add-on part reco~;, i.e., EVSlor 
EPS3. 

**Add-on vehicle and add-on part records can only be appended to ~ base stolen 
vehicle record. 

IJ 
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PART 1 

1.3 
'~ SEr,;TIQN' ~l ~=-,+NT:l{orrl1t;:t'TrON 

Message KeYf~1KE.) Codes CConUp.ued}' I I I 

• r {~ 'h., . >, __ (.J .: "" '~---;-_. , 

which translates aa-\"FELONt VEHICLEII-cfc{,WA,NThn ,;Al';u.ml)" .If a stolen or 
felony vehicle is t~ be ':r~:ld\,;f(~l'\late[,l.tu fingerpr1'Ilt ei;twination and 'the 
occupant{s) of the ~~hi~l~ If!! krto:i~~}t0 be,c::Cm"ed, " ... F" should be entered as 
part of the message keY'code, for>-,'G'.lCample t ,~~EV"'FIf which translates as "STOLEN 
VEHICLE - OCCUPANT(S) AmfED/HOLDFOR L~T~NTSw or "EF-F" which translates as 
"FELONY VEHICLE -OCCUPANT(SlARMED/HG~IPEl;)R LATENTS". Cau'tion indicators 
cannot be used with add-on MKEs. c· 

,) 

1.4.1 Retention Period for Stolen Vehicle, Felony Vehicle, or Stolen Vehicle Part 

Unrecovered stolen vehicle records with~tt a vehicle identifi~ation number 
(VIN) Qr owner-applied number (OAN) therein will remain in file for 90 days 
aftei:-:entry. They will be automatically removed from file at the next Vehicle 
File purge following the mi~imum 90-day retention period. 

Unrecovered felony vehicle records will remain in file for a minimum period 
of 90 days after entry and will be automatically r~ovedfrom file at the next 
Vehicle File purge following the minimum 90-day red{p-tion period. 

,\ 
Unrecovered stol~ vehicle records which contain a V~N or OAN and stolen 
vehicle part records which contain an OAN or serial nt~ber (SER) will remain 
in file for the remainder of 'tne year of entry plus four. These records will 
be automatically removed from file at the first Vehicle File purge following' 
this retention period. For example, 1980 stolen vehicle, entries which contain 
a VIN and 1980 stolen vehicle engine entries would be purged at the firat 
Vehicle File purge in 1985. ~ 

An exception to record retention periods will occur in the event a serious 
error is detected in the record on file. See Introduction, Section 4.2.2, 
for complete procedural information concerning serious errors. 

See Introduction, Section 4.9, for complete information concerning NCIC File 
reorganiza'tion and purge schedule • 

Agencies are not furnished a listing of their purged vehicle records. 

1.4.2'" .Automatic Purge 

Data in the License Plate Number (LIC), Lic;:ense :Plate Year of ' Expiration 
(LIY), and License Pla.te Type (LIT) :Fi,elds- of a Gtol,an vehicle record 
conta'ining a VIN or OAN will be purged one yeaX' after the license plate 
expires as indicated in the LI~ Fteld. 

A. nonexpi'ring licen~e plate (LI)!,/Oo.) "in a st'olen vehicle record will be 
retained until the entire record is purged. 

Users will not be furnished a listing of records· from which expired license 
o 

data is purged. ~ 

A record which has been loc:::ated' will be sutomat:f:cally suppressed ten days 
after the date~of location stored in the record. Those records- that have 
been suppressed will be purged at the time of the next file Tea1~gnment. 
Users will vot be notified when located records have been pllrged. 

1-3 
12 .... 5-82 



P4 

NCIC OPERATING MANUAL PART 1 

1. 5 Validations 

VEHICLE :FILE 
S~CTrON l~~INT~ODUCTrON 

Val'idation listings are prepared as of 0400 EST (or EDT} on the first Friday 
in January and July. Validation printouts or tqpe~ will f$.rst list all located 
vehicle records (MKE/LV, MKE/LP, and MKE/LPl follpwed by all other active 
vehicle records (MKE/EV, MKE/EF, and MKE/EP). Add-on vehicles and add-on 
parts will be listed following the ba~e record. Therefore, the location of an 
add-on record in the validation lis.ti:ng depends' on the status of the base 
record. All $.8. Program records that are listed on validation tapes and 
printouts will J)e flagged. The heading "$.8. ·Program Records" will appear at 
the beginning of all out-of-state records prepared on printouts. Those vali­
dations prepared on magnetic tape will have an additional byte containing the 
dollar sign ($) character added to the end of all records meeting the $.8. 
Program criteria. ;'~ 

1.6 Vehicle Message Field Codes and Edits 

Field 

Originating Agency 
Identifier 

License Plate Number 

License Plate State 

License Plate Year 
of Expiration 

License Plate Type 

Vehicl~ Identification 
Number 

Serial Number 

. Code 

MKE 

ORr 

LIC 

LIS 

LIY 

LIT 

VIN 

SER 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The 
first two characters must be alphabetics 
and must check with the line number for 
the state as assigned by the NCIC computer. 

Maximum of eight alphanumeric characters. 
Must not be characters UNK, UNKN, UNKNOWN. 
If VMA ia AERO, LIS ~s US, and LIT is PP 
or NP, the first character in the LIC 
Field must be the alphabetic "N". 

Must be two alphabetic characters. See the 
Code Manual for listing of valid codes. 

Must be current year) current year minus 
one, later than current year, or 00. 

Must be valid NCIC-assigned LIT code. See the 
Code Manual for valid codes. 

Single zero only, run of zerqs only, single 
alphabetic only, or all alphabetic only, 
indicating vehicle identification number is 
not known, cannot be used. For additional 
edits "on VIN Field, see part 1, Section 9. 

Maximum of 20 alphanumeric characters. 
Single zero only, run of zeros only, single 
alphabetic only, or run of alphabetics only 
cannot be used. 
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NCIC OPERATING MANUAL PART 1 
. VEHICLE FILE 

SECTIQN l--INTRODUCTION 

t- ( 
1.6 Vehicle Hessage }'i.eld Codes and Edits (Cont;Lnued) 

Field Code 

Vehicle Year VYR 

Vehicle Make VMA 

Brand Name 

(aircraft) 

(all-terrain vehicle, 
dune buggy, go-cart, 
golf cart, and 
snowmobile)" 

BRA 

Vehicle Moder:;, VMO 

(automobile) 

(~ssembled automobile} 

Edits 

Must be two numexic characters, no more 
tnan ·one year beyond the current: model 
year. Must ~ be 00. 

Minimum of two and maximum of four alpha-
'betic characters. If the VMO is other than 

TL, the VMAmust be a valid code listed in the 
Code 'Manual. If the VMO is TL, the VMA must 
not be characters ASM, ASMB, ASSE, MB, MC, MK, 
MP, MS, NA, TK, TL, UNK, UNKN, XX, XXX, XXXX, 
YY, YYY, YYYY, ZZ, ZZZ, or ZZZZ. If VST 
is lJ, 2J, 3J, MJ, lP, 2P, 3P, MP, BP, HP, 
or SA, the VMA must be AERO. 
If VST is EB, EN, or OP, the VMA must be 
ATV, SPEC, or SNOW. 

Ninimum of two and maximum of four alphabetic 
characters. Must be a valid code listed in 
the Code Manual. 

Must be alphabetic or numeric characters. 
Do not skip space(s), use hyphen(s), or 
symbo'l(s). The only valid two-character VMO 
codes for vehicles with VMAlAMER are AV, CE, 
FE, RA, 'RC, RR, and TK. The only valid 
two-character VMO codes for vehicles with 
VMA/CADI are AV, 60, 61, 62, and 75. The only 
valid two-character VMO'codes for vehicles 
with VMA/CHRY are AV and NY. The only valid 
two-character VMO codes for vehicles with 
VMA/FORD are AV, CE, FE, TK, and XL. The 
only valid two-character VMO codes for 
vehicles. with VMA/OLDS are AV, 88, and 98. 
The only valid two-character VMO codes for 
-vehicles with 'VMA/BUIC are AV and GS. The 
only yalid two-character VMO codes for 
vehicles with the VMA CHEV,DODG, PLYM, or 
~ONT are AV, CE, FE, and TK. The only 
,valid two-character VMO code for vehicles 
with the 'VMA/IMl?E, LINC, MERC, or RAMB 
is AV. v 
If the VMA is ASVE, the VMO must be AV 
or REP. 

1-5 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION l--INTRODUCTION 

1.6 Vehicle Message Field Codes and Edits (Continued) 

Field Code 

Vehicle Model (contld) VMO 
(construction equipment) 

(farm and garden equipment) 
(motorcycle) 

Category 

Vehicle Style 

Vehicle Color 

. Date of Theft 

Originating Agency 
Case Number 

Miscellaneous 

(snowmobile) 

(trailer) 

(truck) 

CAT 

VST 
(aunomobile) 

VCO 

DOT 

OCA 

MIS 

Edits 

If the VMA is COEQ, the VMO must be CEo 
If the VMA is FA&~, the VMO must be FE. 
If the MKE is EV, and the VST is MB, MC, 
MD, MK, MS, or MY, the VMO must be CYL. 
If the VMA is SNOW, the VMO must be SKT, 
SKW, TRA, TRW, or WHE. 
If the VMA is TRLR or HMDE, the VMO must 
be TL. If MKE is EVS , VMO must be TL if 
VIN is filled. -
If the VMA is TRUK, the VMO must be TK. 

Must be two characters and a valid NCIC­
assigned code. See the NCIC Code Manual, 
Part 8. 

Must be a valid NCIC-assigned VST code. 
If the VMA is BUIC, CADI, CHRY, IMPE, 
MERC, OLDS, or RAMB, only those automobile 
VST codes listed in the Code Manual are 
acceptable. If the VMA is AMER, CHEV, DODG, 
FORD, PLYM, or PONT, and the VMO is not TK, 
only those automobile VST codes listed in the 
Code Manual are acceptable. 

Must be a valid NCIC-assigned color code. 
If seven characters, the fourth must be 
a slash (f). 

Must be six numeric characters representing 
month/day/year in that order. The numbers 
in the month positions cannot exceed 12. The 
numbers in the day positions canno,t exceed the 
number of days in the month indicated. Cannot 
exceed date entered. 

Must not contain a single zero only, a run 
of zeros only, the word NONE, or the first 
seven characters of the ORI Field. 

If VMA is AERO, ATV, COEQ, CYCL, FARM, SNOW, 
SPEC, TRLR, or TRUK, the MIS must include 
the name of the manufacturer. When MKE is 
EP Qr EPS, the MIS must contain a description 
of the vehicle part. If a generic VMA/BRA 
code is used,the MIS must include the 
manufacturet" s name. 

1-64 
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SECTION l--INTRODUCTION 

PART 1 

1.6 Vehicle Message Field Codes and Edits (Continued) 

Field 

Owner-Applied Number 

Engine Power or 
Displacement 

Vehicle Ownership 
Data 

NCIC Number 

DAN 

EPD 

VOD 

NIC 

Edits 

Maximum of 20 ~lphanumeric characters. Single 
zero only, run of zeros only, single alpha­
betic only, or run of a1phabetics only cannot 
be used. The OAN cannot be identical to the 
VIN or SER. If the MKE is EF, the OAN must 
be blank. 

May be one to four numerics followed by one 
alphabetic. The alphabetic must be C, H, I, 
or L. This field can only be filled if the 
CAT is EN or OB. 

One alphabetic ~haracter (A, C, D, N, or S) 
'.' may be placed in a stolen vehicle record at 

time of entry only. Cannot be included in 
felony vehicle or stolen vehicle part entry. 

A self-checking number consisting of an 
alphabetic character ("V" in the Vehicle 
File) followed by nine numeric characters 
which is automatically assigned by the NCIC 
computer to each accepted record. Must have 
valid check digits when used to identify 
record in a subsequent transaction. 

1.7 Criteria for Rejecting Duplicate Record Entries 

If the VIN, VMA, and ORI Fields; the LIC, LIS, LIY, LIT, and ORI Fields; or 
the OAN, VMA, OCA, and ORI Fields of a stolen vehicle entry message or add-on 
vehicle message are the same as those field codes of an EV or (~\ EVS record 
already on file in. NCIC, the second entry will be rejected with··Jthe message 
"REJ ON FILE. II 

If the VIN, VMA and ORI Fields or the LIC, LIS, LIY, LIT, and ORI Fields of a 
felony vehicle entry message are the same as those field codes of a record 
already on file in NCIC, the second entry will be rejected with the message 
"REJ ON FILE". 

If the SER, BRA, CAT, and ORI Fields or the OAN, BRA, CAT, OCA, and ORI Fields 
of a vehicle part entry message or add-on"part entry message are the same as 
those field codes of an EP or EPS record already on file, the second record 
entry will be rejected. 

Whenever the message "REJ ON FILE" is received, the record on file will also 
be transmitted. 

A duplicate record will be accepted if the ORI in the second entry is 
different. In this case, the first entry will be furnished as a response to 
the second entry. 
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NCIC OPERATING MANUAL PART 1 

VEHICLE FILE 
SECTION 2--ENTRY 

2.1.1 Example of a Stolen Vehicle Ent~y 

EV.MD1012600.ABC123.MD.83.PC.2P4555P026483.75.PONT.CAT.SW.GRN.120182.2325. 

2.1.2 

2.1.3 

2.1.4 

CAMPER ATTACHED(EOT) 0 

Acknowledgment: 

MD1012600 
NIC/V000032699 LIC/ABC123 

Example of a Stolen Vehicle Entry wit.h an Owner-Applied Number '(OAN) 

EV.MD1012600.CBA321.MD.83.PC •• 81.ASVE.REP.CV.GRN.120l82.2425. REPLICA OF 1957 
FORD THUNDERBIRD.MD1234PGC567(EOT) 

Acknowledgment: 

MD1012600 
NIC/V000032543 OAN/MD1234PGC567 

Example of a Stolen Vehicle Entry with a VIN and an OAN 

EV.MD1012600 ••••• JD123456789T.75.DEER.FE.TF.GRN.120182.4456.AIR CON CAB-OFFSET 
WHLS.MD026SMC452016(EOT) 

Acknowledgment: 

NIC/V000032687 VIN/JD123456789T 

Example of a Felony' Vehicle Entry 

EF-F.MDI012600.ABC238.MD.82.PC •• 75.CHEV •••• 120182.2489.MAYBE BLK/DBL-BANK ROB 
2 WHITE MALES(EOT) 

Acknowledgment: 

MD1012600 
NIC/V000031115 LIC/ABC238 

2.1.5 Example of a Stolen Vehicle Part Entry with a Serial Number (SER) 

EP.MD1012600.1563229C.FORD.CT •• 120182.5445.TITLE FOR MUSTANG WITH VIN/ 
7F02Y009997 (EOT) 

Acknowledgment: 

MD1012600 
NIC/V366992767 SER/1563229C 

2.1.6 Example of a Stolen Vehicle P!rt Entry with an Owner-Applied Number (0'AN') ,; 

EP .MD1012600 Jj.MASS.BY .EF026452016 .120182 .1579 .MASSEY-FERGUESON HAY BALER(EOT) 
Ii " 

Acknowledgment: 

MD1012600 
NIC/V000033678 OAN/EF026452016 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

~--. . . SECTION 2--K'~TRY 

'~ l·J.J 2.1.7 Example of a Stolen Vehicle Part Entry with a SER and an OAN 

j 

j 
\ iJ 
t 
I 

2.2 

2.4 

2.5 

EP.MD1012600.1J6543H81.DEER.BH.SM2468387.120182.2345.JOHN DEERE HAY BALER(EOT) 

Acknowledgment: 

MD1012600 
NIC/V102030405 SER/1J6543H81 

Mandatory Fields for a Stolen Vehicle Entry 

In order to cause acceptance of a stolen vehicle entry in NCIC storage, the 
following fields are mandatory: message key (~); originating agency identi­
fier (ORI); vehicle year (VYR); vehicle make (VMA); vehicle style (VST); date 
of theft (DOT); originating ag~nC¥ case number COCA); and at least one 'of the 
following numeric identifiers: license plate number (in which case all license 
data fields must be filled, i.e., LIC, LIS, LIY, LIT); vehicle identification 
number (VIN); or owner-applied number (OAN). The NCIC computer will reject 
any entry that is missing a mandatory field olt that has not been ended with 
the end of transmission character (EOT). See Section 2.1 for entry examples. 

Mandatory Fields for a Felony Vehicle Entfj 

In order to cause acceptance of a felony vehicle entry in NCIC storage, the 
following fields are mandatory: mess.age key (MKE); originating agency 
identifier (ORI); vehicle make (VMA); date of theft (DOT); originating agency 
case number (OCA); and at least one of t~fo11owing numeric identifiers: 
license plate number (LIC} [additional license data, i.e., LIS, LIY, and LIT 
are not required in a felony vehicle entr~ but should be included if available] 
or .vehic1e identification number (VIN). The NCIC computer will reject any 
entry that is missing a mandatory field or that h~s not been ended with the 
end of transmission character (EOT). See Section)2.1.4 for a felony vehicle 
entry example. Ii 

Mandatory Fields far a Stolen Part Entry 

In order to cause acceptance of a felony vehicle entry in NCIC storage, the 
following fields are mandatory: message key (MKE); originating agency 
id~ntifier (ORI); brand (BRA); category (CAT); date of theft (DOT); originating 
agency case number (OCA); a brief description of the stolen part in the 
Miscellaneous (MIS) Field; and at least one of the following numeric identi­
fiers: serial number (SER) or own~r-app1ied number (OAN). The NCIC computer 
will reject any entry that is missing a mandatory field or that has not been 
ended with the end of transmission character (EOT). See Section 2.1 for entry 
examples. 

Additional Guidelines for Stolen Vehicle File Entries 

1. The agency entering the record must account for all fields in the Vehicle 
File--Record 11'ormat. If the data pertaining to a nonmandatory field is 
not known, place a period to indicate that the information is unknown and 
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NCIC OPERATING MANUAL :PART 1 

YERI.CLE ;JrILE. 
SECTION 2",,'"'ENTRY 

2.5 Additional Guidel;f;nes foX' S·tolen'Vehicle File Entries (Continued) 

1. ("Continued) 
proceed to the next :l!:teld. Ensure that all avai.lable data called for by the 
recot"d format is- entered when tfle original entry is made. Missing data 
obtained at a later ttme should be promptly added through the use of a 
"modify" message (l1KE/MV for a s·tolen -vehicle, MKE/MF for a felony vehicle, 
or MKE/MP for a stolen vehicle partl. 

2. A felony vehicle (a vehicle used in the connnission of a crime} may be 
entered in file using MKE/EF and only the license number or vehicle identi­
fication number and the other mandatory fields listed in Section 2.3. 
Although license plate state, license plate year of expiration, and license 
plate type are not required for entry, they should be included if available 
since the license plate numb.er may Be valid in several states. Partial 
license plate numbers must not be entered. The Date of Theft Field should 
contain the date of the felony. 

3. For NCIC purposes, an assembled vehicle is one which is homemade or is 
rebuilt using components from different vehicles, or is made from kits 
provided by a manufacturer for specialty cars and replicas. There are 
four ways to enter these vehicles in NCIC, depending on how the vehicle 
was assembled. 

(a) 

(1)) 

When a vehicle is homemade and does not have a manufacturer's assigned 
vehicle identification number (VIN) , the ~ehicle Make (VMA) Field 
code ASVE is used. When the code ASVE is used, the Vehicle Model 

Ii 
(VMO) Field must contain the code AV or REP. If a state issues or 
assigns a unique VIN to this type of vehicle, enter the state-assigned 
VIN in the Owner-Applied Number (OAN) Field. If the car is a replica, 
then the words "REPLICA OF (year, make and model replicated)" should 
appear in the Miscellaneous (}ITS) Field. Those st~tes that do not have 
an OAN Field should put the state-assigned VIN in t'(1e V;IN Field and 
place "SVIN" as the first item in the MIS Field followed by "REPLICA OF 
(year, make and model replicated)". 

When a manufacturer'D VIN is present but no longer conforms with the 
rebuilt vehicle, the vehicle should be entered under its major make 
code, e.g., AMER, CREV, FORD, etc., with the code AV in the 'VMO Field. 
An example would be a salvaged :Pontiac Bonneville rebuilt using the 
VIN of a Pontiac Catalina. 

(c) A rebuilt vehicle bearing its o:[,iginal -YIN plate should be entered 
using the appropr~?te VMA and VMQ codes. For example, a rebuilt 
Chevrolet Impala would be entered with VMA/CHEV and Y.MO/IMr. 

(d) If the vehicle is assembled using'~~anufacturer's kit and tQe manu­
facturer's name is not displayed on the kit or assembled vehicle no 
VMA code will be assigned by NClC and entry should be as follows: 
VYR/year assembled, VMA/ASVE, VMO/AV or REP, OAN/number under which 
titled. If the car is a replica, then the words "REPLICA OF (year, 
make, and model replicated)" should appear in the MIS Field. Those 
states that do not have an OAN Field should enter the. number under 

\" 
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NCIC OPERATING MANUAL 
VEHICLE FlLE 

SECTION 2-,..ENTRY 

PART 1 

) 2.5 Addit~onal GUi:~lilies for Stolen Vehicle File Entries (Continued) 

3. Continue 

2.6 

2.7 

) 

-Cd) (Continued) 
which the vehicle is titled in the '\TIN 'Field and "SVIN" as the first 
item in the MIS Field. If the manufacturer's name is displayed on the 
kit, upon request a VMA will be as·s·:f:gned and entry should be as 
follows:/, VYR/year assembled, VMA/NCIC-assigned VHA code, 1lMO/AV or 
REP, OAN/number which titled. If the car is a replica, then the 
words "REPLICA OF (year, make, and model replicated)" should appear 
in the MIS Field. Those states that do not have an OAN Field should 
enter the number under whcih the vehicle is titled in the VIN Field 
and "SVIN" as the first item in the MIS Field. 

4. For training and administrative purposes, agencies may eIlter test records 
into NCIC. The teet record must contain 1) the letters "TEST" as the first 
four characters of the OCA Field; 2) the words "TEST RECORD" in the MIS 
Field; 3) only fictitious numbers; and 4) the LIS Field code must reflect 
only that of the entering agency as using the LIS Code for another state 
will generate an unnecessary $.8. message. 

Stolen Vehicle Entries and the $.8. Program 

An agency entering a vehicle registered in another state must advise the NCIC 
control terminal in the state of registry about such an entry if the state of 
registry is not a $.8. Program participant. Participants in the $.8. Program 
are all Canadian agencies and all states except the following: 

Hawaii South Dakota 
Idaho Wyoming 

License Plate Number (LIC) in the Stolen Vehicle Ent!! 

1. The LIC Field may have a maximum of eight characters entered without 
hyphens, spaces, and symbols. Partial license plate numbers must not be 
entered. 

Only license plate numbers that are all alphabetic, all numeric, or a 
combination thereof, may be entered. The only exception is license plate 
numbers that contain a symbol, including the hyphen, which may be entered 
only ~hen the symbol is used to separate two elements of the number or 
when the symbol is used as a decoration. 

Fo;r example, some states' issue license plates that consist of a county 
del~ignator (first element), a symbol used as a separator, and a sequential 
number (second element). Symbols that are used to separate two elements 
of a license plate number should be considered as a hyphen, and the 
complete license plate number, properly hyphenated, must be shown in the 
Miscellaneous Field. 

Entry is prohibited if a state issues one type of plate (bus, passenger 
car, or truck, etc.) with duplicate alphabetic and/or numeric characters 
and different symbols as separators to cause the license plate numbers to 
be unique, for example, truck license plate numbers 45-1234 and 45*1234. 
These license plates are not acceptable since all symbols must be shown 
as hyphens in the MIS Field. 
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SECTION 2--ENTRY 

2.7 License Plate Number (LIC) in the Stolen Vehicle Entry (Continued) 

L (Continued) 
Entry is prohibited for any license plate number that contains a symbol 
used as a substantive part of the plate number but not used as a separator 
between two elements (county designator and sequential number) of the 
plate number. For example, the license plate number *123 cannot be 
entered since the asterisk is not used as a separator. 

Users should be aware that some states issue license plates that contain 
a symbol between characters of the number that is merely a decoration; for 
example, Pennsylvania automobile license plates have a keystone in the 
middle of the number and Utah automobile license plates have a beehive in 
the middle of the number. License plates with symbols used as decorations 
may be entered disregarding the symbol. 

When entering a record for a vehicle registered in another state and it is 
not known whether a symbol on the license plate is part of the plate number, 
a decoration, or a separator, contact the control terminal in the state 
that issued the license plate. 

Where one character appears over another, enter the top character first, 
immediately followed by the bottom character, that is, ! enter as AB. 

B 

2. If the license plate number exceeds eight characters, enter only the last 
eight characters in the LIC Field. The full plate number must then be 
shown in the MIS Field. 

3. U. S. Military Vehicles - These vehicles are externally identifiable by an 
a.lphabetic/mnneric registration number displayed on the vehicle. This 
number is to be used as the license plate number when no license plate is 
displayed. 

4 •• 

5. 

6. 

Civilian Aiicraft - Enter the aircraft's registration number including all 
alphabetic and numeric characters. The registration number usually appears 
on each side of the rear section of the fuselage or on the vertical fin 
(vertical part of tail assembly) of civilian aircraft. The registration 
number of aircraft registered in the United States is commonly referred 
to as the "N" number since the alphabetic "N" must be the first character 
in all u.S. issued registration numbers. Registration numbers of foreign 
civilian aircraft may consist oi,all alphabetics. For example, CF-TVU 
denotes civil aircraft of Canadian registry. 

Military Aircraft - U.S. Military aircraft registration numbers usually 
appear on the vertical fin of the tail assembly. Verify with the military 
representative reporting the theft the correct number to be used as the 
registration numbe~ of any military aircraft being entered. (Squadron, 
group or military type designators such as VF-142, F-lllA, etc., should 
be entered in the MIS Field.) 

All-Terrain Vehicles and Snowmobiles - Enter the license plate or regis­
tration number. A registration number should be entered only in instances 
where the required place of display provides identification of the 
snowmobile or all-terrain vehicle when viewed from the outside. 
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PART 1 

~' 2.8 License Plate State (LIS) in the Stolen Vehicle Entry 

The appropriate code for the state, territotial possession, province, or 
country that issued the license plate must be used in the License Plate State 
(LIS) Field of the Stolen Vehicle entry. The codes listed in the NCIC Code 
Manual are the onl¥_codes approved for use in the LIS Field. 

Military Vehicles and Other U. S.Government Vehicles - Enter the code US for 
the license state of U. S. Military vehicles and vehicles with plates dis­
playing the inscription "U. S. GDvernment." 

Aircraft - For United States aircraft enter the code US in the LIS Field. 
For foreigi aircraft enter the appropriate code from the country code listing 
in the NCIC Code Manual. 

2.9 License Plate Year of Expiration (LIY) in the Stolen Vehicle Entry 

In the LIY Field enter the last two digits of the highest year in which the 
license plate is valid as indicated on the license plate via sticker or 
embossed numbers or as ind~cated on a windshield sticker. Grace periods or 
extensions are not to be considered when determining the LIY. Therefore, the 
LIY may be the current year, current year minus one, or later than the current 
year. Nonexpiring license plates are entered by using LIY/OO. License 
plates that are expired beyond one year should not be entered in a vehicle 
record. 

In the absence of a license plate sticker, windshield sticker, or embossed 
numbers on the plate~ enter the last two digits of the highest year in which 
the license plate is valid as indicated on the registration document. 

Indicate a nonexpiring license plate by entering two zeros (00) when all of 
the following conditions exist: 

1. No year sticker is on the plate or windshield. 

2. No year is embossed on the plate. 

3. The plate number is never reissued. 

4. The registration supporting the plate indicates no expiration. 

For ~xample, U.S. Government, U.S. Military, and some state, county and 
municipal vehicle plates are nonexpiring. 

In those instances where there is no license plate and the registration 
number is permanently affixed to the vehicle and does not indicate a year 
of expiration (e.g., registration number painted on an airplane or affixed 
by a decal), enter the last two digits of the highest year that the 
registration number is valid as indicated on the registration document for 
that vehicle. Note: Civilian aircraft registered ill the 'United States by 
th~ Federal Aviation Administration are issued registration .certificates 
th.:,.t are permanent and must be entered in NCIC with the LIY100. 

o 
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2.10 License plate Type (LIT) in the Stolen Vehicle Entry 

PART 1 

For NCIC purposes motor vehicle license plate types are classified as (1) 
regular pas'seng~r car plates and e2l special plates. Only codes as set out 
in the NCIC Code Manual are acceptable for entry in the LIT Field. 

2.11.1 Vehicle Identification Number (VIN) in the Stolen Vehicle Entry 

Place the complete serial number of the vehicle in the VINFie1d. Those 
users unable to enter 17-character VINs should enter the r~ghtmost 1S or 16 
characters in the VIN Field and ,.include the full 17-character VIN in the 
Miscellaneous Field. The NCIC YIN search program will continue to s~arch 
the 15 characters. If the VIN entry or modification for a 1981 or later 
model vehicle listed is composed of 15 or 16 characters, the edits for 
positions two or three (whichever is appropriate) throug~ seventeen will 
apply. Refer to Part 1, Section 9, for further instructions concerning VINs. 

If the VIN contains more than the maximum 20 characters, the last 20 must 
be entered in the VIN Field. The complete VIN must be listed in the MIS 
Field. 

Stolen automobiles that have been assigned a unique serial number by a state 
agency should enter the state-assigned VIN i~ the Owner-Applied Number (OAN) 
Field. Those states that do not have an OAN Field should enter the state­
assigned VIN in the VIN Field and place "SVIN" as the first item in the 
M1scellaneous Field. 

2.11.2 1970 through 1980 Ford! Lincoln, and MerCury VINs 

As illustrated in the 1970 through 1980 Natiori ... 1l Automooile Theft Bureau's 
Vehicle Identification Manuals, the VIN plate which is affixeq to Ford., 
Lincoln, and Mercury automobiles has one script letter "F" preceding and 
following the II-character alphabetic and numeric VIN. The VIN numb~r of 
some 1977 Ford Mustang, Ford Pinto, and Mercury Bobcat models is preceded 
and followed by two script letters "fll. These sCTipt letters "f" aTe not part 
of the VIN and should not b~ used in any NCIC transaction. 

2.11.3 Motorcycle VINs 

Except for pre-1970 Harley-Davidson motorcy~les (for which the engine number 
is used) the complete frame serial numoer of a motorcycle should be entered 
as the motorcycle's VIN. The majority of motorcycle manufacturers include 
in the frame number the model designator followed by a sequential pro~uction 
numWer. Manufacturers have a specific nllltlber of digits in their production 
numbers and use the same group of sequential p;'Z,oduction numbers for each 
model. Therefore, the oniy way a motorcy~].e in an NCIC record can be posi­
tively identified is to include the model designator, which is an integral 
part of the VIN, along with the sequential production number. 
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In the past NCIC participants have used patent numbers fer motorcycle VINs. 
Patent numbers are not unique and do not produce valid "HITS." 

To aid in valid identification, Doth the frame serial number and the engine 
serial number must appear in the stolen motQrcyc1e record. Therefore, the 
frame serial number must be entered in the VIN Field and the engine serial 
number must be entered in the MIS' Field. ' On some makes the frame and engine 
serial numbers will be the same. In these instances enter the same number 
in both the VIN and MIS Fields. 

Other available descriptive data, such as the manufacturer's model number 
and/or name, cubic centimeters, accessories, etc., should be entered in the 
MIS Field since this additional information assists in making a positive 
identific~tion. This data should be entered in ordinary and easily Teadab1e 
abbreviated language. 

Serial Numbers (,SER) in Stolen Vehicle Part Entries 

When entering a stolen vehicle paT.t, the serial number of the part must be 
entered in the SER Field. For example, if an en~ry is for a stolen certificate 
of title, the title number should Be entered in~~e SER Field •. If the part 
is a nonmotorized forklift, the serial number should be entered in the SER 
Field. Tt~ vehicle identification number of a vehicle may be entered in the 

I ii SER Field only when the stolen part is a VIN pate. !:, 

2.13 Vehicle Year (VYR) in the Stolen Vehicle Entry 

The VYR must be two numeric characters, representing the production (model) 
year during which the vehicle was manufactured, for example, 75 for 1975, 
70 for 1970. If the year of manufacture is unknown, the entering agency 
may get this information through a motor vehicle registry check. In instances 
where a vehicle is not registere~ and the year of manufacture is unknown, 
such as for a minibike, snowmobile or assembled or homemade vehicle; the 
vehicle year should be estimated and the wording "VYR/ES'rIMATED" should be 

~, placed in the Miscellaneous Field. 

2.l~ Vehicle Make (VMA) in the Stolen Vehicle Entry 

The vehicle make code is composed of a minimum of two and a maximum of four 
alphabetic characters. 

/-, 

Auto~obile VMA codes are listed in Part 8 of the NCIC Code Manual. If ~n 
automobile make is not listed on these pages, the automobile should not be 
entered in NCIC until the FBI NCIC staff has been contacted for assignment 
of a valid code. 

Every assembledautomqbi1e that does not have a manufacturer's assigned 'VI~ 
must be coded'ASVE. An assemBled automobile is one which is homemade or is 
rebuilt u:;sing components from dif~erent vehicles or from kits provided by a 
manufacturer for specialty cars and replicas. See Part 1, Section 2.5, for 
further information. 
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PART 1 

Manufacturer-assembled replica cars and kits will be assigned a uniqueVMA 
code, providing the name of the manufacturer is displayed on the vehicle or 
kit. Users should enter these vehicles as fallows: VYR/year assembled 
VMA/NCIC assigned VMA code, VMO/REP, "'MIS/"REPLICA OF (year, make, and m~de1 
replicated)", OAN/number under which titled. If an entry must be made prior 
to. NCIC assigning a VMA cade, the code ASVE must be entered in the VMA Field 
and the complete manufacturer's name must be included in the MIS Field. If 
the manufacturer's name is not displayed on the vehicle or kit, no VMA will be 
assigned and entry must be as follows: VYR/year assembled VMA/ASVE VMO/REP ,II ' , , 
MIS, REPLICA OF (year, make, and model replicated)"., OAN/number under which 
titled. In either of the examples set out abave, those states which do nat 
have an OAN Field should enter the number under which the vehicle is titled 
in the VIN Field and place "SVIN" as the first item in the MIS Field. 

Every aircraft make must be coded AERO. 

Every all-terrain vehicle make must be coded ATV. An ATV is a vehicle that 
daes not fit in any other NCIC category and is designed to. be driven over 
rough, difficult terrain including snow', sand, mud, racks, etc. Although 
an ATV may be used far bath recreatiana1 and work-related purposes, items 
such as bu11dazers are cansidered constructian equipment and should be coded 
as such. Users must include the manufacturer's name and a brief descriptian 
of the vehicle as the first items in the "'MIS Field, e.g., CUSHMAN-TRAC¥:STER, 
ARGO 8 WHEELS, and SPERRY RAND - TRICART/6 WHEELS. Three-wheel motorcycles 
that are not street legal shau1dbe entered as ATVS, and those three-wheel 
motorcycles that are street legal should be,entered as motarcyc1es with the 
notatian "3W-MOTORCYCLE" in the "'MIS Field. ~A homemade ATV must be entered with 
the word "HOMEMADE" as the first item in the MIS Field followed by a brief 
descriptian of the v~hic1e. '\ 

. ' 

Construction equipment VMA codes are listed in Part 8 of the NCIC Code Manual. 
If a constructian equipment make is nat listed on these pages, the code COEQ 
must be entered in the VMA Field. Enter the make of the construction equipment 
as the first item in the MIS Field. 

Every dune buggy make must be coded SPEC. 

Farm and garden equipment VMA cades are listed in Part 8 of the NCIC Code 
Manual. If a farm or garden equipment make is not listed, the code FARM must 
be entered in the VMA Field. Enter the make of the farm ar garden equipment 
as the first item in the MIS Field. 

Every go-cart make must be coded SPEC. 

Every golf cart make mustOe coded SPEC. 

Motorcycle VMA codes are listed in Part 8 of the NCIC Code Manual. If a 
motorcycle make is not listed, the cade CYCL must be entered in the VMA Field. 
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Vehicle Make (YMA) in the Sta1en Vehicle Entry (Continued) 

Enter the make af the motarcyc1e as the first item in the MIS Field. If a 
motorcycle is homemade, the code HOMD must be entered in the VMA Field. A 
homemade matorcyc1e is a motarcyc1e built from commercial, homemade, ar 
altered parts that are persana1ized ar customized. If a matorcyc1e is recan­
structed, the code REeO must be entered in the VMA Field. A reconstructed 
motarcyc1e is a matorcyc1e that is assembled from parts of variaus similar 
vehicles and the parts are not altered or customized. Those three-wheel 
motorcycles that are street legal should be entered as motorcycles with the 
notaticin :'3W-MOTOR-CYCLE" in the MIS Field. Three-wheel motorcycles that are 
nat street legal are cansidered ATVs and should be entered as such. 

Eve:sy snowmabi1e make must be coded SNOW. 

Trailer VMA codes are listed in Part 8 af the NCIC Cade Manual. If a trailer 
make i~, nat listed, the code TRLRmust be entered in the VMA Field. Enter the 
make of the trailer as the first item in the MIS Field. If a trailer is 
hamemade, the cade HMDE must be entered in the VMA :B'ie1d. A hamemade trailer 
is a trailer built fram commercial, homemade, or altered. parts that are 
persana1ized ar custamized. If a trailer is recanstructed, the co. de RCON 
must be entered in the VMA Field. A reconstructed trailer is ane that is 
assembled from parts af variaus similar vehicles and the parts are not 
altered or customized. 

Truck VMA codes are listed in Part 8 of the NCIC Code Manual. If a truck 
(including bus, matarized home, etc.) make is not listed, the code TRUK must 
be entered in the VMA Field.' Enter the make af the truck as the first item 
in the MIS Field. A reconstructed matar hame must be en.tered with the code 
.~ in the VMA Field. A reconstructed mator home is ane that is assembled 
from parts af variaus similar vehicles and the parts are not altered or 
custamized • 

Brand (BRA) Field in the StoJ,en Vehicle Part Entry 

The brand cade is "campased of a minimum of twa and a maximum of four alphabetic 
characters. 

" 
All valid brand codes are listed in Part 8 af the NCIC Code Manual with the VMA 
cades. If the brand name for a vehicle part is not listed, the part should not 
be entered in NCIC until the FBI NCIC Staff has been contacted far assignment 
of a valid code. 

For entry af a vehicle part record far a stalen certif{:cate of arigin (CTO) or 
certificate of title (CTT), use the BRA code for the manufacturer of the vehicle 
'which is identified an the certificate. Far entry of a stolen blank CTO or CTT 
with a preassigned serial number, use the BRA cade CERF. Fo,r entry af a stolen 
VIN plate, engine, ar transmission, us~'~he BRA cade for th~ make of the vehicle 
from which the part was stolen, e. g., FORD, CHEV PLYM, etc. The same is true 
far any part entry for canst~uction and/or farm and garden equipment such as 
a bucket/ scoap ar harraw. These would be entered using the BRA code for ., 
manufacturer 0; the equipment from which the part was stolen, e.g., DEER or 
MASS. 1-21 ; 
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SECTION 2--ENTRY 

2.15 Brand (JjRA) Field in the Stolen Vehicle Part Entry (Continued) 

PART 1 

The BRA codes ENGN (engine) and TRMN (transmission) should be used for entry 
of stolen engines and transmissions manufactured by companies other than 
vehicle manufacturers. When the codes ENGN and TRMN are bsed in vehicle 
part records, the complete brand name must be entered in the MIS Field •. 

2.16 Vehicle Model (VMO) in the Stolen Vehicle Entry 

The appropriate code for the automobile, assembled automobile aircraft all­
terrain vehicle, construction equipment, farm and garden equi~ent, dun; 
buggy, go-cart, golf cart, motorcycle, snowmob~t1e, trailer, or truck must be 
used in the VMO Field of a stolen vehicle ent·ry. The codes listed in Part 8 
of the NCIC Code Manual are the only codes approved for use in the VMO Field. 

2.17 Category (CAT) in the Stolen Vehicle Part Entry 

A valid two-character category code must be entered in the CAT Field of a 
stolen vehicle part entry. Valid codes are listed in Part 8 of the NCIC 
Code Manual. 

2.18 Vehicle Style (VST) in the Stolen Vehicle· Entry. 

The appropriate code for the automobile, aircraft, all-terrain vehicle, 
construction equipment, dune buggy, farm and gardr~ equipment, go-cart, 
golf cart, motorcycle, snowmobile, trailer, or truck EUSt be used in the VST 
Field of the stolen vehicle entry. The codes listed in Part 8 of the NCIC 
Code Manual are the only codes a,.',proved for use in the VST Field. 

2.19 Vehicle Color (VCO) in the Stolen Vehicle Entry 

The vehicle color code entered in the VCO Field of a stolen vehicle entry 
must be a valid code from those listed in Part 8 of the NCIC Code Manual. 

When describing a vehicle of two colors, the order of the listing should be 
from top to bottom or front to rear, ,for example, VCO/RED/WHI. 

When describing a vehicle of more than two colors, enter the code for multi­
colored in the VCO Field and list the actual colors in the MIS Field, for 
example, VCO/MUL/COL and MIS/VCO/RED/WHI/BLU, MIS/VCO/RAINBOW COLORS or 
MIS/VCO/SEASHORE SCENE. ' 

2.20 Miscellaneous (MIS) Field 

1. License plate numbers exceeding 8 characters must be shown completely in 
the MIS Field. The last 8 characters of the plate number must be entered 
in the LIC Field. 

In those states where the· deletion of a hyphen or symbol in a license plate 
number may cause an invalid match of license plate numbers, the plate 
number, properly hyphenated, mustoe shown in the MIS Field. An example 
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PART 1 

~) 2 .. 20 Miscellaneous (MIS) Field (Continued) 
.?' 

\;.1 

o 

1. (Continued) 
is plate number 1-1568 which would be matched with plate number 11-568, if 
it is in the computer. License plate numbers containing a symbol may be 
entered only if the symbol is used to separate two elements of the plate 
number or:lf the symbol is used as a decoration. When a symbol is used 
as a separator, the number should be entered in the MIS Field with a hyphen 
indicating the position of the symbol. When a symbol is used as a deco­
ration, the number should be entered only in the LIC Field disregarding 
the symbol. 

2. Vehicle identification numbers (VINs) exceeding 20 characters must be shown' 
completely in the MIS Field. The last 20 characters must be entered in the 
VIN Field. 

3. For an aircraft, all-terrain vehicle, dune buggy, go-cart, golf cart, or 
snowmobile entry, the manufacturer's complete name must be entered in the 
MIS Field. Also, include the model number and/or model name* when 
available. If the vehicle is homemade, include "VMA/HOMEMADE" in MIS 
Field. 

4. If a construction~~"i-aipment entry contains the code COEQ in the VMA Field, 
the manufacturer's complete name must be entered in the MIS Field. Addi­
tional descriptive information which might aid in identifying the partic­
ular stolen construction equipment should be entered in easily readable 
abbreviated language. 

5. If a farm or garden equipmen.t entry contains the code FARM in the VMA 
Field, the manufacturer's complete name mlfst be entered in the MIS Field. 

6. If a motorcy~le entry contains the code CYCL in the VMA Field, the manu­
facturer's complete name must be entered in the MIS Field. Three-wheel 
motorcycles that are street legal should be entered as motorcycles with 
the I',otation "3W-MOTORCYCLE" in the MIS Field. Three-wheel motorcycles 
that ~'tie not street legal are considered ATVs and should be entered as 
such. ',The engine serial number is also entered in the MIS Field. 
Additid,rtal descriptive information which might aid in identifying the 
particular stolen motorcycle should be entered in easily readable abbre­
viated language. 

7. 

8. 

If a trailer entry contains the code TRLR in the VMA Field, the ~anu­
facturer's complete name must be entered in the MIS Field. Also include 
any unique marking(s) or point(s) of identification in the MIS Field. 

If a stolen truck (including bus, motorize;d home, etc.) entry contains the 
'code TRUK in the v'M.\ Field, the manufactu~cer' s complete name must be 
entered i"in the MIS Field. 

*Usually the Bill of Sale will have this information. 
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2.20 Miscellaneous (MIS) Field (Continued) 

PART 1 

, 9. With regard to a felony vehicle entry, a brief description of the felony 
should appear in the MIS Field. 

10. If a stolen vehicle part entry contains either the code ENGN or TRMN in 
the BRA Field, the manufacturer's complete name must be entered in the 
MIS Field. A brief description of the part must also appear in the ~S 
Fie~d as shown in the examples' below': 

CAR RECOVERED VIN PLATE MISSING 
ONLY VIN PLATE STOLEN 
POWERGLIDE AUTOMATIC TRANSMISSION 
6 CYL TRUCK ENGINE MISSING 
CERTIFICATE OF TITLE STOLEN 

11. In instances where a vehicle is not registered and the vehicle year (VYR) 
is unknown, such as for a minibike, snowmobile, or assembled or homemade 
vehicle, the VYR should be estimated and the wording "VYR/ESTIMATED" 
should be placed in the Miscellaneous Field. 

12. In a case in which the ORI believes that notification each time its record 
is "hit" will provide investigative leads, regardless of whether the 
location of the property is known, the entering agency should place the 
code NOAH (Notify ORI of All Hits) in the MIS Field. 

13. When a locate message is transmitted for a Vehicle File ~ecord, the date 
of recovery, recovering agency's ORT, and recovering agency's case number 
replace the Miscellaneous Field data in the record. 

2.21. Owner-Applied Number (OAN) in a Stolen Vehicle Part or Stolen Vehicle Entry 

The OAN Field is a 20 character searchable field. If the record entry also 
contains an SER or VIN, the SER or VIN cannot be the same as the oAN. 

In a stolen vehicle record, the OAN Field should be used to enter a state­
assigned VIN, leaving the VIN Field blank. 

Another use of the OAN Field is when the stolen vehicle or stolen part has 
a unique identification number which has been assigned in connection with a 
theft prevention program. In such a case, the OAN may be entered as the only 
numeric identifi2r or in addition to an SER or VIN. An owner-applied number 
is not permitted in a felony vehicle (~F) entry. 

2.22 Engine Pow'er or Displacement {EPD) in a Stolen Vehicle Part Entry 

The EPD Field may only be used for vehicle part entries when the Category (CAT) 
Field code is EN (engine) or OB (outboard motor). The EPD Field is used to 
describe the size of the engine or motor, e.g., 750C for 750 cubic centimeters. 
Other units of measure are cubic inches~·I, liters-L, and horsepower-H. 
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2.23 Vehicle Ownership Data (VOD) in the Stolen Vehicle Entry 

PART 1 

The VOD Field is a one-character field reserved to show National Automobile 
Theft Bureau (NATB) interest in a stolen vehicle entry. A law enforcem~nt 
agency may upon receiving authorization from the National Automobile Theft 
Bureau fill the VOD Field with the appropriate one-character alphabetic code 
(A, C, D, N, or S) when making an EV. If a law enforcement agency does not 
receive authorization to fill this field at the time of entry, only the 
National Automobile Theft Bureau (NATB) may later fill this field by using 
a modify message. The alphabetic characters A, C, D, N, and S, which represent 
NATB Division locations in the United States, will be translated in stolen 
vehicle positive responses as follows: 

A - GANATBAOO INTEREST 
C - ILNATBCOO INTEREST 
D - TXNATBDOO INTEREST 
N - NYNATBNOO INTEREST 
S - CANATBSOO INTEREST 

(Atlanta, Georgia) 
(Chicago, Illinois) 
(Dallas, Texas) 
(New York, New York) 
(San Francisco, California) 

A felony vehicle record entry (EF) or a stolen vehicle part record entry (EP) 
must not include vehicle ownership data as this will cause the entry to be 
rejected. 
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3.1 What Agency May Use a Modification Message 

PART 1 

Mod.ification of a record is restricted to the agency that entered the record. 
A modifieation message is used to add, delete, or change data in an active 
vehicle record. A vehicle record cannot be ~odified if the record is in a 
located status (MKE/LOCATED VEHICLE). 

1 
3.2 Examples of a Stolen Vehicle Record Modification 

MV .MD1012600 .NIC/V000032699. OCA/ 2325 .VMO/BON. VCO/B'l,"O (EOT) 

Acknowledgment: 

MD1012600 
MODIFY NIC/V000032699 

The above modification example contains: ~essage key eMV), originating agency 
identifier (MD1012600), two record identifiers CNrC/V000032699 and OCA/2325), 
the fields beingimodified and the modifications (YMO/BON, VCO/BRO), and end of 
transmission cha':Cacter (EOT). 

MV.MD1012600.NIC/V126431001.0CA/2501.LrC/.LIs/.LIY/.LIT/.~OT) 

Acknowledgment: 

MD1012600 
MODIFY.NIC/V126431001 

The above example shows how to ~odify a vehicle record to delete only license 
plate information. 

3.3 Modification Message Key Codes 

The appro.priate message key code must be used to modify a stolen vehicle record. 
Use the message key code "MV" to modify a stolen vehicle record, use the message 
key code "MF" to mpdify 8. felony vehicle record, and use. the message key code 
liMP" to modify a stolen vehicle part record. 

3.4 Identification of the Record to Be Modified 

Record to be modified must be identified by two numbers. The first identifier 
must be one of the following: Ncrc numller, license vlate number serial number 
or vehicle identification number. The second identifier must a1~ays be the ' 
origi~ating agency case n~ber. ~ach identifier must be preceded by its message 
field code. In the above examples, the two identifiers are the NCIC number and 
originating agency case number. 
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PARr 1 

) 4.1 When to Use a Cancellation Message 

) 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is used when the entering agency determines that the 
record is invalid, for example, a record that resulted from a fictitious or 
false theft report. Any add-on vehicle or add-on part appended to a base 
vehicle record will be canceled when the base record is canceled. If the add­
on vehicle or part has not been recovered, a record(s) must be reentered for the 
unrecovered vehicle or part. 

4.2 Example of a Stolen Vehicle Record Cancellation 

4.3 

XV.MD1012600.NIC/V000032699.0CA/2325.l20582(EOT) 

Acknowledgment: 

MDlOl2600 
CANCEL NIC/V000032699 

The above cancellation example contains: message key (XV), originating agency 
identifier (MDI0l2600), two record identifiers (NIC/V000032699 and OCA/2325), 
date of cancellation (120582), and end of transmission character (EOT). 

Cancellation Message Key Codes 

The appropriate message key code must be used to cancel a stolen vehicle record. 
Use the message key "XV" to cancel a stolen vehicle record,. use the message key 

. h k d "xp" t IIXF" to cancel a felony vehicle record, and use t e message ey co e 0 

cancel a stolen vehicle part record. 

4.4 Identification of Record to.Be Canceled 

Record to be canceled must be identified by two numbers. The first identifier 
must be one of the following: NCIC number, license plate number, serial number, 
or vehicle identification number. The second identifier must always be the 
originating agency c~se number. Each identifier must be preceded by its message 
field code. The cancellation date (which must be the current date) must follow 
the two record identifiers. 
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PART 1 

5.1 Example of an Inquiry with Negative and Positive Stolen Vehicle Record Responses 
t 

~ 
~\l 

II i 
l 
i II 
\1 
~ 
; 

~ 

An inquiry using the message key code "QV" will automatically search the Vehicle, '~"'.t) 
License Plate, Wanted Person, Missing Person and Canadian Warrant,Fi1es. i 

5.2 

5.3 

QV.WA1230000.LIC/ABC123.LIS/MD.VIN/2P4555P026483.VMA/PONT(EOT) 

Negative response: 

WAl230000 
NO RECORD LIC/ ABC123 LIS/MD 
NO RECORD VIN-SER-OAN/ 2P4555P026483 

The above inquiry example contains: message key (QV), originating agency 
identifier (WAl230000), license plate number (LIC/ABC123), license plate state 
(LIS/MD), vehicle identification number (VIN!2P4555P026483), vehicle make 
(VMA/PONT), and end of transmission character (EOT). 

Positive response: 

WAl230000 
MKE/STOLEN VEHICLE 
ORI/MD1012600 LIC/ ABC123 LIS/MD LIY/82 LIT/PC VIN/ 2P4555P026483 
VYR/75 VMA/PONT VMO/BON VST/SW VCO/BRO OAN/ 1234567891234 DOT/120182 
OCA/ 2325 
MIS/LEFT REAR FENDER DENTED 
GANATBAOO INTEREST 
NIC/V000032699 
ORI IS ANY CITY PD MD 
IMMED CONFIRM RECORD WITH ORI 

It is essential that all identifying data :i::n positive responses be compared 
with the suspect vehicle before further action is taken. 
Requirements for Inquiry of the Vehicle File 

Inquiries can be made using the following,: LIC; VIN; OAN; LIC and VIN; LIC and 
OAN; OAN and VIN; LIC, OAN, and VINj and NI'C only, if available. Each identifier 
must be preceded by its message field code. Howev.er, when making an inquiry 
using the OAN (or SER for a stolen part inquiry) the message field code VIN 
must be used. Three numbers may be included after VIN/, i.e., VIN, OAN, and 
SER. Each ~umber must be separated by a comma. An inquiry of this type will 
search the VIN, SER, and OAN Fields of all Vehicle File records, including 
vehicle parts, as well as the VIN Field of all missing person and wanted person 
records. The LIS and VMA is not required for a vehicle inquiry but should be 
included. Using the LIS will limit the search. 
Requirements for Inquiry of Stolen Parts in the Vehicle File 

In a stolen vehicle part inquiry, the complete stolen part serial number must 
be entered in the Vehicle Identification Number (VIN) Field. For example: 

\ \ 

\\~QV. lo1A1230000. VMA/FORD. VIN/1563229C (EOT) 

This inquiry wo}(:1d retrieve the sample stolen vehicle part entry ShOWll in 
Section 2.1.5.(/ 
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SECTION 5--INQUIRY 

5.4 Additional Guidelines for Inquiries of the Vehicle File 

PART 1 

Since most stolen vehicles entered in Ncrc contain complete VINe, an inquiry 
using a partial VIN will probably result in a "NO RECORD" -respons'e. There­
fore, when only a partial ~IN is available, Ncrc inquiries should be made not 
only on the partial VIN, but also, on all possibilities of a complete VIN. A 
complete VIN can be reconstructed by us-ing the'partia1 VIN and the information 
found in the National Automobile Theft Bureau Vehicle Identification Manuals. 
This method has been used successfully in identifying stolen vehicle records 
in NCIC. The license plate state (LIS1 should be included in an inquiry when 
the LIC Field is used. License plate inquiries without the LIS will automati­
cally produce a hit on any record with the same license plate number. To 
prevent multiple hits and limit the scope of the computer search, the inquiry 
should include the LIS Field. 

5.5 Procedures for Handling, a Hit 

An NCIC hit may not be probable caus:e to arrest. A hit confirmed with the 
originating agency (ORI) may be adequate grounds' to recover a vehicle'. 

When an agency receives a record(s) in response to an NCIC inquiry, and (1) the 
whe~eabouts of the stolen vehicle or vehicle part inquired upon is known and 
(2) the vehicle or vehicle part inquired upon appears to be identical with one 
or more of the records, the agency that can seizE~ the stolen vehicle or vehicle 
part must contact the ORI of each recordCs} possibly identical with the vehicle 
in question to confirm the hit(s) prior to seizing the vehicle or vehicle part. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of 'the stolen vehicle or vehicle part inquired upon is not known, 
the hit(s) should not be confirmed. However, if the code NOAH (Notify ORI of 
All Hits) is in the Miscellaneous Field of a record, contact the ORI of the 
record and furnish details concerning the inquiry. 

"To confirm the hit" means to verify that the theft report is still outstanding 
and the vehicle or vehicle part inquired upon is identical to the vehicle or 
vehicle part described in the record and to obtain information concerning 
return of the vehicle or vehicle part to the rightful owner. 

The NCIC Advisory Policy Board has, approved pi,:ocedures whereby system discipline 
requirements for M.t confirmation response arlh outlined and failure to comply 
can be identified. These procedures are as fpllows: 

1. Upon receipt of a hit confirmation request, the originating agency 
(ORI) of the record must within ten minutes furnish a substantive 
response, i~e., a positive or negative confirmation or notice of 
the specific amount of time necessary to confirm or reject. 

2. A requesting agency not r:f~ceiving a substantive :response within ten 
minutes should generate a second request. 
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5.5 Procedures for Handling a Hit (Continued) 

PART 1 

3. If the agency generating the secQnd request again fails to receive 
a substantive response withi~ ten minutes, the agency will then 
generate a message to its own cont~ol terminal and the control 
terminal of the agency that originated the record with a copy to be 
sent to FBI NCIC, ORI/DCFBIWAOO. No action will be taken oy FBI NCIC 
unless the two control terminal officers cannot resolve the matter. 

4. The control terminal officer, or his designee, of the originating 
agency will institute appropriate action to ensure proper response 
and comp1ian~e to system standards and this may include the canceling 
of records. Failure on the part of any control terminal to ensure 
such compliance will be brought to the attention of the Advisory 
Policy Board by FBI NCIC. 

Any agency that, following confirma·tion of a hit(s} reCOVf~rs a stolen vehicle 
or vehicle part that is indexed in NCIC, except the agency whose ORI is stored 
in the record, must transmit a locate message for each record that was hit and 
confirmed with the ORI of the record. (See Section 6 for details on locate 
messages.) 
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VEHICLE FILE 
SECTION 6--LOCATE 

6.1 What Agency Must Use a Locate Message 

PART 1 

Any agency that recovers a vehicle or vehicle part which is indexed in NCIC 
except the agency that entered the record must place a locate message on the 
acti~Je vehicle or vehicle part recordCsl. When an agency receives a record or 
multiple records in response to an inquiry, the agency that can seize the 
stolen vehicle or vehicle part must contact the ORI of each record possibly 
identi~a1 with the vehicle or vehicle part in question to confirm the hit(s). 
Following confirmation with the originating agency(s), a locate message must 
be transmitted for each record on file for the vehicle or vehicle part. Once 
a Vehicle File record has had a locate placed on it, it cannot be modified. 

6.2 Example of a Locate Message for a Stolen Vehicle Record 

LV.WA1230000.NIC/V000032699.0CA/2325.120582.5865 (EOT) 

Acknowledgment: 

WA1230000 
LOCATE NIC/V000032699 

The abov(a locate example contains: message key (LV), recovering agency 
identifj.er (WA1230000), two record identifiers (NIC/V000032699 and OCA/2325), 
date of recovery (120582), recovering agency case number (5865), and end of 
transmi.ssion character (EOT). 

When a locate message is transmitted for a Vehicle File record, the message key 
translation changes from "STOLEN VEHICLE" to "J ... OCATED VEHICLE" and the date of 
recovery, recovering agen.cy ORI, and recovering agency case number replace 
the ~tlsce11aneous Field data in the reco~d. 

6.3 Locate Message Key Codes 

The appropriate message key code must be used for the locate message of a stolen 

~~:i:;:s~:~o~:; c~:: ~~;"m~~;ai~c:~in~L!"f!~~n~o~:~~~iear:~~!~~ea~~c~~:, t~:e 
message key code "LP" for locating a stolen vehicle part record. 

6.4 Identification of Record to Receive Locate 

RI:cord to receive locate must be identified by two numbers. The first identifier 
must be one of the following: NCIC number, license plate number, serial number, 
o:r vehicle identification number. The second identifier must always be the 
o;riginating agency case number. Each identifier must be preceded by its message 
field code. Note that the originating agency case number (OCA) used to identify 
tIle record is the OCA of the agency that entered the record. This OCA is 
contained in the NCIC response to the recovering agency inquiry. 
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6.5 Locate Procedure 

6.6 

Following the two record identifiers, date of recQvery and recovering agency 
case number are next entered in that order without message field codes. The 
date of recovery '(which cannot be prior to the date of theft) must be entered 
or the locate message will be rejected. The recovering agency case number 
should be entered as this will ensure that complete recovery information is 
in the record. 

Additional Guidelines for Vehicle File Locates 

To help ensure the accuracy of NCIC records, FBI NCIC permits the National 
Automobile Theft Bureau (NATB) to locate an NCIC Vehicle File record, Le., 
place a record in inactive status (MKE/LOCATED VEHICLE), when NATB receives 
information concerning the recovery of a stolen vehicle and an inquiry reveals 
that the NCIC record is in active status (MKE/STOLEN VEHICLE). For example: 

LV.NYNATBNOO.NIC/V123456789.0CA/80-l234.l20582.NY0290000 

The locating agency identifier (NYNATBNOO) will be that of theNATB Regional 
Office which maintains the case file. NATB regtonal offices are located in: 
San Francisco, California; Atlanta, Georgia; Chicago, Illinois; New York, 
New York; and Dallas, Texas. All locate messages will be transmitted to NCIC 
by the NATB Natio~al Systems Division located in Chicago~ Illinois. 

The date of location used in the locate message (120582) will be the date that 
the vehicle was recovered. The originating agency identifter (ORI) of the agency 
involved in the recovery (NY0290000) will follow the date of location. 

Any agency that receives a notification message based upon an NATB locate should 
contact the recovering agency to obtain details concerning the recovery. The 
recovering agency ORI will follow the ORI of the NATB office that located the 
rE";cord. The NATB office should be considered a secondary contact. 

A base vehicle record which has been located will be automatically suppressed 
ten dRYS after the date of location stored in the record. Any add-on vehicle 
record or add-on part record appended to the base vehicle record will also 
be suppressed ten days after the date of location stored in the record. TIlese 
suppressed records will be purged at the tIme of the next file realignment. 
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SECTION 7--CLEAR 

7.1 When to Use a Clear Message 

Clearance of a record is restricted to the agency that entered the record. 
A clear message is transmitted: 

1. When the agency recovering the vehicle is the agency that entered the 
record. 

2. When the agency that entered the record is officially advised that the 
vehicle has been recovered by another agency. 

Any add-on vehicle or add-on part appended to a base vehicle record will be 
cleared when the base record is cleared. If the add-on vehicle or pa:t has not 
been recovered, a record(s) must be reentered for the unrecovered veh1cle or 
part. 

7.2 Example of a Clear Message for a Stolen Vehicle Record 

CV.MDl012600.NIC/V000032699.0CA/2325.l20582.WA1230000.5865 (EOT) 

Acknowledgment: 

MDl012600 
CLEAR NIC/V000032699 

The above clear example contains: message key (CV), originating agency 
°d tOfier (MDl012600) two record identifiers (NIC/V000032699 and OCA/2325), 
~a~: ~f recovery (120582), the recovering agency identifie: (WA1230000), the 
recovering agency case number (5865), and end of transmiss10n character (EOT). 

7.3 Clear Message Key Codes 

The appropriate message key code must be used to clear a stolen vehicle record. 
Use the-message key "cv" to clear a vehicle record, use the message ~eYllc~de 
"CF" to clear a felony vehicle record, and use the message key code CP 0 
clear a stolen vehicle part record. 

7.4 Identification of Record to be Cleared 

'l.5 

Record to be cleared must be identified by two numbers. The first id7ntifier 
t be one of the following: NCIC number, license plate number, ser1al number, 

~~svehicle identification number. The seco~doidentifier must always be the 
originating agency case number. Each ident1f1er must be preceded by its message 
field code. 

Clear Procedures if Vehicle Recovered by Agency That Entered Record 

If the agency that ehtered the record recovers the vehicle, only the date of 
recovery (which cannot b~ p~ior to the date of theft) must be entered following 
the two record identifiers. Thus, the message in Section 7.2 would end after 
120582. 
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SECTION 7--CLEAR 

7.6 Clear Procedures if Vehicle Recovered by Agency Other Than ORI 

PART 1 

If an agency other than the ORI of the record recovers the vehicle, using the 
following procedures will en~ure that the cleared record contains complete 
recovery data (date of recovery, recovering agency's identifier, and recovering 
agency's case number). 

1. If the record being cleared is in a located status (MKE/LOCATED VEHICLE, 
MKE/LOCATED FELONY VEHICLE, or MKE/LOCATED VEHICLE PART), only the date 
of recovery must be entered following the two record identifiers. Thus, 
the message in Section 7.2 on the preceding page would end after 120582. 

2. If the record being cleared is in an active status (MKE/STOLEN VEHICLE, 
MKE/FELONY VEHICLE, or MKE/STOLEN VEHICLE PART), the date of recovery 
followed by the recovering agency's identifier and the recovering agency's 
case number in this order without field codes must be entered after the 
two record identifiers. See example in Section 7.2 on the preceding page. 
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SECTION 8-ADD-ON FEATURE 

8.1.1 Description of the Add-On Feature 

8.1.2 

An add-on vehicle record and add-on part record may be appended to a stolen 
vehicle record (~essage key EV) only. Add-on records £annot be appended to 
felony vehicle records (1llessage key EF). or stolen paTt (jnessage key m?) 
records. 

The add-on feature has been implemented to allow users to link together a 
stolen vehicle and its component parts (previously entered in the Article 
File) in a series-type record w:i:tl'dn the s'ame file •. :For example, a farm 
tractor is stolen and at the time of the tneft it was on a trailer and a 
harrow was attached to the tractor. The tractor would Be entered as a 
"base" record, the trailer would De an add-on vehicle and the harrow an add-on 
part. An inquiry on anyone of the pieces of property will pull the entire 
record, i.e., base, add-on vehicle, and add-on part. 

Additionally, the add-on feature allows users to establish one base vehicle 
record with "add-on" records for a multiple theft. For example, an automobile 
is stolen and at the time of theft a trailer was attached which was carrying 
an engine and transmission. The automoDi1e would be entered as the "base" 
record, the trailer would De an add-on vehicle record, and the engine and 
transmission would be add-on part records. 

Definition of an Add-On Vehicle 

An add-on vehicle is any trailer stolen in conjunction with an automobile, 
tractor, truck, etc., or any additional license data fOT a base vehicle 
which was registered in more than one state at the time of theft. 

8.1.3 Definition of an Add-On Part 

&1 add-on part is any integral or component vehicle part, e.g., engine, 
transmission, harrow, backhoe, etc., which has been stolen in conjunct~on 
with a vehicle for which a base vehicle record has already been establ~shed. 

8.2.1 Entry of an Add-On Record to a Base Record 

Only the agency that entered the base vehicle record can enter add-on records 
to the established base record. 

A maximum of two stolen vehicles and seven stolen parts may be added to a 
base vehicle record. 

Each add-on vehicle or add-on part is identified by a message key. The 
message keys for entry are EVS1, EVS2, and EPSl thru EPS]. The entire four 
characters must be used to identify the add-on record for entry and updates. 
Use of the proper number in the mess'age key is the responsibility of the 
terminal operator. As a gr.oup, the LIC, LIS~ LIT, LIY, VIN, VMA, and OAN 
cannot be identical to those corresponding fields in the base vehicle record 
or any previously entered add-on vehicle. 

1-35 
12-5-82 



~.!~ r NCIC OPERATING MANUAL 
VEHICLE FILE 

SECTION 8--ADD-ON FEATURE 

PART 1 

8.2.2 Identification of the Stolen Vehicle Record for Entry of an Add-On Record 

The base stolen vehicle record to which the add-on record is to be appended 
must be identified by the NCIC number and originating agency case number, 
license plate number and originating agency case number, or vehicle identi­
fication number and originating agency case number. 

8.2.3 Example of an Add-On Vehicle Record Entry 

EVS1.MDlOl2600.NIC/V000032699.0CA/2325.CBA321.MD.83.'TL.lJ2345K6789L87654.81. 
FISC.TL.CT.WHI.16FT CAMPER(EOT) 

Acknowledgment: 

MDl012600 
ENTER EVSl NIC/V0000326'99 

The above is an exampl~ of a stolen camper trailer that has been added to the 
base vehicle record example in Section 2.1.1. The above r~cord entry example 
contains: messag~ key (EVSl), originating agency identifier (MDl012600), 
identification o~/ the base record (NIC/V000032699 and OCA/2325), license data 
(LIC/CBA32l, LIS/MD, LIY/83, LIT/TL), vehicle data (VIN/lJ2345K6789L87654, 
VYR/8l, VMA/FISC, VMO/TL, VST/CT, and VCO/WHI), and miscellaneous information. 
If an OAN is included in the entry it would be entered immediately following 
the MIS Field. 

The identifier in the entry acknowledgment will always be the first identifier 
used to identify the base vehicle record. 

8.2.4 Example of an Add-On Part Entry 

{) 

r
" . ' 

( , 

EPSl.MDlOl2600.NIC/V000032687.0CA/4456.500786.DEER.HA.026452l06.HARROW ATTACHED (, 
TO JOHN DEERE TRACTOR(EOT) 

Acknowledgment: 

MDlOl'2600 
ENTER EPSl NIC/V000032687 () 

The above is an example of a stolen harrow that has been added to the base 
vehicle r,ecord entered for a stoJ,.en farm tractor. The above entry example 
contains: message key (EPSl)" originating~gency identifier (MDl012600), 
identification of the base record (NIC/V000032687 and OCA/4456), serial 
number (500786), brand (DEER), category (HA), owner-applied number (026/+52106), () 
and miscellaneous information. 

The identifier in the entry acknow'ledgment will always be the first identifier 
used to identify the base vehicle record. 

8.2.5 Additional Guidelines for an Add-On Record £ntry 

At least one numeric identifier must be present in an add;"on vehicle record 
entry. Searchable numeric identifiers are LIC, VIN, and OAN. If LIC is 
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SECTION 8--ADD-ON FEATURE 

8.2.5. Additional Guidelines for an Add-On Record Entry (Continued) 

8.2.6 

present, all other license data, i.e., LIS, LIY, LIT, must be included. If 
VIN or OAN is present, VMA must be included. In an add-on part record entry, 
at least one numeric identifier must be present,. i.e., SER or OAN. In an 
add-on part record, BRA, CAT, and MIS are mandatory. 

The edits listed in Section 1.6 for base records also apply to add-on records. 
Note, for an add-on vehicle entry if the VMO is TL the VYR is mandatory. 

Those fields which are not mandatory and are not filled must be accounted for 
by a period. If an add-on 'vehicle record does not have an OAN, the user may 
end the enu'y after the MIS Field. If an add-on part record does not have an . 
EPD, the us~r may end the entry after the MIS Field. 

If the }ll~E is EVSl or EVS2 and the entry includes vehicle data (VIN and VMA 
or OAN and VMA), the VMO must be TL. 

Criteria for Rejecting Duplicate ReE.ord Entries 

The three identifiers in an add-on vehicle entry will be 
if a duplicate EV or EVS_ entry exists. The fields used 
reje~t-on-file status are: 

LIC, LIS, LIY, LIT, and ORI 
VIN, VMA, and ORI 
OAN, VMA, OCA, and ORI 

searched to determine 
to determine the 

The serial number and owner-applied number in an add-on part record will be 
searched to determine if a duplicate EP or EPS_ entry exists. The fields 
used to determine the reject-on-file status are: 

SER, BRA, CAT, and OR~ 
OAN, BRA, CAT, OCA, and ORI 

8.3 Modification of an Add-On Vehicle or Add-On Part Record 

To modify an add-on vehicle or add-on part record requires canceling (XVS* 
or XPS*) and reentering (EVS* or EPS*) the record to reflect the new or 
changed data. 

8.4 Cancellation of an Add-On Vehicle or Add-On Part Record 

A ,cancellation message (XVS* or XPS*) is used to cancel an add-on record that 
needs to be updated and reentered, to cancel a record that has been entered 
invalidly, or to clear a vehicle or part that has been recovered • 

• 
If a base vehicle record is cleared or canceled, all add-on vehicle and part 
data will be cleared or canceled as well. 

*Position four of the message key indicates the specific add-on record which 
is to· be updated. 
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8.4 Cancellation of an Add-On Vehicle or Add-On Part Record (Continued) 

PART 1 

A specific add-ou vehicle or add-on part record may be canceled by using 
the proper message key (XVS1, XVS2, XPS1, etc.).; identifying the bese record 
by NCIC number, license plate number, or vehicle identification number; 
including the originating agency case number and date of cancellation. 

Examples: 

XVSl.MD10l2600.NIC/V000032699.0CA/2325.l20582(EOT) 

XPS1.MDl012600.NIC/V000032687.0CA/4456.l20582(EOT) 

The number used in position f~ur of the cancellation message key is the 
responsibility of the terminal operator. 

I 

8.5.1 Guidelines for Inquiries on Add-On Vehicle and Add-On Part,Records 

An inquiry may be made on an add-on record by using the same message keye 
that retrieve base vehicle records. Those message keys are QV, QW, ZV, or 
ZW. There are several identifying numbers affixed to a vehicle and/or 
vehicle part which may be used for inquiry purposes. They are license 
plate number, vehicle identification number, serial number, and owner-applied 
number. The inquiry format does not allow for message field codes SER and 
OAN, therefore, when making an inquiry on an SER or an OAN the MFC/VIN must 
be used. 

Up to three numbers (YIN, SER, and/or OAN} may be included after the message 
field code VIN. When making an inquiry using more than one nu~ber after VIN/, 
each number, except the last number, must be followed' by\\ a COIlDD.a. For example, 
VIN/123456789,234567,l2345.The last number following VIN/ should be 
followed/by an end of transmission (EOT) character or by a period if additional 
identifiers are being included in the inquiry. 

Examples: 

QW.DCFBIWAOO.NAt4/DOE, JOHN.DOB/020334.LIC/CBAl23.LIS/MD.VIN/1287564,8324597, 
7843912(EOT) 

QV.DCFBIWAOO.LIC/ABC123.LIS/VA.VIN/l23A456B789C321JK,500J678,9321AB78 (EOT) 

A positive response to a' QV, QW, ZV, or ZW message that includes license or 
vehicle data will retreive the base record as well as 'any appended add-on 
vehicles or parts regardless of which record 'entry matches the identifiers 
included in the inquiry. 

8.5.2 Inquiry Search Procedure 

When an inquiry is made using the·message field code/VIN,a,ll the. numbers 
contained therein will be searched against 'eve~y VIN, OAN, and SER in each 
Vehicle File record as well as every VIN in each Canadian Warrant, Missing 
Person, and Wanted Person File record. 
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8.6 Add-On Records and the $.8. Program 

PART 1 

Since an add-on vehicle may contain license data, it qualifies for $.8. 
notification. The $.8. message for an add-on vehicle is formatted the same 
as a base vehicle. 

~1 A st~te participating in the $.8. Program will receive out-of-state notification 
pertaining to add-on records even though their state system may not have add-on 
capability. 

) 

o 

8.7 Loc~te Message for an Add-On Record 

8.8 

A locate message with message key LV will locate a base vehicle record and all 
add-on vehic1e(s) and partes). The LV message should be used only when the base 
and its associated add-on record(s) have been recovered or when only the base 
vehicle has been recovered. Any unrecovered add-on record(s) associated with a 
recovered base record should be reentered as a separate vehicle and/or part 
record. 

A vehicle add-on (EVS_) may be located with the message key LVS_. The fourth 
posLtion of the MKE identifies the specific vehicle add-on to be located. The 
add-on vehicle to be located must be identified by the NCIC number and 9CA, LIC 
andOCA, or VIN and OCA, in that order. 

A part add-on may be located by the message key LPS_. The fourth position of 
the MKE identifies the specific part add-on to be located. The add-on ~art to _ 
be located must be identified by the NCIC n1,;lllber and OCA, LIC and OCA, or VIN 
and OCA, in that order. 

Clear Message for an Add-On Record 

Add-on records will be cleared when the base vehicle record is cleared. Individ­
ua1add-on vehicle or part records may be cleared by using the cancel message 
(XVS_ or XPS_). See .section 8.4. 
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9.1.1 1972-1980 Vehicle Identification Number (VIN) Field E~tts 

Section 9 contains VIN Field editswh:lch.are inaddit:;i..on to those listed in 
Part l~ Section 1.6, of this manual. The YIN ~ield edits apply to all Canadian 
Warrant, Missing person, Wanted Person, and Vehicle F:lle entry and 1D.odification 
messages containing VINs. Edi.ts for vehicle years 19J2 through 1980 apply 
to the following automobile 'llUlkes ':i 

American Motors Dodge Oldsmobile 
Buick Ford plymouth 
Cadillac Imperial Pontiac 
Chevrolet Lincoln Volkswagen 
Chrysler Mercury 

The. edits do not apply to stolen vehicle part entries (MKE/EP) and modifica-· 
tions (MKE/MP). These edits (I) apply to model years 1972 through 1980; 
(2) check the total number of characters in the VIN; (3) '60mpare the model 
year character in the VIN with the vehicle year indicated in the Vehicle 
Year (VYR) Field; and (4) check the position and coding of the assembly plant 
and engine type symbols. 

Users should be aware that any records entered for the above-listed 1972-1980 
makes are considered automobiles unless the Vehicle Model (VMO) Field contains 
the code CE (constructior,l equipment), FE (farm equipment), TK (truck), or TL 
(trailer). 

These edits do not apply to foreign production makes, such as Opel which should 
be entered in NCIC using the make code OPEL, and the Capri made prior to 1979 
which should be entered in NCIC using the make code CAP. Any Capri made in 
1979 or later should be entered using make code MERC and VMO/CAP. 

Th~ National Automobile l'heft Bureau (NATB) Passenger Vehicle Identification 
Manual contains VIN construction information for the edited vehicles which 
may be of assistance to users in checking VINs. It is further suggested that 
NCIC users check automated state vehicle registration files and/or automobile 
dealers' records to determine correct VIN data if entries are rejected by NCIC. 

9.1.2 1981 through Current Year Vehicle Identification Number (VIN) Field Edits 

Beginning with the 1981 model year the Federal Motor Vehicle Safety Standards 
of the National Highway Traffic S~afety Administration (NHTSA) have required 
manufacturers to place l7-character VINs on all on-the-road vehicles. On-the­
road vehicles are those vehicles which are licensed and registered for highway 
use and include passenger vehicles, trucks, buses, trailers, motorcycles and 
incomplete vehicles. An incomplete vehicle means a minimum assemblage of 
frame and chassis structure, power train, eteering system, suspension system, 
and braking system which ~equires further manufacturing and is intended to 
be part of a complete licensed and r~gistered vehicle. 
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SECTION 9--0N-LINE VIN EDITS 

9.1.2 1981 through Current Year Vehicle Identification NuIilber (YIN) Field Edits 
(Con tinued) 

There are some instances when certain motorcycle, trailer, and truck-mounted 
camper manufacturers have not complt.ed wi.tli the NHTSA I;ltandards' for the 
l77,character VIN structure. In these cases, NCIC has relaxed the edits to 
facilitate entry of these vehicles'. 

The edits do not apply to stolen vehicle part entries (MKE/EP) and modifi­
cations (MKE/MP). Truck~ounted and shell-type campers are also excluded 
from the edits, as they are not covered by the l7-character VIN requirement 
since they do not have wheels and do not roll "on-the-road." The edits are 
applied i,n a two-part sequence consis·ting of: 

(1) An automatic calculation of the check digit in accordance with the formula 
set forth below for 1981 through current year VIN entries and modifications 
consisting of 17 characters, excluding those with Vehicle Make (VMA) Field 
codes AERO, ATV, COEQ, FARM, SNOW', and SPEC, and those withVMO Field 
codes CE and FE regardless of 'VMA. Also excluded is VMO/TL pi:th VST/TM. 
The check digit for motorcycles is edited only if theVMO Field code is 
CYL and the Vehicle Style (VST) Field code is MC and l7-characters of the 
VIN are entered. The following VST c.odes are excluded from the check 
digit edit: MB, MD; MK, MS, MY. 

Check Digit Formula 

a. The check digit will always be the ninth character in the VIN. Assign to 
each numeric in the 'YIN its actual mathematical value and assign to each 
alphabetic the value specified for it in Table 1. 

b. 

A=l 
B=2 
C=3 
D=4 
E=5 
F=6 
G=7 
H=8 

J=l 
K=2 
L=3 
M=4 
N=5 
P=7 
R=9 
S=2 

TABLE 1 

T=3 
U=4 
V=5 
W=6 
X=7 
Y=8 
Z=9 

Multiply the a,ssigned value for each character in the VIN by the weight 
factor specifi~d for it in Table 2. 

1st=8 
2nd=7 
3rd=6 
4th=5 
5th=4 
6th=3 

7th=2 
8th=10 

TABLE 2 

9th=0 (~heck digit) 
10th=9 
llth=8 
12th=7 
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SECTION 9--0N-LINE VIN EDITS 

1981 Throu h Current Year Vehicle Identification Number (V'IN Field Edits 

(Continued) 

c. Add the resulting products and divide the total by 11. 

d. The remainder is the check digit. If the rema~nder is 10, the check 

digit is X. 
~i 

Example: 

VIN characters 1 G 4 A H 5 9 H 4 5 G 1 1 8 3 4 1 

Assigned value 1 7 4 1 8 '5 9 8 4 5 7 1 1 8 3 4 1 
II 

Multiply by 8 7 6 5 4 3 2 10 0 9 8 7 6 5 4 3 2 

Add products 8+49+24+5+32+15+18+80+0+45+56+7+6+40+12+12+2=411 

Divide by 11 411/11 = 37 4/11 

Check digit 4 (compare to character in 9th position) 

(2) The specific edits listed for each of the following 1981 thru current 
year models of the following makes: 

Am~rican Motors Dodge Plymouth 

Audi Ford Pontiac 

Buick Imperial Porsche 

Cadillac Jaguar Rover 

Chevrolet Lincoln Triumph 

Chrysler Mercury Volkswagen 
Oldsmobile Volvo 

( 

Those users unable to enter 17-character VINs should enter the right­
most 15' or 16 characters in the VIN Field and include the full 17-
character VIN in the Miscellaneous Field. The NCIC VIN search program 
will continue to search the rightmost 15 characters of a YIN consisting 
of more than 15 characters. If the VIN entry or modification for a 
1981 tllru current year listed make is composed of 15 or 16 characters, 
the edits for positions two or three (whichever is appropriate) through 

.. ; seventeen will apply. 

VIN characters that are omitted from the 1981 thru current year on-line 
VIN edits are characters that are not edited. 
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VEHICLE FILE 
SECTION 9--0N-LINE VIN EDITS 

VIN Field Edits for 1972-1980 American MQtors 

The VIN is checked to ensure that 4't contains 13 .J. characters. 

Sample VIN: A7A167H100917 

1234567888888 Corresponding edit code: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

See the 

The first character (Manufacturer's Symbol) must be the alphabetic A. 

The second character (Model Year Symbol) must b i' 
agree with 'the second character in the VYR Fie1:.

numer ci~n~~m~st 
Field code is 77, the second character of the VIN :~:~' be 7 : •• e VYR 

The third character (lransmission Symbol) must be one of the 
ing a1phabetics: A, C, D, E, F, M, 0, or S. fo11ow-

The fourth character (Series Symbol) must be one 
numerics: 0, 1, 3, 4, 6, 7, or 8. of the following 

The fifth character (Body Style Symbol) must be one 
numerics: 3, 5, 6, 8,or 9. of the following 

The sixth character (Class of Body Symbol) must be ~n - 1 h b i one of the fol1ow-
• gap a et cs or numerics: P, T 0 2 3 4 , , , , ,5, 7, 8, or 9. 

The seventh character {Engine S b 1} , ym 0 must be an alphabetic. 

The eighth through the thir~eenth characters (Sequential Production 
Number) must be numerics greater than 000000. 

following page for 1981 and 1 ater American Motors on-line VIN edits. 
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NCIC OPERATING ~uAL 
VEHICLE FILE 

SECTION g--ON-LINE VIN EDITS 

9~~.2 VIN Field Edits for 1981 and 1982 Arnerj:can l1otors",.'" 
(( 

1. The first character (Country SymbQ1) must be the numeric 1 or 2. 

PART .1 

2. The second character (Make Symbol} must be the alphabetic A or C for pas­
senger cars or B or J for trucks. 

3. The third character (Type Symbol) must be an alphabetic. 

4. The fourth character (Engine Symbol} must be an alphabetic. 

5. The fifth character (Transmission Symbol} must be an alphabetic. 

6. The sixth and seventh characters (Line, Series and Body Type Symbols for 
Jeeps/Line, Series, Body Type and Gross Vehicle Weight Rating Symbols for 
American Motors automobiles) must be numerics. 

7. The eighth character (Gross Vehicle Weight Rating Symbol for Jeeps/Restraint 
System Symbol for American MotOrs automobiles) may be'eith~r an alphabetic 
or numeric. If the sixth character is 0, 3, 4, or 5, the eighth character 
must be 0, 5, or 7. If the sixth character is 1, 2, or 8, the eighth 
character must be an alphabetic. 

8. The ninth character (Check Digit Symbol) must be a numeric or the alpha­
betic x. 

9. The tenth character (Model Year Symbo11 must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

10. The eleventh character (Assembly Plant Symbol) must be one of the following 
a1phabetics: B, K, or T. If the sixth character is 0, 3, 4, or 5, the 
eleventh character must be the alphabetic B or K. If the sixth character 
is 1, 2, or 8, the eleventh character must be the alphabetic T and the 
VMO must be TK. 

11. The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
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NCIC OPE~TING MANUAL . rART .1 
VEHICLE FILE 

SECTION 9--0N-LINE YIN EDITS 

9.3 VIN ~ie1d Edits for 1981 and 1982 Audis 

1. The first character (Country Symbol) must be the alphabetic W. 

2. The second character (~ke Symbol) must be the alphabetic A. 

3. The third character (Make Symbol) must be the alphabetic U. 

4. The four,th character (Series Symbol) must be the alphabetic B, D, F, G, 
or H. 

5. The fifth character (Engine Type Symbol) must be the alphabetic A, B, C, 
G, or H. 

6. The sixth character (Restraint Sys·tem Symbol) must be the numeric 0. 

7. The seventh character (Model Symbol} must be the numeric 4 or 8 • 

8. The eighth character (Model Symbol) must be the numeric 1, 3, or 5. 

9. The ninth character (Check Dlgit Symbol) must be a numeric or the alpha­
betic x. 

10. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

11. The eleventh character (Assembly Plant Symbol) must be the alphabetic A, E, 
or N for 1981 models. For 1982 models, the eleventh character must be 
the alphabetic A or N. 

12. The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
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VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.4.1 VIR Field Edits for 1972-1980 Buicks 

The VIN is checked to ensure that it contains 13 characters. 

Sample VIN: 4B27H5L10022.8 

Corresponding edit code: 1233456777777 

1. The first charEicter (l-Ianufacturer' s Symbol) must be, the numeric 4. 

2. The secor.d character (Car Line/Series Symbol) must be an alphabetic. 

3. 

4. 

5. 

6. 

The third and fourth characters (Body Type Symbol) must be numerics. 

The fifth character (Engine Symbol) must be an alphabetic or the 
numeric. 0, 1, 2, 3, 4, 5, or 7. The numeric 1, 2, or 3 will only 
be permitted when the VYR Field code is 78, 79, or 80. The numeric 
4, 5, or 7 will only be permitted when the VYR Field code is 80. 

The sixth character (Model Year Symbol) must be numeric and must agree 
with the second .character in the VYR Field if the VYR~ie1d code is 
79 or earlier; e.g·., if the VYR Field code is 75, the sixth character 
of the VIN must be 5. If the VYR Field code is 80, t.he sixth character 
of the VIN must be the alphabetic A. 

The. seventh character (Assembly Plant Symbo1).must he an alphabetic or 
the numeric 2 or 7. The numeric 7 will only be pe~~itted when the VYR 
Field code is 79 or 80. 

( , 

7. The eighth through thirteenth characters (Sequentill1 Production Number) ;(') 
must be numerics greater than 100000. 

See the following page for 1981 and later Buick on-line VIN edits. 
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SECTION ~--ON-LlNE. YIN EDITS 

9.4.2 VIN Field Edits for 1981 and 19.82 Buicks 

1. The first cha.racte:t (Country Symbol) must be. the nUIlleric 1 or 2. 

2. The second character (~ake Symbo11 must be the alphabetic G. 

3. The third character (Type Symbol} must be the numeric 4. 

4. The fourth character (Restraint System Symbol} must be the alphabetic A, B, 
or C. 

5. The fifth character (Car Line and Sefies Symbol) must be an alphabetic. 

6. The sixth and seventh characters (Body Type Symbol) must be numerics. 

7. The ninth character (Check Digit Symbol) must be a numeri.c or the alpha­
betic X. 

8. The tenth character (}lode1 Year Symbol) must be the a1pha.betic B for 1981 
models or the alphabetic C for 1982 models. 

9. The eleventh character (Assembly Plant Symbol) must be the numer:tc 7' o·r an 
alphabetic for 1981 models. The eleventh character is not edit(~d on 1982 
models. 

10. The twelfth through seventeenth characters (Sequential prQd~ction Number) 
must be numerics. 

Any VIN character omitted in the ed:J:t l:i:st :i:s not edited. 
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SECTIQN 9~-QN~LINE VIN EDITS 

9.5.1 VIN Field Edits fo1;' 1972-l9BO Cadi1lac~ 

The VIN is checked to ensure that it contains' 13 characteJ;'s. 

Sample VIN: 6S6.9R.4Q481222 

1233456177711 Corresponding edit code: 

1. The first character (Manufacturer's Symboll must be the numeric 6. 

2. The second character (Car Line/Series Symbo11 must be one of the 
following alphabetics: B, C, D, F, L, S, or Z, 

3. 

4. 

5. 

6. 

7. 

The third and fourth characters (Body Type Symbol) must be one of the 
following numeric codes: 23, 33, 41, 49, 51, 67, 69, or 90. 

The fifth character (Engine Symbo11 must be one of the following: 
B N R S T 4 6 8 or 9. The alphabetic T will only be'permitted 
,~, "'" when the VYR Field code is 11, 78, 79, or 80. The alphabetic N will 

only be permitted when the VYRField code is 78, 79, or 80. The 
numeric 4, 6, 8, or 9 will only be permitted when the VYR Field'code 
is 80. 

The sixth character (~odel Year Symbol) must be numeric and must agree 
with the second character in the VYR,:;:ield if the VYR Field code is 
79 or earlier; e.g., if the VYR Fieia code is 74, the sixth character 
of the VIN must be 4. If the VYR Field code is 80, the sixth character 
of the VIN must be the alphabetic A. 

iI 

The seventh character (Assembly Plant Symbol) must be the alphabetic 
C, E, or Q, or the numeri~ 9. The alphabetic C or numeric 9 will only 
be permitted when the VYR Field code is 79 or 80. 

The eighth through thirteenth characters (Sequential Production Number) 
must be numerics greater than 100000. However, if the second character 
of the VIN is S (for Seville), the eighth through thirt~,enth characters 
must be greater than 450000. 

See the following page for 1981 and later Cadillac on-line VIN edits. 
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NCIC .OPERATING ~AL l'ART 1 
VEHICLE FILl): 

SECTION g",,-QN:-LINE, YIN EDIT~ 

9.5.2 VIN Field Edi,ts for 1981 and 19.82 Cadi1lClcs 

1. ';:he fi1;'st character (Country Symbol) must be the numeJ;'ic 1. 

2. The second characteJ;' (~ke Symbol) must be the alphabetic G. 

3. The third character (Type Symbol) must be the numeric 6. 

4. The fourth character (Restraint System Symbol) must be the alphabetic A, B, 
or C. 

5. The fifth charact~r (Car Line and Series Symbol) must be the alphabetic B, 
D, F, L, or S for 1981 ~odels or the alphabetic B, D, F, G, L, or S for 
1982 models. 

fl. The sixth and seventh characters (Body Type Symbol) must be numerics. 

7. The ninth chara.cter (Check Digit Symbol) must be a numeric or the alphabetic 
x. 

8. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

9. The eleventh character (Assembly Plant Symbol} must be the numeric 9 or the 
alphabetic C or E for 1981 models. The eleventh character is not edited on 
1982 models. 

10. The twelfth through seventeenth characteJ;'s (Sequential Production Number) 
must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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SECTION 9.--0N .... L:J:NE VIN ED:J:TS' 

9.6.1 VIN field Edits fo); 1912-19.80 ChevJ;olets 

The VIN is checked to ensure that i,t contains 13 chC\.rC\.cters. 

Sample VIN: lD35H3K40l52.7 

1233456.77],]77 Corresponding edit code: 

1. 

2. 

3. 

4. 

5. 

6. 

The first character (Manufacturer's Symboll must be the numeric 1. 

The second character (Car Line/Series Symboll must be an alphabetic. 

The third and fourth characters (Body Type Symbol) must be numerics. 

The fifth character (Engine Symool) must be an alphabetic or the 
numeric 0, 1, 2, 3, 4, 5, 6, 7, 8~ or 9. The numeric 1 or 4 will 
only be permitted when the VYR Field code is 7'8, 79, or 80. The 
numeric 2, 8, or 9 will only be permitted when the VYR Field code 
is 79 or 80. The numeric 3, 5, 6, or 7 will only be permitted when 
the VYR Field code is 80. . 

The sixt~ character (}1:odel YearSymool) must be numeric and must agree 
''lith th(~econd character in the 'VYR Field if theVYR Field code is 
79 or earli~r; e.g., if the VYR Field code is 73, the sixth character 
of the VIN must be 3. If the VYR Field code is 80, the sixth character 
of the VIN must be the alpb.a.r·Btic A. 

The seventh character (Assembly 
·the numeric l~ 2, 6, or 7. The 
the VYR Field code is 79 or 80. 
when the VYR Fiel~ code is 80. 

plant S)-mbol} must be an alphabetic or 
numeric 7 will only be permitted when 

The numeric 6 will only be permitted 

7. ,The eighth through thirteenth characters (Sequential Production "Number) 
must be numerics greater than 100000. 1\ 

See the following page for 1981 and later Chevrolet on-line VIN edits. 
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SECTION 9~-QN .... LINE VIN EDITS 

9.6.2 VIN Field Edits for 19.81 and 1982 ChevrQ.:,let$ 

1. The first character (Country Symb.ol) must be the nUItle:!:,i.c 1 or 2 or. the 
alphabetic J. 

2. The second cha.racter (Make Symool) mus·t be the numeric 8 or the alphabetic 
G. 

3. The third character (Type Symbol) must be a numeric or the alphabetic A, B, 
C, Y, or Z. If the third character is an alphabetic or the numeric 0, 5, 
or 8, the VMO must be 1X. 

4. The fourth character (Restraint System Symbol for automobiles/Gross Vehicle 
Weight Rating Symbol and Brake System Symbol for trucks) must be an alpha­
betic. 

5. The fifth character (,Car Line and Ser;l:.es Symbol for automobiles/Line and 
Chassis Type' Symbol for multi1mrpose veh;l:.cles (MPVs), incomplete vehicles 

,and 1982 light duty truckS/Series Symbol for 1982 medium and heavy trucks 
and incomplete vehicles} must be an alphabetic. If the VMO is TK, the fifth 
character may be either an alphabetic or numeric~ 'For 1981 models, if the 
third character is 7, the fifth character must be the alphabetic D. 

6. The sixth character (Body Type Symbol for automobiles/Series Symbol for 
MPVs, light duty trucks, and incomplete vehicles/Truck Line and Cab Type 
Symbol for medium and heavy dut,rucks and incomplete vehicles) may be 
either an alphabetic or a numeric. If the YMO is not TK, the sixth 
cha,racter must be a numeric. 

. " 

7. The seventh character (Body Type Symbol for automobiles, 'MPVs, light duty 
trucks, and incomplete v~hicles/Chassis Type Symbol for mediw~ and heavy 
duty trucks and incomplete vehicles) must be a numeric. 

8. The eighth character must be an alphabetic if the VMO is TK. 

9. The ninth character (Check Digit Symbol) must be a numeric Cr the alpha~ 
betic x. 

10. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic Cfor 1982 models. 

11. The twelfth through seventeenth characters (Sequential ;E'rodl.1cti/,m Number) 
must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.7.1 VIN Field Edits for 1972-1980 Chryslers 

The VIN is checked to ensure that it contains 13 characters •. 

Sample VIN: 

Corresponding edit code: 

CL41M2Cl00243 

1233456777777 

PART 1 

1. The first character (Car Make Symbol) must be one of the following 
,alphabetics: C, F, S, T, or Y. The alphabetic T will only be per­
mitted when the VYR Field code is 79 or 80. 

2. The second character (Decor Symbol/Series Symbol) must be one of the 
following alphabetics: -G, H, K, L, M, P, S, or T. 

3. The third and fourth characters (Body Style Symbols) must be numerics. 

4. The fifth character (EngiI?~ Symbol) must be one of the following 
alphabetics: C, D, G, H, J\~\ K, L, M, N, P, 'R, T, or U. 

5. The sixth character (Model Year Symbol) must be ~umeric and must agree 
with the second character in the VYR Field if the VYR Field code is 
79 or earlier; e.g., if the VYR Field code is 72, the sixth character 
of the VIN must be 2. If the VYR Field code is 80; the sixth character 
of the VIN must be the alphabetic A. 

6. The seventh character (Assembly Plant Symbol) must be an alphabetic. 

7. The eighth through thirteenth characters (Sequential Production Number) 
must be numerics greater than 100000. 

See the following page for 1981 and later Chrysler on-line VIN edits. 
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SECTION 9--0N-LINE VIN EDITS 

9.7.2 VIN Field Edits for 1981 and 1982 Chryslers 

L The first character (Country Symbol) must be the numeric 1,2, or the 
alphabetic J. 

2. The second character (Make Symboll must be the alphabetic C. 

3. The third character (Type Symbol) must be a numeric. 

4. The fourth character (Restraint System Symbol) must be an alphabetic. 

5. The fifth character (Line Symbol) must be the alphabetic J, M, or R for 
1981 models oT. C, F, or S, for 1982 models. 

6. The sixth character (Series Symbol} must be a numeric. 

7. The seventh character (Body Symbol) must be a numeric. 

8. The eighth character (Engine Symbol) must be an alphabetic. 

9. .The ninth character (Check Digit Symbol} must be a numeric or the alpha­
betic X. 

10. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

11. The 
/; 

I:; 

12. The 
must 

eleventh character (Assembly Plant Symbol) mUst be an alphabetic. 

twelfth through seventeenth characters (Sequential Production Number) 
be numer!~s. 

o 
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VEHICLE FILE 
SECTION 9--0N-LINE VIN EDITS 

VIN Field Edits for 1972-1980 Dodges 

The VIN is checked to ensure that it contains 13 characters. 

Sample VIN: XS22K6Rl18455 
'\ 

Corresponding edit code: 1233456777777 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

~e first character (Car Make Symbol) must be one of the following: 
, E, G, J~ L, N, W, X, Z, 2, 4, 6, or 8. The alphabetic character 

E will only be permitted when the VYR Field code is 79 or 80. 

The second character (Decor Symbol/Series Symbol) must be one of the 
following: E, G, H, K, L, M, P, S, or T. 

The third and fourth characters (Bc:;>dy Style Symbol) must be numerics. 

The fifth character (Engine Symbol) must be alphabetic. 

The sixth character (Model Year Symbol) must be numeric and must a ree 
with the second character in the VYR Field if the VYR Field code i: 
79 or earlier; e.g., if the VYR Field code is 76, the sixth character 
of the VIN must be 6. If the VYR Field Code is 80 the sixth h t 
of the VIN t b ii' ' ,c arac er , mus e e tIer the numeric 0 or the alphabetic A. 

The seventh character (Assembly Plant Symbol) must be one of the 
numerics 1 through 9 or one of the following: A, B, C D 
G H R 

' ,E, F, 
, ,or • . 

lbe eight through thirteenth characters (Sequential Production Number) 
must be numeric. 

See the following page for 1981 a~d later Dodge on-line VIN edits. 
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SECTION 9--0N-LINE VIN EDITS 

9.8.2 VIN Field Edits for 1981 and 1982 Dodges 

1. The first character (Country Symbol) must be the alphabetic J or the 
numeric 1 or 2. 

2. The second character (Make Symbol) must be the alphabetic B. 

3. The third character (Type Symbol) must be a numeric. If the VMO is not 
TK, must be the numeric 3. 

4. The fourth ctiaracter (Restraint System Symbol for automobiles/Gross Vehicle 
Weight Rating Symbol for trucks) must ,be an alphabetic. If the third 
character is 3, the fourth character must be the alphabetic B and 'the VMO 

cannot be TK. 

5. The fifth character (Line Symbol) must be an alphabetic. 

6. The sixth character (Series Symbol) must be a numeric. 

7. The seventh character (Body Symbol) must be a numeric. 

8. The ninth character (Check Digit Symbol) must be a numeric or the alpha­

betic X. 

9. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

10. The eleventh character (Assembly Plant Symbol) must be an alphabetic. 

\.. 
11. The twelfth through seventeenth characters (Sequential Production Number) 

must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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SECTION 9--ON-LINE VIN EDITS 
\1 
"\ 9.9.1 VIN Field Edits for 1972-1980 Fords \' 

:~ 
The VIN is checked to ensure that it contains 11 characters. 

Sample VIN: 5J83Fl05300 

Corresponding edit code: 12334555555 

1. The first character (Model Year Symbol) must be numeric and must agree 
with the second character in the VYR Field; e.g., if the VYR Field 
code is 75, the first character of the VIN must be 5. The first 
character may be the numeric 8 when the second character of the VYR 
Field is the numeric 7 if the third and fourth charac~ers of the VIN 

"are the numerics: 02,03,04, OS, 10,11, or 12. 

2. The second character (Assembly Plant Symbol) must be an alphabetic. 

3. 

4. 

5. 

The third and fourth characters (Series & Body Style Symbols) must 
be numerics. 

The fifth character (Engine Type Symbol) must be an alphabetic or 
the numeric 2, 3, or 6. 

The sixth through eleventh characters (Sequential Product,ion Number) 
must be numerics greater than 100000 and less than 500000. The sixth 
througheleyenth characters must be numerics greater than 400000 and 
less than 500000 when the first character of the VIN is the numeric 
8, the second character of the VYR Field is the numeric 7, and the 
third and fourth characters of the VIN are the numerics: 02, 03, 04, 
OS, 10~ 11, or 12. 

See the following page for 1981 and later Ford on-line VIN edits. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.9.2 VIN Field Edits for 1981 and 1982 Fords 

The following edits will apply when the VMO is other than CE or FE: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

The first character (Country Symbol) must be the numeric 1, 2, or the 
alphabetic J. 

The second character (Make Symbol) must be an alphabetic. 

The third character (Type Symbol) must be an alphabetic or the numeric 
0, 1, 2, or 4. If the VMO isTK, must be an alphabetic or numeric 2 or 4. 

The fourth character (Restraint System Symbol for automobiles/Gross 
Vehicle Weight Rating Symbol for trucks) must be the alphabetic B, C, 
or P if the VMO is other than TK. If the VMO is TK, the fourth character 
must be an alph.abetic. 

The fifth character (Line Symbol) must be an alphabetic. If the fifth 
character is the alphabetic P, the VMO cannot be TK. 

The sixth character (Series Symbol) must be a'numeric. 

The seventh character (Chassis, Cab, or Body Type Symbol) must be a 
numeric. 

The ninth char~cter (Check Digit Symbol) must be a numeric or the alpha­
betic X. 

The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

The'eleventh character (Assembly Plant Symbol) must be the numeric 0 if 
the third character is the numeric 1, 2, or 4. If the third character is 
not the numeric 1, 2, or 4~ the eleventh character mu.st be an alphabetic. 

The twelfth through the seventeenth characters (Sequential Production 
Number) must be numerics if the eleventh character is an alphabetic and 
the VMO not TK. If the eleventh character is an alphabetic and the VMO 
is TK, the twelfth character must be an alphabetic and the thirteenth 
through the seventeenth characters must be numerics. If the eleventh 
character is the,numeric 0, the twelfth through the seventeenth characters 
must be numerics • 

Any VIN character omitted in the edit list is not edited. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.10.1 VIN Field Edits for 1972-1975 Imperials 

The VIN is checked to ensure that.it contains 13 characters. 

Sample VIN: YM23T4C123456 

Corresponding edit code: 1233456777777 

1. 

2. 

The first character (Car Make Symbol) must be the alphabetic Y for 
1972 through 1975. (Imperials were not manufactured from 1976 
through 1980.) 

The second character (Decor Symbol/Series Symbol) must be one of the 
following alphabetics: G, H, K, L, M, P, S, or T. 

3. The third and fourth characters (Body Style Symbols) must be numerics. 

4. 

5. 

6. 

7. 

The fifth character (Engine Symbol) must be one of the following . 
alphabetics: G, J, K, M, N, T, or U. 

The sixth character (MOdel Year Symbpl) must be numeric and must agree 
with the second character in the VYR Field; e.g., if the VYR Field 
code is 74, the sixth character of the VIN must be 4. 

The seventh character (Assembly Plant Symbol) must be an alphabetic. 

The eighth throy,gh thirteenth characters (Sequential Production Number) 
must be numerics greater than 100000. 

See the following page for 1981 and later Imperial on-line VIN edits. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.10.2 VIN Field Edits for 1981 and 1982 Imperials 

1. 

2. 

3. 

4. 

5. 

6. 

The first character (Country Symbol) must be the numeric 1 or 2. 

The second character (Make Symbol) must be the alphabetic A. 

The third character (Type Symbol) must be a numeric. 

The fourth character (Restraint System Symbol) must be an alphabetic. 

The fifth character (Line Symbol) must be the alphabetic Y. 

The sixth character (Series Symbol) must be a numeric. 

7. The seventh character (Body Symbol) must be a numeric. 

8. 

9. 

10. 

11. 

12. 

The eighth character (Engine Symbol) must be an alphabetic. 

The ninth character (Check Digit Symbol) must be a numeric or the 
alphabetic X. 

The tenth character (MOdel Year Symbol) must be the alphabetic B for 
1981 models or the alphabetic C for 1982 models. 

The "eleventh character (Assembly Plant Symbol) must be an alphabetic. 

The twelfth through seventeenth characters (Sequential Production 
Number) must be numerics. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.n VIN Field Edits for 1981 and 1982 Jaguars 

1. The first character (Continent Symbol) must be the alphabetic S. 

2. The second 'character (Country' Symbol) must be the alphabetic A. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

The third character (Make Symbol) must be the alphabetic J. 

The fourth character (Model Symbol) must be the alphabetic A or N. 

The fifth character (Class Symbol) must be the alphabetic V or Z for 1981 
models or the alphabetic L, V, or Y for 1982 models. 

The sixth character (Body Type Symbol) must be the numeric 1, 4, 5, or 6 
for 1981 models or the numeric 1 or 5 fcr 1982 models. 

The seventh character (Engine Type Symbol) must be the numeric 1, 3, 5, or 
8 for 1981 models or the numeric 2, 3, or 8 for 1982 models. 

The eighth character (Transmission and Steering Symbol) must be the numeric 
4 or 8 for 1981 models or the numeric 4 for 1982 models. 

The ninth character (Check Digit Symbol) must be a numeric or the alphabetic 
X. 

The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

The eleventh character (Assembly Plant Symbol) must be the alphabetic A, C, 
or T for 1981 models or the, alphabetic C for 1982 modeJ,s. 

The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
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NCIC OPERATING MANUAL PART.l 

9.12.1 

VEHICLE FILE 
SECTION 9--0N-LINE VIN EDITS 

VIN Field Edits for 1972-1980 Linco1ns 

The VIN is checked to ensure that it contains 11 characters. 

Sample VIN: 3Y82A804491 

Corresponding edit code: 12334555555 

1. The first character (Model Year Symbol) must be numeric and must 
agree with the second character in the VYR Field; e.g., if the 
VYR Field code is 73, the first character of the VIN must be 3. 

2. ~he second character (Assembly Plant Symbol) must be the alpha­
betic S, W, or Y. The alphabetic W will only be permitted when 
the VYR Field code is 77, 78, 79, or 80. 

3. Tne third and fourth characters (Series & Body Style Symbols) 
must be numeric codes: 81,82',84,89, or 90. The code 84 TNi11 
only be. perm~tted when the VYR Field code is 77, 78, 79, or 80. 
The code 90 will only be permitted when the VYR Field code is 80. 

4. The fifth character (Engine Symbol) must be one of the following: 
A, B, C, D, F, G, H, L, 0, S, T, W, Y, or Z. The alphabetic A 
will only be permitted when the VYR Field code is 72 through 80. 
The alphabetic F, H, or S will only be permitted when the VYR 
Field code is 77, 78, 79, or 80. The alphabetic L, T, W, Y, or 
Z will only be permitted when the VYR Field code is 79 or 80. 
The alphabetic B, C, D, or 0 will only be permitted when the VYR 
Field code is 80. 

5. The sLxth through eleventh characters (Sequential Production 
Number) must be numerics greater than 800000 and less than 
1000000. The sixth through eleventh characters must be numerics 
greater than 600000 when the VYR Field code is 79 or 80. 

See the following page for 1981 and later Lincoln on-line VIN edits. 
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VEHICLE FILE 

SECTION ~--ON-LINE VIN EDITS 

9.12.2 VIN Field Edits for 1981 and 1982 Lincolns 

1. The first ch~racter (Country Symbol) must be the numeric 1. 

2. The second character (Make Symbol) must be the alphabetic L or M. 

3. The third character (Type Symbol) must be the alphabetic Nor R. 

PART 1 
~ 

4. The fourth character (Restraint System Type Symbol) must be the alphabetic 
B~ e,or P. 

5. The fifth character (Line Symbol) must be the alphabetic P. 

6. The sixth character (Series Symbol) must be the numeric 9. 

7. The seventh character (Body Type Symbol) must be a numeric. For 1981 
models, if the third character is the alphabetic N, the seventh character 
must be the numeric 3 or 4. If the third character is the,alphabetic R, 
the seventh character must be the numeric 5 or 6. For 1982 models, if the 
third character is the alphabetic N, the seventh character must be the 
numeric 4. If the third character is the alphabetic R, the seventh char­
acter must be the numeric 5, 6, or 8. 

8. The ninth character (Check Digit Symbol) must be a numeric or the alphabetic 
x. 

. 9. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or alphabetic C for 1982 models. 

10. The eleventh character (Assembly Plant Symbol) must be' .an alphabetic. 

11. The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
I " 

Any VIN character omitted in the edit list is not edited. 
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PART 1 

! SECTION 9--0N-LINE VIN EDITS 

) 9.13.1 VIN Field Edits for 1972-1980 Mercurys 
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The VIN is checked to ensure that it contains 11 characters. 

Sample VIN: 2H16H505793 

Corresponding edit code: 12334555555 

1. The first character (Model Year Symbol) must be numeric and must agree 
with the second character in the VYR Field; e.g., if the VYR Field 
code is 72, the first character of the VIN must be 2. The first 
character maybe the numeric 8 when the second character of the VYR 
Field is the numeric 7 if the third and fourth characters of the VIN 
are the numerics 20 or 22. 

2. The second character (Assembly Plant Symbol) must be an alphabetic. 

3. 

4. 

5. 

The third and fourth characters (Series & Body Style Symbols) must be 
numerics. 

The fifth character (Engine Type Symbol) must be an alphabetic or the 
numeric 3 or 6. 

The sixth through eleventh characters (Sequential Production Number) 
must be numerics greater than 500000 and less 'than 800000. The sixth 
through eleventh characters must be numerics greater than 750000 and 
less than 800000 when the first character of the VIN Field is the 
numeric 8, the second character of the VYR Field is the numeric 7, and 
the third and fourth characters of the VIN are the numerics 20 or 22. 

See the following page for 1981 and later Mercury on-line VIN edits. 
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SECTION 9--0N-LINE VIN EDITS 

9.13.2 VIN Field Edits for 1981 and 1982 Mercurys 

1. The first character (Country Symbol) must be the numeric 1 or 2. 

2. The second character (Y~ke Symbol) must be the alphabetic M. 

3. 

4. 

5. 

6. 

7. 

8. 

The third character (Type· Symbol) must be the alphabetic'E or H. 

The fourth character (Restraint System Symbol) must be the alphabetic 
B, C, orP. 

The fifth character (Line Symbol) must be the alphabetic P. 

The sixth character (Series Symbol) must be a numeric. 

The seventh character (Body Type Symbol) must be a numeric. 
._\ \ . 

The ninth character (Check Digit Symbol) must be a numeric or the a1pha-
be'dc X. 

9. The :..~~nth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

10. The eleventh character (Assembly Plant Symbol) must be a~ alphabetic. 

11. The twelfth through seventeenth characters (Sequential Produc,tion 
Number) must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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NCIC OPERATING MANUAL 
VEHICLE FILE 

SECTION 9--QN-LINE VIN EDITS 

PART 1 

9.14.1 VIN Field Edits for 1972-1980 01dsmobi1es 

\1 

The VIN is checked to ensure that it contains 13 characters. 

Samp1e,VIN: 3K57R6Rl09954 

Corresponding edit code: 1233456777777 

1. The first character (Manufacturer's Symbol) must be the numeric 3. 

2. 

3. 

4. 

5. 

6. 

7. 

The second character (Car Line/Series Symbol) must be an alphabetic. 

The third and fourth characters (Body Type Symbol) must be numerics. 

The fifth character (Engine Symbol) must be an. alphabetic or the 
numeric 0, 1, 2, 3, 5, or 7. The numeric 1 will only be permitted 
when the VYR Field code is 78, 79, or 80. The numeric 2 will only 
be permitted when the VYR Field code is 79 or 80. The numeric 3~ 5, 
or 7 will only be permitted when the VYR Field code is 80. 

The sixth character (MOdel Year Symbol) must be numeric and must agree 
with the second character in the VYR Field if the VYR Field code is 
79 or earlier; e.g., if the VYR Field code is 76, the sixth character 
of the VIN must be 6. If the VYR Field code is 80, the sixth character 
of the VIN must be the alphabetic A. 

The seventh character (Assembly Plant Symbol) must be an alphabetic 
or the numeric 2 or 7. The numeric 7 will only be permitted when the 
VYR Field code is 79 or 80. 

The eighth through thirteenth character (Sequential Production Number) 
must be numerics greater than 100000. 

See the following page for 1981 and later Oldsmobile on-line VIN edits. 
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VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.14.2 VIN Field Edits for 1981 and 1982 Oldsmobiles 

PART 1 

1. +he first character (Country Symbol) .must be the numeric 1 or 2. 

2. The second c;haracter (Make Symbol) must be the alphabetic G. 

3. The third character (Type Symbo'l) must be the numeric 3. 

4. The fourth character (Re~traint System Symbol) must be the alphabetic 
A, B, or C. 

. , 
5. The fifth character (Car Line and Series Symbol) must be alphabetic .• 

6. The sixth and seventh characters (Body Type Symbol) must be numerics. 

7. The ninth character (Check DilSit Symbol) must bea numeric or the alpha­
betic X. 

8. The tenth character (Model Year Symbol) must be the alphabetic B for 
1981 models or the alphabeti~ C for 1982 model~. 

9. The twelfth through seventeenth characters (Sequential Production 
Number) must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 
;: 

9.15.1 VIN Field Edits for 1972-1980 Plymouths 

The VIN is checked to ensure that it contains 13 characters. 

Sample VIN: VH4lG5Rl14688 

Correaponding edit code: 1233456777777 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

The first character (Car Make Symbol) must be one of the following: 
B, H, J, M, N, P, R, V, 1, 3, 4, 5, or 7 • 

The second character (Decor Symbol/Series Symbol) must be alphabetic. 

The third and fourth characters (Body Style Symbols) must be numerics. 

The fifth character (Engine Symbol) must be alphabetic. 

The sixth character (Model Year Symbol) must be numeric and must agree 
with the second char~cter in the VYR Field if the VYR Field code is 
79 or earlier; e.g., if the VYR Field. code is 75, the sixth character 
of the VIN must be 5. If the VYR Field code is 80, the sixth character 
of the VIN must be either the numeric 0 or the alphabetic A. 

The seventh character (Assembly Plant S)1mbol) must be one of the 
numerics 1 through 9 or one of the following: A, B, C, D, F, G, or R. 

The eighth through thirteenth characters (Sequential Production Number) 
must be numeric. 

See the following page for 1981 and later Plymouth on-line VIN edits. 
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VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.15.2 VIN Field Edits for 1981 and 198;:~ P1ymouths 

1. The first character (CQ.l!.ntry Symbol) m\1:st be the alphabetic J or the 
numeric 1 or 2. ' 

2. 

3. 

4. 

5. 

The second character (Make Symbol) li~ust be the alphabetic P. 

The third character (Type Symbol) must be a numeric. If the VMO is other 
than TK, the third character must be the numeric 3. 

The fourth character (Restraint System Symbol for automobiles/Gross 
Vehicle Weight Rating System for trucks) must be an alphabetic. If the 
third characte~ is 3, the fourth character must be the alphabetic Band 
the VMO cannot be TK. 

The fifth character (Line Symbol) must be an alphabetic. 

6. The sixth character (Series Symbol) .must beia numeric. 

7. The seventh character (Body Symbol) must be a numeric. 

8. The ninth character (Check Digit Symbol) must be a numeric or the alpha­
betic X. 

9. The tenth character (Model Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

10. The eleventh character (Assembly Plant Symbol) must be an alphabetic. 

11. The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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NCIC OPERATING MANUAL PART 1 

9.16.1 

VEHICLE FILE 
SECTION 9--0N-LlNE VIN EDITS 

VIN Field Edits for 1972-1980 Pontiacs 

The VIN is checked to ensure that it contains 13 characters. 

Sample VIN: 2Z27M4L101873 

Corresponding edit code: 1233456777777 

1. The first character (Manufacturer's Symbol) must be the numeric 
2. 

2. The second character (Car Line/Series Symbol) must be an alpha­
betic. 

3. The third and fourth characters (Body Type Symbols) must be 

4. 

5. 

6. 

7. 

numerics. 

The fifth character (Engine Symbol) must be an alphabetic or the 
numeric 0, 1, 5, 7, or 9. The numeric 1 will only be permitted 
when the VYR Field code is 78, 79, or 80. The numeric 9 will 
only be permitted when the VYR Field code is 79 or 80. The 
numeric 5 or 7 will only be permitted when the VYR Field code 
is 80. 

The sixth character (Model Year Symbol) must be numeric and must 
agree with the second character in the VYR Field if the VYR 
Field code is 79 or earlier; e.g., if the VYR Field code is 74, 
the sixth character of the VIN must be 4. If the VYR Field 
code is 80, the sixth character of the VIN must be the alphabetic 
A. , 

The seventh character (Assembly Plant Symbol) must be alphabetic 
or the numeric 1, 2, 6, or 7. The numeric 7 will only be per­
mitted when the VYR Field code is 79 or 80. The numeric 6 will 
only be permitted when the VYR Field code is 80. 

The eighth through thirteenth characters (Sequential Production 
Number) must be numerics greater than 100000. 

See the following page for 1981 and later Pontiac on-line VIN edits. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--oN-LINE VIN EDITS 

9.16.2 VIN Field Edits for 1981 and 1982 Pontiacs 

The following edits will apply when the VMA is either PONT or PONI: 

1. The first character (Country Symbol) must be the numeric 1 or 2. 

2. The second character (Make Symbol) must be the alphabetic G. 

3. The third character (Type Symbol) must be the numeric 2 or 7. 

4. 

5. 

The fourth character (Restraint System Symbol) must be the alphabetic 
A, B, or C. 

The fifth character (Car Line and Series Symbol) must be an alphabetic 
for 1981 models. If the third character is 7, the fifth character must 
be the alphabetic B, F, J, or N for 1981 models. For 1982 models, the 
fifth character must be an alphabetic. 

6. The sixth and seventh characters (Body Type Symbol) must be numerics. 

7. The ninth character (Check Digit Symbol) must be a numeric or the alpha­
betic x. 

8. 

9., 

The tenth character (Model Year Symbol) must be the alphabetic B for '1981 
models or the alphabetic C for 1982 models. 

The twelfth through seventeenth characterc:; ~~Sequential Production Number) 
must be numerics. 

Any VIN character omitted in the edit list is not edited. 
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NCIC OPERATING MANUAL PART 1 
VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.17 VIN Field Edits for 1981 and 1982 Porsches 

1. The first character must be the alphabetic w. 

2. The second character must be the alphabetic P. 

3. The third character must be the numeric O. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

The fourth character must be the alphabetic A, E, or J. 

The fifth character must be the alphabetic A or B for 1981 models or the 
alphabetic A for 1982 models. 

The sixth character must be the numeric O. 

The seventh character must be the numeric 4 or 9 for 1981 models or the 
numeric 9 for 1982 models. 

The eighth character must be the numeric 1, 2, 3, or 7 for 1981 models or 
the numeric 1, 2, or 3 for 1982 models. 

The ninth character must be a numeric or the alphabetic X. 

The tenth character must be the alphabetic B for 1981 models or the alpha­
betic C for 1982 models. 

The eleventh character must be the alphabetic N or S. 

The twelfth through seventeenth characters must be numerics. 
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SECTION 9--0N-LINE VI~ EDITS 

9.18 VIN Field Edits for 1981 Rovers 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

'12. 

The first character (Cpntinent Symbol) must be the alphll,betic S. 

The second character (Country Symbol) must be the alphabetic A. 

The third character (Make Symbol) must be the alphabetic,R. 

The fourth character (Model Symbol) must be the alphabetic R. 

The fifth character (Class Symbol) must be the alphabetic V or Z. 

The sixth character (Body Type Symbol) must be the numeric 1, 4, 5, or 6. 

The seventh character (Engine Type Symbol) must be the numeric 1, 3, 5, 
or 8. 

(Transmissj.on and Steering Symbol) must be the The eighth character 
numeric 4 or 8. 

The ninth character (Check Digit Symbol) must be a numeric or the alpha­
betic X. 

The tenth character (Model Year Symbol) must be the alphabetic B. 

The eleventh c arac er h t (Assembly Plant Symbol) must be the alphabetic A, C, 
or T. 

seventeenth characters (Sequential Production Number) The twelfth through 
must be numerics. 
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NCIC OPERATING MANUAL 
PART 1 

VEHICLE FILE 
SECTION 9--0N-LINE VIN EDITS 

9.19 VIN Field Edits for 1981 Triumphs 

The following edits will apply when the VMO is other than CYL: 

1. The first character (Continent Symbol) must be the alphabetic S. 

2. The second character (Cou~try Symbol) must be the alphabetic A. 

3. The third character (Make Symbol) must be the alphabetic T •. 

4. The fourth character (Model Symbol) must be the alphabetic P. 

5. The fifth character (Class Symbol) must be the alphabetic L, V, or Z. 

6. The sixth character (Body Type Symbol) must be the numeric 1, 4, 5, or 6. 

7 • The seventh charac ter (Engine Type Symbol) must be the;ilumeric 1, 3, 5, 
or 8. 

8. 

9. 

10. 

11. 

12. 

The eighth character (Transmission and Steering Symbol) must be the numeric 
4 or 8. 

The ninth character (Check Digit Symbol) must be a numeric or the alpha­
betic X. 

The tenth character (Model Year Symbol) must be the alphabetic B. 

The eleventh character (Assembly Plant Symbol) must be the alphabetic A, C, 
or T. 

The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
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VEHICLE FILE 

SECTION 9--0N-LINE VIN EDITS 

9.20.1 VIN Field Edits for 1972-1980 Vo1kswagens 

The VIN is checked to ensure thab it. contains 10 numerics. 

Sample VIN: 1753390809 

Corresponding edit code: 1123 

1. 

2. 

3. 

The first and second characters (Model) must contain one of the follow­
ing codes: 11, 13, 14, 15, 16, 17, 18, 21, 22, 23, 25, 26, 27, 28, 31, 
32, 33, 34, 36, 41, 42, 46, or 53. 

The third character (Year) must agree with the second character in the 
VYR Field if the VYR Field code is 79 or earlier; e.g., if the VYR 
Field code is 75, the third character of the VIN must be 5. If the 
VYR Field code is 80, the third character of the VIN must be the alpha­
betic A. 

The fourth character in 1972 through 1979 model Vo1kswagens must be a 
2 or greater number. The fourth through tenth characters in 1980 and 
later Vo1kswagens must be numeric and greater than 0000000. The sam­
ple VIN 1753390809 describes a Volkswagen Rabbit (17), manufactured 
in 1975 (5) with the Sequential Production Number 3390809. 

See the following page for 1981 and later Volkswagen on-line VIN ed:Lts. 
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NCIC OPERATING MANUAL PART 1 

) 9.20.2 

VEHICLE FILE 
SECTION 9--0N-L~NE VIN EDITS 

VIN Field Edits for 1981 and 198Uro1kswagens 
" ): 

1. The first character (Country'\\Syl~bo+1 must be the numeric 1 or the alpha­
betic W. 

2. The second character (Make Symbol) must be the alphabetic V. 

3. The third character (Make Symbol) must be the numeric 1 or 2 or the 
alphabetic W. I~ the third character is the numeric 1 or 2, the VMO 
must be TK. 

4. The fourth character {Series Symbol) must be an alphabetic. 

5. The fifth character (Engine Type Symbol) must be the a1phabe·tic A, B, 
or G for 1981 models or the alphabetic A, B, G, or H for 1982 models. 

6. The sixth character (Restraint System Symbol) must be the numeric 0 or 9. 

7. The seventh character (MOdel Symbol) must be the numeric 1, 2, 3, or 5. 

8. The eighth character (MOdel Symbol) must be a numeric. 

9. The ninth character (Check Digit Symbol) must be a numeric or the alpha-
betic X. 

10. The tenth character (}fude1 Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

11. The eleventh character (Assembly Plant Symbol) must be the alphabetic 
E, H, K, V, or W. If the VMO is TIC, the eleventh character must be H 
or V. 

12. The twelfth through seventeenth characters (Sequential Production Number) 
must be numerics. 
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SECTION 9--0N-LINE VIN EDITS 

9.21 VIN Field Edits for 1981 and 1982 Volvos 

1. The first character (Country Symbol) must be the alphabetic Y. 

2. The second character (Manufacturer's Symbol) must be the alphabetic V. 

3. The third character (Vehicle Type Symbol) must be the numeric 1. 

4. The fourth character (Restraint System Symbol) must be the alphabetic A 
or B. 

5. The fifth character must be the alphabetic X. 

6. 

7. 

8. 

9. 

10. 

11. 

The sixth and seventh characters (Engine Description Symbol) must be 
numerics. 

The eighth character (Body Type Symbol) must be numeric. 

The ninth character (Check Digit Symbol) must be numeric or the alpha­
betic X. 

The tenth character (MOdel Year Symbol) must be the alphabetic B for 1981 
models or the alphabetic C for 1982 models. 

The eleventh chara.cter (Assembly Plant Symbol) must be numeric or the 
alphabetic D. 

The twelfth through seventeenth characters (Sequential Chassis Number) 
must be numerics. , 
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LICENSE PLATE FILE 

SECTION l--INTRODUCTION 

1.1 Criteria for Entry in License Plate File 

1.2 

1. Unrecovered stolen plate(s) may be entered into file if a theft report 
has been made. 

2. Entries are usually limited to instances where all plates issued are . 
reported stolen. In a two-plate state where only one plate is reported 
stolen, an entry is permitted provided the entering agency is assured the 
remaining plate will not be on a vehicle. 

Message Key (MKE) Codes 

Stolen 
Message License Plate MKE Translation 

Entry EL STOLEN LICENSE PLATE 
Modify ML 
Cancel XL 
Inquiry QV 
Test Inquiry ZV 
Locate LL LOCATED LICENSE PLATE 
Clear CL 

If the license plate should be held for latent fingerprint examination, "_pII 
should be entered as part of the message key code, for example, "EL-P" which 
translates as "STOtEN LICENSE PLATE - HOLD FOR LATENTS"; if occupants of the 
vehicle on which the licenst:iplate is believed to be displayed are known to 
be armed, "-A" should be entered, for example, "EL-A" which translates as 
"STOLEN LICENSE PLATE - OCCUPANT(S) ARMED"; if a combination of the above two 
conditions exists, ":'F" should be entered, for example, "EL-F which translates 
as "STOLEN LICENSE PLATE - OCCUPANT(S) ARMED/HOLD PLATE FOR LATENTS." 

1.3.1 Retention Period for Stolen License Plate 

A record of an unrecovered stolen license plate will remain in the NCIC Stolen 
License Plate File for one year after the end of the plate's expiration year 
as shown in the record. The exception is a plate entered with LIY/DD (nonex­
piring); this plate will remain in file for the year of entry plus four. 
Following the speciUe.d retention period, License Plate File records will be 
automatically removed at the next License Plate File purge. Agencies are not 
furnishe4 a listing of their purged license plate records. 

An exception to record retention periods will occur in the event a serious 
error is detected in the record on file. See Introduction" Section 3, for 
complete procedural information conderning serious errors. See)Intr.oduction, 
Section 4, for complete information concerning NCIC File reorganization and 
purge schedule. 
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1.3.2 Automatic Purge 

LICENSE PLATE FILE 
SECTION l--INTRODUC!ION 

PART 2 

A record which has been located will be automatically suppressed ten days 
after the date of location stored in the record. These records that have 
been suppressed will be purged at the time of the next file real"iLgnment. 
Users will not be notified which located records have been purged. 

1.4 Validations 

Validation listings are prepared as of 0400 EST (or EDT) the first Friqay in 
January and July. Validation printouts or tapes will first list all located 
license plate records (MKE/LL) followed by all other active license plate 
records (MKE/EL). All $.8. Program records that are listed on validation 
tapes and printouts will be flagged. The heading "$.8. Program Records" will 
appear at the beginning of all out-of-state records prepared on printouts. 
Those validations prepared on magnetic tape will have an additional byte 
containing ,the dollar sign ($) character added to the end of all records 
meeting the $.8. Program criteria. 

1.5 License Plate Message Field Codes and Edits 

Field 

Message Key 

Originating Agency 
Identifier 

License Plate Number 

License Plate State 

License Plate Year 
of Expiration 

License Plate Type 

Datei;o:c Theft 

Originating Agency 
Case Number 

Miscellaneous 

Code 

MKE 

ORI 

LIC 

LIS' 

LIY 

LIT 

DOT 

OCA 

MIS 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The 
first two characters must be alphabetics 
and must check with the line number for 
the state as assigned by the NCIC com­
puter. 

Must not be characters UNK, UNKN, 
UNKNOWN. 

Must be two-character alphabetic code as 
listed in Code Manual, Part 6. 

Plates must be current year, current year 
Einus one, later than current year, or 00. 

l-!ust be valid type code as listed in 
Code Nanual, Part 8. 

Must be six numeric characters repre­
senting month/day/year in that order. 
Cannot exceed date entered. 

~imum of nine alphabetic and/or numeric 
characters. Must not contain a single 
zero only, a run of zeros only, .. the word 
NONE, or the first seven characters of 
the OR! Field. 

~imum of 13 characters. 
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LICENSE PLATE FILE 
SECTION l--INTRODUCTION 

PART 2 

1.5 Licenae Plate Message Field Codes and Edits (Continued) 

Field Code 

NCIC Number NIC 

Edits 

A self-checking number consisting of an 
alphabetic character ("P" in the License 
Plate File) followed by nine numeric char­
acters which is automatically assigned by 
the NCIC computer to each accepted record. 
Must have valid check digits when used to 
identify record in a subsequent transaction. 

1.6 Criteria For Rejecting Duplicate Recol:ds 

If the LIC, LIS, LIY, LIT, and ORI Fields of a stolen license plate entry 
message are the same as those field codes of a record already on file in NCIC, 
the second entry will be rejected with the message "REJ ON FILE." 

Whenever th~ message "REJ ON FILE" is received, the record on file will also 
be transmitted. 

A duplicate record will be accepted if the ORI in the second entry is different. 
In this case·, the first entry will be furnished as a response to the second 
entry. 

i.i 
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NCIC OPERATING MANUAL 
PART 2 

LICENSE PLATE FILE 
SECTION 2--ENTRY 

2.1 Example of a Stolen License Plate File Entry 

EL.MDl012600.ABCl23.MD.82.PC.120582.l658 (EOT) 

Acknowledgment: 

MDl012600 
NIC/P000002l54 LIC/ ABC123 

2.2 Mandatory Fields of Stolen License Plate Entry 

2.3 

2.4 

Information in parentheses is from the above example. The following fields 
are mandatory to cause acceptance of a stolen license plate entry into NCIC 
storage: message key (EL), originating agency identifier (MD1012600), license 
plate number (ABC123), license plate state (MD), license plate year of ex­
piration (82), license plate type (PC), date of theft (120582), and originating 
agency case number (1658). The entry will be rejected if one of the mandatory 
fields is left unfilled or the transaction is not ended with the end of trans­
mission character (EOT). 

Additional Guidelines for Stolen License Plate Entries 

All fields, except the Miscellaneous Field, must be filled to effect an entry 
in the License Plate File. 

In those states where the deletion of a hyphen in a license plate number may 
cause an invalid match of license plate numbers, the plate number, properly 
hyphenated, must be shown in the MIS Field. An example is plate number 1-1568 
which would be matched with plate number 11-568 if it is in the computer. 

For training and administrative purposes, agencies may enter test records into 
NCIC. The test record must contain 1) the letters "TEST" as the first four 
characters of the OCA Field; 2) the words "TEST RECORD" in the MIS Field; 
3) only fictitouB numbers; and 4) the LIS Field code mus~ reflect only that 
of the enter~ng agency as using the LIS code for another state will generate 
unnecessary $.8. messages. 

Stolen License Plate Entries and the $.8. Program 

An agency entering a license plate registered in another' state must advise 
the NCIC control terminal in the state of registry about such an entry if the 
state of registry is not a $.8. Program participant. The following states are 
not participating in the $.8. Program: 

Hawaii 
Idaho 

South Dakota 
Wyoming 

2.5 License Plate Number (LIC) in the Stolen License Plate Entry 

The LIC Field may have a maximum of eight characters entered without hyphens, 
spaces, and symbols. Partial license plate numbers must not be entered. 
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LICENSE PLATE FILE 
SECTION 2--ENTRY 

PART 2 

2.5 License Plate Number (LIC) in the Stolen License Plat~ Entry (Conbinued) 

Only license plate numbers that are all alphabetic, all numeric, or a combi­
nation thereof, may be entered. The only exception is license plate numbers 
that contain' a symbol, including the hyphen, which may be entered only when 
the symbol is used to separ.ate two elements of the number or when the symbol 
is used as a decoration. For example, some states issue license plates that 
consist of a county designator (first element), a symbol used as a separator, 
and a sequential number (second element). Symbols that are used to separate 
two elements of a license plate numb~r should be considered as a hyphen, and 
the complete license plate number, properly hyphenated, must be shown in the 
Miscellaneous Field. 

Entry is prohibited if a state issues one type of plate (bus, passenger car, or 
truck, etc.) with duplicate alphabetic and/or numeric characters and different 
symbols.as separators to cause the license plate numbers to be unique, for 
example, truck license plate numbers 45-1234 and 45*1234. These license plates 
are not acceptable since all symbols must be shown as hyphens in the MIS Field. 

Entry is prohibited for any license plate number that contains a symbol used 
as a substantive part of the plate number but not used as a separator between 
two elements (county designator and sequential number) of the plate number. 
For example, the license plate number *123 cannot be entered since the asterisk 
is not used as a separator. 

Users should be aware that some states issue license plates that contain a'Y 
symbol between characters of the number that is merely a decoration; for example, 
Pennsylvania automobile license plates have a keystone in the middle·of the 
number and Utah automobile license plates have a beehive" in the middle of the 
number. License plates with symbols used as decorations may be entered dis­
regarding the symbol. 

When entering a record.for a license plate issued by another state and it is 
not known whether a symbol on the license plate is part of the plate number, a 
decoration, or a separator, contact the control tenninal in the state ths.t 
issued the license plate. 

Where one character appears over another, enter the top character first 
immediately followed by the bottom, that is, ! enter as AB. 

B 

If the license plate number exceeds eight characters, enter only the last 
eight digits in the LIC Field. The full plate number must then be shown in 
the Miscellaneous Field. 

2.6 License Plate State (LIS) in the Stolen License Plate Entry 

The appropriate code for the state, territorial possession, province, or 
country that issued the stolen plate must be used in the License Plate State 
(LIS) Field of the license plate entry. Only codes approved for use in the 
LIS Field may be used. See Code ~nual, Part 6. 
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2.9 

LICENSE PLATE FILE 
SECTION 2--ENTRY 

License Plate Year of Expiration (LIY) in the Stolen License Plate Entry 

In the LIY Field enter the last two digits of the highest year in which the 
license plate is valid as indicated on the license plate via sticker or 
embossed numbers or as indicated on a windshield sticker. Grace periods or 
extensions are not to be considered when determining the LIY. Therefore, 
the LIY,may be the current year, current year minus one, or later than the 
current year. Nonexpiring license plates are entered by using LIY/OO. 
License plates that are expired beyond one year should not be entered in the 
License Plate File. 

In the absence of a license plate sticker, windshield sticker, or embossed 
numbers on the plate, enter the last two digits of the highest year in which 
the license plate is valid as indicated on the registration document. 

Indicate a nonexpiring license plate by entering two zeros (00) when all of 
the. following conditions exist: 

1. No year sticker is on the plate or windshield. 

2. No year is embossed on the plate. 

3. The plate number is never reissued. 

4. The registration supporting the plate indicates no expiration. 

For example, U.S. Government, U.S. Military, and some state t county and 
municipal vehicle plates are nonexpiring. 

License Plate Type (LIT) in the Stolen License Plate Entry 

For NCIC purposes motor vehicle license plate types are classified as 
(1) regular/ordinary passenger car plates and (2) special plates. Only 
codes as set out in the Code Manuai, Part 8, are acceptable for entry in 
the LIT Field. 

Miscellaneous Field (MIS) in the Stolen License Plate Entr~ 

Data entered in the Miscellaneous Field of a license plate record cannot 
exceed 13 characters. 

When only one plate of a set is stolen or missing, a notation of this fact 
must be placed in the Miscellaneous (MIS) Field of the entry. For example: 
1 PLATE STOLN. 

License plate numbers exceeding eight characters must be shown in full in 
the Miscellaneous Field, for example: LIC/43AB12345. 
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LICENSE PLATE FILE 
SECTION 2--ENTRY 

2.9 Miscellaneous Field (MIS) in the Stolen License Plate EntrZ'(Continued) 

l'ART 2 

In those states where the deletion of a hyphen or symbol in a license plate 
number may cause an invalid match of license plate numbers, the plate number, 
properly hyphenated, must be shown in the MIS Field. An example is plate 
number 1-1568 which would be matched with plate number 11-568 if it is in 
the computer. License plate numbers containing a symbol may be entered only 
if the symbol is used to separate two elements of the plate number or if 
the symbol is used as a decoration. When a symbol is used as a separator, 
the number should be entered in the MIS Field with a hyphen indicating the 
position of the symbol. When a symbol is used as a decoration, the number 
should be entered only in the LIC Field disregarding the symbol. 

In a case in which the OR! believes that notification each time its record is 
"hit" will provide investigative leads, regardless of whether the location of 
the property is known, the entering agency should place the code NOAH (Notify 
OR! of All Hits) in the MIS Field. 
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LICENSE PLATE FILE' 
SECTION·3--MODIFICATION 

PART 2 

3.1 When to Use a Modification Message. 

Modification of a record is restricted to the agency that entered the record. 
A modification messagel :ts used to add, delete, or change data ,in an active 
license plate record. A license plate record cannot be modified if the record 
is in a located status (MKE/LOCATED LICENSE PLATE). 

3.2 Example of a Stolen L~cense Plate Record Modification 

ML.MDl012600.NIC/P000002l54.0CA/1658.LIC/ABC132(EOT) 

3.3 

Acknowledgment: 

MDl012600 
MODIFY NIC/P000002l54 

The above modification example contains: message key (ML), originating agency 
id tifier (MDl012600) two record identifiers (NIC/P000002l54 and OCA/l658), 
th:~field being modifi~d and the modification (LIC/ABC132), and end of 
transmission character (EDT). 

Identification of a Record to be Modified 

Record to be modified must be identified by NCIC number and originating agency 
case number in that order, or license plate number and originating agency case 
number in that order, with each data element preceded by the proper message 
field code. In the above example, the identifiers are NCIC number and 
originating agency case number. 
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PART 2 

~ICENSE PLATE FILE 
SECTION 4--CANCELLATION 

4.1 When to Use a Cancellation Message 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is utilized when it is determined that the record is 
invalid, for example, a record that is the result of a fictitious or false 
theft report. 

4.2 EXample of a Stolen License Plate Record Cancellation 

4.3 

XL.MD1012600.NIC/P000002154.0CA/1658.120582 (EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/P000002154 

The above cancellation example contains: message key (XL), originating agency 
identifier (MD1012600), two record identifiers (NIC/P000002154 and OCA/1658), 
date ~f cancellation (120582), and end of transmission character (EOT). 

Identification of Record to be Canceled 

Record to be canceled must be identified by NCIC number and originating agency 
case number in that order, or the license plate number and originating agency 
case number in that order, with each data element preceded by the proper 
message field code. Cancellation date (which must be current date) must 
follow the two record identifiers. 
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LICENSE PLATE FILE 
SECTION 5--INQUIRY 

PART 2 

5.1 Example of an Ina~iry with Negative and Positive Stolen License Plate Record 
Responses 

This type of inquiry will automatically search the 'License Plate, Vehicle, 
Wanted Person, Missing Person, and Canadian Warrant Files. 

QV.WA1230000.LIC/ABC132.LIS/MD(EOT) 

Negative response: 

WA1230000 
NO RECORD LIC/ ABC132 LIS/MD 

The above inquiry example contains: message key (QV), originating agency 
identifier (WAl230000), license plate number (LIC/ABC132), license plate state 
(LIS/MD), and end of transmission character {EOT). 

Positive response: 

WA1230000 
MKE/STOLEN LICENSE PLATE 
ORI/MD1012600 LIC/ ABC132 LIS/MD LIY/8Z LIT/PC DOT/120582 
ocA! 1658 
NIC/P000002154 
ORI IS ANY CITY PI> MD 
IMMED CONFIRM RECORD WITH ORt 

5.2 Requirements for Inquiry 

Inquiries can be made by using the license plate number and the license plate 
state. The complete license plate number should be used although it may 
exceed. eight characters. The NCIC computer will search the last eight charac­
ters. Inquiries may also be made using the NCIC number only, if available. 

5.3 Additio~a1 Guidelines for Inquiries 

It is essential that identifying information, particularly the year of expi­
ration, in positive responses to License Plate File inquiries be compared with 
the license plate in question before further action is taken. 

License plate inquiries without the license plate state (LIS) will automati­
cally produce a hit on any record with the same license plate number. To 
avoid multiple hits and limit the scope of search, the inquiry should include 
the LIS Field. 

5.4 Procedures for Handling a Hit 

An NCIC hit may not be probable cause to arrest. ~A hit confirmed with the 
originating agency (ORI) may be adequate grounds to recover a license plate. 

When-an agenGY receives a record(s) in response to an NCIC inquiry and (1) the 
whereabouts of the stolen plate inquired upon is known and (2) the license 
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LICENSE PLATE FILE 
SECTION 5--INQUIRY 

5.4 Procedures for Handling a Hit (Continued) 

PART 2 

plate inquired upon appears to be identical with one or more of the records, 
the agency that can seize the stolen license plate must contact the originating 
agency of each record(s) possibly identical with the license plate in question 
to confirm the hit(s) pripr to seizing the license plate. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the stolen plate inquired upon is not known, the hit(s) should 
not be confirmed. Howevel~, if the code NOAH (Notify ORI of All Hits) is in 
the Miscellaneous Field of a record, contact tIle ORI of the record and furnish 
details concerning the inquiry. 

"To confirm the hit" means to verify that the theft report is still outstanding 
and the license plate inquired upon is identical to the license plate described 
in the record and to obtain information concerning return of the license plate 
to the rightful owner. 

The NCIC Advisory Policy Board has approved procedures whereby system 
discipline requirements for hit confirmation response are outlined and failure 
to comply can be identifiec. These procedures are as follows: 

1. Upon receipt of a hit confirmation request, the originating agency 
(ORI) of the record must within ten minutes furnish a substantive 
response, i.e., a positive or negative confirmation or notice of 
the specific amount of time necessary to confirm or reject. 

2. A requesting agency not I:eceiving a substantive response within 
ten minutes should generate a second request. 

3. If the agency generating the second request again fails to receive 
a substantive response within ten minutes, the agency will then 
generate a message to its own control terminal and the contr'ol 
terminal of the agency that originated the record with a copy to be 
sent to FBI NCIC, ORI/DCFBIWAOO. No action will be taken by FBI 
NCIC unless the two control terminal officers cannot resolve the 
matter. 

4. The control terminal officer, or his designee, of the originating 
agency will institute appropriate action ~o ensure proper response 
and compliance to system standards and this may include the canceling 
of records. Failure on the part of any control terminal to ensure 
such compliance will be brought to the attention of the Advisory 
Policy Board by FBI NCIC. 

Any agency that, following confi~ation of a hit(s), recovers a stolen license 
plate that is indexed in NCIC, except the agency whose ORI is stored in the 
record, 1J!,ust transmit a locate message for each record that was hit and 
confirmed with the ORI of the record. (See Section 6 for details on locate 
messages.) 
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NCIC OPERATING MANUAL PART 2 
LICENS~ PLATE FILE 

SECTrON 6--LQCATE 

6.1 What Agency Must Use a Locate Message. 

Any agency thQt recovers a license plate which is indexed in NCIC except the 
agency that entered the record must place a locate message on the active 
license plate record(s). When an agency receives a record or multiple records 
in response to an inquiry, the agency that can seize the stolen plate(s) must 
contact the ORI of each record possibly identical with the license plate in 
question to confirm the hit(s). Following confirmatioa with the originating 
agency(s), a locate message must be transmitted for each record on file for 
the license plate. Once a license plate record has had B locate placed on it, 
it cannot be modified. 

6.2 Example of a LO,cate Message for a Stolen License Plate Record 

6.3 

6.4. 

LL.WA1230000.NIC/P000002l54.0CA/1658.l20582.35l02(EOT) 

Acknowledgment: 

WA1230000 
LOCATE NIC/P000002l54 

The above locate example contains: message key (LL), recovering agency's 
identifier (WA1230000), two record identifiers (~IC/P000002l54 and OCA/1658), 
date of recovery (120582), recovering agency's case number (35l02)~ and end 
of transmissiorl character (EDT). 

When a locate is transmitted for a license plate record, the message key 
translation changes from "STOLEN LICENSE PLATE" to "LOCATED LICENSE PLATE" and 
the date of recovery, recovering agency's ORI, and recovering agency's case 
number replace the Miscellaneous Field data in the record. 

Identification of Record to Receive Locate 

Record to receive locate must be idel1tified by ejJ.:her NCIC number and origi­
nating agency case number in that order, or license plate number and originating 
agency case number in that order, with each data element preceded by the proper 
message field code. Note that the originating agency case number (OCA) used as 
anCidentifier is the DCA of the agency that entered the record. This DCA is 
contained in'the NCIC response to the recovering agency's inquiry. 

Locate Procedure 

Following the two record identifiers, date of recovery and recovering agency's 
case number are next entered in that order and without field codes. The date 
of recovery (which cannot be prior to the date of theft) must be entered or the 
locate message will be rejected. The recovering agency's case number should 
be entered as Ch;l.s wi1i ensure that complete recovery information is in the 
record. 
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7.1 When to Use a Clear Message 

LICENSE PLATE FILE 
SECTION 7--CLEAR 

PART 2 

Clearance of a record is restricted to the agency that entered the record. A 
clear message is transmitted: 

1. When the agency recovering the license plate is the agency that 
entered the record. 

2. When the agency that entered the record is officially advised that­
the license plate has been recovered by another agency. 

7.2 Example of a Clear Message for a Stolen License Plate Record 

CL.MDl012600.NIC/P000002l54.0CA/1658.120582.WA1230000.3 5102 (EOT) 

Acknowledgment: 

MD1012600 
CLEAR NIC/P000002l54 

The above clear example contains: message key (CL), originating agency identi­
fier (MD1012600), two record identifiers (NIC/P000002154 and OCA!1658), date of 
location (120582), the recovering agency's identifier (WA1230000), the recovering 
agency's case number (35102)., and end of transmission character (EOT). 

7.3 Identification of Record to be Cleared 

Record to be cleared must be identified by NCIC number and originating agency 
case number in that order, or license plate number and originating agency case 
number in that order, ~Yith each data element preceded by the proper message 
field code. 

7.4 Clear Procedures if License Plate Recovered by Agency That Entered Record 

If the agency that entered the record recovers the license plate, then only the 
date of recovery (which cannot be less than the date of theft) must be entered 
following the two record identifiers. Thus, the message in the above example 
would end after (120582). 

7.5 Clear Procedures if License Plate Recovered by Agency Other Than ORI 

If an agency other than the ORI of the record recovers the 1icens.:~ plate, 
utilization of the following procedures will ensure that the cleared record 
contains complete recovery data (date of recovery, recovering agency's identi­
fier, and recovering agency's case number). 

1. If the record:being cleared is in a located status (MKE/LOCATED 
LICENSE PLATE) only the date of recovery must be entered following the 
two record identifiers. Thus, the message in Section .7.2 would end 
after 120582. 
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SECTION 7--CLEAR 

PART 2 

7.5 Clear Procedures if License Plate Recovered by Agency Other Than ORI (Continued) 

2. If the record being cleared is in an active status (MKE/STOLEN LICENSE 
PLATE), the date of recovery followed by the recovering agency's 
identifier and the recovering agency!s case number in this order 
without field codes must be entered after the two record identifiers. 
See example in Section 7.2. 
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NCIC OPERATING MANUAL 

1.1 

1.2 

1.3 

BOAT FILE 
SECTION l--INTRODUCTION 

Definition of a Boat for NCIC Purposes 

PART 3 

For NCIC purposes, a boat is defined as a vessel for transport by water, con­
structed to provide buoyancy by excluding water and shaped to give stability 
and permit propulsion. 

Criteria for Entry in Boat File 

1. Any unrecovered stolen boat which has ~ registration nw~ber, document num­
ber, or a permanently attached hull serial number may be entered in file if 
a theft report has been made. 

2. Loaned, rented, or leased boats not returned may be entered by an authorized 
agency if an official police theft report is made or a filed complaint re­
sults in the issuance of a warrant charging embezzlement, theft, etc. 

Message Ke~ (MKE) Codes 
..,,-/') 

,~ I 
Message S,~ ,.lien Boat MKE Translation 

Entry EB 
Modify MB 
Cancel XB 
Inquiry QB 
Test Inquiry ZB 
Locate LB 
Clear CB 
Entry of supplemental data EBS 

record 

STOLEN BOAT 

LOCATED BOAT 

Entry of supplemental trailer EBT 
record 

Entry of add-on parts to a EBPI thru EBP7 
base stolen boat record 

Locate supplemental trailer LBT 
record 

Locate boat part add-on record LBPI thru LBP7 
Cancel/Clear supplemental XBT 

trailer record 
Cancel/Clear boat part add-on 

record 
XBPI thru XBP7 

If the boat should be held for latent fingerprint examination, "_p" should be 
entered as part of the EB message key code, for example, "EB-P" which tran-
la tes as "STOLEN BOAT - HOLD FOR LATENTS"; if occupants are known to be arme4,­
"-A" should be entered, for example, "EB-A" which translates as "STOLEN BOAT _ 
OCCUPANT(S) ARMED"; if a combination of the above two conditions exists, "-F" 
should be entered, for example, "EB-F whic;h translates as "STOLEN BOAT _ 
OCCUPANTS(S) ARMED/HOLD FOR LATENTS". 
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NCIC OPERATING MANUAL 
BOAT FILE 

SECT,ION l--INTRODUCTION 

1.4.1 'Retention Period for an Unrecovered Stolen Boat 

PART 3 

Unrecovered stolen boat records without a Boat Hull Number (BHN) or Owner­
Applied Number (OAN) therein will remain in file for 90 days after entry. They 
will be automatically removed from file at the first Boat File purge following 
the minimum 90-day retention period. 

Unrecovered stolen boat records which contain a BHN or an OAN are retained in 
file for the balance of the year entered plus four. Following this retention 
period, the records in the Boat File will be automatically removed at the next 
Boat File purge. For example, a boat entered in 1982 would be purged at the 
first Boat File purge in calendar year 1987. Agencies are not furnished a 
listing of their purged boat records. 

Supplemental data and add-on boat part records appended to a base boat record 
will remain in file until the end of the retention period for the base boat 
record. 

Supplemental trailer (EBT) records without a VIN or OAN will remain in file 
for 90 days. They will be automatically removed from file· at the next sched­
uled purge following the 90-day retention period. 

Supplemental trailer records which contain a VIN or OAN will remain in file for 
the remainder of the year entered plus four years. These records will}" auto­
matically removed from file at the first purge following this retention ~,i;Hod. 
If the base boat record is purged, the supplemental trailer record will also 
be purged. 

See Section 4 of the Introduction for complete information concerning NCIC File 
reorganization and purge schedule. 

1.4.2 Automatic Purge 

Data in the Registration Number (REG) Field and Registration Year of Expiration 
(REY) Field of a record containing a BHN will be purged one year after the 
registration expires as indicated in the REY Field. 

A nonexpiring registration or document number (REY/OO) in a Boat File record 
will be retained until the entire record is purged. 

Data in the LIC, LIY, and LIT Fields of a supplemental trailer (EBT) record 
containing a VIN or OAN will be pur.ged one year after the license plate expires 
as indicated in the LIY Field. 

Users will not be furnished a listing of records from which expired data is 
purged. 

A record w~ich has been located will be automatically suppressed ten days after 
the date of location stored in the record. Those records that have been sup­
pressed will be purged at the time of the next file realignment. Users will 
not be notified when located records have been purged. 
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NCIC OPERATING MANUAL PART 3 

1.5 

1.6.1 

Validations 

BOAT FILE 
SECTION l--INTRODUCTION 

Val:i..dation listings are prepared as of·0400 EST (or EDT) the first Friday in 
January and July. Validation printouts or tapes will first list all located 
boat records (MKEs LB, LBT, and LBP_) followed by all other active boat records 
(MKEs EB, EBS, EBT, and EBP_). 

The Boat Model Year (BYR) Field will be included in the supplemental boat data 
validation record. Therefore, all boat validations will consist of a minimum 
of two physical records: the base boat and the supplemental data record. 

All $.8. Program supplemental trailer records that are listed on validation 
tapes and printouts will be flagged. The heading "$.8. Program Records" will 
appear at the beginning of all out-of-state records prepared on printouts. 
Those validations prepared on magnetic tape will have an additional byte con­
taining the dollar sign ($) character added to the end of all records meeting 
the $.8. Program criteria. 

Boat'Message Field Codes 

Field 

Message Key 

Originating Agency 
Identifier 

Registration Number 

Registration State 

Registration Year of 
Expiration 

Outer Hull Material 

and Edits 

Code 

MKE 

ORI 

REG 

RES 

REY 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The 
first two characters must be alphabetics 
and must check with the line number for 
the state as assigned by the NCIC computer. 
In a supplemental or boat add-on record 
entry, must be same as the ORI in the 
base record. 

Maximum of eight characters. Single 
zero only, run of zeros only, single 
alphabetic only, or run of alphabetics 
only, indicating that the registration 
number is not known, cannot be used. 

If filled, must be two-character alpha­
betic code as listed in Code Manual, 
Part 6. 

If filled, must be current year, current 
year. minus one, greater than current 
year, or 00. 

HUL If filled, must be one of the following 
two-character alphabetic codes: ML, PL, 
WD, or OT. 
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NCIC OPERATING ~AL 
BOAT FILE 

SECTION 1--INTRODUCTION 

PART 3 

1.6.1 Boat Message Field Codes and Edits (Continued) 

Field 

Hull Serial Number 

Propulsion 

Boat Model Year 

Make 

Type 

Overall Length 

Color 

Date of Theft 

Originating Agency Case 
Number 

Miscellaneous 

Owner-Applied Number 

Code 

BHN 

PRO 

BYR 

BMA 

BTY 

BLE 

BCO 

DOT 

OCA 

MIS 

OAN 

Edits --,-

Maximum of 20 characters.' Single zero 
only, run of zeros only, single alpha­
betic only, or rup of a1phabetics only, 
indicating that the hull serial number 
is not known, cannot be used. 

If filled, must be one of the following 
two-character alphabetic codes: IN, 
OB, SA, SI, SO, or MP. 

Must be two numeric characters. 

Must be a valid NCIC-assigned BMA code 
listed in the Code Manual, Part 2, or 
the generic code MISC. If the generic 
.code is used, the MIS Field must include 
the full manufacturer's name. 

If filled, must be three-character 
alphabetic code as listed in Part 2 of 
the Code Manual. 

If filled, must be two numeric characters 
representing feet, not inches. 

If. filled, must be valid c,?lor code as 
lis'ted in Part 2 of the Code Manual. If 
seven characters, the fourth must be a 
slash (/). 

Must be six numeric characters represent­
ing month/day/year in that order. Cannot 
exceed date entered. 

Maximum of nine alphabetic and/or numeric 
characters. Must not contain a single 
zero only, a run of zeros only, the word 
NONE, or the first seven characters of 
the ORI Field. 

Maximum. of 42 characters. If the B~\ is 
MISC~ the MIS Field must be filled. 

If filled, must be a maximum of 20 alpha­
numeric characters. ' Single zero only, 
run of zeros only, single alphabetic only, 
or run of alphabetics only cannot be used. 
Cannot 'be identical to the BHN~ 
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NCIC OPERATING MANUAL 
BOAT FILE 

SECTION l--INTRODUCTION 

PART 3 

1.6.1 Boat Message Field Codes and Edits (Continued) 

Field 

Vehicle OWnership Data 

NCIC Number 

1.6.2 Boat Message Field Codes 

Coast Guard Document 
Number 

Home Port 

Hull Shape 

Model Name 

Boat Name 

1.6.3 Boat Messa~e Field Codes 

License Plate Number 

License Plate State 

License Plate Year 
of Expiration 

License Plate Type 

Vehicle Identificaiton 
Number 

Vehicle Year 

• ~'-'r'" -_." .~:-=-,::·r--,--':;:;;':;.:::::;~~.Q,:'::'';'~:::.!:::;'::t:::::::::..::::etp.;.~=-~~~~==:-:7' ..... -.,,{,.,..,..-.'. 
c·, 

Code Edits 

and 

and 

VOD 

NIC 

Edits 

CGD 

HPT 

IISP 

BMO 

BNM 

Edits 

LIC 

LIS 

LIY 

LIT 

VIN 

VYR 

One alphabetic character (A, C, D, N, or 
S) may be placed in a boat record at time 
of entry only. 

A self-checking number consisting of an 
alphabetic character ("B" in the Boat 
File) followed by nine n~eric characters 
which is automatically assigned by the 
NCIC computer to each accepted record. 
Must have valid check-digits when used 
to identify record in a subsequent 
transaction. 

for Supplemental Data Entries 

Maximum of six numeric characters. 

Maximum of 20 alphabetic and numeric 
characters. 

Must be two-character alphabetic code 
listed in Part 2 of the Code Manual. 

Maximum of 20 alphabetic and numeric 
characters. 

Maximum of 20 alphabetic and numeric 
characters. 

for SUEElemental Trailer Entries 

Maximum of eight characters. Cannot be 
the characters UNK, UNKN, or UNKNOWN. 

Must be two alphabetic characters. 

Must be current year, current year minus 
one, later than current year, or 00. 

Must be "TL". 

Maximum of 20 characters. Single zero 
on1yp run of zeros only, sin~le alpha­
betic only, or all a1phabetics only cannot 
be used. 

Must be two numerics. 
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NCIC OPERATINGcMANUAL 
BOAT FILE 

SECTION 1--INTRODUCTION 

PART 3 

1.6.3 Boat Message Field Codes and Edits for Supplemental Trailer Entries (Continued) 

Field Code 

Vehicle Make VMA 

Vehicle Model VMO 

Vehicle Style VST 

Vehicle Color VCO 

Miscellaneous MIS 

OWner-Applied Number OAN 

Edits 

Minimum of two and maximum of four alpha­
betic characters. Must not be charac,ters 
ASM, ASMB, ASSE, ASSM, MB, MC, MK, MP, MS, 
NA, TK, TL, UNK, UNKN, XX,' XXX, xXxx, YY., 
YYY, YYYY, ZZ, ZZZ, or ZZZZ. 

Must be characters "TL". 

Must be characters "BT". 

Must be a valid NCIC-assigned code listed 
in Part 8 of the Code Manual. 

Maximum of 42 characters. 

Maximum of 20'a.1phanumeric characters. 
Single zero only, run of zeros ,only, 
single alphabetic only, or run of a1pha­
betics only cannot be used. The DAN can­
not be identical to the VIN. 

1. 6.4 Boat Messag,e Field Codes and Edits for Add-On Boat Part Entries 

Serial Number 

Brand 

Category 

Owner-Applied Number 

Miscellaneous 

Engine Power or 
Displacement 

SER 

BRA 

CAT 

DAN 

MIS 

EPD 

Maximum of 20'a1phanumeric characters. 
Single zero on1y~ run of zeros only, 
single alphabetic only, or run of a1pha­
betics only cannot be used. 

M~~t be valid code listed in Part 2 of 
the Code Manual. 

Must be two-character alphabetic code 
listed in Part 2 of the Code Manual. 

Maximum of 20 alphanumeric characters. 
Single zero only, rpn of zeros only, 
single alphabetic only, or run of a1pha­
betics only cannot be used. Can~ot be 
the same as the SER. 

Maximum of 42 characters .C-

Must be one to four numerics followed by 
one alphabetic character (I, C, L, or H). 
Can only be filled if CAT code is EN or 
DB. 
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NCIC OPERATING MANUAL PART 3 

1.7 

BOAT FILE 
SECTION 1--INTRODUCTION 

Criteria for Rejecting Duplicate Records 

If the BHN, BMA, and ORI Fields, the REG, RES, REY, and ORI Fields, or the DAN, 
BMA, DCA, and ORI Fields of a stolen boat entry message are the same as those 
field codes of a record already on file in NCIC, the second entry will be ra-
j ec ted with the message "REJ ON FILE". 

If the CGD and ORI Fields of a boat supplemental data record entry message are 
identical to the REG and ORI Fields of a base boat record already on file in 
NCIC, the second entry will be rejected with the message "REJ ON FILE". 

If the LIC, LIS, LIY, LIT, and ORI Fields, the VIN, VMA, and ORI Fields, or the 
DAN, VMA, DCA, and ORI Fields of a supplemental boat trailer r~cord entry message 
are the same as those field codes of an EBT or EVS record already on file in 
NCIC, the second entry will be rejected with the message "REJ ON FILE". 

If the SER, BRA, CAT, and ORI Fields or DAN, BRA, CAT,. OCA, and ORI Fie1dl'l of 
a boat part add-on record entry message are t~e same as those field codes of an 
EBP or EP record already on file in NCIC, the second entry will be rejected with 
the message "REJ ON FILE". 

Whenever the message "REJ ON FILE" is received, the record on file will also be 
transmitted. 

A duplicate record will be accepted if the ORI in the second entry is different. 
In this case, the first entry will be furnished as a response to the second 
entry. 
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NCIC OPERATING MANUAL PART 3 

2.1 

2.2 

2.3 

Example of a Stolen Boat Entry 

BOAT FILE 
SECTION 2--ENTRY 

EB.MDl012600.MD1234ZZ.MD.82.WD.LBC035380874.0B.80.WEL.RUN.17.P~D.100582.A222(EOT) 

Acknowledgment: 

MDlOVi600 
NIC/B000032685 REG/MD1234ZZ 

Mandatory Fields of Stolen Boat Entry 

Information in parentheses is from the above example. The following fields are 
mandatory to cause acceptance of a stolen boat entry into NCIC storage: message 
key (EB); originating agency identifier (MDl012600); registration number 
(MD1234ZZ) or document number with registration/document state (MD), and 
registration/document year of expiration (82), or hull serial number 
(LBC035380874); boat model year (80); make (WEL); date of theft (100582); and 
originating agency case number (A222). The entry will be rejected if one of 
the mandatory fields is left unfilled or the transaction is not ended with the 
end of transmission character (EOT). 

For training and ad~inistrative purposes, agencies may enter test records into 
NCIC. The test record must contain 1) the letters "TEST" as the first four 
characters of the OCA Field; 2) the words "TEST RECORD" in the MIS Field· and 
3) only fictitious numbers. ' 

Additional Guidelines for Stolen Boat Entries 

The agency entering the record must account for all fields in the "Boat File-­
Record Format." If the data pertaining to a nonmandatory field is not known 
place a period to indicate that the information is unknown and proceed to th~ 
next field. Ensure that all available data called for by the record format 
is entered when the original entry is made. Of particular importance is the 
registration nUmber (REG) which will be available for all boats except some new 
boats stolen from a dealer's/manufacturer's lot. Missi~g d~ta obtained at a 
later time should be promptly added through the use of.a 'modify" message (MKE/ 
MB). See Section 3. 

An agency 'entering a boat registered in another state must advise the NCIC con­
trol terminal in the state of registry about such an entry by separate 
communication. 

In instances where a boat, trailer, and any accessories have been stolen, a 
record(s) should be entered by.one of the following methods: 

1. For those states that have the capability to enter supplemental trailer 
and add-on recdrds, follow the instructions set forth is Sections 9 and 
10. 

2. For those states that do not have add-on capability, separate entries in 
the appropriate files must be made for the stolen boat and any accessories 
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NCIC OPERATING MANUAL 
BOAT FILE 

SECTION 2--ENTRY 

2.3 Additional Guidelines for Stolen Boat Entries (Continued) 

2. (conti:lUed) 

PART 3 

taken with it; that is, the boat must be entered in the Boat File, its 
outboard motor must be entered in the Article File, and the boat trailer 
must be entered in the Vehicle File. 

If an item(s) associated with the stolen boat is entered in another NCIC 
file(s~, each separate entry shou1d be cross-referenced to the other(s) by 
entering the NCIC number(s) of the other related record(s) in the Miscella­
neous Field of each entry. 

2.4.1 Registration NumD~r Data in the Stolen Boat Entry 

A registration number should be available for all boats except those stolen 
prior to their registration. The registration number is to be entered omitting 
spaces, hyphens, and symbols. Ensure that all letters and numerals which are 
part of the registration number 8.re included. Partial numbers are not to be 
entered. If registration number (REG) is entered, the Registration State 
F~eld (RE~) and the Registration Year of Expiration Field (REY) must be filled. 

2.4.2 Registration Number for Domestic Boats 

After an application for registration of a boat with a state or the United 
States Coast Guard has been approved, the applicant is issued a "Certificate 
of Number" (a Registration Certificate authorizing the boat's use primarily 
for pleasure) setting forth the identification number assigned to the boat. 
The applicant is required to display this number (commonly called the '~oat 
registration number") on each side of the bow of the vessel. A registration 
number will be no more than eight characters; however, it may be less. 

The Code of Federal Regulations, Title 33, Section 174.23 sets out the require­
ments for boat registration numbers. Each registration number must consist of 
tow capital letters denoting the state of the issuing authority. These two 
alphabetics are followed by not more than four numerics and two alphabetics or 
not more than three numerics and three alphabetics. 

Sample REG: NH 1234 BD or NH 356 EFG 

The two-character alphabetic code denoting the issuing state must conform to 
those alphabetics set out be the aforementioned regulations. Eleven of these 
codes are different from those state codes assigned by NCIC for the RES Field. 
The codes that differ from the NCIC-assigned RES codes are: 

California 
Colorado 
Delaware 
Hawaii 
Kansas 

CF Massachusetts 
CL Michigan 
DL Mississippi 
HA Washington 
KA Wisconsin 

American Samoa 
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SECTION 2--ENTRY 

2.4.3 'Document Number for Commercial Vessels 

Commercial vessels and certain motor yachts over five tons are "documented" as 
vessels of U.S. registration under navigation laws administered by the U.S. 
Coast Guard. An official identifying number is assigned to the vessel, and a 
valid marine document reflecting the assigned number is issued. This unique 
number (commonly referred to as a "document number") is permanently marked on 
the main beam of the "documented" ve.ssel in addition to appearing on the 
official marine document issued to the owner of the vessel. A document number 
should be entered in the REG Field and will be, no more than six characters; 
however, it may be less. All characters of a document number will be numeric. 

2.5 Registration State (RES) Data in the Stolen Boat Entry 

2.6 

2.7 

2.B 

Enter the appropriate code for the State, Province, etc., which issued the 
registration/documentation certificate. See Code Manual, Part 6. 

Registration Year of Expiration (REY) Data in the Stolen Boat Entry 

The last two digits of the highest year in which the boat's registration or 
documentation certificate is valid must be entered in the REY Field. 

Outer Hull Material (HUL) Data in the Stolen Boat Entry 

Place in the HUL Field the code best describing the material of which the 
boat's outer hull is made. See the Code Manual, Part 2, ,for the valid codes. 

Hull Number (BHN) Data in the Stolen Boat Entry 

The Code of Federal Regulations, Title 33, Section lBl, requires that hull 
identification numbers affixed to boats manufactured as of August., 1973, must 
consist of 12 characters. A manufacturer may display additional characters 
after the required 12; however, they must be separated by a hyphen. 

Enter the complete hull number, including any alphabetic character(s), in the 
BHN Field. Omit from the BHN Field any spaces, hyphens, or special characters 
which may appear as part of the hull number. If the hull number exceeds 20 
characters, the last 20 characters must be entered in the BRN Field. The com­
plete BHN must then be entered in the MIS Field. 

Sample BHN: STMB52BEM79B-34576YF2 

1. 

2. 

The first three characters must be the identification assigned to the 
manufacturer--positions one and two must be alphabetic~ position three 
must be alphabetic or the numerics 1 or 2. 

The fourth through eighth characters are assigned by the manufacturer and 
may be either alphabetic or numeric except the alphabetic characters I, 0, 
and Q. 
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SECTION 2--ENTRY 

2.B Hull Number (BHN) Data in the Stolen Boat Entry (Continued) 

2.9 

3 • 'The ninth through the twelfth characters indicate the date of certifi­
cation--the characters must be either: 

a. 

b. 

All numerics with positions nine and ten indicating the month and 
positions eleven and twelve indicating the year; or 

The ninth character must be the alphabetic M, the tenth and eleventh 
characters must be numerics indicating the model year, and the twelfth 
character must be an alphabetic indicating the month of the model 
year. August is desj.gnated by the alphabetic A. September by B, 
October by C, etc. 

4. Any characters appearing after the twelfth character can be either alpha­
betic or numeric. 

Propulsion (PRO) Data in the Stolen Boat Entry 

Enter the appropriate code from the Code Manual, Part 2. 

2.10 Boat Model Year (BYR) Data in the Stolen Boat Entry 

The BYR must be two numeric characters representing the model year during 
which the boat was manufactured, e.g., BO for 19BO. The BYR may be obtained 
from the BHN (see Section 2.B). 

2.11 Make (BMA) Data in the Stolen Boat Entry 

Boat make codes are listed in the Code Manual, Part 2. If a code is not listed 
in the Code Manual the alphabetic characters "MISC" should be entered in the 
BMA and the actual'manufacturer's name must appear in the MIS Field. 

2.12 Type (BTY) Data in the Stolen Boat Entry 

Enter the appropriate code from the Code Manual, Part 2. 

2.13 Overall Length (BLE) Data in the Stolen Boat Entry 

Generally, overall length is measured in a straight line from the foremost part 
of the bow (front) to the aftermost part of the stern (back). Express and enter 
the overall length in feet. (Round off fractions of a foot to the nearest foot.) 
For example: 

12 for 144 inches 
19 for lB ft. 9 in. 
16 for 16 ft. 3 in. 
OB for B ft. 

2.14 Color (BCO) Data in the Stolen Boat Entry 

Where a boat is one color, enter the appropriate three-character alphabetic 
code listed in the Code Manual, Part 2. For example: BCO/BRO. 
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SECTION 2--ENTRY 

2.14 Color (BCO) Data in the Stolen Boat Entry (Continued) 

PART 3 

When describing a boat of two colors, first list the dominant color of the 
boat's hull above the waterline followed by the next most prevalent color. 
full seven characters in the field must be filled and the fourth character 
be a slash (/). For example: BCO/WHI/BLK. 

The 
must 

When describing a boat of more than two colors, enter the mu1tico1ered code and 
the actual colors in the Miscellaneous Field, for example, BCO/MUL/COL and 
MIS/VCO/RED/WI/BLU or HIS/VCO/RAINBOW COLORS. 

2.15 Miscellaneous (MIS) Data in the Stolen Boat Entry 

If the BMA is "MISC", the MIS Field must contain the complete identity of the 
boat manufacturer. 

Identify serialized home-built boats (except those built from boat kits) by 
entering the words "HOME BUILT". Enter the words "KIT BUILT" to identify boats 
constructed from a kit where the manufacturer's identity is not displayed on 
the boat. For example: 

HOME BUILT-NAME VALERIE ON TRANSOM 
KIT BUILT-NAME BLACK RAT ON STERN 

Additional descriptive information may be entered in the MIS Field. This data 
should be entered in easily readable abbreviated language as this field cannot 
exceed 42 characters. For example: 

1. Number of hulls. 

SINGLE HULL 
CATAMARAN 
TRIMARAN 

2. Boat's name (assigned by the owner} and its hailing (home) port as it 
appears on the boat's hull. 

CHINOOK-PORT/NEWPORT, RI 

For those states that have the capability to enter boat supplemental data, 
this information should be entered in the appropriate field. See Section 8. 

3. Number of persons boat sleeps. 

SLEEPS 3; 4 BERTHS, etc. 

4. Color of trim, cabin deck, interi-or, cockpit cover, etc. 

BRO DECK 
RED CANVAS COCKPIT COVER 
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SECTION 2--ENTRY 

.... ~-~---

2.15 Miscellaneous (MIS) Data in the Stolen Boat Entry (Continued) 

PART 3 

5. Number of sails, color of mainsail with lettering or design appearing 
thereon. 

2/SAILS, MAINSAIL YEL 
CRAB AND US 491 ON MAINSAIL 

In a case in which the ORI believes that notification each time its record is 
"hit" will provide investigative leads, regardless of whether the location of 
the boat is known, the entering agency should place th~ code NOAH (Notify ORI 
of All Hits) in the MIS Field. 

2.16 Owner-Applied Number (DAN) Data in the Stolen Boat Entry 

The OAN Field should contain: 1. an identification number assigned by the 
owner of the property in connection with a theft prevention program, or 2. a 
state-assigned hull serial number. 

The OAN cannot be the same as the BRN. 

2.17 ,Vehicle Ownership Data (VOD) in the Stolen Boat Entry 

The VOD Field is a one-character field reserved to show National Automobile 
Theft Bureau (NATB) illterest in a stolen boat entry. A law enforcement agency 
may upon receiving authorization from the National Automobile Theft Bureau 
fill the VOD Field with the appropriate one-character alphabetic code (A, C, D, 
N, or S) when making an EB. If a law enforcement agency does not receive 
authorization to fill this field at the time of entry, only the National 
Automobile Theft Bureau (NATB) may later fill this field by using a modify 
message. The alphabetic characters A, C, D, N, and S, which represent NATB 
Division locations in the United States, will be translated in stolen boat 
positive responses as follows: 

A - GANATBAOO INTEREST 
C - ILNATBCOO INTEREST 
D - TXNATBDOO INTEREST 
N - NYNATBNOO INTEREST 
S - CANATBSOO INTEREST 

(Atlanta, Georgia) 
(Chicago, Illinois) 
(Dallas, Texas) 
(New York, New York) 
(San Francisco, California) 
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BOAT FILE 

SECTION 3--MODIFlCATION 

3.1 When to Use a Modification Message 

PART 3 

Modification of a record is restricted to the ageacy that entered th~ record. 
A modification message is used to add: delete, or change data in an active boat 
record. A Boat File record cannot be modified if the record is in a located 
status (MKE/LOCATED BOAT). 

A modification message may also be used to enter or delete data in the supple­
mental data record. See Section 8 for the fields and message field codes. 

3.2 Example of a Stolen Boat Record Modification 

MB.MDl012600.NIC/B000032685.0CA/A222.REG/MD1235ZZ(EOT) 

Acknowledgment: 

MDl012600 
MODIFY NIC/B000032685 

The above modification example contains: message key (MB), originating agency 
identifier (MDl012600), two record identifiers (NIC/B000032685 and OCA/A222), 
the field being modified and the modification (REG/MD1235ZZ), and end of trans­
mission character (EOT).-

3.3 Identification of a Record to be Modified 

Record to be modified must be identified by NCIC number an~ originating agency 
case number in that order, or hull seri~l number and originating agency case 
number in that order, or registration nUmber and originating agency case number 
in that order, preceded by the proper message field codes. In the abov.e example, 
the identifiers are NCIC number and originating ageil~y case number precedes! by 
the proper message field codes. 
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SECTION 4--CANCELLATION 

4.1 When to Use a Cancellation Message 

PART 3 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is used when it is determined that the record is invalid, 
for example, a record that is the result of a fictitious or false theft report. 

A cancellation message for a base Boat File record will also remove any supple­
mental data record, supplemental trailer record, and/or add-on boat p3rt 
record(s). Any unrecovered trailer or boat partes) must be entered into the 
Vehicle File as an EV or EP, respectively. 

4.2 Example of a Stolen Boat Record Cancellation 

XB.MDl012600.NIC/B000032685.0CA/A222.l20582(EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/B000032685 

The above cancellation example contains: message key (XB), originating agency 
identifier (MDlOl2600), two record identifiers (NIC/B000032685 and OCA/A222), 
date of cancellation (120582), and end of transmission character (EOT). 

4.3 Identification of Record to be Canceled 

Record to be cance~ed must be identified by NCIC number and originating agency 
case number in tha~ order, hull serial number and originating agency case 
number in that order, or registration number and originc'i!:ting agency case number 
in that order, preceded by the proper message field codes. Cancellation date 
(which must be the current date) must follow the two record identifiers. 
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NCIC OPERATING MANUAL PART 3 

5.1 

BOAT FILE 
SECTION 5--INQUIRY 

Example of an Inquiry with Negative and Positive Stolen Boat File Record Responses 

QB.WA1230000.REG!MD1235ZZ.BHN/LBC035380874 (EOT) 

Negative response: 

WA1230000 
NO RECORD REG/MD1235ZZ BHN-SER-OAN/ LBC0353808'~~4 

The above inquiry example contains: message key (QB), inquiring agency identi­
fier (WA1230000), registration number (REG/MD1235ZZ), hull serial number (BRN/ 
LBC035380874), and end of transmission character (EOT). 

Positive response: 

WA1230000 
MKE/STOLEN BOAT 
ORI/MDl012600 REG/MD1235ZZ RES/MD REY/82 HUL/wn 
BHN/ LBC035380874 PRO/OB BYR/80 BMA/WEL BTY/RUN BLE/17 BCO/RED 
DOT/l00582 OCA/ A222 MIS/BLUE STRIPING 
NIC/B000032685 
ORI . IS ANY CITY PD MD 
IMMED CONFIRM RECORD WITH ORI 

5.2 Requirements for Inquiry 

Inquiries can be made by using the registration number (REG) and/or hull serial 
number (BHN). Complete registration number should be used although it may exceed 
8 characters. The NCIC computer will search t.he last 8 characters. The complete 
hull serial number should be ~sed; however, it cannot exceed 20 characters. If 
t~e hull serial number exceeds 20, the last 20 $hould be used. The NCIC computer 
W1ll search the last 15 characters. Registration state cannot be used in an 
inquiry. 

Inquiries ~f the Boat File and any add-on records may also be made using the 
owner-appl~ed number, license plate number, vehicle identification number Coast 
Guard Document Number, andlor serial number. An inquiry cont~ining a regis­
tration number, license plate number, and/or Coast Guard Document Number should 
be identified by the message field code (MFC) REG. An inquiry containing a 
hull identification number, owner-applied number, vehicle identification number, 
and/or serial number should be identified by the MFC/BHN •. 

Up to three numbers may be included in an inquiry after the MFC/BHN; however, the 
numbers must be separa~.ed by a connna. For example: 

QB.MDl012600.REG/11D1234ZZ.BHN/LBC035380874,MD934762S,8967341 (EOT) 

~nquiries may be made using the NIC number only, if available. 
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NCIC OPERATING MANUAL 
BOAT FILE 

SECTION 5-~INQUIRY 

5.3 Additional Guidelines for Inquiries 

PART 3 

When a record(s)is received in response to 'an inquiry, it is essential to match 
.allidentifying data in the NCIC record(s) with the boat in question before taking 
further action. 

A QBor ZB inquiry using REG as an identifier will search the follo~ing: REG 
of base Boat File (EB) records, LIC of boat supplemental trailer (EBT) records, 
CGD of Boat File (EB) records, LIC of base Vehicle File (EV) records with VMO/TL 
and VST/BT, and LIC of add-on vehicle (EVS) records with VMO/TL and VST/BT. 

A QB or ZB inquiry using BHN as an identifier will search the following: BHN and 
OAN of base Eoat File (EB) records, SER and OAN of add-on boat part (EBP) records 
and base part (EP) records, VIN and OAN of boat supplemental trailer (EBT) rec­
ords, VIN and OAN of base Vehicle File (EV) records with VMO/TL and VST/BT, and 
VIN and oAN of add-on Vehicle File (EVS) records with VMO/TL and VST/BT. 

A QW, ZW, QV, or ZV inquiry containing an LIC will retrieve a Boat File record 
with a matching LIC in the boat supplemental trailer records. Additionally, a 
VIN contained in one of these inquiries will retrieve a matching VIN or OAN in 
the boat supplemental trailer records. Inquiries with a VIN will aJ.so retrieve 
any part (EP, EBP, EPS)J--i-'ecord, regardless of category, with a matching SER or 
OAN. 

If the positive response (hit) includes information in the Miscellaneous Field 
indica,ting boat trailer and/or boat motor was stolen along with the boat, the 
Vehicle File and/or the Stolen Article File should be queried using the identi­
fiers cross-referenced in the stolen boat record to ascertain if tIle trailer 
and/or motor in question is still in an activ~ stolen status. 

5.4 Procedures for Handling a Hit 

An NCIC hit may not be probable cause to arrest. A hit confirmed with the 
originatingr,::agency may be adequate grounds to recover a boat. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the boat inquired upon is known and the boat inquired upon 
appears to be identical with one or more of the records, the agency that can 
seize the boat must conta.ct the ORI of each record possibly identical with the 
boat :1.n quest;ion to confirm the hit(s) prior to seizing the boat. 

e , 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the boat inquired upon is not known, the hit(s) should not be 
confirmed. However, if the code NOAH (Notify ORI of All Hits) is in the Miscel­
laneous Field of a record, contact the ORI of .~he record and furnish details 

'I concerning the inquiry. I' ;i 

"To confirm the hit" means -to verify that the theft report is still outstanding 
and the boat inquired upon is identical with the boat described in the record, 
and to obtain information concerning return of the stolen boat to its rightful 
owner. 
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SECTION 5--INQUIRY 

5.4 Procedures for Handling a Hit (Continued) , 

The NCIC Advisory Policy Board has approved procedures, whereby system discipline 
requirements for hit confirmation response are outlined and failure to comply can 
be identified. These procedures are as follol-1s: 

1. Upon receipt of a hit confirmation request, the originating agency (ORI) 
of the record must within ten minutes furnish a substantive response, 
i.e., a positive or negative confirmation or notice of the specific 
amount of time necessary to confirm or reject. 

2. A requesting agency not receiving a substantive response within ten 
minutes should generate a second request. 

3. 

4. 

If the agency generating the secoIid request again fails to receive a 
substantive response within ten minutes, the agency will then generate 
a message to its own control terminal and the control terminal of the 
agency that originated the record with a copy to be sent to FBI NCIC, 
ORI/DCFBIWAOO. No action will be taken by FBI NCIC unless the two 
control terminal officers cannot resolve the matter. 

The control terminal officer, or his designee, of the originating 
agency will institute appropriate action to ensure proper response and 
compliance to system standards and this may include the canceling of 
records. Failure on the part of any control terminal to ensure such 
compliance will be brought to '.' the attention of the Advisory Policy 
Board by FBI NeIC. 

An agency that, following confirmation of a hit(s), recovers a boat that is in­
dexed in NCIC, except the agency whose ORI is s~ored in the record, must trans­
mit a locate message for each reco.rd that was hit and confirmed with the ORI of 
the record. See Part 3, Section 6, for locate procedures. 
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BOAT FILE 

SECTION 6--LOCATE 

6.1 What Agency Must Use a Locate Messa~e 

Any agency that recovers a boat which is indexed in NCIC except the agency ,that 
entered the record must place a locate message on the active boat record(s). 
When an agency receives a record or multiple records in response to an inquiry, 
the agency that can seize the stolen boat must contact the ORI of each record 
possibly identical with the boat in question to confirm the hit(s). Followi~g 
confirmation with 'the originating agency(s), a locate message must be transm~tted 
for each record on file for the boat. Once a Boat File record has had a locate 
placed on it, it cannot be modified. 

A locate appended to a base Boat File record will also place a locate on any 
supplemental trailer and/or add-on boat part record(s). Any unrecovered trailer 
or boat partes) must be ~eentered into file (EV or EP, respectively). 

6.2 Example of a Locate Message for a Stolen Boat Record 

6.3 

6.4 

LB. WA1230000 .NIC/B000032685. OCAI A222 .12058'2 .1426 (EOT) 

Acknowledgment: 

WA1230000 
LOCATE NIC/B000032685 

The above locate example contains: message key (LB), recovering agency identi­
fier (W'A1230000), two record identifiers (NIC/B000032685 and OCA/ A222), da:-e of 
recovery (120582), recovering agency case number (1426), and end of transm~s­
sion character (EOT). 

When a locate is transmitted for a Boat File record, the message key translation 
changes from "STOLEN BOAT I

! to "LOCATED BOAT" and the date of recovery, recovering 
agency ORI, and recovering agency case number replace the Miscellaneous Field 
data in the record. 

Identification of Record to Receive Locate 

Record to receive locate must be identified by either NCIC number and originating 
agency case number in that order, hull serial number and originating agency case 
number in that order, or registration or document number and originating 
agency case number in that order, with each data element preceded by the proper 
message field code. Note that the originating agency case number (OCA) us~d as 
an identifier is the OCA of the agency that entered the record. This OCA ~s 
contained in the NCIC response to the recovering agency inquiry. 

Locate Procedur~ 

Following the two record identifiers, date of recovery and recovering agency 
case number are next entered in that order and without field co~es. The date 
of recovery (which cannot be prior to the date of theft) must be entered or the 
locate message will be rejected. The recovering agency case num~er should be 
entered as this will ensure that complete recovery information is in the record. 
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BOAT FILE 
SECTION 7--CLEAR 

PART 3 

Clearance of a record is restricted to the agency that entered the record. 
clear message is transmitted: 

1. When the agency recovering the boat is the agency that entered the 
record. 

A 

2. When the agency that entered the record is officially advised that the 
boat has been recovered by another agency. 

A clear message for a base Boat File record will also remove any supplemental 
data record, supplemental trailer record, and/or add-on boat part record(s). 
Any unrecovered trailer or boat partes) must be entered into the Vehicle File 
as an EV or EP, respectively. 

7.2 Example of a Clear'Message for a Stolen Boat Record 

CB.MDl012600.NIC/B000032685.0CA/A222.l20582.WA1230000.1426 (EOT) 

Acknowledgment: 

MDl012600 
CLEAR NIC/B000032685 

The above clear example contains: message key (CB), originating agency identi­
fier (MDl012600), two record identifiers (NIC/B000032685 and OCA/A222), date of 
recovery (120582), the recovering agency identifier (WA1230000), the recovering 
agency case number (1426), and end of transmission character (EOT). 

7.3 Identification of Record to Be Cleared 

Record to be cleared must be identified by NCIC number and originating agency 
case number in that order, hull serial number and originating agency case number 
in that order,'or registration or document number and originating agency case 
number in that order, with each data element preceded by the proper message 
field code. Note that the originating agency case number (OCA) used as an 
identifier is the OCA of the agency which originally entered the record. 

7.4 Clear Procedures If Boat Recovered by Agency That Entered Record 

If the agency that entered the record recovers the boat, then only the date of 
recovery (which cannot be prior to the date of theft) must be entered following 
the two record iqentifiers. Thus, the message in the above example would end 
after 120582. 

If an agency other than the ORI of the record recovers the boat, using the 
following procedures will ensure that the cleared record contains complete .. 
recovering data (date of. recovery, recovering agency identifier, and recover/lng 
agency ca~e number). . 
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7.5 

BOAT FILE 
SECTION 7--CLEAR 

Clear Procedures if Boat Recovered by Agency Other Than ORI (Continued) 

1. If the record·being cleared is in a located status (MKE/LOCATED BOAT), only 
the date of recovery must be entered following the two record identifiers. 
Thus, the message in Section 7.2 would end after 120582. 

2. If the record being cleared is in an active status (MKE/STOLEN BOAT), the 
date of recovery followed by the recovering agency identifier and the 
recovering agency case number in that order without field codes must be 
entered after the two record identifiers. See message in Section 7.2. 
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SECTION 8--SUPPLEMENTAL DATA 

8.1.;!. Entry of Supplemental Record to a Boat Record 

The entry of additional boat identifiers, i.e., Coas/: Guard Document Number .. 
home port, hull shape, model name~ and boat name, as a supplemental record 
to a base Boat File record maybe made only by the agency that entered the 
base Boat File record. The supplemental data is entered using message key 
(MKE) EBS and is done as a separate entry from the Boat File entry. 

Since the boat supplemental record is essentially an extension of the base 
boat record, the supplemental record may also be entered by use of the 
modify boat (MB) message key. Follow the instructions set forth in Section 3. 

8.1.2 Example of Supplemental Record Entry 

8.1.3 

8.1.4 

EBS.MDl012600.NIC/B000032685.0CA/A222 •• CAMBRIDGE MD.SV.FISHERMAN.Y~CY(EOT) 

Acknowledgment: 

MDl012600 
ENTER EBS NIC/B000032685 

The NIC will be furnished if it is used to identify the base boat record. 
If the REG or BHN is used, the REG or BHN will be furnished in place of the 
NIC. 

The above supplemental record entry e~ample contains: message key, originating 
agency identifier, two record identifiers (NIC and OCA), and the supplemental 
data added to the record (HPT, HSP, BMO, and BNM), and end of transmission 
character (EOT). 

Identification of Boat Record for Entry of Supplemental Record . 

The base Boat File record 
fiers is to be added must 
or BRN and OCA, with each 
code. 

to which a supplemental record of additional identi­
be identified by either NlC and OCA, REG and OCA, 
data element preceded by the proper message field 

') 

Fields in a Supplemental Record 

The five additional identifying data fields which may be included in a suppl~­
mental record are listed below. 

FIELD 

Coast Guard Document Number 

Home Port 

Hull Shape 

Model Name 

Boat Name 
3-26· 
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BOAT FILE 
SECTION 8--SUPPLEMENTAL DATA 

8.1.5 Additional Guidelines for Entering a Supplemental Record 

The entering agency must account for all fields 'in the "Boat Supplemental 
Data--Record Format." If any field is not to be filled, place a period in 
the field to indicate that the information is unknown and proceed to the next 
field. 

The CGD Field will be indexed with the REG numbers and will be verified for 
duplicates accordingly. When a supplemental record entry contains a CGD that 
matches an REG or CGD already on file, the agency making the supplemental 
record entry is furnished the record already on file. 

8.1.6 Coast Guard Document Number (CGD) in a Supplemental Record 

Commercial vessels and certain motor yachts over five tons are "documented" as 
vessels of U.S. registration under navigation laws administered by the U.S. 
Coast Guard. An official identifying number is assigned to the vessel, and a 
valid marine document reflecting the assigned number is issued. This unique 
number (commonly referred to as a "document number") is permanently marked on 
the main beam of the "documented" vessel,in addition to appearing on the 
official marine document issued to the owner of the vessel. A document number 
will be no more than six characters; however, it may be less. All characters 
of a document number will be numeric. 

8.1.7 Home Port (HPT) Data in a Supplemental Record 

Enter in free text form the home port of the boat. The name of the home port 
will be located at the back end of the boat. \; 

8.1.8 Hull Shape (HSP) Data in the Supplemental Record 

8.1.9 

Enter the appropriate two-character code listed in the Code Manual, Part 2. 

Model Nafue (BMO) in the Supplemental Record \, 
,'I 

The boat model 
of the sides. 

Ii 
may appear anywhere on the boat byit generally appears on 
Enter the model name including arty numeric characters. 

either 

8.1.10 Boat Name (BNM) in the Supplemental Record 

8.2 

Enter the complete boat name, if available, in the BNM Field including any 
numeric characters. 

Modification of Additional :c,.[1;ntifiers in a Supplemental Record 

A boat supplemental record is essentially an extension of the base boat record; 
therefore, the fields of a supplemental record can be modified individually 
by use of the modify boat (MB) message key. Follow the instructions set forth 
in Section 3, substituting the appropriate message field codes to be modified. 
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SECTION 8--SUPPLEMENTAL DATA 

8.2 Modification of Additional Identifiers in a Supplemental Record (Continued) 

The modify message may also be used to add a supplemental data field to a base 
boat record, regardless of whether a supplemental record entry (EBS) has i,:;len 
previously entered. Follow the i~structions set forth in Section 3. 

8.3 Cancellation of a Supplemental Record 

A supplemental record is removed from file upon receipt of a cancellation 
message (XB) or clear message (CB) for removal of the base boat record. 
Individual data fields in a supplemental record may be canceled by using a 
modify message. See Section 3. 

8.4 Inquiry of a Supplemental Record 

The CGD Field is the only searchable field of a supplem~ntal record. The 
inquiry message keys are QB and ZB. See Section 5 for complete details on 
inquiry messages and searching procedure. 
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SECTION 9--SUPPLEMENTAL TRAILER RECORD 

9.1.1 The Supplemental Trailer Record 

There are three ways to enter a stolen boat trailer record into NCIC depending 
upon the circumstances surrounding the theft: 

1. In a case where an automobile with an empty boat trailer attached is 
stolen, both vehicles should be entered in the Vehicle File: the auto­
mobile as a base vehicle record (EV) and the trailer as an add-on vehicle 
(EVS). See Part 1 for instructions. 

2. If only the boat trailer is stolen, enter the record as a pase vehicle 
(EV). See Part 1 for instructions. 

3. If an automobile, trailer, and a boat a~e stolen, enter the automobile 
record as a base vehicle (EV). See Part 1 for instructions. The boat 
should be entered as a base boat record (EB) following the instructions 
set forth in Section 2 and the traile~ should be entered as a supple­
mental trailer (EBT) record following the instructions below. 

A record entry, locate, or cancellation for an out-of-state trailer will 
generate a $.8. Administrative Message as is currently done for trailer 
record entries in the Vehicle File. See Section 2 of the Introduction. 

-9.1.2 Example of a Supplemental Trailer Record Entry 

EBT.MD1012600.NIC/B000032685.0CA/A222.CBA32l.MD.83.TL.1J2345K6789L87654.8l. 
FISC.TL.BT.WHI(EOT) 

Acknowledgment: 

MD1012600 
ENTER EBT NIC/B000032685 

The NIC will be furnished if it is used to identify the base boat record. 
If the REG or BRN is used, the REG or BRN will be furnished in place of the 
NIC. " 

9.1.3 Mandatory Fields of a Supplemental Trailer Record Entry 

The following fields are mandatory" to cause acceptance of a supplemental 
tt'ailer record entry into NCIC storage. The information in parentheses is 
from the example in Section 9.1.2: message key (EBt); originating 
agency identifier (MDI0l2600); two record identif:l,'~rs: NIC (B000032685) and 
OCA (A222), REG and OCA, or BRN and OCA; VYR (81); VMA (FISC); VST (BT); and 
at least one searchable identifier: VIN (lJ2345K6739L87654), OAN, orLIC 
(CBA32l) wi.th LIS (MO), LIY (83), .and LIT (TL). 

9.1.4 Additional Guidelines for Supplemental Trailer Record Entries 

The originating agency identifier (ORI) contained in the EBT must be identical 
to the ORI in the base boat record that the EBT is being added to. 
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NCIC OPERATING MANUAL PART 3 
BOAT FILE 

SECTION 9-~SUPPLEMENTAL TRAILER RECORD 

9.1.4 Addit~onal Guidelines for Supplemental Trailer Record Entries (Continued) 

The agency entering the record must account for all fi-alds in tpe "Supplemental 
Trailer Entry--Record Format." If the data pertaining to a nonmandatory field 
is not known, place a period in the field to indicate that the information is 
unknown and proceed to the next field. Ensure that all available data called 
for by the record format is entered when the original entry is made. The 
supplemental trailer record cannot be modified; it must be canceled and re­
entered. 

9.1.5 License Plate Number (LIC) in the Supplemental Trailer Record 

The LIC Field may have a maximum of eight characters entered without hyphens, 
spaces, and symbols. Partial license plate numbers must not be entered. 

Only license plate numbers that are all alphabetic, all numeric, or a con.bina­
tion thereof, may be entered. The only exception is license plate numbers 
that contain a symbol, including the hyphen, which may be entered only when 
the symbol is used to separate two elements of the number or when the symbol 
is used as a decoration. 

For example, some states issue license plates that consist of a county desig­
nator (first element), a symbol used as a separator, and a sequential number 
(second element). Symbols that are used to separate two elements of a license 
plate number should be considered as a hyphen, and the complete license plate 
number, properly hyphenated, must be shown in the Miscellaneous Field. 

Entry is prohibiteq ,if a state issues one type of plate (bus, passenger car, or 
truck, etc.) with duplicate alphabetic and/or numeric characters and different 
symbols as separators to cause the license plate numbers to be unique, [or 
example, truck license plate numbers 45-1234 and 45*1234. These license plates 
a~e not ac~eptable since all symbols must be shown as hypens in the MIS Field. 

Entr~ is prohibited for any license plate number that contains a symbol used 
as a substantive part of the plate number but not us~d as a separator between 
two elements (county designator and sequential number) of the plate number. 
For example, the licetlSe plate number *123 cannot be entered since the asterisk 
is not used as a separator. 

Users spould be aware that some states issue license plates that contain a 
symbol between characters of the number that is merely a decoration; for 
example, Pennsylvania automobile license plates have a keystone in the middle 
of the number and Utah automobile license plates have a beehive in the middle 
of the number. License plates with symbols used as decorations may be entered 
disregarding the symbol. 

When entering a record for a vehicle registered in another state and it is 
not known whether a symbol on the license plate is part of the plate number, 
a decoration, or a separator, contact the control terminal in the state that 
issued the license plate. 
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NCIC OPERATING MANUAL PART 3 
BOAT FILE 

SECTION 9--SUPPLEMENTAL TRAILER RECORD 

9.1.5 License Plate Number (LIC) in the Supplemental Trailer Record (Continued) 

Where one character appears over another, enter the tep character first, 
immediately followed by the bottom character, that is, A enter as AB. 

r 
If the license plate number exceeds eight characters, enter only the last 
eight characters in the LIC Field. The full plate number must then be sho\offi 
in the MIS Field. 

9.1.6 License Plate State (LIS) in the Supplemental Trailer Record 

Enter the appropriate code listed in the Code Manual, Part 2. 

9.1.7 License Plate Year of Expiration (LIY) in the Supplemental Trailer Record 

In the LIY Field enter the last two digits of the highest year in which the 
license plate is valid as indicated on the license plate via sticker or 
embossed numbers or as indicated on a windshield sticker. Grace periods or 
extensions are not to be considered when determining the LIY. Therefore, the 
LIY may be the current year, current year minus one, or later than the current 
year. Nonexpiring license plates are entered by using LIY/OO. License plates 
that are expired beyond one year should not be entered in a vehicle record. 

In the absence of a license plate sticker, windshield sticker, or embossed 
numbers on the plate, enter the last two digits of the highest year in which 
~ne license plate is valid as indicated on the registration document . 

Indicate a nonexpiring license plate by entering two zeros (00) when all of 
the following conditions exist: 

1. No year sticker is on the plate or windshield. 

2. No year is embossed on the plate. 

3. The plate number is never reissued. 
4. The registration supporting the plate indicates no expiration. 

9.1.8 License Plate Type (LIT) in the Supplemental Trailer Record 

9.1. 9 

The two-character code "TL" must be entered in the LIT Field of a supplemental 
trailer record entry. 

Vehicle Identification Number (VIN) in the Supplemental Trailer Record 

Place the complete serial number of the trailer in the VIN Field. Those users 
unable to enter l7-character VINs should enter the rightmost 15 or 16 characters 
in the VIN Field and inc!ude the full l7-character VIN in the Miscellaneous 
Field. The NCIC VIN search program will con.tinue to search the rightmost 15 
characters. If the VIN entry or modification for a 1981 listed make is 
composed of 15 or 16 characters, the edits for positions two or three 
(whichever is appropriate) through seventeen will apply. Refer to Part 1, 
Section 9, for further instructions concerning VINs. 

If the VIN contains more than the maximum 20 characters, the last 20 must be 
entered in the VIN Field. The complete VIN must be listed in the MIS Field. 
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NCIC OPERATING MANUAL PART 3 
BOAT FILE 

SECTION 9--SUPPLEMENTAL TRAILER RECORD 

9.1.10 Vehicle Year (VYR) in the Supplemental Trailer Record 

The VYR must qe two numeric characters, representing the production (model) 
year during which the trailer was manufactured, for example, 79 for 1979, 82 
for 1982. If the year of manufacture is unknown, the entering agency may get 
this information through a motor vehicle registry check. 

9.1.11 Vehicle Make (VMA) in the Supplemental Trailer Record 

The vehicle make code is composed of a minimum of two and a maximum of four 
alphabetic characters. 

Trailer VMA codes are listed in the Code Manual, Part 8. If a trailer make is 
not listed on these pages, the Code TRLR must be entered in the VMA Field. 
Enter the make of the trailer as the first item in the MIS Field. If a trailer 
is homemade, the code HMDE must be entered in the VMA Field. A homemade 
trailer is a trailer built from commercial, homemade, or altered parts that 
are personalized or customized. If a trailer is reconstructed, the code 
RCON must be entered in the VMA Field. A reconstructed trailer is one. that is 
assembled from parts of various similar vehicles and the parts are not altered 
or customized. 

9.1.12 Vehicle Model (VMO) in the Supplemental Trailer Record 

The two-character code 11:rL" must be entered in the VMO Field of a supplemental 
trailer record entry. 

9.1.13 Vehicle Style (VST) in the Supplemental Trailer Record 

The two-character code "BT" must be entered in the VST Field of a supplemental 
boat trailer record entry. 

9.1.14 Vehicle Color (VCO) in the Supplemental Trailer Record 

Enter the appropriate code listed in the Code Manual, Part 8, 

9.1.15 Miscellaneous (MIS) Data in the Supplemental Trailer Record 

Licen~e plate numbers exceeding eight characters must be shown completely in 
the MIS Field. The last eight characters of the plate number must be entered 
in the LIC Field. 

\", 

In those states where the deletion of a hyphen or symbol in a license plate 
number may cause an invalid match of license plate numbers, the plate number, 
properly hyphenated, must be shown in the MIS Field. An example is plate 
number 1-1568 which would be matched with plate number 11-568 if it is in the 
computer. License plate numbers containing ~. symbol may be entered only if the 
symbol is used to s_eparate two elements of the plate number or if th~ symbol 
is used as a decoration. When a symbol is used as ~ separator, the number 
should be entered in the MIS Field with a hyphen indicating the position of the 
symbol. lVhen a symbol is used as a decoration, the number should be entered 
only in the LIC Field disregarding the symbol. 
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NCIC OPERATING MANUAL PART 3 
BOAT FILE 

SECTION 9--SUPPLEMENTAL TRAILER RECORD 

9.1.15 Miscellaneous (MIS) Data in the Supplemental Trailer Record (Continued) 

Vehicle identification numbers (VINs) exceeding 20 characters must be shown 
completely in the'MIS Field. The last 20 characters must be entered in the 
VIN Field. 

If a supplemental trailer record entry contains the code TRLR in the VMA 
Field the manufacturer's complete name must be entered in the MIS Field. 
Also include any unique marking(s) or point(s) of identification in the MIS 
Field. 

9.1.16 Owner-Applied Number (OAN) in the Supplemental Trailer Record 

9.2 

The owner-applied Utlli1per may be entered in the OAN Field. All characters 
(a.lphabetic as well as numeric), to a maximum of 20, should be entered. 

The OAN Field is for 1) an identification number assigned by the owner of 
the property in connection with a theft prevention program, and 2) a state­
assigned vehicle identification number. 

The OAN cannot be the same as the VIN. 

Modification of the Supplemental Trailer Record 

The supplemental trailer record cannot be modified; therefore, the supplemental 
trailer record must be canceled and reentered. 

9.3.1 Cancellation of the Supplemental" Trailer Record 

9.3.2 

Cancellation of the record is restricted to the agency that entered the record. 
A cancellation message is used when: 

1. the record should be removed due to invalid information contained 
in the record, or 

2. the stolen trailer has been recovered. 

A cancellation message (XBT) will only remove the supplemental trailer rec~~d. 

It should be noted that the supplemental trailer record will be removed from 
file if the base Boat File record has been removed by use of message keys 
CB or XB. If only the boat has been recovered and not the trailer, a record 
for the trailer must be entered as a base Vehicle File record (EV). 

Example of a Cancellation Message for a Supplemental Trailer Record 

XBT.MDl012600.NIC/B000032685.0CA/A222.l20582(EOT) 

The above cancellation example contains: 
agency identifier (MDl012600), two record 
OCA/A222), date of cancellation (120582), 
(EOT) • 
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BOAT FILE 

SECTION 9--SUPPLEMENTAL TRAILER RECORD 

9.3.3 Identification of Record to be Canceled 

The supplemental trailer record to be canceled must be identified by NCIC 
number and originating agency case number (OCA), REG and OCA, or BHN and OCA. 
Cancellation date must be the current date and follow the two record 
identifiers. 

9.4.1 Locating the Supplemental Trailer Record 

Following confi~f::ion of the hit, the agency that recovers the trailer (ex­
cept the agency that entered the record) must put a locate message on the 
active supplemental trailer record. 

A locate message (LBT) will place a locate on the supplemental trailer record 
only. If an LB (locate boat) message is placed on the base Boat File record, 
the entire record (including the supplemental trailer record) will also be 
located. If the tr:,d1er has not been recovered, a record must then be entered 
for the trailer asa base Vehicle File record (EV). 

9.4.2 Example of a Locate Message for a Supplemental Trailer Record 

LBT. WA1230000 .NIC/B000032685. OCA/ A222 .120182'.1426 (EOT) 

The above locate example contains: message key (LBT), originating agency 
identifier (WA1230000), two record identifiers (NIC/BQ00032685 and OCA/A222), 
date of recovery (120182), recovering agency case number (1426), and end of 
transmission character (EOT). 

When a locate is transmitted for a supplemental trailer record, the message key 
changes from EBT to LBT and the date of recovery, recovering agency ORI, and 
recovering agency case number replace any MIS Field data in the record. 

9.4.3 Identification of Record to Receive Locate 

9.5 

The supplemental trailer record to be located must be identified by NCIC number 
and OCA, REG and OCA, or BHN and OCA.Note that the OCA used as a record 
identifier is the OCA of the agency that entered the record. 

Inquiry of a Supplemental Trailer Record 

Inquiries of supplemental trailer records are made by use of the QB and ZB 
message keys. See Section 5 for complete details on inquiry messages and 
searching procedure. 
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BOAT FILE 
SECTION 10--ADD-ON BOAT PART 

10.1.1 Entry of an Add-On Boat Part Record 

A maximum of seven part records may be appended to a base Boat File record. 
These parts include inboard ~ngines, outdrives, air propellers, outboard 
motors, certificates of origin, and certificates of title. 

A maximum of seven add-on boat part records may be added to a base Boat File 
record. Each add-on boat part entry has a message key EBP1 thru EBP7. The 
fourth character is a sequential number to identify each part record entered. 
The full message key must be used when entering an add-on boat part record. 
The use of the proper message key in locating or canceling the record is the 
responsibility of the entering agency. 

If a boat part only has been sto1ev. (no boat involved), the boat part must be 
entered as a base part record in the Vehicle File. See Part 1 for instruc­
tions on entering base part records. 

10.1.2 Example of an Add-On Boat Part Record_Entry 

EBP1.MDI012600.NIC/B000032685.0CA!A222.1125433.0MCJ.OB ••• 20H(EOT) 
Acknowledgment: 

MD1012600 
ENTER EBP1 NIC/B000032685 

The NIC will be furnished if it is used to identify the base boat record. 
If the REG or BHN is used, the REG or :aHN will be furnished in place of the 
NIC. 

10.1.3 Mandatory Fields of an Add-On Boat Part Record 

The following fields are mandatory to cause acceptance of an add-on boat 
part record entry into NCIC storage: message key (EBP1); originating agency 
identifier (MD1012600); two record identifiers (NIC/B000032685 and OCA/A222), 
REG and OCA, or BHN and OCA; SER (1125433) or OAN; BRA (OMCJ); and CAT(OB). 

10.1.4 Additional Guidelines for Add-On Boat Part Record Entries 

The ORI contained in the EBP message must be the same as the ORI in the base 
boat record (EB). 

The agency entering the record must account for all fields in the "Add-On 
Part--Record Format." If the data pertaining to a nonmandatoryfie1d is 
not known, place a period in the field to indicate that the information is 
unknown and proceed to the next field. Ensure that all available data called 
for by t~e record format is entered when the original entry is made. The 
add-on boat part record cannot be modified; it must be canceled and reentered. 

10.1.5 Serial Number (SER) in the Add~On Boat Part Record 

10.1.6 

Place the complete serial number of the stolen part in the SER Field. 

Brand (BRA) in the Add-On Boat Part Record 

Enter the appropriate code listed in the Code Manual, Part 2. 
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SECTION 10--ADD-ON BOAT PART 

10.1.7 Category (CAT) in the Add-On Boat Part Record 

Enter the appropriate two-character code listed in the Code Manual, Part 2. 

10.1.8 Owner-Applied Number (OAN) in the Add-On Boat Part Record 

Enter in the OAN Field any identificatioll number assigned by the owner in 
connection with a theft prevention program. 

The OAN cannot be the same as the SER. 

10.1.9 Miscellaneous (MIS) Data. in the Add-On Boat Part Record 

Enter any additional identifying boat part data in the MIS Field (maximum of 
42 characters). 

lO.l.lO Engine Power or Displacement (EPD) in the Add-On Boat Part Record 

Enter one to four numerics followed by one alphabetic indicating the unit 
of measure: "I" for cubic inches, "c" for cubic centimeters, "L" for liter, 
and "H" for horsepower. 

The EPD Field can only be filled if the CAT Field code is "EN" or "OB." 

10.2 Modification of the Add-On Boat Part Record 

The add-on boat part record cannot be mOdified; therefore, the add-on boat 
part must be canceled and reentered. 

10.3.1 Cancellation of the Add-On Boat Part Record 

Cancellation of the add-on boat part record is restricted to the agency that 
entered the record. A cancellation message is used when: 

1. The record should be removed due to invalid information contained in 
the record, or 

2. The stolen boat part has been recovered. 

The message key XBP_ is used to cancel an add~on boat part record. The 
fourth position of the message key must contain the proper numeric character 
corresponding to the record that is to be canceled. The cancellation 
message will only remove that one particular add-on boat part record. 

It should be noted that the add-on boat part record(s) will also be removed 
from file if the base Boat File record has been removed by use ,of message 
keys CB or XB. If the boat partes) has not been recovered, the record(s) 
must then be entered as a base part record (MKE/EP). See Part 1 for 
instructions on entering base part records. 
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10.3.2 

10.3.3 

BOAT FILE 
SECTION 10--ADD-ON BOAT PART 

Example of a Cancellation Message for an Add-On Boat Part Record 

XBPl.MDl012600.NIC/B000032685.0CA/A222.l20582(EOT) 

The above cancellation example contains: message key (XBPl), originating 
agency identifier (MDl012600), two record identifiers (NIC/B000032685 and 
OCA/A222), date of cancellation (120582), and end of transmission character 
(EOT). 

Identification of Record to be Canceled 

The add-on boat part record to be canceled must be identi.fied by NCIC numbe~ 
and originating agency case number (OCA), REG and OCA, or BHN and OCA. Can­
cellation date must be the current date and follow the two record identifiers. 

10.4.1 Locating the Add-On Boat Part Record 

Following confirmation of the hit, the agency that recovers (except the agency 
that entered the record) the boat partes) must put a locate message on each 
active add-on boat part record(s). 

The message key LBP_ is used to locate an add-on boat part record. The fourth 
position of the message key must contain the proper numeric charac:er corres­
ponding to the record that is to be located. The locate message wlll only 
remove that one particular add-on boat part record. 

") It should be noted that the add-on boat part recor.d(s) w-;i.l1 also be located 
if the base Boat File record has been located (hi>.:E/LB). If the boat partes) 
has not been recovered, the boat part record(s) must be entered as a base part 
record (MKE/EP). See Part 1 for instructions on entering base part records. 

10.4.2 Example of a Locate Message for an Add-On Boat Part Record 

LBPl.WA1230000.NIC/B000032685~OCA/A222.l20l82.l426(EOT) 

The above locate example contains: message key (LBPl), originating agency 
identifier (WA1230000), two record identifiers (NIC/B000032685 and OCA/A222), 
date of recovery (120182), recovering agency case number (1426)~ and end of 
transmission character (EOT). 

When a locate is transmitted for an add-on boat part record, the message key 
changes from EBP to LBP and the date of recovery, recovering agency ORI, 
and re::::overing agency case number replace any MIS Field data in the record. 

10.4.3 Identification of Record to Receive Locate 

The add-on boat part record(s~ito be located must be identified by NCIC 
number and OCA, REG and OCA, or BHN and OCA. Note that the OCA used as a 
record identifier is the OCA of the agency that entered' the record. 

10.5 Inquiry of an Add-On Boat Part Record 

Inquiries of add-on boat part records are made by use of the QB and ZB message 
keys. See Section 5 for complete details on inquiry messages and searching 
procedure. 3-37 
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GUN :TILE 

SECTION l--INTRODUCTION 

1.1 Definition of a Gun for NCIC Purposes 

Any weapon, including a starter gun, which will or is designed to or may 
readily be converted to expel a projectile by air, carbon dioxide, or the 
action of an explosive. Included are antique guns; cannons; machine guns; 
pistols; rifles; shotguns; the frame or receiver of any such weapon; any 
firearm muffler or firearm silencer; destructive devices such as grenades, 
mines, missiles, and rockets; and disguised guns such as knife guns 1 pen guns, 
belt buckles, and cane guns. BB guns are excluded and should be entered in 
the Article File. 

~, 

1.2 Criteria for Entry 

1.3 

1.4.1 

1. Serially numbered weapons which are stolen may be entered into file if a 
theft report has been made. 

2. A recovered (abandoned, seized, or found) weapon for which no sto~en 
report is on file may be entered in NCIC as a "recovered" weapon. The 
weapon must remain in the possession of the entering agency or be readily 
available for examination while the record is in NCIC. If the entering 
agency loses custody of the recovered gun in any manner, the recovered 
gun entry must be canceled. 

Message Key (MKE) Codes 

Stolen 
Message Gun MKE 

Entry EG 
Modify MG 
Cancel XG 
Inquiry QG 
Test Inquiry ZG 
Locate LG 
Clear CG 

Translation 

STOLEN GUN 

LOCATE GUN 

Recovered 
Gun MKE 

ERG 
MRG 
XRG 
QG 
ZG 

CRG 

Translation 

RECOVERED GUN 

If the gun entered in a stolen gun record should be held for latent fi~gerprint 
examination, "-P" should be .. entered as part of the message key code, for 
example, EG-P which translates "STOLEN GUN - HOLD FOR LATENTS". 

Retention Period for Stolen Gun and Recovered Gun Records 

Stolen gun records will remain in file until action is taken by the originating 
agency to clear or cancel the record. 

Recovered gun records will remain in file for the remainder of the year entered 
plus two. These records will be automatically removed from file at the first 
Gun File purge following this retention period. Agencies are not furnished 
a listing of their purged recovered guti records. 
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1.4.1 

GUN FILE 
SECTION l--INTRODUCTION 

Reten.tion Period for Stolen Gun and Recovered Gun Records (Continued) 

An exception to record retention periods will occur in the event a serious 
error is detected in the record on file. See Introduction, Section 3, for 
complete procedural information concerning serious errors. 

See Introduction, Section 3, for complete information concerning NCIC File 
reorganization and purge schedule. 

1.4.2 Automatic Purge 

1.5 

1.6 

A record which has been located will be automatically suppressed ten days 
after the date of location stored in the record. Those records that have 
been suppressed will be purged at the time of the next file realignment. Users 
will not be notified when located records have been purged. 

Validations 

Validation listings are prepared as of 0400 EST on the first Friday in Apri~. 
Validation printouts or tapes wi.ll first· list all located gun records (MKE/LG) 
f()llowed by all other gun records (MI<.E/EG or ERG). 

Gun Record Message Field Codes and Edits 

Field 

Message Key 

Originating Agency 
Identifier 

Serial Number 

Make 

Model 

Caliber 

Code 

MKE 

ORI 

SER 

MAK 

MOD 

CAL 

Edits 

Must be valid messsage key. 

Must be a valid NCIC-assigned ORI. The 
first two characters must be alphabetics 
and must check with the line number for the 
state as assigned by the NCIC computer. 

Single zero only, run of zeros only, single 
alphabetic only, or run of alphabetics only, 
indicating the gun serial number is not 
known, cannot be used. 

Must be two or three alphabetic characters. 
Use valid codes listed in the NCIC Code 
Manual, Part 3, Section 2. If message key 
is ERG, make cannot be ZZZ. 

Optional eleven character field. Must be 
only alphabetic or numeric characters with 
intervening blanks. 

Must be one to four numeric characters. Code 
must be greater than 2 and cannot be greater 
than 1211, except for code 9999. First char­
acter must be one of the numerics 1 thru 9. 
Use valid codes listed in NCIC Code Manual, 
Part 3, Section 1. 
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1.6 

1.7 

GUN FILE 
SECTION l--INTRODUCTION 

Gun Record Message Field Codes and Edits (Continued) 

Field 

Date of Theft 

Originating Agency 
Case Number 

Miscellaneous 

NCIC Number 

Code 

TYP 

DOT 

OCA 

MIS 

NIC 

Edits 

Must be one or two alphabetic characters. 
Must use valid codes listed in the NCIC 
Code Manual~ Part 3, Section 3. First 
alphabetic character (which is required) 
cannot be L, N, T, U, W, X, or Y and second 
alphabetic character cannot be M, Q, Y, or 
Z. If the first position contains the code S 
or R, the second position cannot be blank. 
If the first pOSition contains the code P, 
the second p".sition cannot be A or blank. 

Must be six numeric characters representing 
month/day/year in that order. Cannot exceed 
date entered. 

Must be one to nine alphanumeric characters. 
Must not contain a single zero only, a run 
·of zeros only, the word NONE, or the first 
seven characters of the ORI Field. 

Maximum of 22 characters. Must contain the 
manufacturer's name or identifying char­
acteristic(s) if the make is ZZZ. Field 
cannot be used if message key is ERG or MRG. 

A self-checking number consisting of an 
alphabetic character ("G" in the Gun File) 
followed by nine numeric characters which 
is automatically assigned by the NCIC computer 
to each accepted record. Must have valid 
check-digits when used to identify record 
in a subsequent transaction. 

Criteria for Rejecting Duplicate Records 

If the ORI, SER, MAK, CAL, and TYP Fields of a stolen gun entry message or the 
ORI, SER, MAK, CAL, and TYP Fields of a recovered gun entry message are the same 
as those field codes of an EG or ERG record already on file in NCIC, the second 
entry wj.ll be rejected with the message "REJ ON FILE". Whenever the message 
"REJ ON FILE" is received, the record on file will also be transmitted. 

A duplicate stolen gun or recovered gun record will be accepted if the ORI in 
the second entry is different. In this case, the first entry will be furnished 
as a response to the second entry. 
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GU-~ FILE 
SECTION 2--ENTRY 

2.1 Example of a Stolen Gun File Entry 

-~---- ----- -

PART 4 

EG.MD1012600.45l2673.PJ&M.MOHAWK.308.RC.120l82.2896.INSC-TDH ON STK(EOT) 

i\cknowledgment: 
,) 

MD1012600 
NIC/G000039842 SER/ 4512673 

I. 

2.2 Mandatory Fields of a Stolen Gun Entry 

Information in parentheses is from the above example. ThefolloyJing fields are 
mandatory to cause acceptance of a stolen gun entry into NCIC storage: message 
key (EG), originating agency identifier (MD1012600), serial number (4512673), 
make (REM), caliber (308), type (Re), date of theft (120182), and originating 
agency case number (2896). The MIS Field is mandatory when the make is ZZZ. 
The entry will be rejected if one of the mandatory fields is left unfilled or 
the transaction is not ended with the end of transmission character (EOT). 

For training and administrative purposes, agencies may enter test records into 
NCIC. The test record must contain 1) the letters "TEST" as the first four 
characters of the OCA Field; 2) the words "TEST RECORD" in the MIS Field; and 
3) only fictitious numbers. 

2.3 Additional Guidelines for Gun Entries 

The agency entering the record must account for all fields in the Gun File-Record 
Format. If the data pertaining to a nonmandatory field is not known, place a 
period to indicate that the information is unknown and proceed to the next field. 
Ensure that all available data called for by the record format is entered when 
the original entry is made. Missing data obtained at a later time should be 
promptly added through th~ use of a modification message (MKE/MG). 

2.4 Serial Number (SER) Field 

Serial numbC',;rs should be entered omitting spaces, hyphens, and symbols •. 

Alphabetic characters which are part of the serial number must be included in 
the entry. Alphabetic characters appearing between numeric characters (embedded 
alphabetic characters) in a serial'number are n9t considered for matching 
purposes since some agencies formerly placed records in file after deleting the 
embedded alphabetic characters. Thus, an entry of a record with the serial 
number 369J257 may rJceive a response of records already on file with serial 
numbers 369257, 369M257, 36~25K7, and 369J257. Letters appearing as a prefix 
or suffix to the numerics in a serial number are considered in the matching 
process and, therefore, are not affected by the rule applicable to embedded 
alphabetic characters. 
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GUN FILE 
SECTION 2--ENTRY 

Serial Number (SER) Field (Continued) 

Each separate wartime ma~ufacturer of Luger pistols used his own system of 
serializing the weapons, thus generating duplication of numbers. Therefore, 
the make, serial number, type, and caliber do not sufficiently describe a Luger 
for entry in NCIC. Accordingly, it is essential to include (1) any letter 
prefix or suffix which appears with the serial number, (without the_1etter~ if 
present, the serial number is incomplete), (2) the year of manufacture ~ngraved 
over the chamber, and (3) identifying trademark of the manufacturer. W1th 
reference to the trademark, you should place in the MIS Field the manufacturer's 
initials or name found on the center toggle link on top of the gun. For example, 
byf appears on Lugers manufactured by Master (see B:r in MAK code~ in Part 3 
of the Code Manual). Shown below is a chart of scr1pt letters wh1ch may appear 
prefixed or suffixed to Luger serial numbers: 

a 

j, I ~UAJmnd4ft.fJ1j 
I It L .. N o p It 

• T u v w x y z 

In the event more than one number appears on the firearm, the frame or receiver 
number should be entered in the SER Field and the other number(s) should be 
entered in the MIS Field of the EG record. 

The true (manufacturer's) serial number of the gun, not a national match number, 
model number, stock control number or owner-applied number assigned in connection 
with a theft prevention program, should be entered. If the number on the gun is 
determined not to be a unique serial number--but rather a model, owner-applied, 
or stock control number, etc~--the gun should not be entered. If already in file, 
the record should be canceled or modified to a true manufacturer's serial number. 
The exceptions to the above would be where a stolen gun has a distinct point(s) 
of identification or is connected with a major criminal investigation in which 
instance the point(s) of identification or the connection to the major criminal 
investigation must be fully described in the MIS Field. A recovered gun that 
has a nonunique serial number cannot be entered since use of the MIS Field. in 
an ERG record is prohibited and therefore, a description of the weapon cannot be 
included. 
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GUN FILE 
SECTION 2--ENTRY 

PART 4 

2.5.1 Make (MAR) Field 

The Gun Make (MAK) Field must be filled with a minimum of two and a maximum 
of three alphabetic characters. Valid gun ~{ Field codes are listed in the 
NCIC Code Manual, Part 3. For NCIC coding Rurposes the make of the firearm 
should be taken from the frame or receiver only, except for U.S. mi1itary­
issue weapons (see instructions in Sections 2.5.3 to 2.5.8). 

2.5.2 MAK Code When Gun Make Not Listed 

Except for U.S. Military-issue weapons, when the make of a serialized firearm 
is not listed in the NCIC Code Manual, place the code ZZZ in the MAK Field 
and enter the make of the firearm as the first item in the MIS Field of an 
EG record. Advise FBI NCIC Editorial Unit of the unlisted make so it can 
be included in a revisi~n of the Code Manual. Recovered gun entries 
(ERGs) or modifications (MRGs) containing MAK/ZZZ will be rejected because 
data cannot be entered in the MIS Field of ERG records. 

2.5.3 MAK Code When Gun Make Unknown But Co.untry Where Manufactured Is Known 

2.5.4 

Except for U.S. Military-issue weapons, if the make of a firearm is unknown 
but the country where manufactured is known, enter the appropriate code for 
that country in the MA...T{ Field and "MAR UNKN" should be placed as the first 
item in the MIS Field. Country codes are listed in Part 6 of the NCIC Code 
Manual. If neither the make nor the country where manufactured is known, 
follow the instructions set forth in Section 2.5 i. 

The code US should be entered in the MAK Field when all of the following 
conditions exist: the make of the firearm is not known, the country where 
manufactured is the United States, and the fir~arm is not a U.S. Mi1itary­
issue weapon as described in 2.5.5. 

MAK Code If Neither Make Nor Country Where Manufactured Is Known 

If a firearm has a distinct point(s) of identification or is connected with 
a major criminal investigation, and neither the make of the gun nor the 
country where it was mahufactured is known, a stolen gun record (EG) can be 
entered in NCIC provided the gun has a serial number. Place the code ZZZ 
in the MAK Field and "MAK UNKN" as the first item in the MIS Field and note 
the distinct point(s) of identification or connection to major criminal 
investigation. If neither of the two types of supportive information is 
available, the firearm Should not be entered into NCIC even though it has a 
serial number. Recovered gun entries (ERGs) or modifications (MRGs) con­
taining MAK/ZZZ will be rejected because data cannot be entered in the MIS 
Field ~f ERG records. 
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GUN FILE 
SECTION 2--ENTRY 

2.5.5 MAK Codes for U.S. Military-Issue Weapons 

For a firearm (including surplus weapons) that is a U.S. Military-issue 
weapon, use the MAK Field code USA. Common U.S. Military-issue weapons are: 

• 45 caliber and/or 9 rom U.S. Submachine Guns: 
Ml, MlAl, Ml928, M1928Al (Thompson), 
MSO, MS5 (Reising), M42 (United Defense), 
M3, M3Al ("Grease Gun") 

• 45 caliber U.S. (Colt) Pistols, Ml9ll and 19l1Al 

.45 caliber U.S. Revolvers, Ml9l7 

.30 caliber U.S. Carbines, Ml, M2, M3 

. 30 caliber U.S. Rifles 
Models 1892, 94, 96, 98 (Krag) 
Models 1903 and 1903A3, etc. (Springfield) 
Ml (Garand) 
Ml9l7 (Enfield) 

''''-- ' 

7.62 mm U.S. Rifle, Ml4 

5.56 rom U.S. Rifle, Ml6 and Ml6Al, etc. 

.. 

.30 caliber U.S. Machine Guns (including the BAR, etc.) 

• 410 gauge and/or .22 caliber U.S. Survival guns, M4 and M6 

2.S.6 MAK Codes for Non-Military U.S. Government Weapons 

For a nonmilita.ry weapon bearing a U.S. Government property inscription and 
the manufacturer's name on the frame or receiver, use the manufacturer's MAK 
Field code. For example: 

Smith and Wesson or Colt revolvers bearing 
the inscription U.S. Border Patrol, Naval 
Investigative Service, U.S. Air Force, 
Treasury Department, etc. 

2.S.7 MAK Codes for Foreign Military Weapons 

2.6 

Foreign military firearms should be coded according to the make on the firearm. 
If the make is undeterminable, code according to country where manufactured. 
If neither the make nor the country where manufactured is known, follow the 
instructions set forth in 2.5.4. 

Model (MOD) Field 

Gun File record entries may contain a Model (MOD) Field. The MOD Field is an 
optional II-character right justified field which allows only alphabetic or 
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2.6 MOdel (MOD) Field (Continued) 

PART 4 

numeric characters with intervening blanks. The reject message "REJ FLD 
ERR MOD" is transmitted in response to any entry or modification 
message in violation of this edit • 

Enter the model number or a recognizable abbreviation of the model name, 
for example, Smith & Wesson Chiefs Special Model revolver should be entered 
in the model field as CHIEF SPEC. Remington Model 870 pump action shotg~n 
should be entered as 870 • 

2.7.1 Caliber (CAL) Field 

American and British calibers are expressed in decimals of an incn. Metric 
calibers are expressed in millimeters (mm.). Frequently, the caliber 
description for a specific firearm contains not only the caliber, but also 
a partial or complete description of the appropriate cartridge for its chamber • 
Caliber descriptions are commonly compounded to show: 

Standard weights of smokeless powder first used in loading 
the cartridge, for example, .30-30 (.30 is the caliber and 
30 is the weight of the powder). 

Year of adoption, for example, .30-06 (.30 is the caliber 
and 06 is the year of adoption). 

Relative case length where more than one case length exists 
in a specific caliber, for example, 8x57mm (8 mm. is the 
caliber. and 57 mm. is the case length) • 

Originating firm, country of issue, designer, etc., for 
example, .375 Holland and Holland Magnum (.375 is the 
caliber and Holland and Holland is the originating firm), 
.41 Swiss (.41 is the caliber and Swiss indicates the 
country of issue), .257 Roberts (.257 is the caliber and 
Roberts is the designer). 

CAL Field codes for American, British, and Metric calibers, listed in the 
Code Manual, Part 3, have been stripped of suffix descriptors and decimal 
poin.ts and should be entered as shown. For example:· 

Caliber .30-30 is listed under American calibers as 30 
and should be entered as 30. Caliber 8xS7mm is listed 
under Metric calibers as 8 and should be entered as 8. 

Since periods are not permitted in any message text, do not use decimal points 
when entering the appropriate caliber. Do not convert American to British, 
American to Metric, British to American, etc. 

The gun's actual c~liber shoul.d be entered even though it is not included in 
the Code Manual. It should be noted, however, that the ~aximum number of 
numerals cannot exceed four. 
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2.7.2 Caliber for Rifle-Shotgun Combination 

PART 4 

When entering the caliber for a combination rifle-shotgun, the rifle caliber 
should be entered in the CAL Field. The shotgun gauge should be entered in 
the MIS Field. For example, a Savage 222 cal. rifle-20 gauge shotgun 
combination should be entered as follows: 

EG.MDl012600.543265l.SAV.FOX.222oC.120582.2895 . .20 GAUGE(EOT) 

Acknowledgment: 

MDl012600 
NIC/G000001245 SERI 

2.8.1 .Type (TYP) Field 

5432651 

The type of firearm must be expressed with at least one but not more than 
two a1phabetic characters from\the list in Part 3 of the NCIC Code Manual. 
An alphabetic character is requ~T.ed from the Weapon Type column (Column #1). 
The second alphabetic character from the Weapon Description column (Column #2) 
is optional, unless the first position contains the code S, R, or P (see edits 
for the TYP Field). 

2.8.2 TYP Field Codes 

See Part 3 of the NCIC Code Manual for listing of most common gun TYP Field 
codes. 

2.9.1 Miscellaneous (MIS) Field 

The following guidelines are intended to standardize and facilitate entry of 
additional descriptive data in the MIS Field. This field is limited to 22 
characters and cannot be used when making a recovered gl~n entry. Use a space 
to separate descriptors. Do not use periods between de~criptors. For example, 
an EG on a Smith and Wesson snub-nose revolver~ two-incIlcQarrel, blue fir,lish, 
and cartridge capacity of six shots, would contain the following informa;tion 
in the MIS Field: 

BBL2 BLU 6SHOT 

2.9.2 Manufacturer's Name 

\i 
II 

When the gun make is not listed in the Code Manual, Part 3, and code ZZZ is 
entered in the MAK Field, the manufacturer's name must be placed in the MIS 
Field. 

2.9.3 Barrel Length (BBL) 

If available, barrel length should be entered and expressed in inches and/or 
fractions of an inch. Barrel length maybe in exact or closely approximated 
dimensions, depending on available data. Use a slash (I) to separate 
numerator and denominator of fractions of an inch, for example, 2~-inch 
barrel would be entered as BBL2l/2 and a 4-inch barrel as BBL4. 
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PART 4 

2.9.3 Barrel Length (BBL) (Continued) 

The chamber (that part of the inside of the barrel of a gun, at the breech, 
formed to accept the cartridge) is included when measuring the length of 
pistol (nonrevolvrer), rifle, and shotgun barrels since the barrel and chamber 
are usually one piece. The chamber is not included when measuring the barrel 
length of a revolver since the chamber is part of the cylinder. 

2.9.4 Color and Finish Data 

2.9.5 

2.9.6 

See Part 3 of the NCIC Code Manual for listing of codes for color and finish 
data. 

Cartridge Capacity 

Cartridge capacity should be expressed as maximum capacity. Those firearms 
fed from a clip magazine or a tubular magazine should be indicated as CLIP 
or TUBL rather than by cartridge capacity, for example 6SHOT, 5SHOT, CLIP, 
or TUBL MAG. 

Inscription (INSC) Data 

When describing a gun with an inscription, name, monogram, date, etc., first 
list the code INS.C followed by a dash and the exact or abbreviated inscription 
as shown in the examples below: 

INSC-MDM (MDM represents a person's initials) 
INSC-US PROP 
INSC-TOM 120582 (Name and date represented) 

2.9.7 Silencer Length (SSL) 

If available, silencer length should be entered and expressed in inches and/or 
fractions of an inch. Silencer length may be in exact or closely approximated 
dimensions, depending on available data. Use a slash (I) to separate numerator 
and denominator of fractions of an inch, for example, 2~-inch silencer would 
be entered as S8L21/4 and a 2-inch silencer as SSL2. 

2.9.8 NOAH in the MIS Field 

In a case in which the ORI believes that notification each time its record is 
"hit" will provide investigative leads, regardless of whether the location 
of the gun is known, the entering agency should place the code NOAH (Notify 
ORI of All Hits) in the MIS Field. 

2.9.9 Owner-Applied Engraved Identificati'on Number 

" If no other data is being placed in the MIS Field, it can also be used to 
show alphanumeric characters which have been engraved on the gun as the 
result of a theft prevention program (such as Operation Identification or 
Stop Thief), for example, Social Security number, driver's license number, 
etc. 

4-11 
12-5-82 

~--~--=-

D 



NCIC OPERATING MANUAL PART 4 

GUN FILE 
SECTION 3--MODIFICATION 

, 3.1 When to Use a Modification Message 

MOdification of a record is restTicted to the agency that entered the record. 
A modification message is used to add, delete, or change data in an active gun 
record. A gnn record cannot be 1nodified if it is in a located status Q!IK:E/ 
LOCATED GUN). 

3.2 Example of a Stolen Gurt Record Modification 

MG.MD1012600.NIC/G000039842.0CA/2896.SER/B512673(~OT) 

Acknowledgment: 

MD1012600 
MODIFY NIC/G000039842 

The above modifica~ion example contains: message key (~G), originating agency 
identifier (~1012600), two record ident.ifiers· (NIC/G00003'9842 and OCA/2896), 
the field being modified and the modification (SER/B512673), and end of trans­
mission character ('EOT). 

3.3 Identification of the Record to Be Modified 

Record to be modified must be identified by NCIC number and originating agency 
case number in that order, or seTia1 number and originating agency case number 
in that order, preceded by the proper 11lessage field codes. In the above 
example, the identifiers are NCIC number and originating agency case number. 

I' 
I 
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GUN FILE 
SECTION 4--CANCELLATION 

4.1 When to Use·a. Cartee11atioIi}!essage 

Cancellation ~f a record is res't:ricted to the agency that entered the record. 
A cancellation 1I1esaage isuti1i.zed when the agency dete;r:mines that the record 
is invalid, for example, a record that resulted f~am a fictitious or false 
theft report. 

4.2 Example of a Stolen Gun Record Cancellation 

XG .MD1012600 .NIC/ G000039'842. OCA/2896 .120582 OWT) 

Acknowledgment: 

MD1012600 
CANCEL NIC/G000039842 

The above cancellation example contains'~ message key (XG), originating agency 
identifier (MD1012600), two record identifiers (lUC/G000039'842 and OCA/2896), 
date of cancellation 0.20582), and ena of transmission character (EOT). 

4.3 Identification of Record to Be Canee1ed 

Record to be canceled must be identified by NCIC number and originating agency 
case number in that order, or serial numher and originating agency case number 
in that order, preceded hy the proper :mes'sage field codes. Cancellation date 
(which must be current datel llWa-t· fol:low the two record identifiers. 
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5.1 

5.2 

GUN FILE 
SECTION 5--INQUIRY 

Example of a Gun File Inquiry with 
Responses. 

An inquiry on a gun gives access to 
II 

the Gun File. '\' 
,) 

Nega ti ve \~nd , 
'\ \\ 

recovered as 

Positive Stolen Gun Record 

well as stolen gun records in 

QG.WA1230000.SER/B5l2673.MAK/REM.MOD/MOHAWK.CAL/308(EOT) 

Negative response: 

WA1230000 
NO RECORD SER/ B5l2673 MAK/REM 

The above inquiry example contains: message key (QG), originating agency 
identifier (WA1230000), serial number (SER/B5l2673), make (MAK/REM), model 
(MOD/MOHAWK), caliber (CAL/308), and end of transmission character (EOT). 

Positive response: 

WA1230000 L 

MKE/STOLEN GUN 
ORI/MDl012600 SER/ B5l2673 MAK/REM MOD/MOHAWK CAL/30B TYP/RC DOT/120582 
OCA/ 2896 MIS/INSC-TDH ON STK 
NIC/G000039842 
ORt IS ANY CITY PD MD 
IMMED CONFIRM RECORD WITH ORI 

Requirements for Inquiry 

Inquiries can be made by using the serial number, make, and caliber; serial 
number and make; serial number and caliber; or serial number only. Inquiry by 
serial number, make, and caliber is preferred as this type of inquiry may limit 
the search and minimize the number of positive responses (see Section 5.5, 
Confined Search of Gun File Inquiries). Inquiries may be made using the NIC 
number only, if available. 

5.3 Additional Guidelines for Inquiries 

It is essential" that all identifying data in a positive resp,onse be compared 
with the weapC:: in question before further action is taken. 

In the event more than one number appears on a weapon, the number on the frame 
should be inquiried on first. If the response is negative, the remaining 
numbers should be checked. 

Alphabetic characters appearing between numeric characters (embedded alphabetic 
characters) in a serial number are not considered for matching purposes since 
some agencies formerly placed records in file after deleting the embedded 
alphabetic characters. Thus, a search of serial number 369J257 would retrieve 
records with serial numbers 369257, 369M257, and 369J257. Letters appearing 
as a prefix or suffix to the numerics in a serial number are considered in the 
matching process and, therefore, are not affected by the rule applicable 
to embedded alphabetic characters. 
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SECTION 5--INQUIRY 

5.3 Additional Guidelines for Inquiries (Continued) 

Thus a search of serial number 369J257 would retrieve records with serial 
numb~rs 369257, 369M257, and 369J257. Letters appearing as a prefix or suffix 
to the numerics in a serial number are considered in the matching process 
and, therefore, are not affected by the rule applicable to embedded alphabetic 
characters. 

When a positive response to an inquiry results in multiple hits with the 
caveat "ADDITIONAL HITS AVAILABLE, CONTACT NCIC CONTROL IF NEEDED," the 
information NCIC Control needs to retrieve these additional hits from the 
Gun File is the serial number only. NCIC Control may be contacted through 
NLETS addressed to ORI/DCFBIWAOO or telephone number 202-324-2619. ' 

5.4 Procedures for Handling a Hit 

An NCIC hit may not be probable cause to arrest. A hit confirmed with the 
originating agency may be adequate grounds to recover a gun. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the gun inquired upon is known and the gun inquired upon 
appears to be identical with one or more of the records, the agency that can 
seize the gun must contact the ORI of each record possibly identical with the 
gun in question to confirm the hit(s) prior to seizing the gun. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the gun inquiried upon is not known, the hit(s) should not 
be confirmed. However, if the code NOAH (Notify ORI of All Hits) is in. the 
~scellaneous Field of a record, contact the ORI of the record and furnish 
details concerning the inquiry. 
"To confirm the hit" means to verify that the theft report is still outstanding 
and the gun inquired upon is identical to the gun described in the record and 
to obtain information concerning return of the gun to the rightful owner. 

The NCIC Advisory Policy Board has approved procedures whereby system discipline 
requirements for hit confirmation response are outlined and failure to comply 
can be identified. These procedures are as follows: 

1. 

2. 

3. 

Upon receipt of a hit confirmation request, the originating 
agency (ORI) of the record must within ten minutes furnish 
a subs~antive response, i.e., a positive or negative confirmation 
or notice of the specific amount of time necessary to confirm 
or reject. 

A requesting agency not receiving a substantive response within 
ten minutes should generate a second request. 

If the agency generating the second request again fails to receive 
~~ubstantive response within ten minutes, the agency will 'then 
g~nerate a message to its own contro~ terminal and th~,_~ontrol 
terminal of the agency that originated the record wid~· .. a, copy to, 
be sent to FBI NCIC, ORI/DCFBIWAOO. N6- action will be take~~~y -", 
FBI NCIC unless the two control terminal officers cannot resolve' 
the matter. 
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5.4 Procedures for Handling ~ (Continued) 

4. The control terminal officer, or his designee, of the originating 
agency will institute appropriate action to ensure proper response 
and compliance to system standards and this may include the canceling 
of records. Failure on the part of any control terminaltu ensure 
such complianee will be brought to the attention of the Advisory 
Policy Board by FBI NCIC. 

An agency that, following confirmation of a hit(s), recovers a gun that is 
indexed in NClC, except the agency whose ORI is stored in the record, must 
transmit a locate message for each record that was hit and confirmed with 
the ORI of the record. See Part 4, Section 6, for locate procedures. 

5.5 Confined Search of Gun File Inquiries 

The NCIC computer is programmed to search a Gun File inquiry in the following 
manner: 

1. 

2. 

3. 

4. 

5. 

6. 

An inquiry which contains serial number only or serial number 
and caliber will retrieve any record in file with a matching 
serial number*, regardless of the MAK Field code. 

An inquiry which contains make, serial number, and CAL/45 
will retrieve any record in file withi\ a matching serial 
number*, regardless of the MAK Field code. 

An inquiry which contains serial number, MAK/US, USA, 
or ZZZ, with or without caliber, will retrieve any record 
in file with a matching serial number*, regardless of 
the MAK Field code. 

An inquiry which contains serial number, a make other than 
CLT, REM, SW, or WIN, with or without caliber, will retrieve 
any record in file with a make other than CLT, REM, SW, 
or WIN, and a match~ng serial number*. 

An inquiry which contains serial number, with caliber other 
than 45 or without caliber, and MAK/CLT, REM, SW, or WIN will 
retrieve any record in file with a matching serial number* and 
the ~ make (CLT, REM, SW, or WIN), or HAK/US or USA. 

An inquiry which contains the NIC number only will retrieve only 
that record on file with that particular NIC number even though 
there may be other records on file for a gun(s) with the 
same make, caliber, and/or serial number. 

*Alphabetic characters appearing between numeric characters (embedded 
alphabetic characters) in a serial number are not considered for matching 
purposes since some agencies formerly placed records in file after deleting 
the embedded alphabetic characters. Thus, a search of serial number 369J257 
would retrieve records with serial numbers 369257, 369M257, and 369J257. 
Letters appearing as a prefix or suffix to the numerics in a serial number 
are considered in the matching process and, therefore, are not affected by 
the rule applicable to embedded alphabetic characters. 
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SECTION 6--LOCATE 

6.1 What Agency Must Use a Locate Message 

PART 4 

Any agency that recovers a gun which is indexed in NelC except the agency 
that entered the record must place a locate message on the active gun record(s). 
When an agency receives a record or multiple records in response to an inquiry, 
the agency that can seize the stolen gun must contact the ORI of each record 
possibly identical with the gun in question to confirm the hit(s). Following 
confirmation with the originating agency(s) locate message must be transmitted 
for each record on file for the gun. 

6.2 Example of a Locate Message for a Stolen Gun Record 

LG.WA1230000.NIC/G000039842.0CA/2896.l20582. 1069 (EOT) 

Acknowledgment: 

WA1230000 
LOCATE NIC/G000039842 

The above locate example contains: message key (LG), recovering agency's 
identifier (WA1230000), two record identifiers (NIC/G000039842 and OCA/2896), 
date of recovery (120582), recovering agency's case number (1069), and end of 
transmission character (EOT). 

6.3 Identification of Record to Receive Locate 

Record to be located must be identified by either NCIC number and originating 
agency case number in that order, or serial number and originating agency case 
number in that order'~ with each data element preceded by the proper message 
field code. Note that the originating agency case number (DCA) used as an 
identifier is the DCA of the agency that entered the record. This OCA is 
contained in th~ NCIC response to the recovering agency's inquiry. 

~.4 Locate Procedure 

Following the two record identifiers, date of recovery and recovering agency's 
case number are next entered .in that order without field codes. The date of 
recovery (which cannot be prior to the date of theft) must be entered or the 
locate message-will be rejected. The recovering agency's case number should 
be entered as this will ensure that complete recovery information is in the 
record. 
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7.1 
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i' 

Wnen to Use a Clear Message 

GUN FILE 
SECTION 7--CLEAR 

Clearance of a record is restricted to the agency that entered the record. 
A clear message is transmitted: 

1. When the agency recovering the weapon is the agency that entered the 
record. 

2. Whe~ the agency that entered the record is officially advised that 
another agency has recovered the weapon and placed a locate message 
on the record. 

'7.2 Example of a Clear Message for a Stolen Gun Record 

CG.MD1012600.NIC/G000039842.0CA/2896.120582.WA1230000.1 069 (EOT) 

Acknowledgment: 

MD1012600 
CLEAR NIC/G000039842 

The above clear example contains: message key (CG), originating agency 
identifier (MD1012600), two record identifiers (NIC/G000039842 and OCA/2896), 
date of recovery (120582), the recovering agency's identifier (WA1230000), 
the recovering agency's case number (1069), and end of transmission character 
(EOT). 

7.3 Identification of Record to Be Cleared 

Record to be cleared must be identified by NCIC number and originating agency 
case nUmber in that order, or serial number and orig~nating agency case number 
in that order, preceded by the proper message field codes. /Note that the 
originating agency case number (OCA) used as an identifier f§ the OCA of 
the agency that originally entered the record. 

7.4' Clear Procedures if Gun Recovered by Agency that Entered Record 

If t~~ agency that entered the record recovers the gun, only the date of 
recovery (which cannot be prior to the date of theft) must be entered following 
the two record identifiers. Thus, the message in Section 7.2 above would end 
after 120582. 

7.5 Clear Procedures if Gun Recovered by Agency Other Than ORI 

If an agency other than the ORI of the record recovers the gun, utilization 
of the following procedures will ensure that the cleared record contains 
complete recovery data (date of recovery, locating agency's identifier, and 
locating agency's case number). 

1. If the record being cleared is in a located status (MKE/LOCATED GUN), 
only the date of recovery must 'be entered following the two record 
identifiers. Thus, the'message in Section'7.2 would end after 120582. 
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NCIC OPERATING MANUAL 
GUN FILE 

SECTION 7--CLEAR 

7.5 Clear Procedures if Gun Recovered by.Agency Other Than ORI (Continued) 

PART 4 

2. If the record being cleared is in an active status (~/STOLEN GUN), the 
date of recovery followed by the recovering agency's identifier and the 
recovering agency's case nUlllher :tn that order without field codes mv,st 
be entered after the two record identifiers. See example in Section 7.2 
on the preceding page. 
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NCIC OPERATING MANUAL PART 4 
GUN FILE 

SECTION 8--ENTRY OF RECOVERED GUN RECORD 

8.1 Criteria for Entry of Recovered Guns 

A recovered gun is defined as an abandoned, sed.zed, or found weapon for which 
no stolen report is on file. Recovered guns should be entered (ERG) only 
after an inquiry reveals there is no sto1en/mi~sing record (EG) on file. The 
weapon must remain in the possession of the entering agency or be readily 
available for examination while the ERG is in NCIC; If the entering 
agency loses custody of the recovered gun in any manner, the ERG record 
must be canceled. 

A recovered gun should be inquired upon in NCIC prior to entry of an ERG record. 
If a g~n is already entered in NCIC as stolen (EG), an attempt to enter that 
same gun (i.e., same ORI, SER, MAK, CAL, and TYP) as a recovered gun (ERG) will 
be rejected and the agency attempting the entry will be furnished the stolen 
gun record already on file. If a record is on file for a different ORI, the 
agency attempting the second entry should contact the agency with the EG record 
already on file for possible investigative leads. 

8.2 Example of a Recovered. Gun Entry 

ERG.NY5011700.21486713.SW.MASTERPIECE.38.PR.120582.2794(EOT) 

Acknowledgment: 

NY5011700 
NIC/G000039721 SER/ 21486713 

8.3 Mandatory Fields for a Recovered Gun Entry 

Information in parentheses is from the above example. The following fields 
are mandatory to cause acceptance of a recovered gun entry in NCIC storage: 

0
1 

message key (ERG), recovering agency's identifier (NY5011700), serial number 0 
(21486713), make (SW), caliber (38), type (PR), date of recovery (120582) and 
recovering agency's case number (2794). The entry w'i11 be rej ected if one of 
the m~ndatorY fields is left unfilled or the transaction is not ended with the 
end ~f tran~~~ssion character (EOT). 

8.4 Additional Guidelines for Recovered Gun Entries 

A recovered gun entry follows the same forma.t a,s a stolen gun entry, except 
the MIS Field cannot be used. Information entered in the ORI, DOT, and OCA 
Fields is stored in the MIS Field of the record leaving the ORI, DOT, and OCA 
Fields blank. Thus, a recovered gun record stored in NCIC will appear as 
follows: 

MKE/RECOVERED GUN 
ORI/ SER/ 21486713 MAK/SW MOD/MA.STERPIECE 
OCAI 120582 NY5011700 2794 
NIC/G000039721 
ORI IS ANY CITY PD NY 
IMMED CONFIRM RECORD WITH ORI 
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NCIC OPERATING MANUAL PART 4 

8.4 

GUN FILE 
SECTION 8--ENTRY OF RECOVERED GUN RECORD 

Additional Guidelines for Recovered Gun Entries (Continued) 

An ERG cannot contain the MAK. Field code ZZZ since the .MIS Field :1,8 used to 
store the OR~, DOT, and OCA data included in the entry. Therefore, the 
manufacturer s true name could not be entered in the 'MIS Field of the ERG 
record. 
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NCIC OPERATING MANUAL PART 4 
GUN FILE 

SECTION 9--MODIFICATION OF RECOVERED GUN RECORD 

9.1 When to Use a Modification Message 

Modification of a record is restricted to the agency that entered the, record. 
A modification message is used to add, delete, or change data in an active 
recovered gun record. 

9.2 Example of a Recovered Gun Record Modification 

MRG.NY5011700.SER/21486713.0CA/2794.CAL/32(EOT) 

Acknowledgment: 

NY5011700 
MODIFY S;ER/ 21486713 

The above modification example contains: message key (MRG) , originating agency 
identifier (~5011700), two record identifiers (SER/21486713 and OCA/2794), the 
field being modified and the modif~ation (CAL/32), and end of transmission 
character (EO:J.'). 

9.3 Identification of a Record to Be Modified 

Record to be modified must be identified by NCIC number and originating agency 
case number in that order, NCIC number and serial number in that order, or 
serial number and originating agency case number in that order, preceded by the 
proper message field codes. In the above example, the identifiers are serial 
number and originating agency case number. 
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NCIC OPERATING MANUAL PART 4 
GUN FILE 

SECTION 10--CANCELT~TION OF RECOVERED GUN RECORD 

10.1 When to Use a Cance11ati~n Message 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is used when the entering agency loses custody of the 
recovered gUll. 

10.2 Example of a Recovered Gun Record Cancellation 

XRG.NY5011700.SER/21486713.0CA/2794.120582(EOT) 

Acknowledgment: 

NY5011700 
CANCEL SER/ 

The above cancellation example contains: message key (XRG), originating agency 
identifier (NY5011700), two record identifiers (SER/21486713 and OCA/2794), 
date of cancellation (120582), and end of transmission character (EOT). 

10.3 Identification of Record to be Canceled 

Record to be canceled must be identified by NCIC number and originating agency 
case number in that order, NCIC number and serial number in that order, or 
serial number and originating agency case number in that order, with each data 
element preceded by the proper message field code. Cancellation date (which 
must be current date) must follow the two record identifiers. 
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NCIC OPERATING MANUAL PART 4 
GUN FILE 

SECTION ll--INQUIRY OF RECOVERED GUN RECORD 

11.1 ~ple of an Inquiry with Negative and Positive Recovered Gun Record Response 

An inquiry on a gun gives access to recovered as well as stolen gun records 
in the Gun File. 

QG.MD1012600.SER/2l4867l3.MAK/SW~MOD/MASTERPIECE.CAL/32(EOT) 

Negative response: 

MD1012600 
NO RECORD SER/ 21486713 MAK/SW 

The above inquiry example contains: message key (QG), originating agancy 
identifier (MD1012600), serial number (SER/2l486713), make (MAK!SW), model 
(MOD/~~TERPIECE), caliber (CAL/32), and end of transmission character (EOT). 

Positive response: 

MDI0l2600 
MICE/RECOVERED GUN 
ORI/ SER/ 21486713 MAK/SW MOD/MASTERPIECE CAL/32 TYP/PR DOT/ 
OCA/ 120582 NY50ll700 2794 
NIC/G000039721 
ORr IS ANY CITY PD NY 
IMMED CONFIRM RECORD WITH ORI 

11.2 Requirements for Recovered Gun Inquiry 

Inquiries can be made by using the serial number, make, and caliber; serial 
number. and make; serial number and caliber; or serial number only. Inquiry by 
serial number, make, and caliber is preferred as this type of inquiry limits 
the search and cuts down on the number of positive responses. Inquiries can 
be made using the NIC number only, if available. 
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GlIN :u'ILE 

SECTION l2--LOCATE OF :RECOVE.RED GUN RECORD 

12. Locate of Recovered Gun Record 

A recovered gun record cannot be located since th_eweapon is already in the 
possession of the agency that made the ERG. /' 
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NCIC OPERATING MANUAL PART 4 
GUN FILE 

SECTION 13--CLEARING OF RECOVERED GUN RECORD 

13.1 When to Use a Clear Message 

Clearance of a record is restricted to the agency that entered the record. A 
clear message is transmitted when the agency which entered the recovered gun 
record is furnished information concerning\ the theft or the loss of the gun. 

13.2 Example of a Clear Message for a Recovered Gun Record 

CRG.NY50ll700.SER/2l4867l3.0CA/2794.0RI/MDl012600.DOT/082882.0CA/1234 (EDT) 

Acknowledgm..:nt: 

NY50ll700 
CLEAR SER/ 21486713 

The above clear example contains: message key (CRG), originating agency 
identifier (NY50ll700), two record identifiers (SER/214867B and OCA/2794), 
the identifier of the agency that received the theft report (MDl012600), the 
date the theft occurred or was reported (082882), the case number of the 
agency that received the theft report (1234), and end of transmission character 
(EDT). 

13.3 Identification of Record to be Cleared 

Record to be cleared must be identified by NCIC number and originating agency 
case number in that order, NCIC number and serial number in that order, or 
serial number and originating agency case number in that ord.er, with each data 
element preceded by the praper message field code. 

13.4 Clear Procedure if Theft Report is Received by Recovering Agency 

If the agency that entered the recovered gun record also receives a theft 
report at a later time, only two record identifiers are required in the clear 
message. Thus, the message in Section 13.2 above would end after OCA/2794. 

13.5 Clear Procedure if Theft Report is Received by Agency Other Than Recover~ 
Agency 

The identifier of the agency that received the theft report preceded by ORI/, 
the date the theft occurred or was reported preceded by DOT/, and the case 
number of the agency that received the theft report preceded by OCA/ must be 
entered following the two record identifiers. 

A CRG message inserts the identifier of the agency that received the th~:f~---­
report, the date of the theft occurred or was reported, and the case number 
of the agency that received the theft report into the ORI, DOT, and DCA Fields 
respectively. 
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NCIC OPERATING MANUAL PART 5 

ARTICLE FILE 
SECTION l--INTRODUCTION 

1.1 Criteria for Entry 

1.2 

Unrecovered stolen articles may be entered into fi~e if a theft report has 
been made and the following circumstances are met: 

1. Any item in the theft report valued at $500 or more and having a unique 
manufacturer-assigned serial number and/or an owner-applied 'number, except 
for an item to be entered in the Boat, Gun, License Plate, Securities, or 
Vehicle File. Office equipment (adding machine, typewriter, dictating 
machine, etc.), a color television set, and a bicycle may be entered 
regardless of value. 

2. If the aggregate value of the property in one theft exceeds $5,000, any 
item in the theft report, regardless of value, having a unique manufacturer­
assigned serial number and/or an owner-applied number. 

3. Any item in the theft report, regardless of value, having a unique ' .. 
manufacturer-assigned serial number and/or an owner-applied number if: 

1. The circumstances of the theft indicate that there is a probability 
of interstate movement, or 

2. The seriousness of the crime dictates that an entry should be made 
for investigative purposes. 

Message Key (MKE) Codes 

Single Consecutively 
Article Serialized Group 

Message MKE Translation MKE Trd.nslation 

Entry EA STOLEN ARTICLE EM STOLEN ARTICLES 
Modify MA MAA 
Cancel XA XAA 
Inquiry QA QA 
Test 
Inquiry ZA ZA 

Locate LA LOCATED ARTICLE LAA LOCATED ARTICLES 
Clear CA CM 

i\ 

If the article entered in a single stolen article record should be held for 
latent fingerprint examination, "_P" should be entered as part of the message 
key code, for example, EA-P, which translates "STOLEN ARTICLE - HOLD FOR 
"LATENTS". 

1.3.1 Retention Period for an Unrecovered Stolen Article Record 

An unrecovered stolen article record is retained in the NCIC Article File for 
the balance of the year entered plus an additional year. Following this 
retention period, an Article File record is automatically removed at the next 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION 1--INTRODUCTION 

1.3.1 Retention Period for an Unrecovered Stolen Article Record (Continued) 

Article File purge. For example, an article entered in 1982 would be purged at 
the first Article File purge in the calendar year 1984. Agencies are not 
furnished a listing of their purged art:f.c1e records. 

An exception to record retention periods will occur in the event a serious 
error is detected in the record on file. See the Introduction for complete 
procedural information concerning serious errors and NCIC File reorganization 
and purge schedule. 

1.3.2 Automatic Purge 

1.4 

1.5 

A record which has been located will be automati~a1.1y suppressed ten days after 
the date of location stored in the record. Those records that have been 
suppressed will be purged at the time of the next file realignment. Users will 
not be notified when located records have been purged. 

Validations 

Since stolen article records have such a short retention period (year of entry 
plus one year), there are no validation checks. 

Article Record Message Field Codes and Edits 

Field 

Message Key 

Originating Agency 
Identifier 

Type 

Serial Number 

Code 

MKE 

ORI 

TYP 

SER 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The first 
two characters must be a1phabetics and must 
check with the line number for the state as 
assigned by the NCIC computer. 

Minimum of four and maximum of seven 
alphabetic characters. If the first char­
acter is other than Y, then the code used 
used must be one listed in the Article Name 
Name Dictionary, Code Manual, Part 1. 

Maximum of 20 alphanumeric characters. 
Single zero only, run of zeros only, single 
alphabetic only, or run of a1phabetics only, 
indicating the article serial number is not 
known, cannot be used. Serial number and 
owner-applied number cannot be identical. 
Sequential entries must have a single hyphen 
separating the serial numbers. If the TYP 
isOTYPEWR and the BRA is IBM, the SER must 
contain a minimum of seven characters and 
the MOD Field must be filled. 
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NCIC OPERATING ~JAL 
ARTICLE FILE 

SECTION 1--INTRODUCTION 

PART 5 

1.5 

1.6 

Field Codes and Edits (Continued) Article Record Message 

Field 

Brand Name BRA 

Model MOD 

Owner-Applied Number OAN 

Date of Theft DOT 

Originating Agency OCA 
Case Number 

Miscellaneous MIS 

NCIC Number NIC 

Edits 

At least two but aot more than six alpha­
betic or numeric characters. Hyphens are 
permitted. Cannot be all X's, Y's, Z's, 
L' s, UNK, UNKN, UNKNOW, or NONE. 

Maximum of nine alphabetic and/or numeric 
characters. Must be filled if TYP is 
OTYPEWR, and BRA is IBM. 

Maximum' of 20 numeric or alphabetic and 
numeric characters. Single zero only, run 
of zeros only, single alpha only, 0: run 
of alphas only cannot be used. Ser1a1 number 
and owner-applied number cannot be identical. 
Cannot be used in entry or modification of 
consecutively serialized group of stolen 
articles record. 

Must be six numeric characters representing 
/ / in that Order. Cannot exceed month day year 

date entered. 

Maximum of nine alphabetic and/or numeric 
characters. Must not contain a single zero 
only, a run of zeros only, the first seven 
characters of the ORI Field, or the word 
NONE. 

Maximum of 50 characters. 

A self-checking number consisting of.an 
alphabetic character ("A" in the Art1c1e 
Fill;':) followed by nine numeric characters 
whj~h is automatically assigned by the NCIC 
co~;uter to each accepted record. Must have 
valid check digits when used to.identify 
record in a subsequent transact10n. 

Criteria for Rejecting Duplicate Records 

C de of the TYP Field, BRA, ORI, and 
If the SER and/or OAN and the Category 0 the same as those field codes 
OCA Fields of a stolen artic~: :~~~y ~~:s::~o:~eentry will be rejected with 
of a record a1re.ady on file , "REJ ON FILE" is received, the "REJ ON FILE" Whenever the message . message • d 
record on file will also be transmitte • 

h ORI the OCA in the second entry 
A duplicate record wj.11 be accepted if t e i~~ be furnished as a response 
is different. In this ~ase, the first entry w 
to the second entry." 5-4 
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION 2--ENTRY 

PART 5 

( 2.1 Example of a Single Article Record Entry 

( 

c 

&\.MDl012600. CPROJEC. 286921503 .B HOWE.32S .MD44432l0.l20l82. 2895 .BLK CARRYING 
C,i\$,E (EOT) 

" Ackqpwledgment: 

MDl012600 
NIC/A000039206 SER/28692l503 

2.2 Mandatory Fields of a Single Article Entry 

Information in parentheses is from the above example. The following fields are 
mandatory to cause acceptance of a single stolen article entry in NCIC storage: 
message key (EA), originating agency's identifier (MDl012600), type (CPROJEC), 
brand name (B HOWE), date of theft (120182), originating agency's case number 
(2895), and either a unique manufacturer-assigned serial number (286921503) or 
an owner~applied number (MD44432l0). An entry may be made with both the serial 
number and the owner-applied number fields filled; however, these two numbers 
cannot be the same. The entry will be rejected if the Type Field code begins 
with an alphabetic character other than Y and is not a code assigned by FBI 
NCIC and listed in the Article Name Dictionary. The entry will be rejected if 
one of the mandatory fields is left unfilled or the transaction is not ended 
with the end of transmission character (~OT). 

For training and administrative purposes, agencies may enter test records into 
NCIC. The test record must contain 1) the letters "TEST" as the first fotir 
characters of the OCA Field; 2) the words "TEST RECORD" in the MIS Field; and 
3) only fictitious numbers. 

2.3 Additional Guidelines for Single Article Entries 

The originating agency (ORI) mUS1: account for all fields in the "Stolen Article 
File--Record Format." If data pertaining to a nonmandatory field is not known, 
place a period in the field to indicate that the information is unknown and 
proceed to the next field. Ensure that all available data called for by the 
record format is entered when the original entry is made. Mis~ing data obtained 
at a later time should be promptly added through the use of a "modify" message 
(MKE/MA) • 

Food stamp coupon book~, individual serially numbered food stamp couBpns, and 
livestock may be entered in the Article File with the Type Category Code Y. 

Stolen or lost credit cards, bankA~afts, and checks, including cashier's, 
certified, company, government (Federal, state, and local), bank officer's, 

. personal, and U. S. Treasury, are not;"! to be entered in the NCIC Article File or 
any other NCIC file. j

/ 

A separate entry is to be made for each item taken in a multiple theft, such as 
a television and a stereo stolen from an apartment. The Miscellaneous Field 
should be used to cross-reference the related entries; for example, the 
Miscellaneous Field of the television entry might read "SEE NIC/A000012696", 
and the Miscellaneous Field of the stereo entry might read "SEE NIC/A000012698". 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION 2--ENTRY 

2.4.1 Coding the Type (TYP) Field 

Type coding is necessary to classify j.tems into categories. Such classifi­
cation allows for more restrictive search parameters, facilitates computer 
responses, and eliminates voluminous message replies. (Users are required 
to include the Type Field in all inquiries as hits will then be limited to 
those records that match the serial nlnnber and/or the oWner-applied number 
and the type category.) Type coding will work if standard category codes are 
used. To achieve uniformity in type coding, the Type Field is divided into 
two parts~ 

1. Category Code - A unique a1phabetilc character assigned to each of the 
twelve major classifications of articles. (See listing in Code Manual, 
Part 1). 

2. Article Name Code -The first six letters of the stolen article to be 
entered. The Article Name Code follows immediately after the Category Code 
best classifying the article; no space is to be left between the Category 
Code and the Article Name Code. 

The code used in the Type Field must be a code listed in the Article Name 
Dictionary (Code Manual, Part 1) or must begin with the alphabetic Y. The 
code used in ~he Type Field must be at least four characters in length and no 
punctuation is to be used between characters. 

To ensure uniformity and eliminate confusion" in the coding of items, an 
Article Name Dictionary is included in: the NCIC Code Manual, Part 1. This 
dictionary should be used for Article File entries and inquiries. 

2.4.2 Article Name 

2.5 

If an item is not published in the Article Name Dictionary, the article must 
be entered with Category Code Y and the following procedures must be applied: 

1. Use the complete name of the article if possib'le. If the article name 
is one word of more than six letters, use the first six letters in the 
article name. 

2. An article name which is two words must be treated as one word. 

3. If an article name is three words, ~se the initials of the first two words 
and the first four letters of the last word. 

Serial Number (SER) Field 

A serial number must be entered omitting sraces, hyphens, and symbols. 

Alphabetic characters which are part of the serial number should be included 
in the number. 

The true (manufacturer's) serial number of the article, not a component or 
part number, must be entered,. If thEl number applied by the manufacturer of 
an article is determined not to be a unique serial number--but rather a 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION 2--ENTRY 

2.5 Serial Number (SER) Field (Continued) 

model number, stock control number, etc.--the article should not be entered. 
If already in file, the record should he canceled or modified to the true 
manufacturer 1 s serial numher. 

An owner-applied identification number which has been assigned in connection 
with a theft prevention program, such as Operation Identification or Stop 
Thief, must not be entered as a serial nUmber but should be entered in the 
OAN Field. 

2.6.1 Brand Name (BRA) Field Codes 

2.6.2 

See Part 1 of the NCIC Code Manual for a listing of brand name codes. 

Coding the Brand Name (BRA) Field 

The Brand Name Field must be filled with a minimum of two alphanumeric charac­
ters and cannot contain more than six alphanumeric characters. Do 110t use 
periods between characters. The words and, Company, Corporation, Incorporated, 
Limited, and the ampersand are not considered part of the actual Brand Name. 

The following instructions should be used to code the Brand N&me Field if the 
brand name is not listed in the Code Manual. 

1. If the brand name is a si11g1e word, use the first six letters 
of the name; for example, the brand name Wurlitzer must be coded 
wr.rJ.tLIT. ' "." 

2. If the brand name is two words, use the first letter of the 
first word, space, and the first four letters of the second word; 
for example, the brand name Harmon Kardon must be coded H KARD. 

3. If the brand name is three words, use the first letter of the 
first wotd, space, first letter of the second word, space, and 
the first two letters of the last word; for example, the brand 
National Cash Register must be coded N C RE. 

4. If the'brand name is an initial and one word, use the initial, 
space, and the first four letters of the word; for example, the 
brand name A. Johnson must be coded A JOHN. 

5. If the brand name has two initials and one word, use the first 
initia1~ space, second initial, space, and brand name A. B. Dick 
must be coded A BDl. 

6. "Brand names consisting of initials are to be entered omitting 
spaces and periods; for example, the brand name C.E.I. must be 
coded CEI. 

{. 
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2.6.2 Coding the Brand Name (BRA) Field (Continued) 

2.7 

The Brand Name Field in an entry for stolen livestock must contain the breed 
of the animal. Use the instructions above for coding. For example, Hereford 
must be coded HEREFO and Tennessee Walker must be coded T WALK. 

The Brand Name Field in an entry for a state auto inspection sticker or a 
license plate renewal tab should contain the appropriate two-character code 
for the state issuing the sticker or tab. 

When stolen property does not have a brand name, or if the brand name is 
unknown, the code NO BRA must be entered in the BRA Field. A complete 
description of the stolen article should be placed in the MIS Field when this 
code is used. 

Coding the Model (MOD) Field 

The model number or model name should be entered in the Model Field which has 
a maximum of nine characters. No periods are to be used between characters. 

The following order or priority should govern filling this field: 

1. If the model number, possibly alphanumeric characters, exceeds nine 
characters, use only the last nine characters with the complete modelf 
number shown in the Miscellaneous Field. For example, model number « 
12345678987 would be entered in the Model Field as 345678987. The ':. 
complete model number (12345678987) must be entered in the Miscel­
laneous Field. 

2. If the model name is a single word, use only the first nine letters; 
for example, Imperialistic dishwasher manufactured by Frigidaire, 
code as IMPERIALI. 

3. 

4. 

5. 

6. 

If the model name is two words, use the first letter of the first 
word, space, and first seven letters of the second word; for example, 
Custom Imperial dishwasher by Frigidaire, code as C IMPERIA. 

If the model name is three words, use the first letter of the first 
word, space, the first letter of the second word, space, and first 
five letters of the third word, for example, Ultra Custom Imperial 
dishwasher by Frigidaire, code asU C IMPER. 

If the model name is an initial and one word, use the first initial, 
space, and the first seven letters of the word; for example, X. 
Supremacy dishwasher by Frigidaire, code as X SUPREMA. 

first initial, 

( i 

o 

o 

If the model name has two initials and one word, use the 
space, second initial, space, and the first five letters 
for example, X. S. Custom dishwasher by Frigidaire, code 

of the word; (~ 

as X S CUSTO. r-"> , ')) 
~ li 
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SECTION 2--ENTRY 

2.7 Coding the Model (MOD) Field (Continued) 

2.8 

7. Model names consisting of alphabetic 
entered omitting spaces and periods; 
model SBT, code as SBT. 

characters only, should be 
for example, Friden calculator 

8. If none of the preceding instructions apply (because there is no model 
name or number), the composition, design, size, or style should be 
entered. For example: 

color TV should be coded COLOR 
lady's wrist watch should be coded L WRIST 
magnesium wheels should be coded MAGNESIUM 
portable TV should be coded PORTABLE 
19-inch TV should be coded 19 INCH 

The Model Field in an entry for stolen livestock should contain the animal's 
sex and age indicated by words such as bull, calf, or steer; boar, sow, or 
hog; and mare, gelding, or stallion. 

The Model Field in an entry for stolen state auto inspection sticker or a 
license plate renewal tab should contain the month and last two digits of the 
year of expiration, for example, SEPT 82. 

Owner-Applied Number (OAN) Field 

An owner-applied identification number which has been assigned in connection 
with a theft prevention program, such as Operation Identification or Stop 
Thief, may be entered in the OAN Field. 

An owner-applied number must be entered omitting spaces, hyphens, and symbols. 

Alphabetic eharacters which are part of the owner-applied number should be 
included in the number. 

2.9 Coding the Miscellaneous (MIS) Field 

The Miscellaneous Field consists of 50 characters which should be used to 
further describe the stolen article. 

The Miscellaneous Field should be used to describe the location of the serial 
number and/or owner-applied number on an item of property. 

A complete description of the stolen article should be.placed i~ the MIS Field 
when the code NO BRA is used in the Brand Name (BRA) F~eld. 

This field should contain the complete model number if it contains mort: than 
nine characters and the last nine have been entered in the Model Field. 
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SECTION 2--ENTRY 

2.9 Coding the Miscellaneous (MIS) Field (Cont.inued) 

PART 5 

This information should be entered in easily readable abbreviated language as 
this field cannot exceed 50 characters. For example: 

OAN ENGRAVED ON BACK RADIO 

OAN IS OP ID NO 

SER TAG ON LEFT EAR 

In a case in which the ORI believes that notification each time its record is 
"hit" will provide investigative leads,. regardless of whether 'the location of 
the article is known, the entering agency should place the code NOAH (Notify 
ORI of All Hits) in the MIS Field. 
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SECTION.3--MODIFICATION 

3.1 When to Use a Modification Message 

PART 5 

Modification of a record is restricted to the agency' that entered the record. 
A modification message is used to add, delete, or change data in an active 
article record. An Article File record cannot be modified if the record is in 
a located status (;MKE/LOCATED ARTICLE). 

3.2 Example of a Single Article Record Modification 

MA.MDl012600.NIC/A000039206.0CA/2895.BRA/E KODA(EOT) 

Acknowledgment: 

MD1012600 
MODIFY NIC/A000039206 

The above modification example contains: message key (~), originating agency's 
identifier (MDl012600), two record identifiers (NIC/A000039206 and OCA/289S), the 
field being modified ~nd the modification ()3RA/E KODA), and end of transmission 
character (EDT). 

3.3 Identification of Single Article Record to Be Modified 

Record to be modified must be identified by either NCIC number Cind originating 
agency's case number in that order, NCIC number and serial number in that order, 
or NCIC number and owner-applied number in that order, with each data element 
preceded by the proper message field code. In the above example, the identifiers 
are NCIC number and originating agency's case number. 

1\ 
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SECTI.ON 4-.. CANCELL,ATION 

4.1 When to Use a Cancellation Message 

PART S 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is utilized when it is determined that the tecord is 
invalid, for example, a record that i.s: the result of a theft report which 
subsequently proves to be fictitious or false. 

4.2 Example of a S'ing1e Article Record Cancellation 

XA.MD1012600 .NIC/ A000039'206. OCA/289S .120582 (EOT) 

Acknowledgment: 

MD1012600 
CANCEL NIC/A000039206 

The above cancellation example contains: message key (XA), originating agency's 
identifier (MD10l2600) two record identifiers (NIC/A000039'206 and OCA/289S), 
date of cancellation (120582), and ena of transmission character (EOT). 

4.3 Identification of Single Article to ReCanceled 

Record to be canceled must be identified by either NCIC number and originating 
agency's case number in that order, NCIC number and serial number in that 
order, or NCIC number and owner-applied number in that order, with each data 
element preceded by the proper message field code. Cancellation date (which 
must be current date) must follow the two record identifi~rs. 
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SECTION 5--INQUIRY 

PART 5 

5.1 Example of an Inquiry w!th Negative and Positive Single Article Record Responses 

An inquiry on an article gives access to single as well as group records in the 
Article File. 

QA.WAl230000.TYF/CPROJEC.SER/28692l503,MD44432l0(EOT) 

The above inquiry example contains: message key (QA), originating agency's 
identifier (WAl230000), type (TYP/CPROJEC), serial number and owner-applied 
number (SER/28692l503,MD44432l0), and end of transmission character (EOT). 

Negative Response: 

WAl230000 
NO RECORD SER-OAN/28692l503 OR MD4443210 

Positive response: 

'WAl230000 
MKE/STOLEN ARTICLE 
ORI/MD1012600 TYP/CPROJEC SER/ 286921503 BRA/E KODA 
MOD/32S OAN/ MD4443210 DOT/120582 OCA/ 2895 
MIS/BLK CARRYING CASE 
NIC/A000039206 
ORI IS ANY CITY PD MD 
IMMED CONFIRM RECORD WITH ORI 

5.2 Requirements for Inquiry 

An inquiry of the Article File must include type of article (selected from the 
Article Name Dictionary) following the message field code TYP and serial number 
and/or owner-applied number following the message field code SER. When 
making an inquiry using one number, the number must be preceded by the message 
field code SER even if the inquiry is based upon an owner-applied number. When 
making an i~quiry using two numbers (serial number and owner-applied number), 
the numbers must be separated by a comma. ~he number(s) inquired upon will 
be searched as both a serial number and an owner-applied number. An inquiry 
may be made using the NIC number only, if available. 

5.3 Additional Guidelines for Inquiries 

An inquiry cannot contain a brand name. 

It is essential that identifying information in a positive response to an 
Article File inquiry be compared with the article in question before further 
action is taken. This is necessary since the search on Article File records 
focuses OIl the category code and serial number and/or owner...;applied number. 
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SECTION 5--INQUIRY 

5.3 Additional Guidelines for Inquiries (Continued) 

PART 5 

Therefore, an inquiry containing TYP/RTELEVI and SER/1234 could retrieve a 
record which contains TYP/RRADIO and OAN/1234, TYP/RRADIO and SER/1234, or 
TYP/YLOTTER and SER/1234. When an inquiry is made with Type Field Category 
Code Y, any record on file with an identical serial number or owner-applied 
number will be returned regardless of the Type Field Category Code in the 
record. 

The response to an inquiry on two numbers may contain a record identifiable 
with one of the numbers and NO RECORD identifiable with the other number, 
for example: 

QA.MDl012600.TYP/RRADIO.SER/2l344 ,VA7779238 (EOT) 

MDl012600 
MKE/STOLEN ARTICLE 
ORI/WV0012300 TYP/RRECEIV SER/ 21344 BRA/PANASO 
MOD/27TRC OAN/ VA9347625 DOT/120582 OCA/ 77-3427 
MIS/PANASONIC RECEIVER, BLK COVER WITH CHROME FRONT 
NIC/A287654l23 
ORI IS ANY CITY PD WV 
IMMED CONFIRM RECORD WITH ORI 

NO RECORD SER-OAN/VA7779238 TYP/RRADIO 

If the positive response includes information in the Miscellaneous Field 
indicating another item(s) was stolen along with the article inquired upon, 
the file containing the item(s) should be queried using the identifier(s) 
cross-referenced in the Article File record to ascertain if the associated 
item(s) is still unrecovered. Thereafter, appropriate investigation can be 
conducted. 

When a positive res!)onse to an inquiry results in multiple hits with the caveat 
"ADDITIONAL HITS AVAILABLE, CONTACT NCIC CONTROL IF NEEDED", the information 
NCIC Control needs to retrieve these additional hits from the Article File is 
serial number only. NCIC Control may be contacted through NLETS addressed to 
ORI/DCFBIWAOO or telephone number 202-324-2619. 

5.4 Procedures for Handling a Hit 

An NCIC hit may not be probable cause to arrest. A hit confirmed with the 
originating agency, may be adequate grounds to recover an article. 

When an agency receives arecord(s) in response to an NCIC inquiry and the 
whereabouts of the article inquired upon is known and the article inquired 
upon appears to be identical with one or more of the records, the agency that. 
can seize the article must contact the ORI of each record possibly identical 
with the article in question to confirm the hit(s) prior to seizing the article. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the article inquired upon is not known, the hit(s) should not 
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SECTION 5--INQUIRY 

5.4 Procedures for Handling a Hit (Continued) 

be confirmed. However, if the code NOAH (Notify ORI of all hits) is in the 
Miscellaneous Field of a record, contact the ORI of the record and furnish 
details concerning the inquiry. 

"To confirm the hit" means to verify that the theft report is still outstanding 
and the article inquired upon is identical to the article described in the 
record and to obtain information concerning return of the article to the rightful 
owner. 

The NCIC Advisory Policy Board has approved procedures whereby system discipline 
requirements for hit confirmation response are outlined and failure to comply 
can be identified. These procedures are as follows: 

4. 

Upon receipt of a hit confirmation request, the originating 
agency (ORI) of the record must within ten minutes furnish 
a substantive response, i.e., a positive or negative confir­
mation or notice of the specific amount of time necessary to 
confirm or reject. 

A requesting agency not receiving a substantive response within 
ten minutes should generate a second request. 

If the agency generating the second request again fails to 
receive a substantive response within ten minutes, the agency 
will then generate a message to its own control terminal and 
the control terminal of the agency that orginated the record 
with a copy to be sent to FBI NCIC, ORI/DCFBIWAOO. No action 
will be taken by FBI NCIC unless the two control terminal 
officers cannot resolve the matter. 

The control terminal offficer, or his designee, of the 
originating agency will institute appropriate action to 
ensure proper response and compliance to system standards and 
this may include the canceling of records. Failure on the 
part of any control terminal to ensure such compliance will 
be brought to the attention of the Advisory Policy Board 
by FBI NCIC. 

An agency that, following confirmation of a hit(s), recovers an article that 
is indexed in NCIC, except the agency whose ORI is stored in the record, must 
transmit a locate message for each record that was hit and confirmed with the 
ORr of the record. See Part 5, Section 6, for locate procedures. 
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SECTION 6--LOCATE 

6.1 What Agency Must Use a Locate Message 

PART 5 

Any agency that recovers an article which is indexed in NCIC except the agency 
that entered the record must place a locate message on the active article 
record(s). When an agency receives a record or multiple records in response 
to an inquiry, the agency that can seize the stolen article must .contact the 
ORI of each record possibly identical with the article in question to confirm 
the hit(s). Following confirmation with-the originating agency(s), a locate 
message must be tr::insmitted for each record on file for the article. 

6.2 Example of a Locat:e Message for a Single Article Record, 

LA.WA1230000.NIC/A000039206.0CA/2895.120582.9999(EOT) 

Acknowledgment: 

WAl230000 
LOCATE NIC/A000039206 

The above locate example contains: message key (LA), recovering agency's 
identifier (WA1230000), two record identifiers (NIC/A000039206 and OCA/2895), 
date of recovery (120582), recovering agency's case number (9999), and end of 

. transmission character (EOT). 

When a locate i'5 transmitted for an Article File record, the message key 
translation changes from "STOLEN ARTICLE" to "LOCATED ARTICLE" and the date of 
recovery, recovering agency's ORI, and recovering agency's case number replace 
the Miscellaneous Field data in the record. 

6.3 Identification of Single Article Record to Receive Locate 

Record to be locat~d must be identified by either NCIC number and originating 
agency's case number in that order,NCIC number and serial number in that 
order, or NCIC 1).umber and owner-applied number in that order, with each data 
element preceded by the proper message field code. Note that the originating 
agency's case number (OCA) used as an identifier is the OCI:.. of the agency that 
entered the record. This OCA is contained in the NCIC response to the recovering 
agency's inquiry. 

6.4 Locate Procedure for a Single Article Record 

Following the two record identifiers, date of rec9very and recovering agency's 
case number are next entered in tha.t order and without field codes. The date 
of recovery (which cannot be prior to the date of theft) must be entered or the 
locate message will be rejected. The recovering agency's case number should be 
entered as this will ensure that complete recovery information is in the record. 
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ARTICLE FILE 

SECTION 7--CLEAR 

7.1 When to Use a Clear Messa~ 

Clearance of a record is restricted to the agency that entered the record. 
clear message is transmitted: 

1. 

2. 

When the agency recovering the article is the agency that entered 
the record. 

When the agency that entered the record is officially advised 
that the article has been recovered by another agency. 

A 

7.2 Example of a Clear Message for a Single Article Record 

7.3 

CA.MDl012600.NIC/A000039206.0CA/2895.120582.WA1230000.9 999 (EOT) 

Acknowledgment: 

MDl012600 
CLEAR NIC/A000039206 

The above clear example contains: message key (CA), originating agency's 
identifier (MDI012600), two record identifiers (NIC/A000039206 and OCA/2895), 
date of recovery (120582), the recovering agency's identifier (WA1230000), 
recovering agency's case number (9999), and end of transmission character (EOT). 

Identification of Record to Be Cleared 

Record to be cleared must be identified by either NCIC number and originating 
agency's case number in that order, NCIC number and s~rial number in that order, 
or NCIC number and owner-applied number in that order, with ~a7h d~ta elemen; 
oreceded by the proper message field code. Note that the or~g~nat~~g agency s 
~ase number (OCA) used as an identifier is the DCA of the agency wh~ch 
originally entered the record. 

7.4 Clear Procedure if Article Recovered by Agency That Entered Record 

If the agency that entered the record recovers the article, only the date of. 
recovery (which cannot be prior to the date of theft) must be entered follow~ng 
the two record identifiers. Thus, in the above example, the message would end 
after 120582. 

7.5 Clear Procedures if Article Recovered by Agency Other Than ORI 

If an, agency other than the ORI of the record recovers the article, utilization 
of the following procedures will ensure that the cleared record contains complete 
recovery data (date of recovery, recovering agency's identifj"er, and recovering 
agency's case number). 

If the record 
only the date 
identifiers. 

being cleared is in a located status (MKE/LOCATED ARTICLE)~ 
of recovery must be entered following the two record 
Thus, the message in Section 7.2 would end after 120582. 
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SECTION 7--CLEAR 

7.5 Clear Procedures if Article Recovered by Agency Other Than ORI (Continued) 

2. If the record being cleared is in an active status (MKE/STOLEN ARTICLE), 
the date of recovery followed by the recovering agency's identifier and 
the recovering agency's case number, in that order without field codes, 
must be entered after the two record identifiers. See message in 
Section 7.2 on the preceding page. 
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NCICOPERATING MANUAL 

ARTICLE FILE 
SECTION 8--ENTRY OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

PART 50 

8.1 Example of a Consecutively Serialized Group of Articles Entry 

EAA.MD1012600.CPROJEC.B286921403-B286921421.B HOWE.32S •• 120582.2895.BLK ~lYING 
CASES (EOT) 

Acknowledgment: 

MD1012600 
NIC/A000049206 SER/B286921403-B286921421 

8.2 Mandatory Fields of a Consecutively Serialized Group of Articles Entry 

Information in parentheses is from the above .examp1e. The following fie1dt; 
are mandatory to cause acceptance of a consecutively serialized group of 
stolen .artic1es entry into NCIC storage: ·taessage·k~y (EAA), originating 
agency's identifier (MD1012600), type (CPRbJEC), serial numbers (B286921403-
B286921421), brand name (B HOWE), date of theft (120582), and originating 
agency's case number (2895). The entry will be rejected if the Type Field 
code begins with an alphabetic character other than Y and is not a code assigned 
by FBI NCICand listed in the Article Name Dictionary. The entry will be 
rejected if one of the mandatory fields is left unfilled or the transaction 
is not completed with the end of transmission character (EOT). 

) 8.3 Additional Guidelines For Entering a Consecutively Serialized Group of Articles 
Record 

The only differences between a cons~cutive1y serialized group of stolen art:ic1es 
entry and a single stolen article entry are in the message key (EAA) , the 
insertion of the consecutive serial numbers in the Serial Number Field, and 
the mandatory blank Owner-Applied Number Field. The beginning and ending serial 
numbers of the sequence are entered with a hyphen separating the two numbers. 
The NCIC computer will accept two serial numbers containing an equal number 
of' characters, not exceeding 20 'characters in each number, when the numbers 
are separated by a hyphen and message key code EAA is used. 

Serial numbers used in a group entry must ba consecutive. Ai;habetic characters 
may be present as a prefix, suffix, or intermixed with the numeric characters, 
however, they must remain constant throughout the sequence. The NCIC computer 
will accept group entries only when the rightmost numeric characters establish· 
the consecutive sequence. This is illustrated in the following examples: 

5387621-5387692 
5382961-5382968 
l235BD-1274BD 

ABC6782-ABC6808 
AB67C53-AB67C68 
AB6782C-AB6808C 

A consecutively serialized group of stolen articles which have serial numbers 
with a common suffix ~ontaining the letter "0 cannot be entered as a group 
entry because the NCIC computer automatically changes the letter "0" to a 
numeric z.ero causing the letter "0" suffix to be treated as the rightmost 
numeric character. Therefore, separate entries (MKE/EA) must be made for each 
number contained in such a serialized group • 
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ARTICLE FILE 
SECTION 8--ENTRY OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

PART 5 

8.3 Additional Guidelines for Entering a Consecutively Serialized Group of Articles 
Record (Continued) 

When a group of consecutJvely serialized stolen articles is correctly entered, 
the NCIC computer automatically generates one NCIC number for the group record. 

No more than 100 consecutively serialized stolen articles can be entered as one 
group. If'more than 100 articles are to be entered, additional group entries 
must be Made or the entry will be rejected. Thus, to enter a group of stolen 
articles bearing serial numbers A526800-A526952, two separate entries would 
have to be made. See examples below: 

EAA. MDl012600. CLENS .A526800-A526899. BUSHNE .187 A •• 120582.2895.1. SEE SER/ A526900 (EOT) 

EAA.MDl012600.CLENS.A526900-A526952.BUSHNE.187A •• 120582.28951.SEE SER/A526800(EOT) 
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9.1 

9.2 

ARTICLE FILE 
SECTION 9--MODIFICATION OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

Example of a Consecutively Serialized Group of Articles Record Modification 

ML~.MDl012600.NIC/A000049206.0CA/2895.BRA/E KODA(EOT) 

Acknowledgment: 

MDl012600 
MODIFY NIC/A000049206 

The above group record modification example contains: message key (MAA), 
originating agency's identifier (~1012600), two record identifiers (NIC/ 
A000049206 and OCA/2895), the field being modified and the modification (BRA/E 
KODA), and end of transmission character (EOT). 

IdentificatioIl of Group Record to Be Modified 

Record to be modified must be identified by either NCIC number and originating 
agency's case number in that order, or NCIC number and serial numbers in that 
order, with each data element preceded by the proper message field code. In 
the above example, the identifiers are the NCIC number and originating agency's 
case number. 

9.3 Additional Guidelines for a Group Record Modification 

When serial numbers are used as an identifier for a consecutively serialized 
group record, the lowest and highest of all serial numbers appearing in the 
existing eroup record including any numbers shown in a located status must be 
used. Fo:.:. example, if a record in file-was entered with the serial numbers 
82310-82330, and serial numbers 82319-82323 are in a located status, the 
serial numbers used to identify the record would be 82310-82330. 

The modification message for a consecutively serialized group of articles is 
constructed the same way as a single article modification; that is, the 
field(s) being modified follows the two record identifiers. 

All fields in a group article r~cvfa other tban the Serial Number F~eld and 
the blank Owner-Applied Number Field may be changed by a modification message 
(MKE/MAA) • 

Serial numbers in a consecutively serialized group record cannot be changed 
with a modification message. Any error which relates to the serial numbers 
in the record must be corrected by canceling the existing group record and 
making a new entry. 

Errors discovered subsequent to a group record entry/khich concern one or 
more, but not all, of th~ articles in a group recorl, e. g. , "one half of a 
group of cameras having a different model number t~an the other half, cannot 
be corrected by using a modification message. In sq,ch a case it is necessary 
to cancel t;,he orig:iinal group ent::y and make correct, ~rtries, singular or group, 
depending on the situation. ~ 

A group record cannot be modified if all of the articles in the group record 
have been located (MKE/LOCATED ARTICLES). 
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NCIC OPERATING MANUAL 

ARTICLE FILE 
SECTION 10--CANCELLATION OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

PART 5 

10.1 When to Use a Cancellation Message 

10.2 

10.3.1 

10.3.2 

Cancellation of a record is restricted to the agency that entered the 
record. A cancellation message is utilized when it is determined that 
the record is invalid,. for example, a record that is the result of a 
theft report which subsequently proves to be fictitious or false. Also, 
as explained in Section 9.3, a cancellation message must be used in place 
of a modification message when making certain types of corrections to a 
gr.oup record. 

Canceling Consecutively Serialized Group Records 

Three different methods for canceling consecutively serialized group 
records are employed. The three methods cover the following situations: 

1. Canceling all articles in a group record. 

2. Canceling more than one, but not all articles, in a group record. 

3. Canceling a single article in a group record. 

Example of Canceling all Articles in a Group Record 

XAA.MDl012600.NIC/A000049206.0CA/2895.l20582(EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/A000049206 

The above cancellation example contains: message key (XAA), originating 
agency's identifier (MDl012600), two record idef:tifiers (NIC/ A000049206 
and OCA/2895), date of cancellation (120582), arid end of transmission 
character (EOT). 

Identification of Group Record When Canceling all Articles 

Group record to be canceled must be identifed by two identifiers, with 
each preceded by the proper message field code. The NfIC number and 
serial numbers in that order may\be used. The lowest and highest serial 
numbers of the consecutively numbeLed group of items being canceled must 
be used. Where there are any break~ in the consecutive order of the 
serial numbers~ separate cancel messages must be sent. However, it is 
recommended that the NCIC number and originating agency's case number be 
used when the entire group record is to be canceled (see example in 
Section 10.3.1). This procedure can be used even if there are any breaks' 
in the consecutive order of the seria+ numbers. Cancellation date (which 
must be current date or current date minus one) must follow the two record 
identifiers. 
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NCIC OPERATING MANUAL PART 5 

10.4.1 

10.4.2 

10.5.1 

10.5.2 

ARTICLE FILE 
SECTION 10-·-CANCELLATION OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

Example of Canceling More Than One, But Not All Articles, in a Group Record 

XAA.MDl012600.NIC/A000049206.SER/B28692l403-B28692l409.l20582 (EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/A000049206 SER/B28692l403-B28692l409 

The above cancellation example contains: message key (XJL~) originating 
agency's identifier (MDl012600), two record identifiers (NIC/A000049206 
and SER/B28692l403-B28692l409), date of cancellation (120582), and end of 
transmission character (EOT). Note that both serial numbers are consi­
dered as one identifier • 

Identification of Group Record When Canceling More Than One, But Not All 
Articles 

Group record containing articles to be canceled must be identified by the 
NCIC number and the serial numbers of the items being canceled in that 
order, with each data element preceded by the proper message field code 
(see example above). Lowest and highest serial numbers of the consecutively 
numbered items being canceled must be used. Where there are any breaks in 
the consecutive order of the serial numbers, separate cancel messages must 
be sent. Cancellation date (which must be current date) must follow the 
two record identifiers. 

Do not use the NCIC number and originating agency's case number to identify 
the record as this will result in cancellation of the entire group record. 

Example of Canceling a Single Article in a Group Record 

XAA.MDl012600.NIC/A000049206.SER/B28692l403-B28692l403.l20582 (EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/A000049206 SER/B28692l403-B28692l403 

The above cancellation example contains: message key (XAA), originating 
agency's identifier (MDl012600), two record identifiers (NIC/A000049206 
and SER/B28692l403-B28692l403), date of cancellation (120582), and end of 
transmission character (EOT). Note that the repeated serial number is 
considered as one identifier. 

Identification of Group Record When Canceling a Single Article 

Group record containing a single article to be canceled must be identified 
by the NCIC number and the serial number of the item being canceled (serial 
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NCIC OPERATING MANUAL 
PART 5 

10..5.2 

ARTICLE FILE 
SECTION 1o.--CANCELLATION OF CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

Identification of Group Record When Canceling a Single Article 
(Continued) 

number repeated as if it represented a range of numbers) in that order 
with each data element preceded by the proper message field code (see ' 
example on preceding page). Cancellation date (which must be current 
date) must follow the two record identifiers. 

Do not use the NCIC number and originating agency's case number to identify 
the record~as this will result in cancellation of the entire group record. 
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION 11--INQUIRY OF CONSECUTIV~~Y SERIALIZED 
GROUP OF ARTICLES RECORD 

11.1 Example of an Inquiry with Group Record Response 

PART 5 

An inquiry on an article may result in a single record positive response or 
a group record positive response, depending on the manner in which the entry 
was made. 

The requirements for all inquiries in the Article File are the same. See 
Section 5.2. 

QA.WAl23o.o.o.o..TYP/CPROJEC.SER/B2869214o.4(EOT) 

~he following is a typical response which illustrates the format of an active 
group record in which some of the articles in the group entered have been 
located, cleared, or canceled prior to the inquiry. 

WAl23o.o.OO 
MKE/STOLEN ARTICLES 
ORI/MD1012600 TYP/CPROJEC BRA/E KODA MOD/32S DOT/110582 
o cAl 2R95 MIS/BLK CARRYING CASES 
NIC/A000049206 
ORI IS ANY CITY PD MD 
SER/B286921404-B286921401 

B286921409-B286921416 
MKE/LOCATED ARTICLES 120582 NB19777o.o. 8462 
SER/B286921408 
MKE/LOCATED ARTICLES 120582 MI09999o.O 4232 
SER/B286921417-B286921418 

WAl230000 
IMMED CONFIRM RECORD WITH ORI 

An inquiry on a serial number contained in a group record (whether it is the 
first, last, ot a number in between) will reveal the complete group record 
on file. 

The serial numbers do not follow the TYP Field as in a single article entry. 

The NCIC number is printed after the main body of the record just above the 
ORI translation line. 

Unrecovered stolen articles of the original group record entry-are identified 
by serial numbers on the 1ine(s) which immediately follows the ORI translation 
line. They are preceded by the Serial Number Field code and a slash (SER/). 

Located (that is, recovered, but not cleared} articles of the group originally 
entered are identified by message key translation LOCATED ARTICLES, date of 
location, locating agency's identifier, locating agency's case number, and 
serial number(s}. 
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION 11--INQUIRY OF CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLES RECORD 

11.1 Example of an Inquiry With Group Record Response (Continued) 

PART 5 

Cleared and canceled articles are not listed. The record on the preceding 
page was entered with serial numbers B286921403-B28692l421. Serial numbers 
B28692l403 and B2869214l9 through B286921421 are not shown since they have 
been cleared or canceled. 

Upon receipt of a locate message which indicates all or the remaining unre­
covered item(s) in. the active group record has been located, the message key 
translation STOLEN ARTICLES will be changed automatically to LOCATED ARTICLES. 

Upon receipt of a clear or cancel message which indicates all ~r the remaining 
unrecovered item(s) in the active group record has been accounted for, the 
group record will be purged from NCIC. 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION 12--LOCATE MESSAGE FOR CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLE RECORD 

12.1 What Agency Must Use a Locate Message 

12.2 

Any agency that recovers an article($) which is ~ndexed in NCIC except the 
agency that entered the record must place a locate message on the active 
article record(s). When an agency receives a record or multiple records in 
response to an inquiry, the agency that can seize the stolen article must 
contact the ORI of each record possibly identical with the article in question 
to confirm the hit(s). Following confirmation with the originating agency(s), 
a locate message must be transmitted for each record on file for the 
artic1e(s). Once the entire group record has-been located, it cannot be 
modified. 

Locating Consecutively Serialized Group Records 

Three different methods of locating consecutively serialized group records 
are employed. The three methods cover the following situations: 

1- Recovery of all articles in a group record. 

2. Recovery of more than one, but not all artic1es~ in a group record. 

3. Recovery of a single article in a group record. 

) 12.3.1 Example of Locate Message for All Articles in Group Record 

12.3.2 

LAA.WAl230000.NIC/A00049206.0CA/2895.120582.4346(EOT) 

Acknowledgment: 

WAl230000 
LOCATE NIC/A000049206 

The above example contains: message key (LAA), recovering agency's identifier 
(WAl230000), two record identifiers (NIC/A000049206 and OCA/2895), date of 
recovery (120582), recovering agency's case number (4346), and end of 
transmission character (EOT). . 

Identification of a Group Record When All Articles Recovered 

Group record to be located must be identified by two identifiers, with each 
preceded by the proper message field code. The NCIC number and serial 
numbers in that order may be used. The lowest and highest serial numbers 
of the consecutively numbered group of recovered items must be used. Where 
there are any breaks in the consecutive order of the serial numbers, 
separate locate messages must be sent. However, .it is recommended that 
the NCIC number and originating agency's case number be llsed when the entire 
group record is to be located. This procedure can be used even if there are 
any breaks in the consecutive order of the seriaf numbers. Note that the 
originating agency's case number used as an identifier is the OCA of the 
agency that entered the record. This OCA is contained in the NCIC response 
to the recovering agency's inquiry. 
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION l2--LOCATE MESSAGE FqR CONSECUTIVELY.SERIALIZED 
GROUP OF ARTICLES RECORD 

12.3.3 Locate Procedure When All Articles in Group Record Recovered 

PART 5 

Following the two record identifiers, date of recovery and recovering 
agency's case number are n~t entered in that order and without field codes. 
The date of recovery (which cannot be prior to the date of theft) must be 
entered or the locate message will.be rejected. The recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the record. 

12.4.1 Example of Locate Message for More Than One, But Not All Articles, in 
Group Record 

LAA.WA1230000.NIC/A000049206.SER/B286921403-B286921406.l20582. 4346 (EOT) 

Acknowledgment: 

WAl230000 
LOCATED NIC/A000049206 SER/B286921403-B286921406 

The above example contains: message key (LAA), recovering agency's 
identifier (WAl230000), two record identifiers (NIC/A000049026 and 
SER/B28692l403-B28692l406), date of recovery (120582), recovering agency's 
case number (4346), and end of transmission character (EOT). Note that 
both serial numbers are considered as one identifier. 

12.4.2 Identification of Group Record When More Than One, But Not All Articles, 
Recovered 

Group record containing articles to be located must be identified by the 
NCIC number and the serial numbers of the items being located in that order 
with each data element preceded by the proper message field code (see ' 
example in Section 12.4.1). Lowest and highest serial numbers of the 
recovered consecutively numbered items must be used. Where there are any 
breaks in the.consecutive order of the serial numbers, separate locate 
messages must be sent. 

Do not use the NCIC number and originating agency's case number to identify 
the rec.ord as this will result in the locate message applying to the entire 
group of articles. 

12.4.3 Locate Procedure When More Than One, But Not All Articles, in Group Record 
Recovered. 

Following the two record identifiers, date of recovery and recovering agency's 
case number are next entered in that order and without field codes. The 
date of reco\Tery (which cannot be prior to the date of theft) must be 
entered or the locate message will be rejected. The recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the record. 
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION l2--LOCATE MESSAGE FOR CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLES RECORD 

12.5.1 Example of Locate Message for a Single Article in Group Record 

LAA.WAl230000.NIC/A000049206.SER/B28692l420-B28692l420.l20582 (EOT) 

Acknowledgment: 

WA1230000 
LOCATED NIC/A000049206 SER/B28692l420-B28692l420 

PART 5 

The above example contains: message key (LAA) , recovering agency's 
identifier (WAl230000), two record identifiers (NIC/A000049206 and 
SER/B28692l420-B28692l420), date of recovery (120582), recovering agency's 
case number (4346), and end of transmission character (EOT). Note that the 
repeated serial number is considered as one identifier. 

12.5.2 Identification of Group Record When a Single Article Recovered 

Group record containing article to be located must be identified by the 
NCIC number and the serial number of the article being located (serial 
number repeated as if it represented a range of numbers) in that order, 
with each data element preceded by the proper message Field code. 

Do not use the NCIC number and originating agency's case number to ident~ 
the record as this will result in the locate message applying to the entire 
group of articles. 

12.5.3 Locate Procedure When a Single Article in Group Record Recovered 

Follo'wing the two record identifiers, date of recovery and recovering 
agency's case number are next entered in that order and without field codes. 
The date of recovery (which cannot be prior to the ~ate of theft) must be 
entered or the locate message will be rejected. TIl~ recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the record. 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION l3--CLEAR MESSAGE FOR' CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLES RECORD 

13.1 When to Use a Clear Message 

13.2 

13.3.1 

13.3.2 

Clearance of a record is restricted to the agency that entered the record. 
A clear message is transmitted: 

1. When the agency recovering the article(s) is the agency 
that entered the record. 

2. When the agency that entered the record is officially 
advised that the article(s) has been recovered by 
another agency. 

More than one clear message must be sent if the same recovery information 
is not applicable to all articles being cleared in a group record. This 
ensures that recovery information for each article will be accurate. For 
example, if one of three stolen articles was recovered by an agency other 
than the originating agency on December 4, 1982, and the other two 
articles were recovered by the originating agency on December 5, 1982, 
two clear messages must be sent. 

Clearing Consecutively Serialized Group Records 

Three different methods of clearil'Lg consecutively serialized group records 
are employed. The three methods cover the following: 

1. Clearing all articles in a group record. 

2. Clearing more than one, but not all articles, in a group record. 

3. Clearing a single article in a group record. 

Example of Clearing All Articles in Group Record 

CAA.MDl012600.NIC/A000049206.0CA/2895.l20582.WA1230000.4346 (EOT) 

Acknowledgment: 

MDl012600 
CLEAR NIC/A000049206 

The above example contains: message key (CAA), originating agency's 
identifier (MDl012600), two record identifiers (NIC/A000049206 and 
OCA/2895), date of recovery (120582), recovering agency's identifier 
(WAl230000), recovering agency's case number (4346), and end of transmission 
character (EOT). 

Identification of Group Record When Clearing All Articles 

Group record to be cleared must be identified by two identifiers, with 
each preceded by the proper message field code. The NCIC number and 
serial numbers in that order may be used. The lowest and highest serial 
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NCIC OPERATING MANUAL PART 5 

ARTICLE FILE 
SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY SERIALIZED 

GROUP OF ARTICLES RECORD 

13.3.2 Identification of Group Record When Clearing All Articles (Continued) 

numbers of the consecutively numbered group of items being cleared must be 
used. Where there are any breaks in the consecutive order of the serial 
numbers, separate clear messages must be sent. However, it is re~ommendad 
that the NCIC number and the originating agency's case number be used 
when the entire group record is to be cleared. This procedure can be used 
even if there are any breaks in the consecutive order of the serial numbers. 

13.3.3 Clear Procedures if All Articles Recovered by Agency That Entered Record 

13.3.4 

If the agency that entered'the rec0rl 
of recovery (which cannot be prior to 
following the two record identifiers. 
would end after 120582. 

recovers the articles, only the date 
the date of theft) must be entered 
Thus, the message in Section 13.3.1 

Clear Procedures if All Articles Recovered by an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the articles, 
utilization of the following procedures will ensure that the cleared record 
contains complete recovery data (date of recovery, recoYering agency's 
identifier, and recovering agency's case number). 

1. 

2. 

If the record being cleared is in a located status (MKE/LOCATED 
ARTICLES), only the date of recovery must be entered following 
the two record identifiers. Thus, the message in Section 13.3.1 
would end after 120582. 

~f the record being cleared is in au active status (MKE/STOLEN 
ARTICLES), the date of recovery followed by the locating agency's 
identifier and the locating agency's case number in that order 
without field codes must be entered after the two record identifiers. 
See message in Sect~on 13.3.1. 

13.4.1 Example of Clearing More Than One, But Not All Articles, in Group Record 

CAA.MDl012600.~IC/A000049206.SER/B28692l403-B28692l406.l20582.WA1230000.4346 
(EOT) 

Acknowledgment: 

MD1012600 
CLEAR NIC/A000049206 SER/B286921403-B28692l406 

" 

The above example contains: message key (CAA), originating agency's 
identifier (MDl012600), two record identifiers (NIC/A000049206 and SER/ 
B286921403-B28692l406), date of recovery (120582), recovering agency's 
identifier (WAl230000), recovering agency's case number (4346), and end of 
transmission character (EOT). Note that both serial numbers are considered 
as one identifier. 
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NCIC OPERATING MANUAL PART 5 
ARTICLE FILE 

SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLES RECORD 

13.4.2 Identification of Group Record When Clearing More Than One, But Not All, 
Articles 

Group record containing articl~s to be cleared must be identified by the 
NCIC number and the seria.l numbers of the items being cleared in that order, 
with each-data element preceded by the proper message field code (see 
example in Section 13.4.1). Lowest and highest serial numbers of the 
consecutively numbered items being cleared must be used. Where there are 
any breaks in the consecutive order of the serial numbers, separate clear 
messages must be sent. 

Do not use the NCIC number and originating agency's case number to identify 
the record as this will result in the entire group record being cleared. 

13.4.3 Clear Procedures if Articles Recovered by Agency That ~ntered Record 

13.4.4 

13.5.1 

If the agency that entered the record 
of recovery (which cannot be prior to 
following the two record identifiers. 
would end after 120582. 

recovers the articles, only the date 
the date of theft) must be entered 
Thus, the message in Section 13.4.1 

Clear Procedures if Articles Recovered by an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the articles, 
utilization of the following procedures will ensure that the record contains 
complete recovery data (date of recovery, recovering agency's identifier, and 
recovering agency's case number) for the cleared articles. 

1. If the articles being cleared have a locate message appended, only 
the date of recovery must be entered following the two record 
identifiers. _ Thus, the message in Section 13.4.1 would end after 
120582, 

2. If the articles being cleared do not have a locate message appended, 
the date of recovery followed by the recovering agency's identifier 
and the recovering agency's ~ase number in that order without field 
codes must be entered after the two reco.rd identifiers. See 
message in Section 13.4.1. 

Example of Clearing a Single Article in Group Record 

CAA.MDl012600.NIC!A000049206.SER/B286921420-~28692l420.l20582.WAl230000.4346. 
(EOT) 

Acknowledgment: 

MDl012600 
CLEAR NIC/A000049206 SER/B28692l420-B286921420 

The above example contains: message key (CAA), originating agency's identi­
fier (MDl012600), two record identifiers (NIC/A000049206 and SER/B28692l420-
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NCIC OPERATING MANUAL 
ARTICLE FILE 

SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY SERIALIZED 
GROUP OF ARTICLES RECORD 

PART 5 

13.5.1 Example of Clearing a Single Article in Group Record (Continued) 

B28692l420), date of recovery (120582), recovering agency's identifier 
(WAl230000), recovering agency's case number (4346), and end of transmission 
character (EOT). Note that the repeated serial number is considered as one 
identifier. 

13.5.2 Identification of Group Record When Clearing a Single Article 

Group record containing article to be cleared must be identified by the 
NCIC number and the seri~l number of the article being cleared (serial number 
repeated as if it represehted a range of numbers) in that order, with each 
data element preceded by the proper message field code (see example in 13.5.1), 

Do not use the NCIC number and originating agency's case number to identify 
the record as this will result in the entire group record being cleared. 

13.5.3- Clear Procedures if Article Recovered by Agency That Entered Record 

If the agency that entered the record 
of recovery (which cannot be prior to 
following the two record identifiers. 
would end after 120582. 

recovers the article, only the date 
the date of theft) must be entered 

Thus, the message in Section 13.5.1 

13.5.4 Clear Procedures if Article Recovered by an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the article, utiliz­
ation of the following procedures will ensure that the record contains 
complete recovery data (date of recovery, recovering agency's identifier, and 
recovering agency's case number) for the cleared article. 

1. If the article being cleared has a locate message appended, only 
the date of recovery must be entered following the two record 
identifiers. Thus, the message in Section 13.5.1 would end 
after 120582. 

2. If the article being cleared does not have a locate message 
appended, the date of recovery followed by the recovering agency's 
identifier and the recovering agency's case number in that order 
without field cod~s must be entered after the two record identifiers. 
See message in Section 13.5.1. 
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NCIC OPERATING MANUAL PART 6 

1.1 

1.2 

SECURITIES FILE 
SECTION 1--INTRODUCTION 

Definition of Securities for NCIC Purposes 

"Securities" for purposes of this file are currency (Federal Reserve Note, 
Silver Certificate, U. S. Note, Canadian Notes, etc.); those documents or 
certificates which are generally considered to be evidence of debt (Treasury­
issued bills, bonds, and notes; municipal and corporate bonds; debentures; 
other nonpersona1 notes; etc.) or ownership of property (common or preferred 
stock); documents which represent subscription rights (stock warrants, stock 
rights); and other types traded in securities exchanges in the United States, 
except for commodities futures. 

In addition, the following items may also be entered in the Securities File: 
Postal and other types of money orders, traveler's checks, warehouse receipts, 
savings certificates, and interest coupons on stocks and bonds. 

Items which do not meet criteria for entry in the Securities. File are as 
follows: Personal nOLes; bank drafts; cashier's checks; bank officer's checks; 
certified checkp; personal checks; company checks; U. S. Treasury checks and 
other types of government checks (state and local); lost or stolen credit 
cards; gold or silver coins, ingots, and medals; gift certificates; and savings 
and checking account passbooks. Serialized food coupons (stamps and books), 
ingots, lottery tickets, and medals do not meet criteria for entry in the 
NCIC Securities File, but may be entered in the NCIC Article File. 

Criteria for Entry in Securities File 

Serially numbered identifiable securiti~s which have been stolen, embezzled, 
or counterfeited may be entered into file if a theft report has been made. 

1.3 Message Key (MKE) Codes 

Message 

Entry 
Modify 
Cancel 
Inquiry 
Test Inquiry 
Locate 
Clear 

Message 

Entry 
Modify 
Cancel 
Inquiry 
Test Inquiry 
Locate 
Clear 

Single Security MKE 

ES 
MS 
XS 
QS 
ZS 
LS 
CS 

Consecutively Serialized 
Group of Securities MKE 

ESS 
MSS 
XSS 
QS 
ZS 
LSS 
CSS 
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Translation 

STOLEN SECURITY 

LOCATED SECURITY 

Translation 

STOLEN SECURITIES 

LOCATED SECURITIES 
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PART 6 

1.4.1 Retention Period for a Stolen Security Record 

Unrecovered, stolen, embezzled, or counterfeited securities records except 
traveler's checks and money orders are retained in the NCIC Securities File 
for the balance of the year entered plus an additional four. Traveler's 
checks and money orders (type code: TC, PM and MO), are retained in file for 
the balance of the year entered plus two. Following these retention periods, 
Securities File records will be automatically removed at the next Securities 
File purge. For example, a securities record entered in 1980 other than a 
traveler's check or a money order record would be purged at the first 
Securities File purge in calendar year 1985. Agencies are not furnished a 
listing of their purged securities records. 

An exception to record retention periods will occur in the event a serious 
6rror is detected in the record on file. See Introduction, Section 4.2.2, for 
complete procedural information concerning serious errors. 

See Introduction, Section 4.9, for complete information concerning NCIC File 
reorganization and purge schedule. 

1.4.2 Automatic Purge 

A record which has been located will be automatL;ally suppressed ten days 
after the date of location stored in the record. Those records that have 
been suppressed ~ill be purged at the time of the next file realignment. 
Users will not be notified when located records have been purged. 

1.5 Validations 

Validation listings are prepared as of 0400 EDT on the first Friday in 
October. Validation printouts or tapes will first list all located 
securities records (MKE/LS, LSS, and ESS in which one or more than one but 
not all serial numbers have been located) followed by all other securities 
records (MKE/ES and ESS in which none of the serial numbers have been located). 

1.6 Securities Record Message Field Codes and Edits 

Field 

Message Key 

Originating Agency 
Identifier 

Type 

Code 

MKE 

ORI 

TYP 

Edits 

Must be valid message key as listed in 
Section 1.3. 

Must be a valid NCIC-assigned ORI. The 
f;i,rst two characters must be alphabetics 
ar:d must check with the line number for the 
state as assigned by the NCIC computer, 

Must be valid two-character alphabetic code 
as listed in the Code Manual, Part 5. 
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1.6 Securities Record Message Field Codes and Edits (Continued) 

Field Code 

Serial Number SER 

Edits 

When message key is ES, must be one to 18 
alphabetic and/or numeric characters; single 
zero only, run of zeros only, single alpha­
betic only, or run of alphabetics only, 
indicating that the security serial number 
is not known, cannot be used. When message 
key is ESS, single hyphen must separate the 
two numbers designating the lowest and 
highest serial numbers of the sequence; the 
two numbers must contain an equal number of 
characters not exceeding 18 in each number. 
Group record cannot include more than 100 
consecutive serial numbers. Alphabetic 
characters only cannot be used. Any alpha­
betic(s) and its position must be constant 
in any two numbers used to denote a sequence. 
Rightmost numerics in the two numbers must 
es·tablish consecutive sequence. Cannot enter 
as g~oup record when serial numbers end in 
alpha "0". If TYP is FR, SER must be a 
minimum of nine or a maximum of ten charac­
ters. The first character must be an alpha­
betic A thru L. Positions two thru nine must 
be numberic. If the SER is ten characters, 
the tenth position must be an alphabetic 
A thru L. If TYP is FR and SER is nine 
characters, the MIS Field cannot be blank. 
If TYP is SB and DEN is; 
10, first character of SER must be X; 
25, first character of SER must be Q; 
50, first character of SER must be L; 
75, first character of SER must be K; 
100, first character of SER must be C; 
200, first character of SER must be R; 
500, first character of SER must be D; 
1000, first characte'c of SER must be M; 
5000, first character of SERmust be V; 
10000, first character of SER must be X; 
100000, first character of SER must be W. 
In each case the last character of the SER 
must be A, B, C, D, E, F, G, H, J, or K. 
If TYP is SN and DEN is: 
25, first character of SER must be Q; 
50, first character of SER must be L; 
75, first character of SERmust be K; 
100, first character of SERmust be C. 
When "COUNTERFEIT" is first item in MIS 
Field, edits on SER do not apply. 
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1.6 Securities Record Message Field Codes and Edits (Continued) 

Field 

Denomination 

Issuer 

Code Edits 

DEN Must be one to nine numeric characters, 
"WR", or "Blank". If numerics are used, 
may include a hyphen. The first 
character may not be zero. If TYP is BC, 
DEN must be 1, 2, 5, 10, 20, 50, 100, 
500, or 1000. 
If TYP is BL, DEN must be 1000, 5000, 
10000, 15000, 50000, .100000, 500000, or 
1000000. 
If TYP is FB, DEN must be 1, 2, 5, 10, 
20, 50, or 100. 
If TYP is FR, DEN must be 1, 2, 5, 10, 
20, 50, 100, 500, 1000, 5000, or 10000. 
If TYP is FR and the SDT is 1976, DEN 
must be 2. 
If TYP is GC, DEN must be 10, 20, 50, 100, 
500~ 1000, 5000, 10000, or 100000. 
If TYP is NB, DEN must be 5, 10, 20, 50, 
ot 100. 
If TYP is RB~ DEN must be 50, 100, SOD, 
or 1000. 
If TYP is SB, DEN must be 10, 25, 50, 75, 
100, 200, SOD, 100Q1 5000, 10000, 
or 100000. .. 
If TYP is SC, DEN must be 1, 2, 5, 10, 20, 
50, 100, SOD, or 1000. 
If TYP is SN, DEN must be 25, 50, 75, 
or 100. 
If TYP is TB, DEN must be 50, 100, SOD, 
1000, 5000, 10000, 100000, or 1000000. 
If TYP is Tn or TN, DEN must be 1000, 
5000, 10000, 100000, 1000000, 
100000000, or 500000000. 
rf TYP is UN, DEN must be 1, 2, 5, 10, 
20, 50, 100, SOD, 1000, 5000, or 10000. 
When "COUNTERFEIT" is first item in MIS 
Field, edits on DEN Field do not apply. 

ISS Must be one ~o 15 alphabetic and/or 
numeric characters. May include hyphen 
and no more than one intervening space 

! between combinations of alphabetic and/or 
numeric characters. If TYP is BL, FB, 
FR, GC, NB, RB, SB, SC, SN, TB, !TI, TN, 
UN, ISS must be "USTREASURY". If TYP is 
BC, ISS must be "CANADA". When 
·,ICOUNTERFEIT" is f.irst ite.m in MIS Field, 
edits, on ISS Field do not apply. 
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1.6 Securities Record Message Field Codes and Edits (Continued) 

Field 

Owner 

Social Security Number 

Security Date 

Code Edits 

OWN M~ximum of 40 characters, consisting of alpha­
betics, one comma, hyphen(s), and space. If 
type is BC, FB, FR, GC, NB, SC, or UN, OWN 
must be I1BEARER". When "COUNTERFEITII is 
first item in MIS Field, edits on OWN Field 
do not apply. 

SOC If filled, must be nine numeric characters 
not less than 001010001; first character 
cannot be 8 or 9; fourth and fifth charac­
ters cannot be 00. If TYP is BC, FB, FR, 
GC, NB, SC, or UN, SOC must be blank. 

SDT If the SDT is filled, the first character 
can only be B, M, P, or 1. If the first 
character is B, the remainder of the field 
must be "LANK". 
If the first character is M or P, the second 
through seventh characters must be numeric 
and cannot be all zeros. If the TYP is BC, 
FB, FR, or NB, the first character must be 
1, the second character must be 9 followed 
by two numerics or two numerics and one 
alphabetic. 
If TYP is FR, the third and fourth characters 
may only be 28, 34, 50, 63, 69, 74, 76, 77, 
or 81. If the third and fourth characters 
are 74 or 76, the SDT Field must end with 
the fourth character. 
If the third and fourth characters are 28 
and the fifth character is llsed, it must be 
A, B, or C; if 34 and the fifth character 
is used, it must be A, B, C, or D; if 50 
and the fifth character is used, it must be 
A, B, C, D, or E; if 63 and the fifth charac­
ter is used, it must be A or B; if 69 and 
the fifth character is used, it must be 
A, B, C, or D; if 77 and the fifth character 
is used, it must be A. 
If the TYP is FR and the DEN is 2, the SDT 
can only contain the numerics 1976. 
If TYP is GC, SC, or UN, the SDT must be 4 
numerics or 4 numerics and one alphabetic. 
For all other types, SDT if filled, must 
be six numerics representing month/day/year 
in that order; days cannot be greater than 
maximum f or the month. When "COUNTERFEIT" 
is first item in MIS Field, edits on SDT 
Field do not apply. 
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1.6 Securities Record Message Field Codes and Edits (Continu.ed) 

Field 

Date of Theft 

Originating Agency 
Case Number 

Mis celi"aneou s 

NCIC Number 

Code 

DOT 

OCA 

MIS 

NIC 

Edits 

Must be six numeric characters representing 
month/day/year in that order. Cannot 
exceed date entered. 

Must be one to nine alphabetic and/or 
numeric characters. Must not contain a 
single zero only, a run of zeros only, 
the first seven characters of the ORI 
Field, or the word "NONE". 

Maximum of 30 characters. The word 
"COUNTERFEIT" should be entered as the 
first item in the MIS Field of a 
counterfeit security entry. This causes 
an override of edits on the SER, DEN, 
ISS, OWN, and SDT Fields. 

A self-checking number consisting of an 
alphabetic character ("S" in the 
Securities File) followed by nine numerjc 
characters which is automatically 
assigned by the NCIC computer to each 
accepted record. Must have valid check­
digit when used to identify record in a 
subsequent transaction. 

1.7 Criteria For Rejecting Duplicate Records 

If the TYP, SER, DEN, OCA, and ORI Fields of a stolen securities entry message 
are the same as those field codes of a record already on, file in NCIC, the 
second entry will be rejected with the message "REJ ON FI.LE". 

Whenever the message "REJ ON FILE" is received, the record on file will also 
be transmitted. 

A duplicate record will be accepted if the ORI in the second entry is different. 
In this case, the first entry will be furnished as a response to the second 
entry. 
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NCIC OPERATING MANUAL PART 6 

2.1.1 Example of a Currency Entry 

SECURITIES FILE 
SECTION 2--E~~RY 

ES.MDl012600.FR.D736l097lC.lO.USTREASURY.BEARER •. 1950D.120582222.ROBBERY-197l 
FORD USED GETAWAY(EOT) 

Acknowledgment: 

MDl012600 
NIC/S178628379 SER/D73610971C 

2.1.2 Example of a Bond Entry 

ES.MDl012600.BD.D30232.l000.CON EDISON.POWELL, JOSEPH .• Ml00482.l20582.2460.4-75 
INT-LARCENY E W STONE(EOT) 

Acknowledgment: 

MDl012600 
NIC/S178628l75 SER/D30232 

2,1.3 Example of a Treasury Bill Entry 

ES.MDl012600.BL.115744A.lOOOO.USTREASURY.MASON, JOHN HENRY .• M03l082.l20582. 
445761(EOT) 

Acknowledgment: 

MDl012600 
NICjS178628277 SER/115744A 

2.1.4 Example of a U.S. Savings Bond Entry 

ES.MDl012600.SB.D83907078E.500.USTREASURY.MASON, JOHN HENRY.505038888.P060180. 
l20582.3201.HOUSE BURG.-OTHER BONDS TAKEN(EOT) 

Acknowledgment; 

l>ID1012600 
NIC/S17862848l SER/D83907078E 

2.2.1 Mandatory Fields of a Currency Entry 

Information in parentheses is from the Federal Reserve Note example in 
Section 2.1.1 above. The following fields are mandatory to Gause acceptance 
of a Federal Reserve Note entry in NCIC storage: message key (ES), 
originating agency identifier (MD10l29;OO), type (FR), serial number 
(D73610971C), denomination (10),rssuer (USTREASURY), owner (BEARER), 
security date (1950D), date of tl;dft (120582), originating agency case 
number (222), and end of tr.ansmission character (EOT). 
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NCIC OPERATING MANUAL PART 6 
SECURITIES FILE 
SECTION 2--ENTRY 

2.2.1 Mandatory Fields of a Currency Entry (Continued) 

The mandatory fields for entry of all types of u.s. currency,--Federal 
Reserve Bank Note, Federal Reserve Note, Gold Certificate, National Bank 
Note, Silver Certificate, and U.S. Note--as well as Bank of Canada (Canadian 
Notes) are the same as set forth in th.e preceding paragraph. 

2.2.2 Mandatory Fields of a Security Entry ,Other .Than Currency 

2.3 

Information in parentheses is from the U.S. Savings Bond entry example in 
Section 2.1.4. The following fields are mandatory to cause acceptance of a 
U.S. Savings Bond entry in NCIC storage: message key (ES) , originating 
agency identifier (MDl012600), type (SB), serial number (D83907078E), 
denomination (500), issuer (USTREASURY), owner Q1ASON, JOHN HENRY), date of 
theft (120582), originating agency case number (3201), and end of transmission 
character (EOT). 

The mandatory fields for entry of all types of securities other than U.S. 
and Canadian currency are the same as set forth in the preceding paragraph. 
Additional Guidelines for Securities File Entries 

The agency entering the record must a,~count for all fields in the "Securities 
File--Record Format." Ensure that a:kJ: available data called forio by the 
record format are entered when the original entry is made. If information 

C pertaining to a nonmandatory field is not known, place a period in the field 
to indicate that the information is unknown and proceed to the next field. 
Missing data obtained at a later t~e should be promptly added through the 
use of a "modify" message (~/MS). 

For training and administrative purposes, agencies may enter test records 
into NCIC. The test record 'must contain I} the letters "TEST" as the first 
four characters of the OCA Field; 2) the words "TEST RECORD" in the MIS 
Field; and 3) only fictitious names' and numbers. 

2.4 Type (TYP) Field 

2.5 

~, 

The code for each type of security is composed of two a1ph~' characters as 
listed in the NCIC Code Manual. 

To ensure accurate retrieval of information entered in the Securities File, 
use the TYP cQpe which most precisely describes the item being entered. Use 
the general codes, such as BD (bond), MO (money order), and NT (note), for 
those securities which cannot be descrioed more specifically: 

Serial Number (SER) Field 

The serial number must be a unique number identifying the stolen, embezzled, 
or counterfeited security. 

1.\ 

If a seria][j number is represented by one character(s) oveX' another charac­
te-r:'(s) (A/B), enter the numerator f;l-rst immediately followed by the denom­
inator without underscore or diagonal (slash) symbol (i.e., AB/BD would be 
entered as ABBD). 
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2.5 

2.6 

SECukITIES FILE 
SECTION 2--ENTRY 

Serial Number (SER) Field (Continued) 

Serial numbers composed of a1phabetics, numerics, 0:;:") a combination there~f, 
mus t be entered omitting spaces, hyphens,. commas, and symbols. U • s. Savmgs 
Bond serial numbers begin with an alphabetic character and end with either 
one or two alphabetic characters. All of the a1phabetics should be included 
in the Serial Number Field. 

When an asterisk (*) symbol is an integral part of a serial number, as evident 
in some U.S. currency, it is not included in the Serial Number Field! rather 
an appropriate comment must be made in the Miscellaneous Field exp1aming the 
asterisk as part of the SE~, e.g., ASTERISK SER. 

Do not enter as a serial number any number typed on the certificate following 
the name of the owner. If the number typed after the name of the owner is 
the owner's Social Security number, include it in the SOC Field. 

Denomination (DEN) Field 

Place in the Denomination Field the amount of money represented by a security 
as indicated thereon. An amount which does not include a fraction of a do1l~r 
should be entered omitting the cents position; e.g., a money order for $37.00 
would be entered as 37. When the amount includes a fraction of a dollar, a 
hyphen should be used in place of a period (decimal); e. g., a money order for 
$35.75 would be entered as 35-75. 

The denomination of money orders stolen, or embezzled before they were issued 
by an appropriate authority and before amounts were indicated thereon should 
be entered as "BLANK" to indicate that1:he amount to be paid was not stated 
on the money order. 

For the denominCltion of a stock certificate, enter the number of shares reI:1re­
sented by the certificate, as these securities do not State an amount which 
can be used to denote denomination. Do not enter the par value (face valu: at 
the time the stock was issued) in the Denomination Field. If a stock cert1f­
icate was stolen before it was properly executed, the word "BLANK" should be 
entered in the Denomination Field as the ntunber of shares represented by ~he 
certificate would not be included thereon. 

For rights and warrants enter in the Denomination Field the number of n:w 
securities which the document entitles the owner to purchase as stated 1n the 
document. When the number includes a fraction represented with a numerator 
and a denominator, a hyphen should be used to represent the slas~(/); e.g., 
4 3/8 would be shown as 4 3-8. When the number includes a fract10n represented 
as a decimal, a hyphen should be used in place of the decimal point; e.g., 
4.75 would be entered as 4-75. 

Since warehouse receipts do not represent a value and may be issued f.or 
numerous types of warehouse items, in each instance include .in the Denomination 
Field only the alpha characters "WR". 
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NCIC OPERATING MANUAL 
PART 6 

2.6 

SECURITIES FILE 
SECT~ON 2--ENTRY 

Denomination (DEN) Field (Continued) 

Do not use commas, periods, decimal points, or dollar signs in the Denomina­
tion Field. Denomination should always be entered in numerical form except 
where entry of the word "BLANKII or alpha characters ''WR'' is appropriate. 

The following are examples of entries in the Denomination Field: 

$5 Federal Reserve 
Note 

$37.50 money order 

100 shares stock 
certificate 

$1,000 Bond 

Money order stolen 
prior to issue 

Warehouse receipt 

Warrant representing 
right to purchase 
four shares.of stock 

5 

37-50 

100 

1000 

BLANK 

WR 

4 

2.7.1 Issuer (ISS) Field 

Enter in the Issuer Field the name of the company, agency, or organization 
printed on the security even if the se~urity wa~ stolen or embezzled before 
it was appropriately prepared or issued by an authorized person. 

The issuer "f U.S. currency and U.S. Treasury obligations (Treasury Bi11s~ 
Bonds, and Notes; Treasury Certificates of Indebtedness; U.S. Individual 
Retirement Bonds; U.S. Retirement Plan Bonds; U.S. Savings Bonds; and U.S. 
Savings Notes) must be shown as US TREASURY (disregard the name of the bank 
or corporation which may have issued the document as an agent of the U.S. 
Government). The issuer of securities issued by other agencies of the U.S. 
Government should show the full name or a generally accepted abbreviation for 
that agency. Issuer of Bank of Canada Notes (Canadian currency) must be 
shown as CANADA. 

\. :' 

When the issuer1s name contains more than fifteen characters, the name should 
be abbreviated to fifteen characters. Abbreviations used in the financial 
pages of newspapers are acceptable and will serve as.c>-;Jseful guidelines. In 
abbreviating words, use generall~~accepted abbreviations or contractions 
when feasible. In circumstances which involve names consisting of a large 
number of separate words, it may be desirable for purpose of recognition t" 
utilize several letters of key words. To conserve space, words such as And, 
Assoc., Association, at, Co., Company, Corp., Corporation, Inc., Incorporated, 
Limited, of, or, The, etc., should not be included. 
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NCIC OPERATING MANUAL 
SECURITIES FILE 
SECTION 2--ENTRY 

2.7.1 Issuer (ISS) Field (Continued) 

PART 6 

The name of the state or a province in a corporate name which sets the name 
of the corporation apart from other corporations having similar names should 
be included where feasible; for example, Standard Oil Company (New Jersey), 
Standard Oil Company (Ohio), Standard Oil Company of Califo'I'nia. See state 
and province abbreviations in Part 6 of the Code Manual. Commas and periods 
should not be used, Parentheses should be replaced with hyphens if punctua­
tion is necessary. Initials may be included but with periods omitted. If 
initials constitute the full name, the name should be written without inter­
vening spaces or periods. 

1\ 
\\ 

2.7.2 Examples of Acceptable Abbreviations for ISsuer Field 

Full Name 

Allied Chemical Corp. 

American Express Company 

Bank of America Na~ional Trust 
and Savings Association 

Bank of New York 

Canadian Pacific Express Company 

C. E. 1. 

Central National Bank of 
Cleveland 

Chicago, Illinois, Transit 
Authority 

The Deltona Corporation 

Dominion ·Bankshares 
Corporation 

Eastern Air Lines, Inc. 

Equitable Savings & Loan 
Association 

Fede·ral Home Loan Bank o~ 
New York 

First Union, Inc. 

The First National City Bank 
of New York 

Abbreviation 

ALLIED CHEMICAL 

AMERICAN EXPRES 

BANK AMER NTS 

BK OF NEW YORK 

CANAD PACIF EXP 

CEI 

CNT NAT BK CLEV 

CG IL TRNS AUTH 

DELTONA 

DOMINION BKSHRS 

EASTERN AIR L 

EQUITABLE S-L 

FHLB NY 

FIRST UNION 

1ST NAT C BK NY 
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SECURITIES FILE 
SECTION 2--ENTRY 

2.7.2 Examples of Acceptable Abbreviations for Issuer Field (Continued) 

Full Name 

General Electric Credit 
Corporation 

Honeywell, Inc. 

Household Finance Corporation 

Interna.tional Business Machines 
Corporation 

Investors Diversified Services, 
Inc. 

Japan Air Lines 

Johnson & Johnson 

Kaiser Resources, Ltd. 

King County, Washington, Kent 
School District No •. 415 

Louisiana-Pacific Corporation 

Maryland National Bank 

Northwestern Financial 
Corporation 

aCE-Industries Inc. 

u 

o Pay Less Drug Stores Northwest, 
Inc. 

Abbreviatic.£l 

GE CREDIT CORP 

HONEYWELL 

HFC 

IBM 

IDS 

JAPAN AIR LINES 

JOHNSON-JOHNSON 

KAISER RESOURCE 

KING C KENT 415 

LA-PACIFIC 

NW,FlNANCIAt 

OCE-INDUSTRIES 

PAY LS DRG S NW 

Pyramid Derrick & Equipment Corp. PYRMD DRK-EQUIP 

Quaker Oats Co. 

Realty 'Income Trust 

Republic National Bank of 
Dallas 

RheemManufacturing Companyc 

Standard Oil Company 
(New Jersey)~ 

r"_' _~ __ ...---. ___ ..... ~ _. __ ,,~,._ 

'. , 

QUAKER OATS 

REALT INC TRUST 

REP N BK DALLAS 
ij 

II 
RHEEM MFG J 

STANDARD OIL-NJ 
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SECURITIES FILE 
SEC'1.'ION 2,.;-ENTRY 

2.7.2 Examples 'of Acceptable Abbreviations for Issuer Field (Continued) 

2.8 

Full Name Abbreviation 

Suburban Propane Gas Corp. SUBRBN PROP GAS 

Thos. Cook and Son (Bankers) Ltd. THOS COOK-BNKRS 

Transcanada Pipelines TRNSCANADA PIPE 

U.s. Fidelity & Guaranty Co. US FIDEL-GURNTY 

Virginia National Bank VA NAT BK 

Western Union Corp. WESTERN UNIO~i 

Youngstowll Sheet & Tube Co. 'YNGSTWN S-TUBE 

Zenith Radio Corp. ZENITH RADIO 

Owner (OWN) Field 

The full name of the owner appearing on the face of the security is to be 
included if space in this field permits. Names of persons should be listed 
in the manner prescribed in Personal Descriptors, Part 4 of the NCIC Code 
MaQ.ual. 

Most names can be listed in their-entirety because 40 characters are allowed 
in this field. Names must be entered in this order: mandatory surname; 
mandatory comma; space (optional); mandatory first name or initial; space 
(include only if middle name or initial will follow); middle name(s) or 
initial(s) if any; mandatory space after each middle name or initial except 
last one; and suffix denoting seniority (Jr., II, etc.) if any. Incorrect 
placement or omission of the 'comma will result in a negative response to 
inquiries on the name. If more than one comma is used when~ntering the 
name, the message will. be rejected. 

If the owner is not a person but a company, bank, brokerage house, et,c., 
list the full name in the same order as it appears on the documents; however, 
the following words and symblpls should not be included: 

I,' . ( 

and Corporation Limited & 0 
Co. Inc. of I 
Company l'ncorporated S .A. (other 
Corp. Ltd. ' the symbols) 

If the owner's name exceeds the alloted 40 characters, write the name out to 
the maximum extent possible. This:~ay result in eliminating a part'of a word 
or several words. For example, First National Bank of San Gregorio, 
California, would be entered as FIRST NATIONAL BANK SAN GREGORlO CALIFOR; 
~nk of America National Trust and Savings Association would be entered as 
BANKAMERlqA NATIONAL TRUST SAVINGS ASSO. 

6-14 
12-5:'82 

--;;:> 

(I 

n 

(J 

~\ 

'" 

i"" I U" 

. (1 

.() 

NCIC OPERATING MANUAL PART 6 

2.8 

2.9 

SE:CURITIES FILE 
SECTION 2--ENTRY 

Owner (OWN) Field (Continued) )1 

The word "BEARER" must be entered for all types of currency--Bank of Canada 
(Canadian Note), Federal Reserve Bank Note, Federal Reserve Note, Gold 
Certificate, National Bank NClte, Silver Certificate, and U.S. Note. "BEARER" 
must also be entered in the Owner Field when the name of owner is not set out 
on the face of the security because the security was not designed to include 
a specific owner's name or when the security contains the words "Payable to 
Bearer." The word "BLANK" should be entered when the security was stolen or 
embezzled before the appropriate space provided for name of owner was filled. 

When co-owners (two owners) are listed on the security, use only the name of 
the first person listed even if deceased. A title(s) such as ''Mr.'', ''Mr. or 
Mrs. ", ''Mr. and Mrs.", "Dr •• ", "Dr. or Mrs.", "Dr. and Mrs. ", etc., is not to 
be included eicept when it is necessary to differentiate a wife's identity 
from that of her husband in which case the title Mrs. would be included, e.g., 
SWANSON, ROBERT D MRS. Disregard the name of a person (or organization) ident­
ified as beneficiary or to whom security is payable on death (P.O.D.) . 

The name of the person or company holding a traveler's check at the time of 
theft or embezzlement should be entered in the Owner Field even though this 
~:;information is not indicELted on the face of the document • This situation 
would occur when the purl:!haser of the traveler's check had cashed it or used 
it to make a purchase. In this event the name appearing on the traveler's 
check should be included in the Miscellaneous Field to assist in its, ident­
ification. 

Similarly, the person in possession of a money order at the time of theft or 
embezzlement should be identified as the owner even though his name does not 
appear on the docU'ment. 'This situation would occur when the purchaser of a 
money order had filled in the payee line thereon but had not turned the money 
order over to the perl30n or comparly to whom payment is to be made. In this 
instance the name of the payee should be placed in the Miscellaneous It"ield to 
further, identify the money order. 

Social Security NUInber (SOC) Field 

If the name of the 'owner appears on the security, the Social Security number 
of the owner should be entered at the earliest opportunity in the SOC Pield 
(a searchable field) for positive identification. If the Social Security 
number,)does not appear on the security, the SOC should be readily obtainable 
from the owner, the issuer, the transfer agent, or··the owner's broker .,or 
investment company. ' 

When co-owners are listed on the security, use only the SOCcof the first 
person if avail~ble. 

Vllien the owner of'the security is not a persori but is a corporation, founda­
tion, etc'., the owner will have no Social Security number, and no entry should 
be made in the SOC Field. 
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SECTION 2--ENTRY 

2.9 Social Security Nwnber (SOC) Field (Continued) 

PART 6 

Entries of U. S • Savings B.onds and U. S • Savings Notes should include the 
Social Security nwnber if this data is available. Each U.S. Savings Bond 
issued after December 1973 is required by law to have the Social Security 
nwnber of the first-named owner printed on the face of the bond. 

If the security does not list the name of the owner (e.g., a "bearer" bond 
or currency) or the security was stolen before it had been executed by an 
appropriate authority, place a period in the SOC Field. 

2.10.1 Security Date (SDT) Field for Currency 

In entering currency, the series year (four nwneric characters and any 
alphabetic character suffix) must be included in the SDT Field. (See SDT 
edits Section 1.6). The series year is found on the face of 11.S. currency 
following the word "SERIES" for example, "SERIES 1963A" would be entered as 
"l963A". 

For Bank of Canada Notes (currency) enter the year which follows the word 
"OTTAWA" on the face centered immediately under the black bar on which is 
'written "BANK OF CANADA-BANQUE nu CANADA," e.g., "1954." For NCIC purpc-ses 
this "date wi'll be referred to as the "series year." 

The alphabetic character M or P is not to be prefixed to the series year of 
U. S. curretlcy or Canadian notes', as is done when entering the maturity or 
issue date of other sec:ur.:i.~cies. 

2.10.2 Security Date (SDT) Field for Securities Other Than Currency 

Several dates may appear on a security. For NCIC purposes, however, 
maturity date (due date) or issue date should be placed in the SDT Field. 

When maturity date appears, the date entered in the SDT Field should be 
preceded by the alphabetic character N, e.g., M01l283 for the maturity date 
January 12, 1983. When issue date appears, the date entered should be pre­
ceded by the alphabetic; character P, e. g., P05l380 for the issue date 
May 13, 1980. . ' . 

Securities such as bonds, debentures, notes, and other certificates acknowl­
edging debt usually set out a specific date when they become payable to the 
owner (maturity date). Matu~ity date is to be entered in the SDT Field when 
it appears on the security. 

Certain securities such as stock certifica;"!:es represent shares o'f ownership 
in a corporation and as such have no maturity date. Others, such as 
traveler's checks, are documents that can be cashed if appropriately signed 
or endorsed. For such securities, the date prepared or issued should be 
~nt'ered as issue date. 
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SECTION 2--ENTRY 

PART 6 

2.10.2 Security Date (SDT) Field for Securities Other Than Currency (Continued) 

If a money order was stolen befor~ it was issued and no issue date appears 
thereon, the word "BLANK" is to be entered in the SDT Field. An agency 
inquiring upon a recovered money order of the same serial number, that has 
a date of issue, will retrieve a record that contains the word "BLANK" in 
the SDT Field. In this case, the inquiring agency can assume that the date 
of issue was added by an unauthorized individual. 

2.11.1 Interest Rate in the Miscellaneous (MIS) Field 

Whenever an interest rate is shown on a security, it should be included as 
the first item in the Miscellaneous Field followed by the alphabetic charac­
ters INT or INTEREST unless the security is counterfeit in which case the 
word "COUNTERFEIT" should be entered first (see 2.11.2 below), 

If two interest rates are set out, with one relating to one period (such as 
quarterly or annually) and a second relating to a second period, use the 
f;i.rst figure only. 

Enter an interest rate which is a mixed fractional figure omitting a percent 
sign, underscore~ or diagonal (slash) symbol; for example, 4 1/8% would be 
entered 4 1-8 INT; 4 1/2%, would be entered 4 1-2 INT. If interest is a 
whole nl-'mbe:r~ enter only the who1€: 1.lumber, omitting the percent sign, 
decimal point, and zeros (if omission of zeros does not change the value of 
the figurel; for example 4% would be entered 4 INT. 

Enter interest which is written as dollar amount or as decimal rate by sub­
stituting a hyphen for the decimal point and omitting the percent sign; for 
example? 4.75% would be entered 4~75 INT; $4.25 would be entered 4-25 INT; 
and $4,00 would be eQtered 4 INT. 

2.11.2 COUNTERFEIT in the Miscellaneous (MIS) Field 

When a counterfeit security is entered in file, the word "COUNTERFEIT" should 
be entered as the first item in the MIS Field which will release the edits 
on the Serial Number, Denomination, Issuer, Owner, and Security Date Fields. 

In entering counterfeit U.S. currency, include in the MIS Field the face 
plate number and the back plate number of each bill if they appear on the 
currency. The face plate number will be found on the right side of the face 
of the bill (the side with the portrait and printed in black ink) above and 
slightly to the left of the lower right-hand denomination numeral on the 
white background inside and close to the lacy border ornamentatiort~ It lY'il1 
consist of a prefix. alphabetic character and one or more numeric characters. 
The back plate number consists of on.e or more numeric characters which,td11 
be found on the right side of the back of the bill (the side printed in 
green ink) on the white background inside and close to the lacy border 
ornamentation to the right and in som~ instances below the center of the 
bill. 
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2.11. 2 COUNTERFEIT in the Miscellaneous (MIS) Field (Continued) 

PART 6 

When entering counterfeit Bank of Canada notes, include in the MIS Field 
the face plate number and back plate number of each note if they appear. 
These numbers are extremely small. Close inspection of the note with a 
magnifying glass may be required to identify them. The face plate number 
is located inside the l~cy border ornamentation and immediately above and 
to the far left of the engraved black bar which extends the full width of 
the face (portrait side) of the note between the borders and on which is 
inscribed "BANK OF CANADA-BANQUE DU CANADA." It will consist of one or more 
numeric characters which will be found in one of a variety of locations in 
the light area immediately adjoining the lacy border ornamentation in the 
lower half of the note. The Canadian $1 note back plate number is located 
approximately 5/8 inch to the right of the iris ide edge of the left border 
and immediately above the bottom border. The Canadian $5 note back plate 
number is located approxj.mately 1/8 inch to the left of the inside edge of 
the right border at its juncture with the diagonal line made by the border 
in the lower right-hand corner, 

To conserve space) the following abbreviations may be used to indicate that 
, the plate number is a face plate or back plate number. 

face plate number FP 
back plate number BP 

A Miscellaneous Field entry for a counterfeit bill (note) might read: 

COUNTERFEIT FP A123 BP 345(EOT) 

2.11.3 ~dditional Descriptors in the Miscellaneous (MIS) Field 

Significant information not called for by specific fields in the Securities 
File format may be entered in the }fIS Field.' Additional information should 
be entered in the MIS Field when it would be helpful to an inquiring agency 
for positive identification (e.g., other securities taken during same 
robbery not recovered} or would more fully describe the securities being 
entered. For example, a large corporation may issue many kinds of securi­
ties which are not identical but are similar in many respects. In such 
instances descriptive terms such as IIconvertible~" "cumulative," "series A, II 
"sinking fund, I' "senior ~" or "collateral trust" would be of assistance to 
the inquiring agency in assuring positive identification. Necessary de­
scri~tive terms ordinarily appear prominently on securities. 

The originating agency may 'wish to enter the city or location of theft, the 
identity of the agency or branch office-from which the security was taken, 
or nature of the offense. 

Bait money (prerecorded currency) is Federal Reserve Notes that have been 
marked to identify stolen money as evidence against a robber. "BAIT MONEY" 
should be entered as the first item in the MIS, Field lvhen used. 

In a case in which the ORI believes that notification each time its record 
is "hit" will prpvide investigative leads, regardless of whether the 
location of th~/(security is known, the entering agency should place the cod.e 
NOAH (Notify Ok! of All Hits) in the MIS Field. 
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d Abb i ti for Use in the Miscellaneous (MIS) Field !.ugleste rev a ons 

Term Abbreviation 

Adjustment ADJ 

Assumed ASD 

Bearer BRR 

Bond BD 

Callable CALL 

Capital CAP 

Certificate CTF 

Collateral Trust CT 

Common COM 

Consolidated CONSOL 

Contingent CONTGT 

Convertible CV 

Coupon CPN 

Cumulative CUM 

Debenture DB 

Debenture Bond DBB 

Dividend DIV 

Equipment EQ 

Equipment Trust ET 

First 1ST 

General GEN 

Guaranteed GTD 

Improvement IMP 

i) INC Income 

Indebtedness IND 
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SECTION 2--ENTRY 

2.11.4 Suggested'Abbreviations for Use in the Miscellaneous (MIS) Field 

Term 

Interest 

Issue 

Joint 

Junior 

Maturity 

Mortgage 

Municipal 

Noncumulative 

Nonvoting 

Ordinary 

Par Value 

Participating 

Participating Certificate 

Percent 

Preference 

Preferred 

Pri~cipa1 

Redeemable 

Refunding 

Registere<i 

Revenue 

Right 

Second 

Secured 

Senior 

Abbreviation 

0 
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INT 

ISS 

JT 

JR 

MAT 

MTG 

MUN 

NONCUM 

NV 

ORD 

PV 

PART 

PARTCTF 

PCT 

l'REF 

PFD 

PRIN 

RDBLE 

REF 

REG 

REV 

RT 
0 

2ND 

'SECD 

SR 
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2.11.4 Suggested Abbreviations for Use in the Miscellaneous (MIS) Field (Continued) 

2.12 

Term Abbreviation 

Serial SRL 

Series SER 

Sinking Fund SF 

Subordinated SUB 

Unsecured UNSECD 

Voting VTG 

Warrant WAR 

Additional Guidelines for Entry in Securities File 

The issue date of each U.S. Savings Bond appears in the upper right-hand 
corner on the face side •. The issue day is always the first day of/the month 
in which the bond was issued. The month and year of issue fo110w.~K~ word­
ing" "Issue Date Which is the first day of. ,. When the issue date is entered 
in the Security Date (SDT) Field, it must be preceded by the alphabetic P, 
e.g., P120582. -. 

A person whose U.S. Savings Bond(s) has been stolen should file a claim with 
th~ Bureau of Public Debt, The claim may be made by informal letter and 
should include the following data if available: (1) the name that appears 
as the first owner; (Z) The Social Security number of the first owner; (3) 
the address of the first owner; (4) the denomination; and (5) the serial 
number. Information concerning a stolen bond which is needed for entry in 
NCIC may also be obtained from the Bureau of Public Debt. Letters should 
be addressed to: Bureau of Public D~bt, 200 3rd Street, Parker-sburg, 
West Virginia 2610l. 

(I 
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SECTION 3--MODIFICATION 

3.1 When to Use a Modification Message 

PART 6 

Modification of a record is restricted to the agency that entered the record. 
A modification message is used to add, delete, or change data in an active 
Securities File record. A Securities File record cannot be modified if the 
record is in a located status (MKE/LOCATED SECURITY). 

3.2 Example of a Single Security Record Modification 

MS.MDl012600.NIC/S17862848l.0CA/320l.SER/D83907068E(EOT) 

Acknowledgment: 

MDl012600 
MODIFY NIC/S17862848l 

The above modification example contains: message key (MS), originating agency 
identifier (MDl012600), two record identifiers (NIC/S17862848l and OCA/320l), 
the field being modified and the modification (SER/D83907068E), and end of 
transmission character (EOT). 

3.3 Identification of a Record to Be Modified 

Record to be modified must be identified by NCIC number and originating agency 
case number in that or&;.~lr, or serial number and originating agency case number 
in that order, preceded by the proper message field codes. In the above 
example, the identifiers are NCIC number and originating agency case nUl~ber. 
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SECTION 4--CANCELLATION 

4.1 When to Use a Cancellation Message 

PART 6 

Cancellation of a record is restricted to the agency that e',,!;tered the record. 
A cancellation message is utilized when it is determined that the record is 
invalid, for example, a record that is the result of a theft report which 
subsequently proves to be fictitious or false. 

402 Example of a Single Security Record Cancellation 

XS.MDl012600.NIC/S178628379.0CA/2222.l20582(EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/$;L78628379 

The above cancellation example contains: message key (XS), originating agency 
identifier (MDI012600), two record identifiers (NIC/S178628379 and OCA/2222), 
date of cancellation (120582), and end of transmission character (EOT). 

4.3 Identification of Record to Be Canceled 

Record to be canceled must be identified by NCIC number and originating agency 
case number in that order, or serial number and originating agency case number 
in that order, preceded by the proper message field codes. Cancellation date 
(which must be current date) must follow the two record identifiers. 
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NCIC OPERATING MANUAL PART 6 
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SECTION 5--INQUIRY 

5. J:.) Example of an Inquiry with Negative and Positive Single Security Record 
(/' R , esponses 

An inquiry on a security gives access to single as well as group records in the 
Securities File. 

QS.WA1230000.TYP/BD.SER/D30232.DEN/lOOO.ISS/CON EDISON(EOT) 

Negative response; 

WA1230000 
NO RECORD SER/D30232 TYP/BD DEN/lOOO 

The above inquiry example contains: message key (QS), originating agency 
identifier (WA1230000), type (TYP/BD), serial number (SER/D30232), denomination 
(DEN/lOOO), issuer (ISS/CON EDISON), and end of transmission character (EOT). 

Positive response: 

WA1230000 
MKE/STOLEN SECURITY 
ORI/MDI012600 TYP/BD SER/ D30232 DEN/ 1000 
ISS/CON EDISON OWN/POWELL,JOSEPH SDT/Ml00480 DOT/120582 
OCA/ 2460 
MIS/4-75 INT-LARCENY E W STONE 
NIC/S178628l75 
ORI IS AN;{ CITY PD MD 
IMMED CONFIRM RECORD WITH ORI 

5.2 Requirements for Inquiry 

5.3 

An inquiry of the Securities File should include type, serial number, and 
denomination. Issuer should be included for securities other than U.S. 
Treasury issues and currency. When all of this information is not available, 
atl inquiry may be made by owner, by owner alia type, by owner and originating 
agency case number, or by Social Security number only. Inquiries may be made 
using the NIC number only, if available. 

"Bearer" ,"blank", I'unknOWl'l", !'unk", and 1'unkn" are not to be used as names of 
owners for purposes of inquiry. Such inquiries will be rej ected .. 

Additional Guidelines for Inquiries 

An inquiry containing BLANK in the DEN Field will pull only records that are 
entered with the word BLANK in the DEN. However, if an inquiry on a security 
includes a DEN having a face value (e.g., 50 or 28-75), the- records pulled 
could have a matching DEN or DEN/BLANK. 
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5.4 Additional Guidelines for Inquiries (Continued) 

PART 6 

An inquiry containing type (TYP) data will limit the search to those security 
entries having the same type code or type code !lAO". Use of "AO" pulls any 
record having a matching SER and DEN, regardless of the type code in the record. 

An inquiry containing only Social Security number (SOC), or owner (OWN) and 
type (TYP) , may result in multiple responses if the victim's loss involved 
numerous securities. It is also important to remember that the search of the 
Owner Field involves the Soundex process used in the Missing Person and Wanted 
Person Files Name Field and therefore multiple responses may result (see 
Introduction Section 4.7.11 

An asterisk must not be used in the Serial Number (SER) Field in an inquiry. 

When a positive response to an inquiry results in multiple hits with the caveat 
"ADDITIONAL HITS AVAILABLE, CONTACT NCIC CONTROL IF NEEDED", the information 
NCIC Control needs to retrieve these additional hits from the Securities File 
is serial number, type, and denomination; owner and type; or Social Security 
number only. NCIC Control may be contacted through NLETS addressed to 
ORI/DCFBIWAOO or telephone number 202-324-2619. 

5.5 Procedures for Handling a Hit 

An NCIC hit may not be probable cause to arrest. A hit confirmed with the 
originating agency may be adequate grounds to recover a security(s). 

,-
When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the security inquired upon is known and the security inquired 
upon appears to be identical with one or more of the records, the agency that 
can seize the security must contact the ORI of each record possibly identical 
with the security in question to confirm the hit(s) prior to seizing the 
security. 

When an agency receives a record(s) in response to an NCIC inquiry and the 
whereabouts of the security inquired upon is not known, the hit(s) should not 
be conf~rmed. However, if the code NOAH (Notify ORI of all hits) is in the 
Miscellaneous Field of a record, contact the ORI of the record and furnish 
details concerning the inquiry. 

The NCIC Advisory Policy Board has approved procedures whereby system disci­
pline requirements for hit confirmation response are outlined and failure to 
comply can be identified. These procedures are as follows' 

1. Upon receipt of a hit confirmation request, the originating agency 
(ORI) of the record must within ten minutes furnish a substantive 
response, i.e., a positive or negative confirmation or notice of 
the specific amount of time necessary to confirm or reject. 

2. A requesting agency not receiving a substantive response within ten 
minutes should generate a second request. 
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SECTION 5--INQUIRY 

Procedures for Handling a Hit (Continued) 

3. If the agency generating the second request again fails to receive a 
substantive response within ten minutes, the agency will then 
generate a message to its own control terminal and the control 
terminal of the agency that originated the record with a copy to be 
sent to FBI NCIC, ORI/DCFBIWAOO. No action will be taken by FBI 
NCIC unless the two control terminal officers cannot resolve the 
matter, 

4, The control terminal officer, or his designee, of the originating 
agency will i.,\stitute appropriate action to ensure proper response 
and compliance to system standards and this may include the cancel­
ing of records. Failure ~n the part of any control terminal to 
ensure such compliance will be brought to the attention of the 
Advisory Policy Board by FBI NCIC. 

liTo conf;lrm the hit" means to verify that the theft report is still outstanding 
and the security inquir~:l upon is identical to the security described in the 
record and to obtain information concerning return of the security to the 
rightful owner. 

An agency tbat~ following confirmation of a hites), recovers a security that is 
indexed in NCIC, except the agency whose ORI is stored in the record, must 
tr~nsmit a locate message for each record that was hit and confirmed with the 
OR! of the record, See Part 6, Section 6, for locate procedures. 
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SECTION 6--LOCATE 

6.1 What Agencl Must Use a Locate Message 
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PART 6 

Any agency that recovers a security which is indexed in NCIC except the agency 
that entered the record must place a locate message on the active security 
record(s). When an agency receives a record or mUltiple records in response 
to an inquiry, the agency that can seize the stolen security(s) must contact 
the ORI of each record possibly identical with the security in question to 
confirm the hit(s). Following confirmation with the uriginating agency(s), a 
locate message must be transmitted for each record on file for the security. 

6.2 Example of a Locate Message for a Single Securitl Record 

LS.WA1230000.NIC/S17862848l.0CA/320l.l20582.48703(EOT) 

Acknowledgment: 

WA1230000 
LOCATE NIC/S17862848l 

The above locate example contains: message key (LS), recovering agency's 
identifier (WA1230000), two record identifiers (NIC/S17862848l and OCA/320l), 
date of recovery (120582) recovering agency's case number (48703), and end of 
transmission character (EOT). 

When a locate is transmitted for a'Securiti,es File record, the message key 
translation changes from "STOLEN SECURITY" to "LOCATED SECURITY" and the date 
of recovery, recovering agency's ORI, and recovering agency's case number 
replace the Miscellaneous Field data in the record. 

6.3 Identification of Single Security Record to Receive Locate 

Record to be located must be identified by NCIC number and originating agency 
case number in that order, or serial number and originating agency case number 
in that order, with each data element preceded by the proper message field 
code. Note that the originating agency case number (OCA) used as an identi­
fier is the OCA of the agency that entered the record. This OCA is contained 
in the NCIC response to the recovering agency's inquiry. 

6.4 Locate Procedure for a Single Securitl Record 

Following the two record identifiers 9 date of recovery and recovering agency's 
case number are next entered in that oraer and without field codes. The date 
of recovery (which cannot be prior to the date of theft) must be entered or 
the locate message will be rejected. The recovering agency's case number 
should be entered as this will ensure that complete recovery information is in 
the record. 
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NCIC OPERATING MANUAL PART 6 
SECURITIES FILE 
SECTION 7--CLEAR 

7.1 When to Use a Clear Message 

Clearance of a record is r.estricted to the agency that entered the record. A 
clear message is transmitted: 

1. When the agency recovering the secur~ty is the agency 
that entered the record. 

2, When the agency tha,t entered the record is officially 
advised that the security has been recovered by 
another agency. 

7.2 Example of a Clear MesSage for a Single Security Record 

7.3 

7.4 

7.S 

CS.MDl012600 .NIC/S178628481.0CA/320l.l20S82. WA1230000. 48703 (EOT),. 

Acknowledgment: 

MDl012600 
CLEAR NIC/s17862848l 

The above clear example contains: message key eCS), originating agency identi­
fier (MDl012600), two record identifiers (NIC/S17862848l and OCA/320l), date 
of recovery (120S82), the recovering agency's identifier (WA1230000), the 
recovering agency's case number (48703)~ and end of transmission character (EOT). 

Identification of Record to Be Cleared , 

Record to be cleared must be identified by NCIC number and originating agency 
case number ~n that order~ or serial number and originating agency case number 
in that order, with each data element preceded by the proper message field 
code. Note that the or~ginating agen~y case number (OCA) used as an identi­
fier is the OCA of the agency ):hat ent)~red the record. 

Clear. Procedure if Security Recovered by Agency That Entered Record 

If the agency that entered the record recovers the se~urity, only the date of 
recovery (which cannot be prior to the date of theft) must be entered following 
the two record identifiers. Thus, the message in the above example would end 
after l20S82. $ 

Clear Procedures if Security Recovered by Agency Other Than ORI 

If an agency other than the ORI of the record recovers the security, using the 
following procedures will ensure that the cleared record contains complete 
recovery data (date of recovery, recovering agency's identifier, and recovering 
agency's case number). , ..... ; 

1. If the record being cleared is in a located status. (MKE/LOCATED SECURITY) 
only the date of recovery must be entered following the two record identi­
fiers. Thus~ the message in Sectio~ 7.2 would end after l20S82. 

2. ~fthe record being cleared is in an active status (MKE/STOLEN SECURITY), 
the date of recovery followed by the locating agency's identifier and the 
locating agency's case number in tqat order without field codes must be 
entered after the two record identifiers. See message in Section 7.2. 
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SECURITIES FILE 
SECTION 8--ENTRY OF CONSECUTIVELY SERIALIZED 

GROUP OF SECURITIES RECORD 

8.1 Example of a Consecutively Serialized Group of Securities Entry 

ESS.MDl012600.TC.DD99888970-DD9988898S.20.AMERICAN EXPRES.SMITHSON, JEROME HENRY. 
52S02777.7.l'093080.l20S82.3l99.0WNERS POCKET PICKED WHEATON(EOT) 

Acknowledgment: 

MDl012600 
NIC/S179633578 SER/DD99888970-DD99888985 

8,2 Manda.tory Fields of a Consecutively Serialized Group of Securities Entry 

Information in parentheses is from the above example. The following fields 
are mandatory to cause acceptance of a consecutively serialized group .of 
securities entry into NC~C storage: message key (ESS), originating agency 
identifier (]®1012600), type (TC), serial numbers (DD99888970-DD99888985), 
denom~nat~on (20), issuer (AMERICAN EXPRES), owner.(SMITHSON, JEROME HENRY), 
date of theft (]20582), originating agency case number (3199), and end of 
transmission character (EOT). The Security Date Field is also mandatory if 
the consecutively serialized group entry is for currency. 

8.3 Additional Guidelines for Entering a Consecutively Serialized Group of 
'S.ecurities· Record 

The only differences between a consecutively serialize~, group or . securities 
entry and a' single' security entry are the message keY-tESS) an~ the inser::ion 
or the consecutive serial numbers in the Serial Number Field. '1he beginn~ng 
and e'nding' serial numbers of the sequence must have a hyphen separating the 
two numbers. The NCIC computer will accept two serial numbers containing an 
equal number of characters, not exceeding 18 characters'in each number, when 
the numbers are separated by a hyphen, message key code ESS is used, and the 
con~ecutive sequence does not exceed a total of 100 serial numbers. 

Serial numbers in a group entry must be numerically consecutive, and the right­
most numerics in the two numbers ~ust establish the consecutive sequence. This 
is illustrated in the following examples: 

5387621-5387692 
5382961-. .. 5382968 
l235BD-1274BD 

ABC6782-ABC6808 
ABC67C53 .. ·ABC67C68 
AB6782C,..AB6808C 

Numbers composed of alphabetic chara.cters only cannot be used. Alphabetic 
characters may be present as a.pre~ix, suffix, or intermixed with numeric 
characters; however, any alphabetic(s) and its position must be constant- in any 
two numbers used to denote a sequence. 

Do not enter a consecutively serialized group of stolen securities with serial 
numbers having a common suffix containing the alphabetic 1:011 , The NCIC computer 
automatically changes the alphabetic 110" to the numeric zero ("0").which will 
result in an alphabetic "0" in the suffix being incorrectly treated as the 
rightmost numeric character. 
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SECTION 8--ENTRY OF CONSECUTIVELY SERIALIZED 
GROUP OF SECURITIES RECORD 

PART 6 

8.3 Additional Guidelines for Entering a Consecutively Serialized Group of 
Securities Record (Continued) D 

When a g)::oup of consecutively serialized securities are correctly entered, the 
NCIC computer automatically generates ~ NCIC number for the group record. 

If more than 100 securities are to be entered, additional group entries must 
be' made. Inclusion of more than 100 securities in one group entry will result 
in the entry being rejected. Thus, a group of stolen securities bearing serial 
numbersA526800~A526952 would have to be entered in two separate entries. See 
examples below; 

'iI' 

ESS.MD1012600,TC.A52d800,..A526899.20.AMERICAN EXPRES.MARYLAND NATIONAL BANK •• 
BL,ANK.120582,3140.SEE SER/A526900(EOT) 

ESS.MD1012600.TC.A526900,..A526952.20.AMERICAl~ EXPRES.MARYLAND NATIONAL BANK •• 
BLAND.120582.3140.SEE SER/A5268QO(EOT) 

o 
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NCIC OPERATING MANUAL PART 6 
SECURITIES FILE 

SECTION 9--MODIFICATION OF CONSECUTIVELY SERIALIZED 
GROUP OF SECURITIES RECORD 

9.1 Example of a Consecutively Serialized Group of Securities Record Modification 

9.2 

9.3 

MSS.l'1Dl012600.NIC/S180l95026.0CA/3l99.ISS/lST NAT C BK NY(EOT) 

Acknowledgment; 
r~ . 

MD1012600 
MODIFY NIC/S180l95026 

The above group record modification exemp1e contains: message key (MSS), origi­
nating agency identifier (MD1012600), two record identifiers (Nic/S180l95026 
and OCA/3l99), the field being modified and the modification (ISS/1ST NAT C BK 
NY), and end of trarismission character (EOT). 

Identifica,tidn of G~oup 'Recdtd 'to Be 'Modified 

Group record to be modified must be identified by NCIC number a~d originating 
agency case number in that order, or serial numbers and or,iginating agency case 
number in that order, preceded by the proper'messagefield codes. In the ex­
ample above, the identifiers ate the NCIC number and originating agenc'y case 
number. 

Additional Guidelines for a Group Record Modification 

When serial numbers are used'as an identifier for a consecutively serialized 
group record, the lowest and highest of all .serial numbers appearing in the 
existing group record, including any numbers shown in ~ located status, must 
be used. For example, if a record in file was entered with the serial numbers 
DD99888977-DD99883985, serial numbers DD99888979-DD99888982 are in a located 
status, and serial numbers DD99888977 and DD99888978 have been cleared or 
canceled, the serial numbers used to identify the record would be DD99888979-
DD99888985. 

The modification message f'or a consecutively serialized group of securities is 
formatted the same way as a single security modi~ication; that is, the fie1d(s) 
being mod;i:fied follows the two record identifiers. 

Except for the Serial Number Field, all fields in a group securit~es record 
may be ch~nged by a modification message (MKE/MSS). However, a group securi­
ties record that is in a located status (MKE/LOCATED SECURITIES) cannot be 
modified. 

Serial numbers of a consecutively serialized group record cannot be changed 
through use of a modification message. Any error which relat~s to the serial 
numbers in the record must be corrected by cancelins the existing,group record 
and making a new entry. 

Errors discovered subsequent to a group record entry which concern one or more, 
but not all, of the securities in a group record, for example, one half of' a 
group of traveler's checks having a different issue date than the other half, 
cannot be corrected with a modification message. In such a case it isneces­
sary to cancel the original group ~ntry and make correct entries, single or 
group, depending on the situation. 
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NCIC OPERATING MANUAL PART 6 
SECURITIES FILE 

SECTION 10--CANCELLATION OF CONSECUTIVELY SERIALIZED 
GROUP OF SECURITIES RECORD 

10.1 When to Use a Cancellation Message 

10.2 

'Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is used when it is determined that the record is in­
valid, for example, a record that is the result of a theft report which subse­
quen.tly proves to be fictitious Or false. Also, as explained in Section 9.3, 
a cancellation message must be used in place of a modification message when 
making certain types of corrections to a group record. 

Canceling Consecutively Serialized Group Records I· 

Three different meth9ds of canceling consecutively serialized group records 
are employed. The three methods cover the followin.g situations: 

1. Canceling all securities in a group record. 

2. Canceling more than one, but not all securities, in a group 
record. 

3, Canceling a single security in a group record. 
1'-

15 
10,3.1 Example of Canceling All Securities in a Grollp Record 

XSS.MDl012600.NIC/S180l95026.0CA/3l99.l20582(EOT) 

Acknowledgment: 

MDl012600 
CANCEL NIC/S180l95026 

The ~bove cancellation example contains: message key (XSS), originating 
agency identifier (MD1012600), two record identifie'rs (NIC/S180l95026 and 
OCA/3l99). date of cancellation (120582), and end of transmission character 
(EOT). , 

10.3.2 Identification of Group Record When Canceling All Securities 

Group record to be canceled must be identified by two identifiers preceded by 
the proper message field codes. The serial numbers and originating agency 
case number may be used. The lowest and highest serial numbers of the con­
secutd,vely numbered group of items being canceled must be used. Whereo there 
are any bre~ks in the consecutive order of the serial numbers, separate cancel 
messages must be sent. However, it is recommended that the NCIC number and 
originating agency case number be uSed when the entire group record is to be 
canceled (see example above)~ This procedure can be used even if th~re are 
any breaks in the consecutive order of th'e serial ,numbers. Cancellation date 
(which must be current d'ate) must follow the two record identifiers. 
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10.4.2 

10.5.1 

10.5.2 

Example of Canceling More Than One, But Not All Securities, in a Group 
Rscord 
~.'--

X~~.MDl012600.SER/DD99888970-DD99888976.0CA/3l99.l20582(EOT) 
Acknowledgment: 

'> MDl012600 
CANCEL SER/DD99888970-DD99888976 

The above cancellation message contains: message key (XSS), originating 
agency identifier (MDl012600), two record identifiers (SER/DD99888970-
DD99888976 and OCA/3l99), date of cancellation (120582), and end of trans­
mission character (EOT). 

o 
Identification of Group Record When Canceling More Than One, But Not All 
Securit.ies 

Group record containing securities to be canceled must be identified by 
the serial numbers of the items being canceled and originating agency case 
number in that order, preceded by the proper message field codes (see 
example above), The lowest and highest serial numbers of the consecutively 
numbered items being canceled must be used. Where there are any breaks in 
the consecutive order of the serial numbers, separate cancel messages must 
be sent. C~ncellation date (which must be current date) must follow the 
two record identifiers. 

Do not use the NCIC number and originating agency' case number to identify 
the record as this will result in cancellation of the entire group record. 

Example of Canceling a Single Security in a Group Record 

XSS.MDl012600.SER/DD99888979-DP99888979.0CA/3l99.l20582(EOT) 

Acknowledgment: 

MDl012600 
CANCEL SER/DD99888979:':::DD99888979 

The preceding cancellation example contains: message key (XSS), origi­
nating agency identi1;ier (l1J)1012600)" two record identifiers (SER/ 
DD99888979-DD99888979 and OCA/3l99), date of canc~llation (120582), and 
end of transmission character (EOT). ' 

Identification of Group Record When Canceling a Single Security 

Group record containing a single. security to be canceled must be identified 
by the serial number of the item being canceled (serial number repeated 
as if it represented a range of numbers) and the originating agency case 
number in that order, preceded by the proper message field codes (see 
example). Cancellation date (which must be current date) must follow the 
two record identifiers. 

Do not use the NCIC number and originating agency case number to identify 
the record as this will result in cancellation of the entire group record. 

~!.l f}h . ...,. 
" 
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SECTION ll--INQUIRY OF CONSECUTIVELY SERIALIZED 
GROUP OF SECURITIES RECORD//; 

;/ 

11.1 Example of an Inquiry with Group Record Response \, 

PART 6 

An inquiry on a security may result in a single record positive response or a 
group record positive response, depending on the manner in which the entry was 
made. 

Only one serial number may be included in the Serial Number Field of any inquiry 
of the Securities File, for example: 

QS.WAl230000.TYP/TC.SER/DD99888977.DEN/20.ISS/AMERICAN EXPRES(EOT) 

The following is a typical response which illustrates the format of an active 
group record in which some of the securities have been located, cleared, or 
canceled prior to the inquiry. 

WAl230000 
MKE/STOLEN SECURITIES 
ORI/MDIOI2600 TYP/TC DEN/ 20 ISS/AMERICAN EXPRES 
OWN/SMITHSON, JEROME HENRY SOC/525027777 SDT/P093080 DOT/120582 
OCA/ 3199 MIS/OWNERS POCKET PICKED WHEATON 
NIC/S17963'3578 
ORI IS ANY CITY PD MD 
SER/DD99888977-DD99888978 

DD99888982-DD99888983 

WA1230000 
MKE/LOCATED SECURITIES 120582 NB1977700 
SER/DD99888980 
MKE/LOCATED SECURITIES 120582 NB1977700 
SER/DD99888984-DD99888985 
LMMED CONFIRM RECORD WITH ORI 

9462 

9462 

The lowest and high~st serial numbers of the securities originally entered in 
the exampl~ record above were SER/DD99888970-DD99888985. Since the entry of 
this record, some of the securities of the group originally entered have been 
located (SER/DD99888980 and SER/DD99888984-DD99888985) and cleared or canceled 
(DD99888970-DD99888976, DD99888979, and DD9988898l) prior to the time of ,the 
inquiry. 

11. 2 Additional Guidelines for Interpreting a Group Record Re$ponse 

An inquiry on a serial number contained in a group record (whether it is the 
first, last, or a number in between) will reveal the complete group record on 
file. 

The serial numbers do not follow the" TYP Field as, in a single security record 
but follow the ORI translation line. 
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NCIC OPERATING MANUAL 
SECURITIES FILE 

SECTION ll--INQUIRY OF ,CONSECUTIVELY SERIALIZED 
GROUP,oF SECURITIES RECORD 

PART 6 

11.2 Additional Guidelines for Interpreting a Group Record Response (Continued) 

The NCIC number is printed after the main body of the record just above the ORI 
trariJlation line. 

Unrecovered securities of the group originally entered are identified by serial 
numbers on the lines which immediately follow the ORI translation line. They 
are preceded by t~~ Serial Number Field code (SER/). 

l.ocated (that is, recovered, but not cleared) securities of the group originally 
entered are identified by MKE/LOCATED SECURITIES, date of location, locating 
agency's identifier, local:ing agency's case number, and serial number(s). 

Canceled and cleared securities are not listed. 

Upon receipt of a locate message indicating all or the remaining unrecovered 
item(s) in the active group record have been located, the message key code 
STOLEN SECURITIES will be changed automatically to LOCATED SECURITIES. 

Upon receipt of a cancel or clear message indicating all or the remaining 
unrecovered item(s) in the active group record have been accounted for, the 
group record will be purged from NCIC. See Section 5.5, Procedures for Handling 
~ Hit~ for additional information~ 
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SECURITIES FILE 
SECTION l2--LOCATE MESSAGE FOR CONSECUTIVELY SERIALIZED 

GROUP OF SECURITIES R~CORD 

PART 6 

12.1 l~at Agency Must Use a Locate Messa~e 
"~ 

12.2 

12.3.1 

12 .• 3.2 

Any agency that recovers a security(s) which is indexed in NCIC except the 
agency that entered the record must place a locate message on the active 
security record(s). When an agency receives a record or multiple records 
in response to an inquiry, the agency that can seize the stolen security(s) 
~ust con:act the O~: of each,record possibly identical with the security 
1n quest10n to conflrm the h1t(S). Following confirmation with the origi­
nating agency(s), a locate message must be transmitted for each record on 
file for the security(s). Once a consecutively serialized group record 
has had a locate placed on it, it cannot be modified. 

Locating Consec,utively Serialized Group Records 

Three different methods of locating consecutively serialized group records 
are employed. The three methods cover the following situations: 

1. 

2. 

Recovery of all securities in a group record. 

Recovery of more than one, but not all secur~ties, ~n 
.L .L a group record. 

3. Recovery of a single security in a group record. 

~~~ple of Locate Message for All Securities in Group Record 

LSS.WA1230000.NIC/S179633578.0CA/3l99.l20582.9462(EOT) 

Acknowledgment: 

WA123 0000 
LOCATE NIC/S179633578 

The above locate message example contains: message key (LSS) re i 
a "d' fi ( , cover ng gency s 1 entl er WAl23000), two record identifiers (NIC/S179633578 
and OCA/3l99), date of recovery (120582), the recovering agency's-case 
number (9462), and end of transmission character (EOT). 

When a locate is transmitted for a group'record, the message key trans­
lation changes from "STOL~N SECURITIES" tq IlLOCATED SECURITIES" and the 
date of recovery, recover1ng agency's ORl, and recovering agency's case 
number re,lace the Miscellaneous Field data. 

Identification of Group Record When All Securities Recovered 

Group record to be located must be identified by two ide'ntifiers with each 
pre:eded by the proper message field code. The serial numbers a~d origi­
nat1ng agency case number may be used. The lowest and highest serial 
numbers of the consecutively numbered group of recovered items must be 
used. Where there are any breaks in the consecutive order of the serial 
numbers, separate locate messages must be sent. However, it is recommended 
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12.3.2 

12.3.3 

12.4.2 

SECURITIES FILE 
SECTION l2--LOCATE MESSAGE FOR CONSECUTIVELY SERIALIZED 

GROUP OF SECURITIES RECORD 

Identification of Group Record When All Securities Recovered (Continued) 

"that the NCIC number and originating agency case number be used as identi­
fiers when all securities in group record have been recovered (see 
'example in Section 12.3.1). This procedure can be used even if there are 
any breaks in the consecutive order of the serial numbers. Note that the 
originating agency case number (OCA) used as an identifier is the OCA of 
the agency that entered the record. This DCA is contained in the NCIC 
response to the, recovering agency's inquiry'! 

Locate Procedure When All ~ecurities in Group Record Recovered 

Following the two record identifiers, date of recovery and recovering 
agency's case number are next entered in that order and without field codes. 
The date of recovery (which cannot be prior to the date of theft) must be 
entered or the locate message will be rejected. The recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the record. 

EX~E.le of Locate Message for More Than One, But ~ot All Securities, in 
Group Record 

LSS .NB1977700'.SER/DD99888984-DD99888985 .OCA/3l99 .120582.9462 (EOT) 

Acknowledgment: 

NB1977700 
LOCATE SER/DD99888984-DD99888985 

The apove locate message example contains: message key (LSS) recovering 
agency's identifier (NB1977700), two record identifiers (SER/DD99888984-
DD99888985 and OCA/3l99), date of recovery (120582), the recovering agency's 
case number (9462), and end of transmission character (EOT) , 

Identification of Group Record When More Than One, But Not All Securities, 
Recovered 

Group record containing securities to be located must be identified by the 
serial numbers of the recovered items and originating agency case number 
in that order, with each data element preceded by the proper message field 
code (see example in Section 12.4.1). The lowest and highest 'serial numbers 
of the recovered consecutively numbered items must pe used. Where there 
are any breaks in the consecutive order of the serial numbers, separate 
locate messa.ges must be sent. Note that the originating agency case number 
(OCA) used as an identifier is the DCA of the agency that entered the 
record. 

Do not use the NCIC number and originating agency case number to identify 
the. record as this will result in the.locate message applying to 'all 
securities in the group record. 
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;1.2.4.3 

12.5.1 

12.5,2 

12.5.3 

SECURITIES FILE 
SECTION l2--LOCATE MESSAGE FOR CONSECUTIVELY SERIALIZED 

GROUP OF SECURITIES RECORD 

Locate Procedure When More Than One, But Not All Securities, in Group Record 
Recovered 

Following the two record identifiers, date of recovery and recovering 
agency's case number are next entered in that order and without field codes. 
The date of recovery (which cannot be prior to the date of theft) must be 
entered or the locate message will be rejected. The recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the record. 

Example of Locate Message for Single Security in Group Record 

LSS.NB1977700.SER/DD99888980-DD99888980.0CA/3l99.120582.9462(EOT) 

Aclmowledgment: 

NB1977700 
LOCATE SER/DD99888980-DD99888980 

The above locate message example. contai~s: message key (LSS), recovering 
agency's identifier (NB1977700), two record identifiers (SER/DD99888980-
DD998889.80 and OCA/3l99), date of recovery (120582), the recovering 
.agency's case number (9462), and end of transmission character (EOT). 

Identification of Group Rec~rd When Single Security Recovered 

Group record containing security to be located must be identified by the 
serial number of die recovered security (serial number reyeated as if it 
represented a range of numbers) and the originating agency case number in 
that order, with each preceded by the proper message field code (see example 
above). Note that the originating agency case number (OCA) used as an . 
identifier is the OCA of the agency that entered the record. 

Do not use the NCIC number and originating agency case number to identify 
the record as this will result in the locate message applying to all 
securities in the group record. 

Locate Procedure When a Single Security in Group Record Recovered. 
\'; -

Following the two record identifiers, date of recovery and recovering 
agency's case number are next entered in that order and without field codes. 
The date of recovery (which cannot be prior to the date of theft) must be 
entered or the locate message will. be rejected. The recovering agency's 
case number should be entered as this will ensure that complete recovery 
information is in the rec9rd. 
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NCIC OPERATING MANUAL PART 6 
SECURITIES FILE 

SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY 
SERIALIZED GROUP OF SECURITIES RECORD 

13.1 When to Use a Clear Message 

13.2 

Clearance of a record is restricted to the agency that entered the record. 
A clear message is transmitted: 

1. When the agency recovering the security(s) is the agency that entered 
the record. 

2. When the agency that entered the record is officially advised that 
the security(s) has been recovered by another agency. 

More than one clear messag~ must be sent if the same recovery information is 
not applicable to all securities being cleared in a group record. This 
ensures that recovery information for each security will be accurate. For 
example, if one of threL stolen securities was recovered by an agency other 
than the originating agency OIl December 2, 1982, and the other two securities 
were recovered by the originating agency on December 3, 1982, two clear 
messages must be sent. 

Clearing Consecutively Serialized Group Recor~s 

Threezdifferent methods of clearing consecutively serialized group records 
are employed. The three methods cover the following: 

1. Clearing all securities in a group record. 

2. Clearing more than ona, but not all securities in a group record. 

3. Clearing a single security in a group r~cord. 

13.3.1 Example of Clearing All Securities in a Group Record 

CSS.MD1012600.NIC/S179633578.0CA/3l99.l20282.NB1977700.9462 (EOT) 

Acknowledgmen.t: 
- .~;\ 

MDlO.lz600 
CLEAR NIC/S179633578 

The above clear message example contains: message key (CSS), originating 
agency identifier (MDl012600), two record identifiers (NIC/S179633578 and 
OCA/3l99), date of recovery (120282), recovering agency's identifier 
(NB1977700), recovering agency's case number (9462), and end of transmission 
character (EOT). 

13.3.2 Identification of Group Record When Clearing All Securities 

Group record to be cleared must be identified by two identifiers preceded by 
the proper message field codes. The serial numbers and originating agency 
case number may be used. The lowest and highest serial numbers of the con­
secutively numbered group of items being cleared must be used. Where there 
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13.3.2 

13.3.3 

13.3.4 

13.4.1 

SECURITIES FILE 
SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY 

, SERIALIZED GROUP OF SECURITIES RECORD 

Identification of Group Record When Clearing All Securities (Continued) 

are any breaks in the consecutive order of the serial'numbers, separate clear 
messages must be sent. ~owever, it is recommended that the NCIC number and 
originating agency case humber be used when/the entire group of securities 
is to be cleared (see example in 13.3.1 011 preceding page). This procedure 
can be used even if there are any breaks in the consecutive order of the 
serial numbers. Note that the o'riginating agency case number (OCA) used 
as an identifier is the OCA of the agency that entered the record. 

Clear Procedures if All Securities Recovered by Agency That Entered Record 

If the agency that entered the record recovers 
date of recovery (which cannot be prior to the 
entered following the two record identifiers. 
13.3.1 would end after 120282. 

the securities, only the 
date of theft) must be 
Thus, the message in Section 

Clear Procedures if All Securities Recovered by an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the securities, 
utilization of the following procedures will ensure that the cleared record 
contains comi:-:~te recovery data (date of recovery, recovering agency's 
identifier, and recovering agency's case number). 

1. If the record being cleared is in a located status (MKE/LOCATED 
SECURITIES) only the date of recovery must be entered following the 
two record ;tdentifj,ers. Thus, the message in Section 13.3.1 would 
end after 120282, 

2. If the record being cleared is in an active status (MKE/STOLEN 
SECURITIES). the date of recovery followed by the locating agency's 
ident!fier and the locating agency's case number in that order with­
out field co4es must be entered after the two record identifiers. 
See message in Section 13.3.1. 

Example of Clearing More Than One, But Not All Securities, in Group Record 

CSS.MDl012600.SER/DD99888984-DD99888985.0CA/3l99.l20282.NB1977700.9462(EOT) 

Acknowledgment: 

MDl012600 
CLEAR SER/DD99888984-DD99888985 

The above example of clearing more than one, but not all securities j in a 
group record contains. message key (CSS), originating agency identifier 
(MDl012600), two record identifiers SER/DD99888984-DD99888985 and OCA/3l99), 
date of recovery (120282) , recovering agency's identifier (NB1977700), 
recovering agency's case number (9462), and end of transmission character 
(EOT). 

6-40 
12-5-82 

I 
. I .. , . I 

I 

\ 

I J 

i } 

'\ 
J 

n 

o 

,( 
\ 

) 

j 

NCIC OPERATING MANUAL PART 6 

13.4.2 

13.4.3 

SECURITIES FILE 
SECTION l3--CLEAR MESSAGE FOR CONSECUTIVELY 

SERIALIZED GROUP OF SECURITIES RECORD 

Identification of Group Record When Clearing More Than One, But Not All 
Sec:.urities 

Group record containing securities to be cleared must be identified by the 
serial numbers of the items being cleared and originating agency case 
number in that order preceded by the proper message field codes (see 
example in 13.4.1). The lowest and highest serial numbers of the consecu­
tively numbered items being cleared must be used. Where there are any brea~s 
in the consecutive order of the serial numbers, separate clear messages must 
be sent. Note that the originating agency case number (OCA) used as an 
identifer is the OCA of the agency that entered the record. 

Do not use the NCIC number and originating agency case number to identify 
the record as this will result in the entire group record being cleared. 

Clear Procedures if Securities Recovered by Agency That Entered Record 

, If the agency that entered the record recovers the securities, only the 
date of recovery (which cannot be prior to the date of theft) must be 
entered following the two record identifiers. Thus, the message in Section 
13.4.1 would end afte~ 120282. 

13.4.4 Clear Procedures if Securities Recovered oy an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the securities 
using the following procedures will ensure that the record contains c~mplete 
recovery data (date of recovery, recovering agency's identifier, and 
recovering agency's case number), 

13.5.1 

1. 

2. 

If the record being cleared is in a located status 
(MKE/LOCATED SECURITIES), only the date of recovery 
must be entered following the two record identifiers. 
,Thus, the example in Se.ction 13.4.1 would end after 120282. 

:'-

If the record being cleared is in an active status 
(MKE/STOLEN SECURITIES), the date of recovery followed 
by the locat.ing agency's identifier and the locating 
agency's case number in that order without field 
codes must be entered after the two record identifiers. 
See message in Section 13.4.1. 

Example of Clearing a Single Security in Group Record 

CSS.MDl012600.SER/DD99888980-DD99888980.0CA/3l99.l20282.NB1977700.9462(EOT) 

Acknowledgment: 

MDl012600 
CLEAR SER/DD99888980-DD99888980 
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NCIC OPERATING MANUAL PART 6. 

l3.S.l 

l3.S.2 

13.S.3 

13.5.4 

SECURITIES FILE 
SECTION l3--CLEARMESSAGE FOR CONSECUTIVELY 

SERIALIZED GROUP OF SECURITIES RECORD 

Example of Clearing a Single Security in Group Record (Continued) 

The example on preceding page of clearing a single security in a group 
record contains: message key (CSS), originating agency identifier 
(~1012600), two record identifiers (SER/DD998889BO-DD99888980 and OCA/3l99), 
date of recovery (~20282), recovering agency's identifier (~B1977700), 
recovering agency's case number (9462), and end of transmission character 
(EOT). 

Identification of Group Record When Clearing a Single Security 

Group record containing security to be cleared must be identified by serial 
number of the security being cleared (serial number repeated as if .it . 
represented a range of numbe'fS l and the originating age!lcy casenum~er ~n 
that order preceded by the pi's>per message field codes (see example ~n 
section 13.5.1). Note that the originating agency case number (OCA) used 
as an identifier is the OCA of the agency that entered the record. 

Do not use the NCIC number and originating agency case number to identify 
the record as this will result in the entire group record being cleared. 

Clear Procedures if Security Recovered by Agency That Entered Record 

If the agency that entered the record 
of recovery (~hich cannot be prioT to 
follo~~ng the two record identifiers. 
would end after 120282. 

recovers the security, only the date 
the date of theft) must be entered 

Thus, the message in Section 13.S.J 

Clear Procedures if Security Recovered by an Agency Other Than ORI 

If an agency other than the ORI of the record recovers the security, using 
the following procedures will ensure that the record contains complete 
recovery data (date of recovery, recovering agency's identifier, and 
recovering agency ~ s cas·e number 1. \ I . 

1\ t, 

1. If the security being cleared has been located only, the date of 
recovery must be entered following the two record identifiers. 
Thus, the message in Section 13.S.l would end after 120282. 

2. If the security being cleared has not been located, the date of 
recovery followed by the recovering agency's identifier and the 
recovering agency's case number in that order without field codes 
must be entered after the two record identifiers. See message 
in Section l3.S.l. 

6.-42 
l2-S-82 

I. I 

\ ) 

" 

I. 

o 

{) 

\ 
J 

NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION l--INTRODUCTION 

.1.1 Criteria for Entry in Wanted Person File 

1. An individual for whom a Federal warrant is outstanding may be entered in 
the Wanted Person File. 

2. 

3. 

4. 

5. 

An individual for whom a felony or serious misdemeanor warrant is outstanding 
may also be entered in file. 

Probation and parole violators meeting the criteria in number 1 or 2 above 
may be entered. 

Any juvenile meeting the criteria in number 1 or 2 above may be entered 
provided he/she will be tried as an adult for the charges against him/her. 

Before entering a record of a wanted person in NCIC, the entering agency 
must attempt to determine, to the maximum extent possible, that extradition 
will be authorized if the individual is located in another state. For NCIC 
purposes, extraQ.ition is the surrender by one state to another of an 
individual charged or conv~cted of an offense outside its own ,territory and 
within the territorial jurisdiction of the other. 

In instances where an agency is absolutely certain that the wanted person 
will not be extradited, the individual's record must not be entered in NCIC. 
Such records are more appropriately maintained in a state or metropolitan 
system. 

If at the time of entry there is a limitation concer~ing extradition of the 
wanted person, such information should be placed in the Miscellaneous Field 
of the record. For example: . 

i· 

EXTR ADJACENT STATES ONLY 
EXTR WEST OF MISS ONLY 
EXTR WITHIN 1000 MILES ONLY 

In many instances, however, no forecast of extradition can be made at the 
time the wanted person is entered in file because extradition is not a law 
enforcement decision. If at some future time the entering agency (ORI) 
learns that the individual definitely will not be extradited, the NCIC 
record must be canceled. 

A temporary felony want record, message key (MI(E) code ET, may be entered 
to eStablish a "want" entry when a law enforcement agency needs to take 
prompt action to apprehend a person who has committed, or the officer has 
reasonable ground to believe has committed, a felony. This individual may 
seek refuge by fleeing across jurisdictional boundaries while circumstances 
prevent the immediate acquisition of a warrant. . 

A temporary felony ~ant record must be specifically identified as such. A 
warrant for the arrest of the individual must be obtained as soon as 
possible and thereafter, the temporary felony want record. must be either' 
canceled and a permanent wanted person record (message key EW) must be 
entered or the MKE must be modified to the permanent want'ed person record 
MKE/EW. A temporary felony want record will be automatically removed from 
file after 48 nours. 
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NCIC Ol'ERATING MANUAL 
WANTED PERSON FILE 

SECTION l-~I~TRODUCTION 

1.2 Message Key (MKE) Codes 

Message 
Wanted 

Person MKE 

Entry 

Modify 
Cancel 
Inquiry 
Test Inquiry 

*Locate 

EW 

MW 
XW 
QW 
ZW 
LW 

Clear CW 
Entry of supplemental EN 
record of aliases and/or 
additional identifiers 

Cancellation of XN 
supplemental record 

Translation 

WANTED PERSON 

LOCATED WANTED 
PERSON 

Temporary 
Felony 

Want MKE 

ET 

MT 
XT 
QW 
ZW 
LT 

CT 
EN 

XN 

PART 7 

Translation 

WANTED PERSON -
TEMPORARY FELONY 

LOCATED WANTED 
PERSON - TEMPORARY 
FELONY 

*These MKEs will only translate as indicate'd when the locate appended to the 
record shows that the 'subject will be extradited (EXTR). 

A caution indicator "-C" should be added to the message key EW or ET when it is 
known that an individual is armed and dangerous, has suicidal tendencies, has 
previously escaped custody, is a drug addict, or whatever is appropriate to the 
particular ;::.ircumstances of the individual. The reason for the caution mlf,st be 
entered in the Miscellaneous (MIS»)Field,. For example, a record with MKE/EW~C 
might have one of the following data entered in the Miscellaneous Field: 

AllliED AND D~GEROUS 
SUICIDAL TENDENCIES 
HEMOPHILIAC " 
PREVIOUSLY ESCAPED CUSTODY 
HEROIN ADDICT 

The Message Key EW-C translates i!WANTED- PERSON - CAUTION". The Message Key ET-C 
,translates "WANTED PERSON - TEMPORARY FELONY/CAUT,ION". 

1. 3.1 Retention Period for Wanted Person Record 

A wanted person (EW) record which has not been located or has one locate message 
appended will remain in file indefinitely or until action ,is taken by the 
originating agency to clear the record. 

An exception to,' the record retention periods will occur in the event a serious' 
r e:r;ror is detect,ed in the record on file. See Introduction, Section 4, for 

complete procedural information concernings~rious errors. 

See Introduction, Section 4, for complete informati(Jn conceming NelC File 
reorganization'and purge schedule. 
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NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION l--INTRODUCTION 

1.3.2 Retention Period for Temporary Felony Want Record 

A temporary felony want record will be automatically r~oved f'rom file 48 hours 
after entry. 

1.4 Automatic Purge 

1.5 

A record with MKE/EW to which one locate message has been appended. indicating 
that the subject will not be extrad:l:ted (NOEX} will be removed from file 
immediately upon receipt of a second locate message. The ORI of the record and 
the control term1hal servicing the ORI will be notified that the record has 
been purged. 

A record with the MKE/EW to which one locate is appended indicating that the 
subject will be 'extradited (EXTR) will be supressed five days after the date of 
location. If a second locate is received within those five days, the record 
will be removed from file immediately. Otherwise, those records that have been 
suppressed will be purged at the time of the next file realignment. 

Data in the License Plate Number (LIC), License Plate Year of Expiratj.on (LIY) , 
and License Plate Type (LIT) Fields in a wanted person base record or supple­
mental record will be purged one year after the license plate expires as 
indicated in the LIY Field. 

When the only searchable identifier in a Wanted Person File record is an expired 
license plate, the entire record will be purged. A lbting of purged Wanted 
Person File records will be forwflrded to the appropriate control terminal 
agencies for dissemination to the originating agencies. 

A nonexpiring license plate (LIY/OO) contained in a Wanted Person File record 
will remain in file until action is taken by the origincSlting agency to remove 
the license data or clear or cancel the entire record. 

Users will not be furnished a'listing of records from which expired license 
data is purged. 

\' 

Validations 

Validation listings are prepared two times a year as of 0400 EST (or EDT) on 
the first Friday in Marchand September. Validation printouts or tapes will 
first. list all wanted person and temporary felony want records with a locate 
message appended followed by' 'all other wanted person (MKE!EW) and temporary 
felony want (MKE/ET) records, as well as wanted person records generated by 
the state's participation in the $.8. Program. 

1.6 Posting of Wanted Person Notices 
o 

Users are reminded that when possible the FBI Number should be included in a 
wanted person entry. When 'a Wanted Person File entry contains an FBI Number, 
the same wanted information is posted in the subject's arrest fingerprint 
record in the FBI Identification Division. This proceduree1tminates' the need 
for the wanting agency to submit a Form I-12 (Wanted-Flash-Cancellation Notice) 
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1.6 

1.7 

WANTED PERSON FILE 
SECTION l--INTRODUCTION 

Posting of Wanted Person Notices (Continued) 
\\ 
\\ 
"\ \ 

to the FBI Identification Division. The FBI IdeJ\ification Division will then 
notify a wanting agency of subsequent fingerprints received t>,;hich are identified 
with the Ivanted person. After receiving this notification, the wanting agency 
may file a detainer with the arresting agency and must clear its NCIC wanted 
person record. The Identification Division is advised of the subsequent clear­
ance or cancellation of the NCIC record and thereafter cancels the wanted notice 
posted in the subject's fingerprint reFord. It is unnecessary for the wanting 
agency to notify the FBI that it has filed a detainer with the arresting agency. 

A user may request a copy of a subject's FBI Identification Division record by 
placing the acronym SIR (Send Identification Record) as the last item of the 
Miscellaneous (MIS) Field of a Wanted Person File entry that contains an FBI 
Number. A wanted notice will not be posted in the Identification Division nor 
will an Identification Division record be forwarded when the NCIC entry contains 
an incorrect FBI Number. When an entry contains an incorrect FBI Number, the 
ORI will be notified and requested to correct the NCIC record using a modifi­
cation message. 

If a subject's FBI Number is not known when an entry is made, the Form 1-12 
should be executed and 'forwarded to the FBI Identification Division to have 
a wanted notice placed in the subject's fingerprint record. If no record for 
the subject is found in the Identification Division, the Form 1-12 will be 
returned with additional instructions for the contributor. Also, an FBI 
Identification Divi~ion record may be requested on the Form 1-12 submitted 
when the subject's FBI Number is unknown. 

The modification of an NCIC Wanted Person File record to add or correct an FBI 
Number will cause a wanted notice to be posted in the subject's Identification 
Division record. If a Form 1-12 is submitted when an NCIC entry is made without 
an FBI Number and the record is modified at a later date to include the FBI 
Number, submission of the Form 1-12 to remove the wanted notice is not necessary 
since it will be removed when the NCIC record is canceled or cleared. 

Wanted Person Message Field Codes and Edits 

Field 

Message Key 

Originating Agency 
Identifier 

Name 

Code 

ORI 

NAH 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The 
first two characters must be alphabetics 
and must check with the line number for the 
state as assigned by the NCIC computer. 

Minimum of five and maximum of thirty char­
acters including alphabetics,one comma, 
hyphen(s), and spaces; comma must follow 
last name; no more than one space after 
comma. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION l--INTRODUCTION 

PART 7 

1.7 Wanted Person Message Field Codes and Edits (Continued) 

Field Code 

Sex SEX 

Race RAC 

Place of Birth POB 

Date of Birth DOB 

Height HGT 

Weip,ht WGT 

Eye Color EYE 

Hair Color HAl 

FBI Number FBI 

Skin Tone SKN 

Edits 

Must be one character, F or M. 

Must be one character, A, B, I, U, or W. 

Must be a two-character alphabetic code as 
listed in Part 6 of the Code Manual. 

Must be six numeric characters representing 
month, day, and year in that order. Days 
'cannot be more than maximum for the month. 
The DOB cannot be current date or any aaLe 
one day thru nine years 364 days prior to 
current date. This allows for entry of 
age 10 years thru 99 years 364 days. 

Must be three numeric characters. The first 
character must be 4, 5, 6, or 7. The second 
character must be zero or one. When the 
second character is one, the third character 
must be zero or one. 

Must be three numeric characters. Minimum 
of 50 (050) pounds and maximum of 499 pounds. 

Must be a three-char.acter alphabetic code as 
listed in Part 4 of the Code Man.ual. 

Must be a three-character alphabetic code 
as listed in Part 4 of the Code Manual. 

May be one to nine characters. May be up 
to seven numerics, or one to six numerics 
followed by an alphabetic character A thru 
H; or one to six numerics followed by an 
alphabetic character J thru Z followed by 
one or two check digits; or one to six 
numerics followed by two alphabetic charac­
ters followed by OIl.e check digit. If the 
number contains one alphabetic character 
(J-Z) , the check digit will be 1 to 11. If 
the number contains two alphabetic characters, 
the first alphabetic cannot be B, G, I, 0, 
Q S U Y or Z the second alphabetic must , t ,t t • 

be A, B. or C, and the qheck digit w~ll be 
o to 9 .• ' The alphabetic ch,a"racters I and 0 
are always invalid. ''', . 

Must be three-charact6r alphabetic code as 
listed in Part 4 of the Code Manual. 
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SECTION l--INTRODUCTION 

PART 7 

1.7 Wanted Person Message Field Codes and Edits (Continued) 

Field 

Scars, Marks, and 
Tattoos 

Fingerprint 
Classification 

Miscellaneous 
Number 

Social Security 
Number 

Operator's License 
Number 

Operator's License 
State 

Operator's License 
year of Expiration 

Offense 

Date of Warrant 

Originating Agency 
Case Number 

SMT 

FPC 

MNU 

SOC 

OLN 

OLS 

OLY 

OFF 

DOW 

OCA 

Edits 

Must be valid code as listed in Part 4 of 
the Code Manual. .c.c= 

Must be 20 alphabetic and/or numeric char­
aracters which must.be valid codes from 
Part 4 of the Code Manual. If first char­
acter of any finger is numeric, second 
character must also be numeric. Codes 00 
and 50 may not he used. 

Minimum of four and maximum of 15 charac,ters. 
The first two characters must be a valid 
two-character alphabetic code as listed in 
Part 4 of the Code Manual. The third char­
acter must be a hyphen. Entry of one zero 
only or a run of zeros only is prohibited in 
position 4 thru 15. Cannot make entry with 
Originating Agency Policy or Identification 
Number (prefix ~ode OA) in MNU as only 
numeric identifier in the record. 

Must be nine numeric characters not less 
than 001010001. The use of an 8 or a 9 as 
the first character or 00 in the fourth and 
fifth positions is prohibited. 

Must not be more than 20 alphabetic and/or 
numeric characters. One zero only or run 
of zeros only may not be used. 

Must be two-character alphabetic code. See 
Fart 6 of the Code Manual. ( 

Must be two numeric characters. 

Must be a four-character numeric code. (See 
Uniform Offense Classifications in Part 7 of 
the Code Manual.) rf code 0201 or 0299 is 
used, ORr must be military or FBI. 

Must be six numeric characters repre~enting 
month, d'ay, and year in that order. Cannot 
exceed date entered. 

Maximum of nine alphabetic and/or numeric 
characters. Must not contain a single zero 
only, a run of zeros only, the word NONE, or 
the first seven characters of the ORr Field. 
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WANTED PERSON FILE 
SECTION l--INTRODUCTION 

PART 7 

Wanted Person Message Field Codes and Edits (Continued) 

Field 

Miscellaneous 

License Plate 
Number 

License Plate 
State 

License Plate 
Year of Expiration 

License Plate Type 

Vehicle Identification 
Number 

Vehicle Year 

Vehicle Make 

Vehicle Model 

Vehicle Style 

Code 

MIS 

LIC 

LIS 

LIY 

LIT 

VIN 

VYR 

VMA 

VMO 

VST 

Edits 

Maximum of 121 characters. MIS Field can­
not be blank if VMA is AERO, ATV, CYCL, SPEC, 
TRLR, or TRUK. Must contain explanation for 
OFF/0199, 0299, 0399, 4901, 5005, 5011,,5012, 
5015, 5099, 7099, 7199, 7299, or 7399. Must 
contain explanation of caution when -C is 
used in message key. 

UNK, UNKN, or UNKNOWN is invalid. 

Must be a·two-character alphabetic code as 
listed in Part 6 of the Code Manual. 

Must be current year, current year minus one, 
greater than current year, or 00. 

Must be valid code as listed in Part 8 of the 
the Code Manual. 

Single zero only, run of zeros only, single 
alphabetic character only, or all alphabetic 
characters only, indicating vehicle identi­
fication number is not known, cannot be used. 
For additional edits on VIN Field, see Part 1$ 
Section 8 of this manual. 

Must be two numeric characters, no more than 
one year beyond the current model year. 
Must not be 00. 

Minimum of two and maximum of four alphabetic 
characters. If the VMO is other than TL, the 
VMA must be a valid code as listed in the 
Code Manual, Part 8. If the VMO is TL, the 
VMA msut not be the characters ASM, ASMB, 
ASSE, ASSM, MB, MC, MK, MP, MS, NA, TK, TL, 
UNK, UNKN, XX, XXX, }{XXX, YY, YYY, YYYY, ZZ, 
ZZZ, at' ZZZZ. For additional edits on VMA 
Field, see Part 1 of this manual. 

,For edits on VMO Field, see Part 1 of this 
manual. 

If filled, must be valid two-character code. 
Additional VST Field edits can be found in 
Part 1 of this manual. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 1--INTRODUCTION' 

PART 7 

1. 7 Wanted Person Message Field Codes and Edits (Continued) 

Fle1d --
Vehicle Color 

NCIC Number 

Code 

VCO 

NIC 

Edits 

Must be valid color code as listed in Part 8 
of the Code Manual. If seven characters, 
fourth must be a slash (/). 

A self-checking number consisting of an 
alphabetic' character ("W" in the Wanted 
Person File) followed by nine numeric char­
acters which is automatically assigned by 
the NCIC computer to each accepted record. 
Must have valid check digits when used to 
identify record in a subsequent transaction. 

1.8 Criteria for Rejecting Duplicate Records 

If the following fields of an NCIC wanted person of temporary felony want entry 
message are the same as those field codes of a record on file, the second entry 
will be rej ected with the message "REJ ON FILE": FBI and ORI; MNU and ORI; SOC 
and ORI; OLN, OLS, and ORI; VIN, VMA, NAM, and ORI; LIC, LIS, LIY, LIT, NAM, 
and ORI (if the LIT Field in an existing record is blank, or in the case of 
modifications, if the wanted person record being modified has a blank LIT Field, 
then the LIT Field is not used in the duplicate record check); OCA, NAM, and ORI; 
DOB, NAM, and ORI. 

Whenever the message "REJ ON FILE" is received, the record on file will also be 
transmitted. 

A duplicate record will be accepted if the ORI in the second entry is different. 
In this case, the first entry will be furnished as a response t,o the second entry • .. " 
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NCIC OPERATING MUUqUAL PART 7 
WANTED PERSON FILE 

SECTION 2--ENTRY 

2.1 Example of a Wanted Person File Entry 

2.2 

2.3 

EW-C.MDl012600.DOE, JOHN J.M.W.TX.101231.5l0.l75.BRO.BRO.835172Kl1.DRK.SC R HND. 
l2l0llC014ll59TTCI13.AS-375l45249.375l45248.3486256l.MD.84.0907.120182.23875. 
ARMED AND DANGEROUS.ABC123.MD.83.PC.2Y27H5LlOOOOO.75.PONT.VEN.2D.BLU(EOT) 

Acknowledgment: 

MDl012600 
NAM/DOE, JOHN J NIC/W146203706 

Mandatory Fields of Wanted Person Entry 

Information in parentheses is from the above entry example. The following 
fields are,mandatory to cause acceptance of .a wanted person entry into NCIC 
storage: in::Ssage key (EW-C), originating agency identifier (MDl012600), name 
(DOE, JOHN J), sex (M), race (W), height (510), weight (175), hair color (BRO) , 
offense (0907), date of warrant (120182), originating agency case number (23875), 
and at least one of the following numeric identifiers: complete date of birth 
including month, day, and year (101231); FBI Identification Number (835l72Kl1); 
miscellaneous identifying number other than originating agency police or identi­
fication number (AS-375l45249); Social Security number (375145248); operator's 
license number (34862561) with operator's license state (MD) and operator's 
license year of expiration (84); license plate number (ABC123) with licens'e plate 
state (MD), license plate year (83), and license plate type (PC); or vehicle 
identification number (2Y27H5LlOOOOO) with vehicle year (75), vehicle make (PONT), 
and vehicle style (2B). The entry will be rejected if one of the mandatory fields 
is left unfilled or the transaction is not completed with the end of transmission 
character (EOT). 

For training and administrative purposes, agencies may enter te~t records into 
NCIC. The test record must contain 1) the letters "TEST" as the first four char .... 
acters of the OCA Field; 2) the words "TEST RECORD" in the MIS FIELD: j~ only 
fictitious names and numbers; 4) a blank FBI Nmnber Field; and 5) the LIS::.c:Field 
code must reflect only that of the entering agency as using the LIS code for 
another state will generate unnecessary $.8. messages. 

Additional Guidelines for Wanted Person Entries 

1. The entering agency (ORI) must account for all fields in the Wanted Person 
File--Record Format. If data pertaining to a nonmandatory field is not 
known, place a period in the field to indicate that the information is 
unknown and proceed to the next field. Ensure that all available data 
called for in the record format is entered when the origina1.entry is made. 
Missing data obtained at a later time should be promptly added through the 
use of a "modify" message (MKE/MW or MKE/MT). For entry of aliases and/or 
other additional identifiers as a supplemental record to a wanted person 
record, see Supplemental Record, Section 8. 
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NCIC OPERATING MANUAL PART 7 
WANT.ED PERSON FILE 

SECTION 2--ENTRY 

2.3 Additional Guidelines for Wanted Person Entries (Continued) 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

y. 

Entry instructions for name; sex; race; place of birth; date of birth; 
height; weight; eye color; hair color; FBI number; skin tone; scars, marks, 
and tattoos; fingerprint classification; miscellaneous number; Social 
Security number; and operator's license number can be found in Personal 
Descriptors, Part 4 of the Code Manual. 

If a date of birth is the only numerical identifier, it must be complete, 
including month, day, and year, or the entry will be rejected. 

All numerical identifiers except the originating agency case number and 
the miscellaneous number are to be entered omitting spaces, hyphens, and 
symbols. A hyphen may be used in the Originating Agency Case Number (DCA) 
Field, and a hyphen is used to separate the first two alphas from the 
number itself in the Miscellaneous 'Number (MNU) Field. 

When a warrant issued for a subject contains multiple charges, the more 
serious charge should be entered in the Offense Field with the additional 
charge(s) shown in the Miscellaneous (MIS) Field. Two separate entries b,Y 
an ORIon the same person should not be made. It is only necessary for 
an ORI to enter one record on a person no matter how many separate charges 
he has lodged against him. 

If an ORI has entered a subject and the same ORI obtains a warrant for that 
subject on another charge at a later date, the second charge and date of 
warrant should. be entered in the Miscellaneous (MIS) Field of the original 
entry. ]'or example: 

~IS/ALSO OFF/2404, DOW/l20l82. 

An ORI attempting to enter a record on a person it already has entered will 
receive a reject. An entry on the same individual will be accepted 
providing the originating agencies are different. The agency making the 
second entry will receive the record already in file at the time the 
second entry is acknowledged. This should lead to some kind of communica­
tion between the two agencies as valuable lead-type information might be 
available. 

A record in the Wanted Person File may. contain a minimum number of personal 
descr:i,ptors, license, and vehicle data because little was known of the 
individual at the time of entry. This limits the chance of a hit on the 
record. One possible source of additional identification data may b9 the 
Computer:l'zed Criminal His~ory (CCH) File. Thus, an inquiry (using MKE/QH) 
slibuld be l;llade prior to or soo~ after mak~.ng the wanted person entry to 
determine if the criminal history record of the subject is in the CCH File. 
A positive response to th1s inquiry may ~evea1 not only physical descriptors, 
identifying numbers, and aliases not known to the inquirer but a~so arrest, 
court, and/or custody-supervision data which might provide inve!~tigative 
leads~ ~:~ 
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NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION 2--ENTRY 

2.3 Additional Guidelines for Wanted Person Entries (Continued) 

9. 

10. 

An agency may enter a record for an unknown murderer in the name of "John" 
or "Jane Doe" using the homicide victim's descriptive data provided this 
type of warrant has been obtained. In such entries the victim's name 
should be listed as an alias, and hiscdescription and personal identifiers, 
including date of birth, Social Security number, and driver's license 
number, should also be placed in the record as well as a statement in the 
Miscellaneous Field that the victim's p~rsona1 identification may be in the 
possession of "John" or "Jane Doe" Jor whom the warrant has been obtained. 

Inclusion of the FBI number in an NCIC Wanted Person File record entry will 
cause the same wanted information to be posted in the subject's arrest 
fingerprint record in the FBI Identification Division. 

2.4 Uniform Offense Classifications in Offense (OFF) Field 

The appropriate code for the particular offense should be enter~a in the OFF 
Field. The codes listed in Part 7 of the Code Manual are the only codes approved 
for use in the OFF Field. 

2.5 Miscellaneous (MIS) Field 

If a caution indicator is used in the message key, the reason for the caution 
must be entered as the first item in the MIS Field. 

Aliases, vehicular data, dates of birth, Social Security numbers, and operator's 
,license numbers should not be entered in the MIS Field. All additional searchable 
'data should be entered as a supplemental record (MKE/EN) illustrated and 
explained in Section 8, as this procedure increases the chances of a hit on the 
record. Nicknames (monikers) are to be entered in the MIS Field, not in the 
Alias Field of the wanted person record. Information in the MIS Field is not 
searchable. 

If the entry contains an FBI number, the entering agency may obtain a copy of the 
subject's manual identificati~n record by Gntering the alpha code SIR as the last 
item in the MIS Field. A blank character must precede the SIR if other infor­
mation is included in the MIS Field. 

When an agency makes wanted person entries on two or more fugitives who are 
known to be associating with each other, the agency should cross-reference each 
fugitive record entry to the o the!.'. This can be done by placing the name and 
NCIC Number (NIC) of each fugitive's record in the MIS Field of the other 
fugitive's record with appropriate explanatory notation. An agency receiving 
the record of one of the fugitives then will have the information needed to obtain 
other records. 

In a case in which the ORI believes that notification each time its record is 
"hit" will provide investigative leads, regardless of whether the person is being 
detained, the entering agency should place the code NOAH (Notify ORI of All Hits) 
in the MIS Field. 
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NClC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION 2--ENTRY 

) 2.6 Vehicle or License Plate Data 

2.7 

A vehicle and/or license plate may be entered as part of a wanted person record 
lEW or ET) provided the location of the vehicle and/or license plate is unknown 
and the entering agency has reasonable grounds to pelieye that the wanted person 
may be operating the vehicle or a v~hic1e bearing the license plate. 

Mere knowledge or verification with the appropriate department of motor vehicles 
that a vehicle and/or license plate is registered to the wanted person does not 
meet the criteria for entry of either or both as part of his/her wanted record. 

In instances where the vehicle or license plate in a wanted person entry has 
been stolen, a notation that the vehicle or license plate is stolen should pe 
placed in the MIS Field. Also, a separate entry of the stolen vehic.1e, felony 
vehicle, or license plate should be made in the Vehi,c1e or License Plate File by 
the agency possessing the theft report or handling the felony investigation. 

The wanted person and vehicle or license plate records should be cross-referenced 
in the MIS Fields. For example, the MIS Field of the wanted per-son record might 
read "SUBJ STOLE VEH BELOW-SEE NIC/V123456789," and the MIS Field of the vehicle 
record might contain "SEE NIC/W000069216." 

Should the wanted person entry contain data about a vehicle or license plate 
which has already been entered in the Vehicle or License Plate Fi1e~ the agency 
making the entry will be furnished the vehicle or license plate record already 
on file at the time the wanted person entry is acknowledged. Receipt of this 
recO.rd should result in some type of communication between the two agencies as 
valuable lead-type information may be available. 

Vehicle or License Plate Data in the Wanted Person Entry and the $.8. Program 

An agency making a wanted person entry containing data on a vehicle or license 
. plate registered in another state must advise the NCIC control terminal in the 
state of registry about such an entry if the state of registry is not a $.8. 
Program participant. Participants in the $.8. Program are all Canadian agencies 
and all states except the following; 

Hawaii 
Idaho 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 3--MODIFlCATION 

3.1 When to Use a Modification Message 

PART 7 

Modification of a record ,is restricc~d to the agency that entered the rec,ord. 
A modification message is used to add, delete, or change data in a wanted person 

-b ase record. 1\ 
" 

3.2 Example of a Wanted Person Record Modification 

MW.MDl012600.NAM/DOE, JOHN J.NIC/W146203706.S0C/375l45249.0LY/8l.(EOT) 

Acknowledgment: 

MDl012600 
MODIFY NAM/DOE, JOHN J NIC/W146203706 

The above modification example contains: message key (MW), originating agency 
identifier (MDl012600), two record identifiers (NMI/DOE, ;/JOHN J and 
NIC/W146,203706), the fields being modified and the data 'being .changed 
(SOC/375l45249 and OLY/8l) and end of transmission character (EOT). 

3.3 Identification of Record to Be Modified 

Record to be modified must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order preceded by the 
proper message field codes. The name used in identifying the record to, he 
modified must be set forth with the exact spelling and spacing as shown in the 
record on file. 

3.4 Additional Guidelines for Wanted Person Record Modifications 

To modify alias(es) and/or additional identifiers previously appended to a wanted 
person record .by means of a supplemental record, see Section 8.2. 

An agency modifying a wanted person I"ecord to i~sert the FBI Identification 
Number may also r:equest the subj ect' s manual identification record by add1:ng SIR 
as the last item in the Mis~ellaneous (MIS) Field. A blank character must precede 
SIR if other information is included in the MIS Field. Only the agency that 
entered the record may request a copy of the identification record. 

In instances where an originating agency (ORI) receives information that a state 
will not honor the extradition of an individual, the ORI must initiate a modify 
message to include in the IITS Field of the record iniormation concerning extra­
dition limitations, for example, "WILL NOT EXTR WEs'.f' OF MISS. II 
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NCIC O~ERATING MANUAL 
WANTED PERSON FILE 

SECTION 3--MODIFICATION 

3.5 Example of a Modification to Remove All Veh~cular Data 

MW.MD1012600.NAM/DOE, JOHN J.NIC/W146203706.LIC-VCO/.(EOT) 

Acknowledgment: 

MD1012600 
MODIFY NAM/DOE, JOHN J NIC/W146203706 

PART 7 

The above modification example to remove all vehicular data contains: message 
key (MW), originating agency identifier (MD1012600), two record identifiers 
(NAM/DOE, JOHN J and NIC/W146203706), the fields being removed (LIC-VCO) 
immediately followed by slash period (/.), and the end of transmission 
character (EOT). 

3.6 Explanation of Modification to Remove All Vehicular Data 

When a vehicle which was included in a wanted person record is recovered prior 
to apprehension/location of, the wanted person; a special modification message 
may be used to remove all vehicular data without identifying each individual 
field (see example above). The record. to be modified must be identified by 
either name and NCIC number in that order or name and originating agency case 
number in that order preceded by the proper message field codes. The characters 
"LIC-VCO/." follow the two record identifiers. "LIC-VCO/." instructs the NCIC 
computer to delete the fielqs LIC through VCO inclusive, that is, LIC, LIS, LIY, 
LIT, VIN, VYR, VMA, VMO, VS"f; and VCO. 

3.7 Modification to Remove Part of Vehicular Data 

The special modification message explained in Section 3.5 above.cannot be used 
to remove less than alllJf the vehicular data from a wanted pe~;'on, record. If 
only the four fields of license plate data (LIC, LIS, LIY, LIT) are to be deleted 
from the record, the usual modifying procedure must be followed, with each field 
to be deleted explicitly set forth in the modify message. For example: 

MW.MD10l2600.NAM/DOE, JOHN J.NIC/W146203706.LIC/.LIS/.LIY/.LIT/.(EOT) 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 4--CANCELLATION 

4.1 When. to Use a Cancellation Message 

PART 7 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is utilized when the entering agency determines that the 
record is invalid; for example, the warrant which was the basis for the record 
has been dismissed or a determination that no extradition will be made has been 
reached. . 

4.2 Example of a Wanted Person Record Cancellation 

XW.MD1012600.NAM/DOE, JOHN J.NIC/W146203706.120582(EOT) 

Acknowledgment: 

MD1012600 
CANCEL NAM/DOE, JOHN J NIC/W146203706 

The above cancellation example contains: message key (XW), originating agency 
identifier (MDI012600). two record identifiers (NAM/nOE, JOHN J and 
NIC/W1462037Q.6), date of cancellation (120582), and end of transmission character 

'f '. 

(EOT). 1 . 
When a wanted person record is canceled, the entire record including all data 
appended to the record by means of a supplemental record entry is automatically 
canceled. 

4.3 Identi£icatio~ of Record to Be Canceled 

Record to be canceled must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order preceded by the 
proper message field codes. The name used in identifying the record to be 
canceled must be set forth with the exact spelling and spacing as shown in the 
record on file. Cancellation date (which must be .current date) must follow the 
two record identifiers. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 
SECTION 5--INQUIRY 

5.1 Example of a Wanted Person File Inquir~ 

. ,,--- --

PART 7 

Message key QW is used for the Wanted Person File in addition to its use in the 
Canadian Warrant and MiSSing Person Files and will cause all three files to be 
searched automatically. 

QW. WAl2'30000.NAM/nOE, JOHN J. SEX/M. RAC/W.DOB/10l251(EOT) 

Negative response: 

WAl230000 
NO NCIC WANT DOB/101251 NAM/DOE, JOHN J SEX/M RAC/W 

Positive response (with supplemental record): 

WA1230000 
MKE/WANTED PERSON - CAUTION 
ORI/MD1012600 NAM/DOE, JOHN J SEX/M RAC/W POB/TX DOB/101251 
HGT/510 WGT/175 EYE/BRO HAI/BRO FBI/835172K11 SKN/DRK 
SMl'/SG R HND FPC/121011C0141159TTCIl3 MNU/AS-375145249 
SOC/375145249 
NIC/W146203706 

WA1230000 
OLN/3486256l OLS/MD OLY/80 
OFF/HOMICIDE-WILLFUL KILL-POL OFF-GUN DOW/l20182 OCA/23875 
MIS/ ARMED AND DANGEROUS NOEX lV-EST OF MS 
NIC/Wl46203706 

WAl230000 
ORI IS ANY CITY PD MD 
LIC/ ABCl2) LIS/MD LIY/80 LIT/PC 
VIN/ 2Y27H5L100000 VYR/75 VMA/PONT VMO/VEN VST/2D VCO/BLU 
DOB/101250 
SMT/CAUL L EAR TAT R ARM 
OLN/ CA12345678 CA 80 
LIC/ DFE987 MD 80 PC 
NIC/W146203706 

WA1230000 
VIN/ 3J57K5DOl2345 75 OL~~CUT 2T BLU 
LOCATED/l20582 AK0099900 46892 NOEX 
AKA/DEER, JIM 
NIC/W146203706 
IMMED CONFIRM WARRANT AND EXTRADITION WITH ORI 
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NCIC OPERATING MANUAL 

5.2 Requirements for Inquiry 

WANTED PERSON FILE 
SECTION 5--INQUIRY 

PART 7 

An inquiry of the Wanted Person File may be made by name and one, more than one, 
o!r all of the following numeric i.dentifiers: complete date of birth, including 
month~ day, and year; FBI number; miscellaneous number; Social Security number, 
and operator's license number, with each data element preceded by the proper 
message field code. Also, an inquiry may be made by name and originaftng agency 
case number only or NCIC number only, with each data element preceded by the 
proper message field code. 

When the inquiry contains a name and complete DOB as the only numeric identifier, 
a name search is generated. Sex and race shoulp be ,included to minimize multiple 
hits by limiting the scope of the name search. Including sex will cause the NCIC 
computer to search only those records containing the same sex code as the sex 
code in the inquiry. Also, the inclusion of race in an inquiry will limit the 
search made by the NCIC computer. Following is a list of the Race Field codes 
and the race codes that will be searched when each is included in an inquiry. 

RACE IN INQUIRY RACE CODES SEARCHED 

A (Asian or Pacific Islander) A, B, I, U, and W-
I (American Indian or A, B, I, U, and W 

Alaskan Native) 
B (Black) A, B, I, and U 
W (White) A, I, U, and W 
U (Unknown) A, B, I, U, and W 

When the inquiry contains a name and a numeric identifier other than DOB, i.e., 
the Social Security number, FBI number, etc., a name search is-~ generated. 
In this situation, only the numeric identifier is searched, not the name. 
Including sex and race in this inquiry will not confine the search. 

When the inquiry contains a Mme, DOB, and another numeric identifier(s), the 
computer searches the other nUmeric identifier(s) first~ The DOB with the 
name is searched last. 

5.3 Additional Guidelines for Inquiries 

When only Gne numeric identifier is used in a Wanted Person File inquiry, the 
response(s) will include only the record(s) on file containing that specific 
numeric identifier. For example, if an inquiry contains only the FBI number, 
the response(s) will include the record(s) on file with that FBI number even 
though there may be other reco;r:ds on file for the same individual which do not 
contain that particular FBI number. 

An agency making an inquiry with limited personal descriptors should make a second 
inquiry using all available identifiers contained in the response record(s) to 
ensure the receipt of all records on file which could possibly pertain to the 
person in question. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 
SECTION 5--INQUIRY 

5.4 Inquiry of Wanted Person File Using Vehicular Data 

PART 7 

A QV inquiry by license plate number, license plate state, and/or vehicle 
ident~fication number, and, when available, vehicle make will also identify a 
wanted person or missing person record into which the vehicular and/or license 
plate data has been entered. It is also possible to make an inquiry of the 
Wanted Person File using message key code QW with license plate number, license 
plate state, and/or vehicle identification number and, when available, vehicle 
make. An inquiry of this type will also check the Missing Person, Vehicle, and 
License Plate Files. It is not necessary to include name in this type of inquiry. 

5.5 Located Data in Positive Response 

If the subject of a wanted person record has been apprehenden/located and a 
locate message has been transmitted, apprehension/locate inf!ormation will 
appear near the end of the record printout following the word "LOCATED". This 
information will contain the date of apprehension/location, apprehending/locating 
agency's identifier, apprehending/locating agency's cas'e number, and extradition 
data, that is, EXTR or NOEX. Entry of a locate message in the Wanted Person 
File record does not change the message key (MKE) code translation for EW or ET 
when the subject will not be extradited (NOEX). However, when the subject will 
be extradited (EXTR) the MKE will translate indicating the located status 
(Apprehension/locate information appears in the example in Section 5.1). 

5.6 Procedures for Handling a Hit 

When an agency receives a record(s) in response to an inquiry and the whereabouts 
of the person inquired upon is known and the person inquired upon appears to be 
identical with the subject of one or more of the records, the agency that can 
arrest the wanted person must contact the originating agency of each record 
possibly identical with the person in question to confirm the hit(s) prior to 
taking the person into custody. An exception to this is if a hit record contains 
an extradition limitation in the Miscellaneous (MIS) Field and the agency finding 
the wanted person is outside the geographic area of extradition indicated in the 
:record, the hit on that (cecord should not be confirmed. However, if the code NOAH 
(Notify ORI of all Hits) is in the MIS Field of the record, contact the ORI of the 
record and furnish details concerning the inquiry_ 

When an agency receives a record(s) in response to an inquiry and the whereabouts 
of the person inquired upon is not known, the hit(s) should not be confirmed. 
However, if the code NOAH (Notify ORI of All Hits) is in the MIS Field of the 
record, contact the ORI of the record and furnish details concerning the inquiry. 

liTo confirm the hit" means to verify with the ORI of the-record that the warrant 
is still outstanding, the person inquired upon is identical with the subject of 
the record and to obtain extradition information. 

The NCIC Advisory Policy Board has approved procedures whereby system discipline 
requirements for hit confirmation response are outlined and failure to comply can 
be identified. These procedures are as follows: 
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NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 
SECTION 5--INQUIRY 

5.6 Procedures for Handling a Hit (Continued) 

1. 

2. 

3. 

4. 

Upon receipt of a hit confirmation request, the originating agency 
(ORI) of the record must lvithin ten minutes furnish a subs tantive 
response, i.e., a positive or negative confirmation or notice of the 
specific amount of time necessary to confirm or reject. 

, 
A requesting agency not receiving e Qubstantive response within 
ten minutes should generate a second request. 

If the agency generating the second request again fails to receive a 
substantive response within ten minutes, the agency will then generate 
a message to its own control terminal and 'the control terminal of the 
agency that originated the record with a copy to be sent to FBI NCIC, 
ORI/DCFBIWAOO. No action will be taken by FBI NCIC unless the two 
control terminal officers cannot resolve the matter. 

The control terminal officer, or his designee, of the originating 
agency will institute appropriate actfon to ensure proper response and 
compliance to system standards and this may include the canceling of 
records. Failure on the part of any control terminal to ensure such 
compliance will be brought to the attention of the Advisory Policy 
Board by FBI NCIC. 

If a positive response (hit) includes vehicle or license plate data in the 
wanted person record, the Vehicle File should be queried to ascertain if the 
vehicle and/or license plate is stolen. 

Any agency that, following confirmation of a hit(s) apprehends a person based on 
a record indexed in NCIC, except the agency whose ORI is stored in the record, 
must transmit a locate message for each record that was hit and confirmed with 
the ORI of the record. A locate message should not be transmitted for a record 
if the record contains an extradition limitation and the agency that finds the 
wanted person is not physically located within the geographic area of extradition 
indicated in the record. See Part 7, Section 6.1, for locate procedures. 
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NCIC OPERATING MANUAL PART 7 

6.2 

6.3 

WANTED PERSON FILE 
SECTION 6--LOCATE 

What Agency Must Use a Locate Message 

Any agency that apprehends or locates a person who is indexed in the NCIC Wanted 
Person File, except the agency that entered the record, must place a locate 
message on the wanted person record(s). When an agency receives a record or 
multiple records in response to an inquiry, the inquiring agency must contact 
the ORI of each record possibly identical with the person in question to confirm 
the hit(s). Following confirmation with the originating agency(s), a locate 
message must be transmitted for each record on file for the subject. 

Example of a Locate Message for a Wanted Person Record 

LW.WA1230000.NAM/DOE, JOHN J.NIC/W146203706.l20582.8592.EXTR(EOT) 

Acknowledgment: 

WAl230000 
LOCATED NAM/DOE, JOHN J NIC/W146203706 

The above locate example contains: message key (LW) , apprehending/locating 
agency's identifier (WA1230000), two record identifiers (NAM/DOE? JOHN J and 
NIC/W146203706), date of .a.pprehension/J.ocation (120582), apprehending/locating 
agency's case number (8592), extradition information (EXTR), and the end of 
transmission character (EOT). 

Identification of Record to Receive Locate 

The record to receive a locate must be identified by either name and NCIC number 
in that order or name and originating agency case number in that order, with each 
data element preceded by the proper message field code. The name used in 
identifying the record to receive the locate mus~ be set forth with the exact 
spelling and spacing as shown in the record on file. Note that the case number 
(OCA) used as an identifier will be that of the agency that entered the record, 
as shown in the record received .from NCIC in reply to the apprehending/locating 

. agency's inquiry. 

6.4.1 Locate Procedure 

Following the two record identifiers, date of apprehension/location, apprehending/ 
locating agency's case number, and the appropriate abbreviation EXTR or NOEX are 
next entered in'that order without field codes. The date of apprehension/location 
must be entered or the locate message will be rejected. The apprehending/locating 
agency's case number should be entered as this will ensure that complete apprehen­
sion/locate information is in the record. When contacting the originating agency 
to confirm the warrant, extradition information must be obtained to include in the 
locate message. In the response to any subsequent inquiry on the located record, 
the date of location, locating agency's ORI, locating agency's case number, and 
extradition information will be appended to the wanted person record following 
the word "LOCATED/". 
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NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION 6 .... ··LOCATE 

6.4.1 Locate Procedure (Continued) 

The originating agency has the responsibility of immediately advising an 
apprehending/10catins agency concerning extradition of the individual when 
contacted about the apprehension/location. 

In instances where an originating agency (ORI) receives information that an 
apprehending/locating agency(s) will not honor the extradition of an individ­
ual, the ORI must initiate a modify message to include in the Miscellaneous 
(MIS) Field of the record the words "WILL NOT EXTR FROM (indicate limitations)." 

6.4.2 Use of EXTR in Locate Message 

6.4.3 

6.5 

EXTR, an abbreviation for extradition, must be included in the locate message 
when: 

1. The agency that entered the record advises ,that the apprehended/located 
person will be extradited. 

2. The person is wanted by a Federal agency and has been apprehended/ 
located by Federal or local authorities. 

Use of NOEX in Locate Message 

NOEX, an abbreviation for no extradition, must be included in the locate 
message when: 

1. The agency that entered the record advises that the apprehended/located 
person will not be extradited based on circumstances at the time of 
apprehension/location. 

2. The apprehending/locating agency has received no information concerning 
an extradition decision after making'a concerted effort to obtain such 
information. 
\) 

In a few instances a wanted person may be apprehend;ed/located more 
than once without extradition taking place because of the expense, 
the distance involved, or other reasons. One locate message can be 
made a permanent part of an NCIC wanted person record. 

Located, as used in items 1 and 2 of the-paragraphs concerning the use 
C)f EXTR and NOEX, includes situations when the wanted person has been 
found, such as in prison, a mental institution, decea~ed, and the 
agency finding the person contacts the ORI and the ORI advises that 
the person will or will not be extradited. 

Second Locate Automatically Purges Wanted Person Record 

The complete w~ted person record, including all supplemental data, is auto­
matically removed from file at the time the second locate message is placed 
on 'the record. The ORI of the record and the control terminal servicing 
the ORI are adv~sed when this occurs. 
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NCIC OPERATING MANUAL PART 7 
WANTED PERSON FILE 

SECTION 7--CLEAR 

7.1 When to Use a Clear Message 

7.2 

Clearance of a record is restricted to the agency th8t entered the record. 
clear message is transmitted: 

1. When the agency apprehending the wanted person is the agency that 
entered the record. 

2. When the agency that entered the record is officially advised that 
the wanted person is in custody of another agency. 

Example of a Clear Message for a Wanted Person Record 

A 

CW.MDI012600.NAM/DOE, JOHN J.NIC/Wl46203706.120582.WA1230000.8592(EOT) 

Acknowledgment: 

MDl012600 
CLEAR NAM/DOE, JOHN J NIC/Wl46203706 

The above clear example contains: message key (CW) , originating agency's 
identifier (MDl012600), two record identifiers (NAM/DOE, JOHN J and 
NIC/W146203706), date of apprehension (120582), the apprehending agency's 
identifier (WA1230000), apprehending agency's case number (8592), and end of 
transmission character (EOT). 

7.3 Identification of Record to Be Cleared 

The record to be cleared must be identified by either name and NCIC number in 
that order or name and originating agency case number in that order, With each 
data element preceded by the proper message field code. The name used in 
identifying the record to be cleared must be set forth with the exact spelling 
and spacing as shown in the record on file. 

7.4.1 Clear Pr~£~dures if Wanted Person Apprehended by Agency That Entered Record 

If the agency that entered the record apprehends the wanted person, only the 
date of apprehension must be entered following the two record identifiers. 
Thus, in the above example, the message would end after 120582. 

7.4.2 Clear Procedures if Wanted Person Apprehended by an Agency Other Than ORI 

If an agency other than the ORI of the record apprehends the wanted person, 
utilization of the following procedures will ensure that the cleared record 
contains complete apprehension data (date of apprehension, apprehending agency's 
identifier, and apprehending agency's case number). -

1. If the record being cleared is in a located status only the date of 
apprehension must be entered following the two record identifiers. 
Thus, the message in Section 7.2 would end after 120582. 

2. If the record 'being cleared is in an active status, the date of 
apprehension followed by the apprehending agency's identifier and the 
apprehendirtg agency's case number in that order without field codes 
must be entered after the two record identifiers. See message in 
Section 7.2. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

8.1.1 Entry of Supplemental Record to Wanted Person Record 

PART 7 

Entry of a1ias(es) and/or other additional identifiers as a supplemental record 
to a wanted person record (to be placed in NCIC by an entry separate from the 
wanted person entry) may be made only by the agency that entered the wanted 
person record. 

8.1.2 Example of a Supplemental Record Entry 

E~.MD1012600.NAM/DOE, JOHN J.OCA/23875.AKA/DEER, JIM.BUCK,ROBERT J.DOB/1q1250. 
091252.LIC/ABC654.MD.83.PC.LIC/DFE987.MD.83.PC.VIN/3J57K5D012345. 75.0LDS. CUT. 
2T.BLU.SMT/CAUL L EAR. TAT R ARM(EOT) 

Acknowledgment: 

MD1012600 
SUPP NAM/DOE, JOHN J OCA/ 23875 

The above supplemental record entry example contains: message key (EN), origi­
nating agency's identifier (MD1012600), two record identifiers (NAM/DOE, JOHN J 
and OCA/23875), and the supplemental data added to the record: two aliases 
(AKA/DEER, JIM and BUCK, ROBERT J), two dates of birth (DOB/101250 and 091252), 
two sets of license plate data (LIC/ABC654.MD.83.PC and LIC/DFE987.MD.83.PC) , 
vehicle information (VIN/3J57K5D012345.75.0LDS.CUT.2T.BLU), two sets of scars, 
marks and tattoos data (SMT/CAUL L EAR and TAT R ARM), and end of transmission , . 
character (EOT). 

8.1.3 Icentification of Wanted Person Record for Entry of Supplemental Record 

The wanted person record to which a supplemental record of a1ias(es) and/or 
other additional identifiers is to be added must be identified by either name 
and NCIC number in that order, or name and originating agency case number in 
that order, with each data element preceded by the proper message field code. 
Identifiers used in above example are name and originating agency case number. 
The name used in identifying the record to which a supplemental record is to be~ 
added must be set forth With the exact spelling and spacing as shown in the 
record on file. 

8.1.4 Fields in a Supplemental Record 

The Alias Field and all other additional identifying data fields which may be 
included in a supplemental record are listed on the following page with their 
field codes and the maxim~ number of aliases and/or additional identifiers that 
may be added to a wanted person record. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

8.1.4 Fields in a Supplemental Record (Continued) 

FIELD 

Alias 

Date of Birth 

Scars, Marks, Tattoos, etc. 

Miscellaneous Number 

Social Security Number 

Operatoris License Number, State, 
and Year of Expiration (Entered 
as a set) 

FIELD 
CODE 

AKA 

DOB 

SMT 

MNU 

SOC 

OLN 

License Plate Number, State, Year LIC 
of Expiration, and Type (Entered 
as a set) 

\; 

Vehicle Identification Number, VIN .. 
Year, Make, Model, Style, and 
Color (Entered as a set; Model 
and Color not required for entry, 
but should be entered if known) 

8.1.5 Additional Guidelines for a Supplemental Record Entry 

PART 7 

MAXIMUM NUMBER 
PERMITTED 

99 

9 

9 

9 

9 

9 

9 

9 

After the wanted person record has been identified, each field included in a 
supplemental record entry, except those entered in sets of data, must be identi­
fied by the appropriate field icode followed by a slash and the item.(s) of data. 
The data elements must be separated by a period and each field must be ended 
with a period. Fields that are not a part of sets of data may be entered in 
any order in a supplemental record entry. 

The Operator's 'License Number, License Plate Number, and Vehicle Identification 
Number Fields in the supplemental record format are multiple element data fields; 
that is, these fields have more than one data element ~ollowing the field code 
and slash and are entered in sets. Each set ~f data must be preceded by the 
appropriate field code followed by a slash. The data elements within a set of 
data must be entered in sequence after the slash, and each data element must 
be accounted for. 

The field in the ma:1.n record must be filled before any supplemental entry for 
that same field will be accepted. For example, any attempt to enter a Social 
Security number in a supplemental record will be rejected as a format error 
if the main record does not conta,in a Social Security number in the Social 
Security Number (SOC) Field. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

8.1.5 Additional Guidelines for a Supplemental Record Entry (Continued) 

PART 7 

All numeric identifiers excluding originating agency case number and miscel­
laneous number(s) are to be entered omitting spaces, hyphens, and symbols. A 
hyphen. may be used in the Originating Agency Case Number (OCA) Field and a 
hyphen must be used to separate the two alphas from the number itself in the 
Miscellaneous Number (MNU) Field. 

\Vhen a supplemental record entry contains data concerning a person, a vehicle, 
or a license plate already on file in a Missing Person, Wanted Person, Vehicle, 
or License Plate File record, the agency making the supplemental recor,d entry 
will be furnished the record in file at the time the supplemental record entry 
message is acknowledged. 

See Code Manual, Part 4--Personal Descriptors for appropriate coding of 
personal identifiers. 

8.1.6 Alias (AKA) Field in a Supplemental Record Entry 

Field code AKA followed by a slash is used to identif~~an alias(es). An alias 
includes any names in which the surname is different from the surname in the 
NAM Field and any surname spelli~g variations. Name spelling variations of the 
first or middle names can only be shown as an alias if the surname changas, 
i.e., NAM/Thompson, Robert and AKA/Thomson, Bob. Aliases are to be listed with 
the last name, comma (space after comma is optional), first name or initial, 
space, middle name or initial, if any, space, and suffix meaning seniority, if 
any. Aliases and/or variations in name spelling must be separated by a 
period without repeating the message field code AKA. Nicknames (monikers) are 
to be entered in the Miscellaneous Field, not in the Alias Field of the wanted 
person record. See Code Man.ual, Part 4, for further guidelines for coding of 
aliases. ' 

8,,1.7 Operator's License (OLN) Field in the Supplemental Record Entry 

Field code OLN followed by a slash is used to identify additional operator's 
license data in an entry. The three data elements making up this field are: 
operator1s license number, state of issue, and year of expiration. All three 
elements must be inclu.ded in the order listed in the format and must be 
separated by a period, for example, OLN/L23{526677238. VA. 80. In the event 
more than one operator's license is to be entered at the same time, each set 
of 'operator's license data must be preceded.by message field code "OLN/". 

() 

8.1.8 License Plate Field in a Supplemental Record Entry 

Field code LIC followed by a slash is used to identify additional license plate 
data in an entry. This field contains four data elements: license plate num­
ber, state of issue, year of expiration, and type. Elements must be entered in 
the order listed in the format and must be separated by a period; for example, 
LIC/CBA321.MD.80.TK. In the .. event mOl!e than one set of license plates is to be 
included in one supplemental message, each ,pet of license'plate data must be 
preceded by message field code "LIC/". . 
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NCIC OPERATING MANUAL 

WANTED PERSON FILE 
SECTION 8--SUPPLEMENTAL RECORD :L)' 

J .... 8.1. 9 Vehicular Data in a Supplemen.tal Record En~"!"y 

PART 7 

'I Field code VIN followed by a slash is used to identify tm additional vehicle 
fJ in c. supplemental entry • This field c1.mtains six data elements: vehicle 
~ identification number, year, make, model, style, and color. The vehicle 

I
· identification number, year, make, and style are required for entry. However, 
~n model and color should be entered in proper order when available. Elements 

must be separated by periods and each element must be accounted for. For ex-
) ample, an entry might appear as follows: VIN/IL69X6J023456.76.CHEV.IMP.4D.BLK. 
~ or VIN/lD37Q6R001225.76.CHEV •• 2D •• In the event data related to other vehicles 
~ is entered at the same time, each set of, vehicular data must be preceded by 
! message field code "VIN/". 
I'n 

1\1) 

j 

10 

\~ 

, (-
, .~ .... 
I 

J 

~ 
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8.1.10 Additional Identifying Data in a Supplemental Record Entry 

Additional dates of birth; scars, marks, and tattoos, etc.; m1scellanl::ous num­
bers; and Soel.al Security numbers follow the field codes DOB/, SMT!, MNu/, and 
soc/, respectively, without repeating the message field code and separated only 
by periods. For example, an entry might include: DOB/Ol0257.082355.SMT/sc 
L CHK.POCKMARKS.MNU/AF-2252333.S0C/303055378. 

8.1.11 Number of Additi0nal Identifiers in a Supplemental Record 

A maximum of 99 AKAs and nine DOBs~ SMTs, MNUs, SOCs, OLNa, LICD, and VINs may 
be added to a wanted person record. For example, a record relating to JOHN 
HARRY DOE might have an appended supplemental record of aliases and other 
additional identifiers consisting of three o that.' names (AKAs), nine dates of 
birth, five scars, two miscellaneous numbers (an Army Serial number and a 
Mariner's Document number), two sets of data describing operator's licenses 
known to have been issued in two states, three sets of data describing license 
plates known to have come into his possession, and one set of data concerning 
an automobile known to be in his possession. Entry of this additional data 
would require several supplemental record entry messages as all of these 
additional identifiers could not be included in one supplemental record entry 
message as indicated in 8.1.12.° 

8.1.12 Maximum Number of Additional Identifiers in, a Supplemental Entry 

A maximum of nine additional identifiers of various kinds may be entered in 
one supplemental record entry message. Additional messages are required if 
more identifiers are to be entered. Each alias (or variation of name 
spelling); date of birth; scar, mark, tattoo, etc., miscellaneous num~er; 
or Social Security number is counted as one identifier. Each set of data 
relating to an operator·s,license, a license plate, or a vehicle is likewise 
counted as one identifier. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 8-~SUPPLEMENTAL RECORD 

PART 7 

8.2 Modification of Alias(es) and/or Other Identifiers in a Supplemental Record 

No one-step procedure is available to modify an alias or other identifier in 
a supplemental record to a wanted person record. 

To mndify (change) an alias or other identifier in a supplemental record to a 
wanted person record, cancel the incorrect alias or other identifier and 
reenter correctly. Follow the cancellation procedure set forth in Sections 
8.3.1 thru 8.3.4, and then follow the procedures set forth in Sections 8.1.1 
thru 8.1.12 to enter the correct alias or other identifier. 

8.3.1 Example of Supplemental Record Alias and Other Identifiers Cancellation 

XN.MD1012600.NAM/DOE, JOHN J.NIC/W146203706.AKA/BUCK, ROBERT J.DOB/09l252. 
LIC/ ABC654.MD. 83.PC (EOT) . 

Acknowledgment: 

(}I 
I 

MDl012600 r 
CANCEL SUPP NAM/DOE, JOHN J NIC/W146203706 

AKA/BUCK, ROBERT J 
DOB/09l252 
LIC/ ABC654.MD.83.PC 

The above example of a cancellation of an alias and other additional identifiers! ) 
in a supplemental record to a wanted person record contains: message key (XN), '( 
originating agency's identifier (MDl012600), two record ideriiifiers (NAM/DOE, 
John J and NIC/W146203706), data to be canceled (alias--AKA/BUCK, ROBERT J, 
date of birth--DOB/09l252, four fields of license plate data--LIC/ABC654.MD. 
83.PC), and end of transmission character (EOT). 

8.3.2 Identification of Record for Cancellation of Additional Identifiers 

Wnen canceling an alias(es) and/or other additional identifiers contained in a 
supplemental record, the wanted person record to which the supplemental record 
is appended must be identified by either name and NCIC number in that order or 
name and originating agency case number in that order, with each data element 
preceded by the proper message field code. Example shown uses name and NCIC 
number. Next comes the supplemental data to be canceled, with each field 
preced~d by the proper message field code. 

i 8.3.3 Maximum Number of Additional Identifiers in a Cancel Messa~ 

A maximum of nine identifiers of various kinds may be canceled in one cancel 
message. Additional messages are required if more tha~ nine identifiers are 
to be canceled. Each alias (or name spelling variation); date of birth; scar, 
mark, tattoo, etc.; miscellaneous number; or Social Security number is counted 
as one identifier. Each set of operator's license, license plate, or vehicle 
data ,(multiple data element fields) is counted as one identifier. 
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NCIC OPERATING MANUAL 
WANTED PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

8.3.4 Additional Guidelines for Cancellation of Supplemental Data 

PART 7 

Aliases; dates of birth; scars, marks, tattoos, etc.; miscellaneous numbers; 
and/or Social Security numbers to be canceled are to be set out in the cancel 
message in the same manner as in a supplemental record entry. That is, more 
than one identifier of the same type may follow the message field code (MFC) 
without repetition of the MFC. However, character for character each identi­
fier to be canceled must be set out exactly as it appears in the supplemental 
record on file. 

Each set of operator's license or license plate data (multiple data element 
fields) must be preceded by OLN/or LIC/, respectively, and all data elements 
of the set must appear exactly as they appear in the supplemental record on 
file. When canceling vehicle data, only the vehicle identification number and 
make are required following "VIN/", with a period to account for the interven­
ing VYR Field. For example, a cnacellation of the first vehicle entry example 
shown in Section 8.1.9 would appear as follows: VIN/1L69X6J023456 •• CHEV. 

When a Wanted Person File record is canceled, its entire supplemental record 
is automatically canceled. 

7-29 
12-5-82 



NCIC OPERATING MANUAL PART 8 
.MISSING PERSON FILE 

SECTION l--INTRODUCTION 

1.1 Criteria for Entry in File 

1. A person of any age who is missing and under proven physical/mental 
disability or is senile, thereby subjecting himself/herself or others to 
personal and immediate danger (Message key EM-D--"D" represents Disability). 

2. 

3. 

A person of any age who is missing and in the company of another person 
under circumstances indicating that his/her physical safety is in danger 
(Message key EM-E--"E" represents Endangered). 

A person of any age who is missing under circumstances indicating that the 
disappearance was not voluntary, i.e., abduction or kidnapping, (Message 
key EM-I--"I" represents Involuntary). 

4. A person who is missing and declared unemancipated as defined by the laws 
of his/her state of residence and does not meet any of the entr~ criteria 
set forth in 1, 2, or 3 above (Message key EM-J--"J" represents Juvenile). 

C 1.2 Missing Person Entry Categories 

( 

c 

A hyphen and one character must be added to the message key (MKE) of an entry 
message to indicate which of the four categories in 1.1 above applies to the 
missing person being indexed in file. The characters will be D, E, I, or J 
corresponding to the definitions set forth in 1.1 above, respectively, and will 
serve as a positive statement that the entering agency has documentation (see 
examples in following paragraph) in ~ts p~ssession (from a source other than the 
investigating police agency) at the time of entry supporting the stated conditions 
under which the person is declared missing for NCIC purposes. This documentation 
in the record will be reassurance that the rights to privac'y of the individual 
will not be violated. 

Examples of acceptable document.ation are: a written statement from parent* or 
legal gu&\rdiaJ!.* confirming ,that the person is missing and verifying his/her date 
of birth; a written statement from a physician* or other authoritattve source 
corroborating the miSSing person's physical/mental disability; or a written 
statement from parent*, legal guardian*, family member* or other authoritative 
source advising that he/she is in the company of another person under circum­
stances indicating that his/her physical safety is in danger or that the missing 
person's disappearance was not voluntary. 

1.3 Message Key (MKE) Codes 

lofessage 
Entry 

MiSSing 
Person MKE 

EM-D 
EM-E 
EM-I' 
EM-J 

Translation 
MISSING PERSON - DISABILITY 
MISSING PERSON ENDANGERED 
MISSING PERSON - INVOLUNTARY 
MISSING PERSON - JUVENILE 

*Examples of "source other than the investigating police agency." 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTTON 1--INTRODUCTION 

1.3 Message Key (MKE} Codes (Continued) 

Message 

Modify 
Locate 
Cancel 
Clear 
Inquiry 
Test Inquiry 
Entry of supplemental 

record of. aliases 
and/or additional 
identifiers 

Cancellation of 
supplemental record 

Miss"!ng 
Pers-on 1iKE 

1'lM 
U1 
XM 
CM 
QW 
ZW 
EMN 

XMN 

1.4 Retention Period for Missing Person Records 

PART 8 

Tr~ns.la.tton 

A missing person record entered with message key EM-D, EM-E, or EM-I is retained 
indefinitely until action is taken by the originating agency to cancel or 
clear the record. 

A record entered with message key EM~J for an unemancipated juvenile will be 
retained until the missing person reaches the age of emancipation as defined by 
the statutes of his/her state of residence. When the missing person reaches 
the age of emancipation, his/her record will be suppressed and then purged from 
NCIC during the next file purge and reorganization. A suppressed record is 
accessible to any agency inquiring by NrC number. 

An exception to record retention periods will occur in the event a serious 
error is detected in the record on file. See Introduction, Section 4.2.2, for 
complete procedural information concerning serious errors. 

See Introduction, Section 4.9, for complete information concern~ng NCIC File 
reorganization and purge schedule. 

1.5 Automatic Purge 

A missing person record will be purged from file immediately upon receipt of a 
locate message. The ORI of the record and the control terminal servicing the 
bRI will be notified that the record has been purged. 

The other automatic purges of missing person records is of those concerning 
juveniles who reach the age of emancipation as explained in 1.4 above, and 
those records in which the only searchable identifier is an expired license 
plate as explained below. 
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NCIC OPERATING MANUAL 
PART 8 

MISSING PERSON FILE 
SECTION 1--INTRODUCTION 

1.5 Automatic Purge (Continued) 

Data in the License Plate Number (LIC), License Plate Year of Expiration (LIY), 
and License Plate Type (LIT) Fields in a mi~sing person base record or 
supplemental record will be purged one year after the license plate expires 
as indicated in the LIY Field. 

When the only searchable identifier in a Missing Person File record is an 
expired license plate, the entire record will be purged. A listing of purged 
Missing Person File records will be forwarded to the appropriate control 
terminal agencies for dissemi.nation ,to the originating agencies. 

A nonexpiring license plate (LIY/OO) contained in a Missing Person File 
record will remain in file until action is taken by the orig·inating agency to 
remove the license data or clear or cancel the entire record. 

Use:t;'s will not be furnished a listing of records from which expired license 
data is purged. 

1.6 Validations 

Validation printouts and magnetic tapes are prepared as of 0400 EST (or EDT) 
on the first ~riday in March and September. 

Validation printouts or tapes will list all active Missing Person File records 
as well as missing person records generated by the state's participation in 
the $.8. Program. 

1.7 Missing PerSion Message Field Codes and. Edits 

Field 

Message Key 

Originating Agency 
Identifier 

Name 

Sex 

Race 

Place of Birth 

Code 

MKE 

ORI 

NAM 

SEX 

RAC 

POB 

Edits 

Must be valid message key. 

Must be a valid NCIC-assigned ORI. The first 
two characters must be a1phabetics and must 
check with the line number for the state as 
assigned by the NCIC computer. 

Minimum of five and maximum of thirty charac­
ters including a1phabetics, one comma, 
hyphen(s), and spaces; comma must follow 
last no more than one space after comma. 

M~st be one character, F or M. 

Must be one character, A, B, I, U, or W. 

Must be two-character alphabetic code as 
listed in Part 4 if the Code Manual. 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION l--INTRODUCTION 

PART 8 

1.7 Missing Person Message Field Codes and Edits (Continued), 

Field 

Date of Birth 

Date of Emancipation 

Height: 

Weight 

Eye Color 

Hair Color 

FBI Number 

Skin Tone 

Scars, Marks, and 
Tattoos 

DOB 

DOE 

HGT 

WGT 

EYE 

HAr 

FBI 

SKN 

SMT 

Edits 

Must be six numeric characters representing 
month, day, and year in that order. Days 
cannot be more than maximum for the month. 

Must be six numeric characters representing 
month, day, and year in that orueL'. Days 
calIDot be more than maximum for the month. 
MUst be later than the current date but 
not lD,'Jre than 21 years later than the date 
of birth. This is a mandatory field when 
the message key code EM-J is used. Must be 
left blank for other MKEs. 

Must be three numeric characters. 

Must be three numeric characters. 

Must be a three-character alphabetic code 
as listed in Part 4 of the Code Manual. 

Must be a three-character alphabetic code 
as' listed in Part 4 of the Code Manual. 

I May be one to nine characters. May be up to 
seven' numerics; or One to six numerics 
followed by an alphabetic character A thru 
H; or one to six numerics followed by an 
alph~betic character J thru Z, followed 
by one or two check digits; or one to six 
numerics followed by two alphabetics 
followed by one check digit. If the number 
contains'one alphabetic character (J-Z), the 
check digit (s) will be 1 to 11. If the 
number contains two alphabetic characters, 
the first alpahabetic cannot be B, G, I, 0, 
Q, S, U, Y, or Z, the second alphabetic must 
be A, B, or C, and the check digit will 
be 0 to 9. The alphabetic characters I and 
o are always invalid. 

Must be a three-character alphabetic code 
as listed in Part 4 of the Code Manual. 

Must be a valid code as listed in Part If 
of the Code Manual. 
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MISSING PERSON FILE 
SECTION 5--INTRODUCTION 

PART 8 

Missing Person Message Field Codes and Edits (Continued) 

Field 

Fingerprint Classification 

Miscellaneous Number 

Social Security Number 

Operator's License Number 

Operator's License State 

Operator's License Year of 
Expiration 

Mis~ing Person Field 

Dat~ Missing 

o 

Code 

FPC 

MNU 

SOC 

OLN 

OLS 

OLY 

MNP 

DTM 
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Edits 

Must be 20 alphabetic and/or numeric 
characters which must be valid codes 
from Part 4 of the Code Manual. If 
first character of any finger is 
numeric, second character must also 
be numeric. Codes 00 and 50 may 
not be used. 

Minimum of four Ia.nd maximum of 15 
characters. The: first two charac­
ters must be a 'J'alid two-character 
alphabetic code as listed in Part 4 
of the Code Manual. The third 
character must be a hyphen. Entry 
of one zero on.ly or a run of zeros 
is prohibited in positions 4 
through 15. Cannot make entry with 
Originating Agency Police or Identi­
fication Number (prefix code OA) in 
MNU as only 'numeric identifier in 
the record. 

Must be nin.e numeric characters not 
less than 001010001. The use of an 
8 or 9 as the first character or 00 
in the fourth and fifth positions 
is prohibited. 

Must not, be more than 20 alpha­
numeric characters. One zero only 
or a run of ze't"os only:nay not be 
used. 

Must be a two-character alphabetic 
code. See Part 6 of the Code 
Manual. 

Must be two numeric characters. 

Must be the two alphabetic charac­
ters liMP". 

Must be six numeric characters 
representing month, day, and year 
in that order. Cannot exceed date 
entered. 



'. 

NCIC OPERATING MANUAL 
PART 8 

1.7 

MISSING PERSON FILE 
SECTION l--INTRODUCTION 

Missing Person Message Fi.eld Codes and Edits (Continued} 

Field 

'0 

Originating Agency Case Number 

Miscellaneous 

License Plate Number 

License Plate State 

License Plate Year 
of Expiration 

License Plate Type 

Vehicle Identification Number 

Vehicle Year 

Vehicle Make 

f\ 
" 

Code 

OCA 

:HIS 

LIC 

LIS 

LIY 

LIT 

VIN 

VYR 

VMA 

8-6 
12-::5-82 

Edits 

Maximum of nine alphabetic and/or 
numeric characters. Must not 
contain a single zero only, a run 
of zeros only, the word NONE, or the 
first seven characters of the ORI 
Field. 

Maximum of 117 characters. MIS 
Field cannot be ,blank if VMA is 
AERO, ATV, CYCL, SPEC, TRLR or 
TRUK. 

UNK, UNKN, or UNKNOWN is invalid. 

Must be two-character alphabetic 
code as listed. :\:n Part 6 of the 
Code Manual. 

Must be current year, current 
year minus one, later than current 
year, or 00. « 

~ 

Must be valid code as listed in 
Part 8 of the Code Manual. 

Single zero only, run of zeros 
only, sing1e alphabetic only, or 
all alphabetics only, indicating 
vehicle identification number is 
not known, cannot be used. For 
additional edits on VIN Field, see 
Pa~t 1, Section 9, of this manual. 

Must be two numeric characters, no 
more than one year beyond the 
current model year. Must not be 00 -- ., 

o 

Minimum of two and maximum of four 
alphabetic characters. If the VMO 
is other than TL, the VMA must be 
a valid code listed in 'the Code 
Manual, Part 8. If the VMO is TL 
the VMA. must not: 1;>e the characters 
~,SM, ASMB, ASSE, ASSM, MB, MC, MK, 
MP, MS, NA, TK, TL, UNK, UNKN. XX, 
XXX, :xxxx, YY, YYY, YYYY, zz,· ZZZ, 
or ZZZZ. For additional edits on 
VMA Field, see Part 1, Section 1. 

() 
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NCIC OPERATING MANUAL PART 8 
MISSING PERSON FILE 

SEeTION l--INTRODUCTION 

1.7 Missing Person Message Field Codes and Edits (Continued) 

1.8 

Field Code 

Vehicle Model VMO 

Vehicle Style VST 

Vehicle Color veo 

NCIC Number NIC 

Criteria for Rejecting Duplicate Records 

Edits 

For edits on VMO Field, see Part 1, 
Section 1. 

If filled, must be a valid two­
character code. Additional VST 
Field edits can be found in Part 1, 
Section 1. 

Must be valid color code as listed 
in Part 8 of the Code Manual. If 
seven characters, fourth must be a 
slash (/). 

A self-checking number consisting 
of an alphabetic character ("M" in 
the Missing Person File) followed 
by nine numeric characters which 
is automatically assigned by the 
NCIC computer to each accepted 
record. Must have valid check-digits 
when used to identify record in a 
subsequent transaction. 

If the following fields of a missing person entry message are the same as those 
field codes of a record on file, the ~ecop.d entry wi~.l be rejected with the 
message "REJ ON FILE": FBI and ORI; Ml.'TiJ~ and ORI; SOC and ORI; OLN, OLS, and ORI; 
VIN, VMA, NAM, and ORI; LIC, LIS, LIY, LIT, NAM, and ORI (if the LIT Field in an 
existing record is blank, or in the case of modifications, if the missing person 
record being modified has a blank LIT Field, then the LIT Field is not used in 
the cfuplicate record check); OCA, NAM, and ORI; DOB, NAM, and OR!. 

Whenever the message "REJ ON FILE" is received, the record on file will also be 
transmitted. 

A duplicate record will be accepted if the ORI in the second entry is different. 
In this case, the first entry will be furnished as a response to the second 
entry. 

f) 

o· 
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NCIC O~ERATING MANUAL PART 8 
MISSING PERSON FILE 

SECTION 2--ENTRY 

2.1 Example of a Missing Person File Entry of an Unemancipated Person 

2.2 

EM-J.MDI012600.DOE, JOHN J.M.W.MD.I01265.101283.510.165.GRN.BRO •• FP~.SC R 
HND ••• 216343737 •••• MP.120l82.5439.LAST SEEN WEARING BLUE PANTS AND RED SHIRT(EO~) 

Acknowledgment: 

MDI012600 
NAM/DOE, JOHN J NIC/M000069216 

Mandatory Fields of Missing Person Entry 

Information in parentheses is from the above entry example. The following 
fields are mandatory to cause acceptance of a missing person entry into NCIC 
storage: message key (EM-J), originating ag~ncy identifier (MD1012600), name 
(DOE, JOHN J), sex (M), race (W), date of birth (101265) and date of emanci­
pation (101283) when the message key is EM-J, height (510), weight (165), hair 
color (BRO) , the characters "MP',~/ /~n the Missing Person Field, date missing 
(120182), originating agency caj~J.l number (5439), and at least one of the follow­
ing numerical identifiers when the message key is other than EM-J: complete 
date of birth including month, day, and year; FBI Identification Number; 
miscellaneous identifying number other than originating agency police or 
identification (OA) number; Social Security number; operator's license number 
with operator's license state and operator's license year of expiration; license 
plate number with license plate state, license plate year of expiration, and 
license plate type; or vehicle identification number with vehicle year, vehicle 
make, and vehicle style. The entry will be rejected if one of ·the mandatory 
fields is left unfilled or the transaction is not completed with the end of 
transmission character (EOT). 

For training and administrative purposes, agencies may enter test records into 
NCIC. The test record must contain 1) the letters "TEST" as the first four 
characters of the DCA Field; 2) the words "TEST RECORD" in the MIS Field; 
3) only fictitious names and numbers; 4) a blank FBI Number Field; and 5) the 
LIS Field code must reflect only that of the entering agency as using the LtS 
code for another state will generate unnecessary $.8. messages. 

( 2.3 Additional Guidelines for Missing Person Entries 

1. 

<: 

2. 

The enteri~g agency (ORI) must account for all fields in the Missing 
Person File--Record Format. If data pert&ining to a nonmandatory field 
is not known, place a period in the field to indicate that the information 
is unknown and proceed to the next field. Ensure that all available data 
called for in the rec.ord format is entered when the entry is made. 
Missio.g data obtained at a later time should be promptly added through 
the use of a "modify" message (MKE/MM). For entry of aliases and/or 
other additional identifiers as a supplemental record to a missing 
person record, see Section 8. 

Entry instructions for name; sex; race; date of birth; height; weight; 
eye color; hair color; FBI number; skin tone; scars'; marks, and tattoos; 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 2--ENTRY 

2.3 Additional Guidelines for Missing Person Entries (Continued) 

2. (Continued) 

PART 8 

fingerprint classification; miscellaneous number; Social Security number; 
and operator's license number can be found in Personal Descriptors, 
Part 4 of the Code Manual. Codes for entering the place of birth are in 
Part 6 of the Code Manual. 

3. To highlight that Race (RAC) Field code C means Chinese, the NCIC computer 
will translate RAC/C in the acceptance acknowledgment when it is used in 
an entry. For example: 

MDI012600 
NAM/DOE, JOHN NIC/Ml23456789'RAC/CHINESE 

4. If a date of birth is the only numerical identifier, it must be complete, 
including month, day; and year, or the entry will be rejected. Date of . 
birth is mandatory when the message key is EM-J. 

5. All numerical identifiers except the ariginating agency case number and 
the miscellaneous number are to be entered omitting spaces, hyp'~-~:t\5, and 
symbols. A hyphen may be used in the Originating Agency Case Nrimj~r (OCA) 
Field, and a hyphen is used to separate the first two alphabetics from the 
number itself in the Miscellaneous Number (MNU) Field. 

6. An ORI attempting to enter a record on a person it already has entered 
will receive a reject. An entry on the same individual will be accepted 
provided the originating agencies are different. The agency m~king the 
second entry will -receive the record already in file at, the time the 
second entry is acknowledged. This should lead to some kind of communi­
cation between the two agencies as valuable lead type information might 
be available. 

2.4 Date of Emancipation (DOE) Field 

The Date of Emancipati.on (DOE) Field is mandatory when the message key is EM-J. 
The DOE indicates the exact day that an unemancipated juvenile will reach the 
age of emancipation (majority) as defined by the statutes of his/her state of 
residence. The DOE cannot be more than 21 years later than the date of birth. 

A date of emancipation is entered in the sa~e manner as a date of birth, i.e., 
month, day, and year. For example, a missing person who was born on July 5 
1965, and is emancipated at the age of 18 years would. be entered in file wi~h 
DOB/070565 and DOE/070583. The DOE must be complete (include month, day~ and 
year) or the entry will be rejected. 

Most states have a fixed age of emancipation which is commonly referred to as 
the age of majority •. However, many states have exceptions which cause a person 
to become emancipated at an earlier age. For example, a .,person who is not 
marri:d and is unemancipated until he/she reaches the age of 18, may be 
emanc1pated at an earlier age if his/her marital status changes or if he/she 
enters the military. 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 2--ENTRY 

PART 8 

) 2.4 Date of Emancipation (DOE) Field (Continued) 

/ 

The exceptions concerning age of emancipation may be changed at any time by 
passage of state law(s). Before entering a record for a missing person who is 
a resident of another state, contact the NCIC Control Terminal Officer of that 
state to obtain information concerning the age of emancipation. 

2.5 Miscellaneous (MIS) Field 

2.6 

Aliases, vehicular data, dates of birth, Social Security numbers, and operator's 
license numbers should not be entered in the Miscellaneous Field. All addi­
tional searchable data should be entered in a supplemental record (MKE/EMN) as 
illustrated and explained in Section 8, as this procedure increases the chances 
of a hit on the record. Nicknames (monikers) are to be entered in the Mis­
cellaneous Field, not in the Alias Field of the missing person record. Infor­
mation in the Miscellaneous Field is not searchable. 

When an agency makes missing person entries on two or more missing persons who 
are known to be associating with each other, the agency should cross-reference 
each missing person record entry to the other. This can be done by placing the 
name and NCIC number (NIC) of each person's record in the Miscellaneous (MIS) 
Field of the other person's record with an appropriate explanatory note. An 
agency receiving the record on one of the missing persons will have the 
necessary information to obtain any other pertinent record(s). 

In a case in which the ORI believes that notification each time its record is 
"hit" will provide investigative leads, regardless of whether the person's 
whereabouts i..s known, the entering agency should place the code NOAH (Notify 
ORI of All Hi:ts) in the Miscellaneous (MIS) Field. 

Vehicle or License Plate Data 

A vehicle and/or license plate may be entered as part of a missing person 
record provided the location of the. vehicle and/or license plate is unknown 
and the entering agency has reasonable grounds to believe that the missing 
person may be operating the vehicle or a vehicle bearing the license plate. 

Mere knowledge or verification with the appropriate department of motor vehicles 
that a vehicle and/or license plate is registered to the missing person does 
not meet the criteria for entry of either or both as part of his/her record. 

In instances where the vehicle or license plate in a missing person entry has 
been stolen, a notation that the vehicle or license plate is stolen should 
be placed in the Miscellaneous Field. Also, a separate entry of the stolen 
vehicle, felony vehicle, or license plate should be made in the Vehicl: or 
License Plate Files by the agency possessing the theft report or hand11ng the 
felony investigation. 

The missing person and stolen vehicle or license plate recor;.ds should be 
cross-referenced in the Miscellaneous Fields. For example, the Miscellaneous 
Field of the missing person record might read "MAY BE A PASSENGER IN STOLEN 
VEH BELOW-SEE NIC/Vl23456789," and the Miscellaneous Field of the stolen 
vehicle record might contain "SEE NIC/M000069216". 
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SECTION 2--ENTRY 

2.6 Vehicle or License Plate Data (Continued) 

PART 8 

Should the missing person entry contain data about a vehicle or license plate 
which has already been entered in the Vehicle or License Plate Files, the agency 
making the entry will be furnished the vehicle or license plate record already 
in file at the time the missing person entry is acknowledged~ Receipt of this 
record should result in some type of communication between the two agencies as 
valuable lead-type information may be available. 

2.7· Vehicle or License Plate Data in the Missing Person Entry and the $.8. Program 

An agency making a missing person entry containing data on a vehicle or license 
plate registered in another state must advise the NCIC contr.ol terminal in the 
state of registry about such an entry if the state of registry is not a $.8. 
Program participant. Participants in the $.8. Program are all Canadian agencies 
and all states except the following: 

Hawaii 
Idaho 

;) 
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South Dakota 
Wyoming 

12-5-82 

! 
i 

I 
. I 

I 

; 
. ! 

\ ' 

(, 

I • 

CO) 

n 

\ 
l 

i iU'i 

~( 
! ~, 
1 

NCIC OPERATING MANUAL 

MISSING PERSON FILE 
SECTION 3--MODIFICATION 

3.1 What Agency May Use a Modification Message 

PART 8 

Modification of a record is restricted to the agency that entered the record. 
A modification message is used to add, delete, or change data in a missing 
person base record. 

3.2 Example of a Missing Person Record Modification 

MM.MD1012600.NAM/DOE, JOHN J .~!IC/M000069216.EYE/BRO(EOT) 

Acknowledgment: 

MD1012600 
MODIFY NAM/DOE, JOHN J NIC/M000069216 

The above modification example contains: message key (MM), originating agency's 
identifier (MD1012600), two record identifiers (NA}I/DOE, JOHN J and NIC/ 
M0000692l6), the field being modified and the data being changed (EYE/BRO), and 
end of transmission character (EOT). 

3.3 Identification of Record to Be Modified 

Record to be modified must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order, with each data 
element preceded by the proper message field code. The name used in identifying 
the record to be modified must be set forth with the exact spelling and spacing 
as shown in the record on file. 

3.4 Additional Guidelines for Missing Person Record Modifications 

To modify an alias(es) and/or additional identifiers previously appended to a 
missing person record by means of a supplemental record, sef'"',Section 8.2. 

\- ' 

3.5 Example of a Modification to Remove All Vehicular Data 

MM.MD10I2600.NAM/DOE, JOHN J.NIC/M0000692l6.LIC-VCO/.(EOT) 

Acknowledgment: 

l1J)1012600 
MODIFY NAM/DOE, JOHN J NIC/M000069216 

The above modification example which removes all vehicular data from the record 
contains:.message key (MM), originating agency's identifier (MD1012600), two 
record identifiers (NAM/DOE, JOHN J and NIC/M0000692l6), the fields being 
removed (LIC-VCO) immediately followed by slash period (/.), and the end of 
transmission character (EOT). 

8-13 
12-5-82 

'~-; 



-~----------~---~---------~~----~~--~---~~----- .. -

NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 3--MODIFICATION 

3.6 Explanation of Modification to Remove All Vehicular Data 

PART 8 

When a vehicle which was included in a missing person base record (see Record 
Format) is recovered prior to location of the missing person, a special 
modification message may be used to remove all vehicular data without 
identifying each individual field (see example on preceding page). The record 
to be modified must be identified by either name and NCIC number in that order 
or name and originating agency case number in that order, with each data element 
preceded by the proper message field code. The characters "LIe-VCO/." follow 
the two record identifiers. "LIC-VCO/." instructs the NCIC computer to delete 
the fields LIC through VCO inclusive, that is, LIC, LIS, LIY, LIT, VIN, VYR, 
VMA, VMO, VST, and VCO. 

3.7 Modification to Remove Part of Vehicular Data 

The special modification message explained in Section 3.6 above cannot be used 
to remove less than all of the vehicular data from a missing person base record. 
If only the four fields of license plate data (LIC, LIS, LIY J LIT) are to be 
deleted from the record, the usual modification procedure must be followed, 
with each field to be deleted explicitly set forth in the modify message. For 
example: 

MM.MD1012600.NAM/DOE, JOHN J.NIC/M000069216.LIC/.LIS/.LIY/.LIT/.(EOT) 

0 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 4--CANCELLATION 

4.1 When to Use a Cance11ation.Message 

PART 8 

Cancellation of a record is restricted to the agency that entered the record. 
A cancellation message is utilized when the entering agency determines that the 
record is invalid; for example, the parent or legal guardian of the missing 
juvenile withdraws the missing person report. 

4.2 Example of a Missing Person Record Cancellation 

XM.MD1012600.N~I/DOE, JOHN J.NIC/M000069216.120582(EOT) 

Acknowledgment: 

HD1012600 
CANCEL NAM/DOE, JOHN J NIC/M000069216 

The above cancellation example contains: message key (XM), originating agency's 
identifier (MD1012600), two record identifiers (NAM/DOE, JOHN J and NIC/ 
M000069216), date of cancellation (120582), and end of transmission character 
(EOT). 

When a missing person record is canceled, the entire record including all data 
appended to the record by means of a supplemental record entry is automatically 
canceled. 

4.3. Identification of Record to Be Canceled 

Record to be canceled must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order, with each data 
element preceded by the proper message field code. The name used in identifying 
ttle record to be canceled must be set forth with the exact spelling and spacing 
as shown in the record on file. Cancellation date (which must be current 4ate) 
must follow the two record identifiers. 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 5--INQUIRY 

PART 8 

5.1 Example of a Missing Per.son File Inquiry with Negative and Positive Responses 

Message key QW is used in an inquiry of the Missin~ Person File as well as in 
an inquiry of the Wanted Person File. An inquiry containing message key QW 
generates a search of both files and retrieves a record entered in either file. 

QW.WAl230000.NAM/DOE, JOHN J.SEX/M.RAC/W.DOB/101265(EOT) 

Negative response: 

WAl230000 
NO NCIC WANT DOB/IOI265 NAM/DOE, JOHN J SEX/M RAC/H 

Positive response (wif'h supplemental record): 

WAl230000 
MKE/MISSING PERSON - JUVENILE 
ORI/MDI012600 NP~/DOE, JOHN J SEX/M RAC/WPOB/MD 
DOB/101265 DOE/101283 HGT/510 WGT/165 EYE/BRO HAI/BRO SKN/FAR 
SMT/SC R HND SOC/2l6343737 
MNP/MP DTM/120l82 OCA/5439 
MIS/LAST SEEN WEARING BLUE PANTS AND RED SHIRT 
NIC/M000069216 /; 

WA1230000 
ORI IS ANY CITY PD MD 
SMT/CAUL L EAR TAT R ARM 
NIC/M000069216 
IMMED CONFIRM MISSING PERSON STATUS WITH ORI . 

5.2 Requirements for Inquiry 

~ 

An inquiry of the BlsSing Person File may be made by name and one, more than 
one, or all of the following numeric identifiers: complete date of birth, 
including month, day, and year; FBI number; miscellaneous number; Social Security 
number; and operator's license number, with each data element preceded by the 
proper message field code. Also, an inquiry may be made by name and originating 
agency case number only or by NCIC number only, with each data element preceded 
by the proper message field code. 

When the only numeric identifier in an inquiry is the DOB, sex and race should 
be included to minimize mUltiple hits by limiting the scope of the search. 
Including sex will cause the NCIC computer to search only those records (:1 
containing the same sex code as the sex code in the inquiry. Also, the inclu­
sion of race in an inquiry will limit the search made by the NCIC computer. 
Following is a list of the Race Field codes and the race codes that will be 
searched when each is included in an inquiry. 
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NCIC OPERATING MANUAL PART 8 

5.2 

5.3 

5.4 

MISSING PERSON FILE 
SECTION 5--INQUIRY 

Requirements for Inquiry (Continued) 

RACE IN INQUIRY 

A (Asian or Pacific Islander) 
I (American Indian or 

Alaskan Native) 

RACE CODES SEARCHED 

A,B,I,U and W 
A,B,I,U and W 

B (Black) a,B,I and U 
.W'(White) A,I$U and W 
U (Unknown) A,B,I,U and W 

Inquiry of Missing Person File Usin~Vehicular Data 

A QV inquiry by license plate numb~r~ license plate state, and/or vehicle 
identification number, and, when available, vehicle make will also identify a 
wanted person or missing person record into which the vehicular and/or license 
plate data has been entered. It is also possible to make an inquiry of the 

. Missing Person File using message key code QW with license plate number, license 
plate.state, and/or vehicle identificatiou\number and, when available! vehicle 
make. An inquiry of this type will also check the Wanted Person, Veh~cle, and 
License Plate Files. It is not necessary to include name in this type of 
inquiry. 

Additional Guidelines for Inquiries 

When only one numeric 'identifier is used in a Missing Person File inquiry, the 
response(s) will include only the record(s) on file containing that specific 
numeric identifier. For example, if an inquiry contains only the Social 
Security (SOC) number, the response(s) will include the record(s) on file 
with that SOC number even though there may b.e other records on file for the 
s~e individual which do not contain that particular SOC number. 

An agency making an inquiry with limited personal descriptors should make a 
second inquiry using all available identifiers contained in the response 
record(s) to 'ensure the receipt of all records on file. which could possibly 
pertain to the person in question. 

An EM-J record that has been suppressed d~e to the end of retention period 
is accessible to any agency inquiring by NIC number. 

5.5 Procedures for Handling a Hit 

When an agency receives a record(s) in response to an inquiry and (~) the 
whereabouts of the person inquired upon is known and (2) the person inquired 
upon appears to be identical with the subject of one or more of the records, 
the agency that can detain the person must contact the originating agency of 
each record possibly identical with the person inquiried upon to confirm the 
hit(s) prior to detaining the person. 

When an agency receives a record(~) in response to an inquiry and the whereabouts 
of the person inquired upon is not known, the hit(s) should not be confirmed. 
However, if the code NOAH (Notify ORI of All Hits) is in the Miscellaneous 
Field of a record"contact the ORI of the record and furnish details concerning 
the inquiry. 
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5.5 

MISSING PERSON FILE 
SECTION 5--INQUIRY 

Procedures for Handling a Hit (Continued) 

"To confirm the hit" means to verify that the missing person report is still 
outstanding, the person inquired upon is identical with the subject of the 
recor.d, and the missing person should be detained inasmuch as he or sh~ will 
be returned to the proper authorities. 

The NCIC Advisory Policy Board has approved procedures whereby system disci­
pline requirements for hit confirmation response are outlined and failure to 
comply can be identified. These procedures are as follows: 

1. Upon receipt of a hit confirmation'request, the originating agency 
(ORI) of the record must within ten minutes furnish a substantive 
response, i.e., a positive or negative confirmation or notice of the 
specific an:::')unt of time necessary to confirm or rej ect. 

2. A requesting agency not receiving a substantive response within ten 
minutes should generate a second request. 

3. If the agency generating the second request again fails to receive 
a substantive response within, ten minutes, the agency will then 
generate a message to its own control terminal and the control 
terminal of the agency that originated the record with a copy to 
be sent to FBI NCIC, ORI/DCFBIWAOQ.. No action will be taken by FBI 
NCIC unless the two control terminal officers cannot resolve the 
matter. 

4. The control terminal officer, or his designee, of the originating 
agency will institute appropriate action to ensure proper respo~se 
and compliance to system standards and this may j,ncl1'"de the canceling 
of records. Failure on the part of any control terminal to ensure 
such compliance will be brought to the attention of the Advisory 
Policy Board, by FBI NCIC. 

If a positive response (hit) includes vehicle or license plate data in the 
missing person record, the Vehicle File should be queried to ascertain if the 
vehicle and/or license plate is stolen. 

Any agency that, following confirmation of a hit(s}, detains a missing person 
for whom a record is indexed in NCIC, except the agency whose "ORI is stored in 
the record, must transmit a locate message for each record. that was hit aI1d 

. confirmed with the ORI of the record. See Part 8, Section 6.1, for loc~te 
'. 'procedures. .'<, 
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6.1 

6.2 

MISSING PERSON FILE 
SECTION 6--LOCATE 

What Agency Mus,t Use a Loca.teMessa&e 

Any agency that finds a person who is indexed in the NCIC Missing Person File, 
except the agency that entered the record, must place a locate message on the 
missing person recordCs). When an ,agency receives a record or multiple records 
in response to an inquiry, the inquiring agency must contact the ORI of each 
record possibly identical with the person in question to confirm the hit(s). 
Following confirmation with the originating agency(s), a locate message must be 
transmitted for each record on file for the individual. 

Example of a Locate Message for a Missing Person Record 

LM.W~\l230000.NAM/DOE, JOHN J.NIC/M0000692l6.l20582.8592.DETN(EOT) 

Acknowledgment: 

WAl230000 
LOCATED NAM/DOE, JOHN J NIC/M000069216 

The above example contains: message key eLM), originating agency's identifier 
(WAl230000), two record identifiers (NAM/DOE, JOHN J and NIC/M000069216)~ date 
of location (120582), locating agency's case number (8592), disposition 
information (DETN), and the end of transmission character (EOT). 

6.3 Identification of Record to Receive Locate 

Record to receive locate must be identified by either name and NCIC number in 
that order or name and originating agency case number in that order, with each 
data element preceded by the prpper message field code. The name used in 
identifying the record to be located must be set forth with the exact spelling 
and spacing as sho'tom in the record 011 file. Note that the case number (OCA) 
used as an identifier will be that of the agency that entered the record, as 
shown in the record received from NCIC in reply to the locating agency's inquiry. 

6.4.1 Locate Procedure 

Following the two l'ecord identifiers, date of location, locating agency's 
case number, and the appropria.te abbreviation DETN or RELD are next entered 
in that order without field codes. The date of location must be entered or 
the locate message will be rejected. The locating agency's case number 
should be entered as this will ensure that complete locate information is in 
the record. Disposition information (what is to be done with the missing 
person) must 'be obtained from the originating agency (ORI) when it is con­
tacted to confirm the missing person's status and included in the locate 
message. 

The originating agency has the responsibility of immediately advising the 
locating agen~y concernirtg disposition of the individual when contacted about 
the location"of the missing person. 
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NCIC OPERATING MANUAL 

MISSING PERSON FILE 
SECTION 7--CLEAR 

PART 8 

MISSING PERSON FILE 

SECTION 6--LOCATE 
, 

\: ) 7.1 When to Use a Clear Message 

6.4.2 Use of DETN in Locate Message 

DETN, an abbreviation for detained, must be included in the locate message 
when the agency that entered the record advises, the locating agency that 
arrangements are being made to return the missing person to the proper 
authorities. 

6.4.3 Use of RELD in Locate Message 

6.5 

RELD, an abbreviation for released, must be included in the locate message 
when: 

1. The agency that entered the record adv.ises the locating agency 
that the missing person should not be detained since that person 
will not be returned to the proper authorities. 

2. The locating agency has received no information concerning what 
action should be taken with regard to the missing person after 
making a concerted effort to obtain such information. • 

First Locate Automatically Purges Missing Person Recoxd 

The complete missing person record, including all supplemental data, is 
automatically removed from file when a locate message is placed on the record. ~ 
The ORI of the recrrd and the control terminal servicing the ORI are advised 
when this occurs. 
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7.2 

7.3 

Clearance of a record is restricted to the agency that entered the record. A 
clear message is transmitted: 

1. When the agency finding the missing person is the agency that 
entered the record. 

2. When the agency that entered the record is officially advised 
that the missing perSOlL has been located and the record has not 
al~eady been purged by a locate message placed by the locating agency. 

Example of a Clear Message for a Missing Person Record 

CM.MD1012600.NAM/DOE, JOHN J.NIC/M000069216.120582.WAl230000.8592(EOT) 

Acknowledgment: 

MD1012600 
CLEAR NAM/DOE, JOHN J NIC/M000069216 

The above clear example cont.ains: message key (CM), originating agency's 
identifier (MD1012600), two record identifiers (NAM/DOE, JOHN J and NIC/ 
M000069216), date of location (120582), the locating agency's identifier 
(WA1230000),10cati:ng agency's case numbe~.(8592), and end of transmission 
character (EOT). 

Identification of Record to Be Cleared 

Record to be cleared must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order, with each data 
element preceded by the proper message field code. TIle name used in identifying 
the record to be cleared must be set forth with the exact spelling and spacing 
as shown in the record on file. 

7.4.1 Clear Procedures if Missing Person Found By Agency That Entered Record. 

If the agency that entered the record finds the missing person, only the date 
of location must be entered following the t.wo record identifiers. Thus, in 
the above example, the message would end after 120582. 

7.4.2 .~lear Procedures if Missing Person Found By an Agency.Other Than ORr 

If the missing person is found by an agency other than the ORI of the record 
~nd the locating agency has not placed a locate message on the missing person 
record, the date of location must be entered following the two record 
identifiers. This date should be followed by the locating agency's identifier 
and the locating agency's case numbez in this order without field codes. 
This ensures that the cleared record contains complete locate data (date of 
location, locating agency's identifier, and locating agency's case number). 
Since one locate message purges the record from file, the ORI and the control 
terminal servicing that ORI are notified by NCIC that such a transaction has 
oci~ul.~red. It will not be necessary under these circumstances for the ORI to 
c])!ar»the record from NCIC. 
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MISSING PERSON FILE 
SECTION 8--SUPPLEMENTAL RECORD 

PART 8 

8.1.1 Entry of Supplemental Record to Missing Person Record 

Entry of a1ias(es) and/or other additional identifiers as a supplemental 
record to a missing person record (to be placed in NCIC by an entry separate 
from the missing person entry) may be made only by the agency that entered . 
the missing person record. 

8.1.2 Example of a Supplemental Record Entry 

8.1.3 

8.1.4 

~.MD1012600.NAM/DOE, JOHN J.OCA/5439.AKA/ROE, EDWARD.DOE,EDWARD.DOB/io1265. 
091263.SMT/CAUL L EAR.TAT R ARM(EOT) 

Acknowledgment: 

MD1012600 
SUPP NAM/DOE, JOHN J OCA/ 5439 

The above supplemental record entry example contains: message key (EMN)' 
originating agency's identifier (MD1012600); two record identifiers (NAMiDOE, 
JOHN J and OCA/5439); and the supplemental data added to the record: two 
aliases (AKA/ROE, EDWARD and DOE, EDWARD); two dates of birth (DOB/101265 and 

~ 091263); and two scars, marks, and tattoos (SMT/CAUL L EAR and TAT R ARM); 
and the end of transmission character (EOT). 

Identification of Missing Person Record for Entry of Supp1~~enta1 Record 

The missing person record to which a supplemental record of alias(es) and/or 
other additional identifiers i.s to be added must be identified by either 
name and NCIC number in that order or name and originating agency case number 
in that order, with each data element preceded by the proper message field 
code. ,Identifiers used ill abo~~e example are name and originating agency case 
number.. The name used in i.dentifying the record to which a supplemental 
record 18 to be added must be set forth with the exact spelling and spacing 
as shown in the record on file. 

Fields in a Supplemental Record 

The Atias Field and all other additional identifying data fields which may 
be included in a supplemental record are listed with their field codes and 
the maximum number of aliases and/or additional identifiers that may be 
added to a missing person record. 

FIELD MAXIMUM NUMBER 
FIELD CODE PERMITTED 

Alias ,1/ AKA 99 
I, 

Date of Birth DOB 9 

Scars, Marks, Tattoos, etc. SMT 9 

Miscellaneous Number MNU 9 
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8.1.4 

8.1.5 

MISSING PERSON FILE 
SECTION8~-SUPPLEMENTAL RECORD 

Fields in a Supplemental Record (Continued) 

FIELD 
FIELD 
CODE 

MAXIMUM NUMBER 
PERMITTED 

Social Security Number 

Operator's License Number, 
State, and Year of 
Expiration (Entered as a set) 

License Plate Number, State, 
Year of Expiration, and Type 
(Entered as a set) 

Vehicle Identificatio.n 
Number, Year, Make, Model, 
Style, and Color 
(Entered as a set; 
model and color not 
required for entry, but 
should be entered if known) 

SOC 

OLN 

LIC 

Additional Guidelines for a Supplemental Record Entry 

9 

9 

9 

9 

After the missing person record has been identified, each field included in 
a supplemental record entry, except those entered in sets of data, must be 
i<ientifiedby the appropriate fie1dc\"de followed by a slash and the item(s) 
of data. The data elements must be separ,ated by a period and each field 
must be ended with a period. Fields that are not a part of sets of data may 
be entered :I.n any orda,:! in a supplemental record entry ~ 

The Operator's License Number, License Plate Number, and Vehicle Identification 
Number Fields in the supplemental record format are multiple data element 
fields; i.e., these fields have mQre than one data element following the 
field code and slash and are entered in sets. Each set of data must be 
preceded by the appropriate field code fo110wecf by a slash. The data elements 
within a set of data must be entered in sequence after the slash, and eac],l 
data element must be accounted for. 

\'J' 

The field in the main record must be filled before any supplemental entry for 
that same field will be accepted. For example, any attempt to enter a 
Social Security number in a supplemental record will be rejected as a format 
error if the main record does, not contain a Social Security number in the 
Social Security Number (SOC) Field. 

All ~~eric identifiers excluding originating agency case number and misce1-
1aneq~s number are to be entered omitting spaces, hyphens, and symbols. A 
hyphen may be used in the Originating Agency Case Number (DCA) Field and a 
hyphen must be used to separate the two a1phabetics from the number itself 
in the Miscellaneous Number (MNU) Field. 
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f NCIC OPERATING MANUAL 

MISSING PERSON FILE 
SECTION 8--SUPPLEMENTAL RECORD 

8.1.5 Additional Guidelines for a Supplemental Record Entry (Continued) 

PART 8 

When a supplemental record entry contains data concerning a person, a vehicle, 
or a license plate already on file in a Missing Person, Wanted Person, Vehicle, 
or License Plate File record, the agency making the supplemental record 
entry will be furnished the record in file at the time the supplemental record 
entry message is acknowledged. 

See Code Manual, Part 4, for appropriate coding of personal identifiers. 

8.1.6 Alias (AKA) Field in a Supplemental ~ecord Entry 

Field code AKA followed by a slash is used to identify an alias(es). An 
alIas includes any names in which the surname is different from the surname 
in the NAM Field and any surname spelling variations. Name spelling vari­
ations of the first or middle names can only be shown as an alias if the 
surname changes, i.e., NAM/Thompson, Robert and AKA/Thomson, Bob. An alias 
is to be listed with the last name, comma (space after comma is optional), 
first name or initial, space, middle name or initial, if any, space, and 
suffix meaning seniority, if any, e.g. SR or III. Aliases and/or variations 
in name spelling must be separated by a period without repeating the message 
field code AKA. Nicknames are to be entered in the Miscellaneous Field, not 
in the Alias Field of the missing person record. 

8.1.7 Operator's License (OLN) Field in the Supplemental Record Entry 

Field code OLN followed by a slash is used to identify additional operator's 
license data in an entry. True three data elements making up this field are: 
operator's license number, state of issue, and year of expiration. All three 
elements must be included in the order listed in the format and must be 
separated by a period, for example, OLN/L234526677238.VA.76. In the event 
more thatl one operator's license is to be entered at the same time, each set 
of operator's license data must be preceded by mesa'age field code "OLN/". 

8.1.8 License Plate Field in Supplemental Record Entry 

Field code LIC followed by a slash is used to identify additional license 
plate data in an entry. This field contains tour data elements: license 
plate number, state of issue, year of expiration, and type. Elements must 
be entered in the order listed in the format and must be separated by a period; 
for example, LIC/CBA321.MD.77.TK. In the event more than one set of license 
plates is to be included in one supplemental message, each set of license 
plate data must be preceded by message field code "LIC/". 

8.1.9 Vehicular Data in'a Supplemental Record Entry 

Field code VIN followed by a slash>;i.,~ used to identify an additional vehicle 
in a supplemental entry. This field contains six data elements: vehicle 
identification number, year, make, model, style~ and color. The vehicle 
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NCIC OPERATING MANUAL 

MISSING PERSON FILE 
SECTION 8--SUPPLEMENTAL RECORD 

8.1. 9 Vehicular Data in a Supplemental Record EntrY (Continued) 

PART 8 

identification number, year, make, and style are required for entry. However, 
model and color should be .entered in proper order when available. Elements 
must be separated by periods and each data element must be accounted for. For 
example, an entry might appear as follows: VIN/IL69X6J023456.76.CHEV.IMP.4D. 
BLK. or VIN/ID37Q6R001225.76.CHEV •. 2D •• In the event data related to other 
vehicles is entered at the same time, each set of vehicular data must be 
preceded bYlmessage field code "VIN/". 

8 .1.10 Additional Identifying Data in a Supplemental Record Entry 

Additional dates of birth; scars, marks, and tattoos, 
numbers; and Social Security numbers follow the field 
and SOC/, respectively, without repeating the message 
only by periods. For example, an entry might include: 
SMT/SC L CHK.POCKMARKS.MNU/AF-2252333.S0C/303055378. 

etc; miscellaneous 
codes DOB/, SMT/, MNU/, 
field code and separated 

DOB/Ol0237.082335. 

8.1.11 Number of Additional Identifiers in a Supplemental Record 

A maximum of 99 AKAs and 9 DOBs, SMTs, MNUs, SOCs, OLNs, LICs, and VINs may 
be added to a missing person record. For example, a record relating to JOHN 
HARRY DOE might have an appended supplemental record of aliases and other 
additional identifiers consisting of three other names (AKAs) , nine dates of 
birth five scars two miscellaneous numbers (an Army Serial number and a , , , 
Mariner's Document number), two sets of data describing operator s licenses 
known to have been issued in two states, three sets of data describing 
license plates known to have come into his possession, and one set of data 
concerning an automobile known to be in his possession. Entry of this 
additional data would require several supplemental record entry messages as 
all of these additional identifiers could not be included in one suppleme.ntal 
record entry message as indicated in 8.1.12. 

8.1.12 Maximum Number of Additional Identifiers in a Supplemental Entry 

A maximum of nine additional identifiers of various kinds may be entered in 
one supplemental record entry message. Additional messages are required if 
more identifiers are to be entered. Each alias (or variation of name spelling); 
date of birth; scar, mark, tattoo, etc.; miscellaneous number; or Social 
Security number is counted as one identifier. Each set of data relating to 
an operator's license,._ a license plate, or a vehicle is likewise counted as 
bne identifier. 

8.2 Modification of Alias(es) and/or Other Identifiers in a Supplemental Record 

No one-step procedure is available to modify an alias or other identifier in 
a supplemental record to a missing person record. 

To modify (change) an alias or other identifier in a supplemental record to a 
missing person record, cancel the incorrect alias or other identifier and 
reenter correctly. Follow the cancellation procedure set forth in Sections 
8.3.1 thru 8.3.4 and then follow the procedures set forth in Sections 8.1.1 
thru 8.1.12 to enter the correct alias or other identifier. 
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MISSING PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

PART 8 

8.3.1 Example of Supplemental Record Aliases and Other Identifiers Cancellation 

XMN.MD1012600.NAM/DOE, JOHN J.NIC/M0000692l6.AKA/ROE, EDWARD.DOE, EDWARD. 
DOB/101265.09l263(EOT) 

Acknowledgment: 

MD1012600 
CANCEL SUPP NAM/DOE, JOHN NIC/M000069216 

AKA/ROE, EDWARD 
AKA/DOE, EDWARD 
DOB/101265 
DOB/09l263 

)) 

The above example of a cancellation of aliases and other additional identifiers 
in a supplemental record to a missing person record contains: message key 
(XMN), originating agencyVs identifier (MD1012600), two record identifiers 
(NAM/DOE, JOHN J and NIC/M0000692l6), data to be canceled (aliases--AKA/ROE, 
EDWARD.DOE, EDWARD, dates of birth--DOB/101265.09l263) , and end of transmission 
character (EOT). 

8.3.2 Identification of Record for Cancella.tion of Additional Identifiers 

When canceling an alias(es) and/or other additional identifiers contained in 
a supplemental record, the missing person record to which the supplemental 
record is appended must be identified by either name and NCIC number in that 
order or name and originating agency case number in that order, with each data 
element preceded by the proper message field code. Example shown uses name 
and NCIC number. Next comes the supplemental data to be canceled, with each 
field preceded by the proper message field code. 

8.3.3 Maximum Number of Additional Identifiers in a Cancel Message 

A maximum of nine identifiers of various kinds may be canc~}.ed in one cancel 
message. Additional messages are required if more than nine identifiers are 
to be canceled. Each alias (or name spelling variation); date of birth; scar, 
mark, tattoo, etc.; miscellaneous number; or Social Security number is counted 
as one identifier. Each set of operator's license, license plate, or vehicle 
data (multiple data element fields) is counted as one identifier • 

. ) --
8.3.4 Additional Guidelines for Cancellation of Supplemental Data 

Aliasel~; dates of birth; scars, marks, tattoos: etc.; miscellaneous numbers; 
and/or Social Security numbers to be canceled are to be set out in the cancel 
m~ssage in the same manner as in a supplemental record entry. That is, more 
than one identifier of the same type may fol~ow the message field code (MFC) 
without repetition of the MFC. However, chaiacter for character each identi­
fier to be canceled must be set out exactly as it appears in the supplemental 
record on file. 
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NCIC OPERATING MANUAL 
MISSING PERSON FILE 

SECTION 8--SUPPLEMENTAL RECORD 

PART 8 

) ~.3.4 Additional Guidelines for Cancellation of Supplemental Data (Continued) 

Each set ~f operator's license or license plate data (multiple data element 
fields) mu.st be preceded by OLN/ or LIC/, respectively, and all data elements 
of the set must appear exactly as they appear in the supplemental record on 
file. When canceling vehicle data, only the vehicle identification number 
and make are requireo;,following "VIN/", with a period to account for the 
intervening VYR Field~ For example, a cancellation of the first vehicle entry 
example shown in Section 8.1.9 would appear as follows: VIN/1L69X6J023456 •• 
CHEV 

When a missing person record is canceled, its entire supplemental record 
is automatically canceled. 

8-27 
12-5-82 

i\ 

'-_.-



NCIC OPERATING MANUAL 
CANADIAN WARRANT FILE 

SECTION l--INTRODUCTION 
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~ 1.1 Background 
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1.2 

1.3 

Information concerning an outstanding Canadian-issued warrant is documented 
police information that needs to be available to U.S. law enforcement personnel. 
Therefore, on June 15, 1980, NCIC established criteria to allow entries on 
persons wanted for violations of the Criminal Code of Canada based upon 
Canada-wide warrants. The data base for the Canadian Warrant File stored in 
the NCIC computer is maintained by Canada. 

A user making an NCIC inquiry and receiving a hit on a Canadian entry is 
advised in a caveat that the fugitive is wanted on a Canadian warrant and no 
arrest can be executed in the United States based on the Canadian warrant. In 
addition, the caveat directs the inquiring agency to coptact the Royal Canadian 
Mounted Police (RCMP) to initiate the process of obtain:lmg a U.S. extradit:i.on 
warrant (3184 Warrant), which is authorized by the provisions of Title 18, 
U.S. Code, Section 3184. 

Criteria for Entry in Canadian Warrant File 

Records may be entered for individuals who are wanted for violations of the 
Criminal Code of Canada for whom there is an outstanding Canada-wide warrant 
which meets the requirements of the Extradition Treaty, Title 18, U.S. Code, 
Section 3184. These entries can only be made by authorized Canadian agencies. 

Message Key (MKE) Codes 

Message 

Entry 

*Locate 

Inquiry 

Test Inquiry 

MKE 

EW 
EW-C 

LW 

QW 

ZW 

Translation 

lTANTED IN CANADA 
WANTED IN CANADA,..CAUTION 

LOCATED WANTED IN CANADA or 
LOCATED WANTED IN CANADA-CAUTION 

*This MKE will only translate as indicated when the locate appended to the 
record shows that the subject will be extradited (EXTR). 

1.4 Retention Period for Canadian Warrant File Record 

The retention period for a Canadian Warrant E~le record is the same as that 
of a Wanted Person File record. For detl't~led information, refer to Part 7, 
Section 1.3. 
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NCIC OPERATING MANUAL PART 9 

2.1 

2.2 

CANADIAN cWARRANT FILE 
SECTION 2--INQUIRY 

ExamEle of a Canadian Warrant File Inguiry 

The Message Key (MKE) Field code QW is used for a Canadian Warrant File inquiry. 
An inquiry of the Canadian Warrant File will also search the Missing and Wanted 
Person Files. 

QW.WA1230000.NAM/DOE, JOHN. SEX/M. RAC/W. DOB/041044 (EOT) 

Negative response: 

WA1230000 
NO NCIC WANT DOB/041044 NAM/DOE, JOHN SEX/M RAC/W 

Positive response: 

WA1230000 
WARNING - DO NOT ARREST BASED ON THIS INFORMATION 
MKE/WANTED IN CANADA 
ORI/BCOOOOOOO NAM/DOE, JOHN SEX/M RAC/I POB/TX DOB/041044 
HGT/510 WGT/175 EYE/BRO HAI/BRO 
NIC/WOOO022525 

WA1230000 
OFF/FRAUD - ILLEG USE CREDIT CARDS DOW/120l82 OCA/' 22789 
MIS/TEST RECORD 
NIC/WOOO022525 
ORI IS RCMP ANY PLACE BC 
NIC/WOOOO22525 

WA1230000 
REPEAT - WANTED, IN CANADA - DO NOT ARREST BASED ON THIS\ 

c \' 
INFORMATION ';:' IMMEDIATELY CONTACT RCMP, OTTAWA, CANADA" 
TEL NO. (613) 993-3]00 EXT. 210. IF SUBJECT IS NOT U.S. 
CITIZEN, CONTACT NEAREST OFFICE OF U.S. IMMIGRATION AND 
NATURALIZATIQN SERVICE. 

All codes used in the Canadian Warrant File are the same as those used in th~ 
Missing and Wanted Person Files. 

Requirements for InguiEY 

An inquiry of the Canadian Warrant ,File may be made by name and one, more than 
one, or all of the following numeric identifiers: complete date of birth, 
inc1ucting month, day, and year; FBI number; miscellaneous number; Social 
Security number, and operator's licence number, with each data element preceded 
by the proper message field code. Also, an inquiry may be made by name and 
originating agency case number only or 1~CIC number only, with each data element, 
preceded by the proper m~ssage field code. 

When the inquiry contains a name and complete DOB as the only numeric identi­
fier, a n.ame search is generated. Sex and race should be included to minimize 
multiple hits by limiting the scope of the name search. Including sex will 
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NCIC OPERATING MANUAL PART 9 
CANADIAN WARRANT FILE 

SECTION 2--INQUIRY 

2.2 Requirements for Inguiry (Continued) 

cause the NCIC computer to search only those records containing the same sex 
code as the sex code in the inquiry. Also, the inclusion of race in an 
inquiry will limit the search made by the NCIC computer. Following is a list 
of the Race Field codes and the race codes that will be searched when each 
is included in an inquiry. 

RACE IN INQUIRY RACE CODES SEARCHED 

A (Asian or Pacific ' Islander) A, B, I, U, and W 
I (American Indian or A, B, I, U, and W 

Alaskan Native) 
13 (Black) A, B, I, and U 
W (White) A, I, U, and W 
U (Unknown) A, B, I, U, and W 

When the inquiry contains a name and a numeric identifier other than DOB, i.e., 
the Social Security Number (SOC), FBI Number, etc., a name search is not 
generated. In this situation, only the numeric identifier is searched, not 
the name. Including sex and race in this inquiry will not confine the search. 

When the inquiry contains a name, DOB, and another numeric identifier, the 
computer searches the other numeric identifier first, the DOB second, and the 
name last. 

2.3 Additional Guidelines for Inquiries 

2.4 

When only one numeric identifier is used in a Canadian Warrant File inquiry, 
the response(s) will include only the record(s) on file containing that specific 
numeric identifier. For example, if an inquiry contains only the FBI number, 
the re~ponse('s) will include the recordts) on file with that FBI numb,er even 
though there may be othE''[( records on file for the same individual which do not 
contain thatrparticular FBI number. 

An agency making an inquiry with limited personal descriptors should make a 
sacond inquiry using all available identifiers contained in the response 
record(s) to ensure the receipt of all records o~ file which could possibly 
pertain to the person in question. 

Inquiry of Canadian Warrant File Using Vehicular Data 

A QV inquiry by license plate number, license plate state, and/or vehicle 
identification number, and, when available, vehicle make will also id:ntify a 
Canadian Warrant, Wanted Person or Missing Person File record into wh~ch the 
vehicular and/or license plate dat~ has been entered.:, 'It is also possible to 
make an inquiry of the Canadian W~:,i:rant File using message key code QW with 
license plate number, license plate state, and/or vehicle identification number 
and, when available, vehicle make. An inquiry of this type will also check the 
Wanted Person, Missing Person, Vehicle, and License Plate Files. It is not 

. necessary to include'name in this type of inquiry. 
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NCIC OPERATING MANUAL 

CANADIAN WARRANT FILE 
SECTION 2--INQUIRY 

2.5 Located Data in Positive Response 

PART 9 

If the subject of a Canadian Warrant record has been apprehended/located and a 
locate message has been transmitted, apprehension/locate information will appear 
near the end of the record printout following the word "LOCATED". This in'for­
mation will contain the date of apprehension/location, apprehending/locating 
agency's identifier, apprehending/locating agency's case number, and extradition 
data, that is, EXTR or NOEX. Entry of a locate message in the Canadian Warrant 
record does not change the message key (MKE) code translatipn for EW when the 
subject will not be 'extradited (NOEX). However, when the sllbject will be 
extradited (EXTR) the MKE will translate indicating the located status. 

2.6 Procedures for Handling a Hit 

No arrest can be made in the United States based on a Canadian Warrant. The 
user receiving a positive response should first contact RCMP to confirm the hit. 

"To confirm the hit" means to verify with the ORI of the record that the warrant 
is still outstanding, the person inquired upon is identical with the subject 
of the record and to obtain extradition information. 

Once the hit has been confirmed, RCMP will initiate the process of obtaining a 
U.S. extradition warrant which is authorized by the provisionsi-:!)f Title 18, 
U.S. Code, Section 3184. 

If subject is not a U.S. citizen, contact the nearest offi~e of the U.S. 
Immigration and Naturalization Service. 

If a positive response (hit) includes vehicle or license plate data in the 
Canadian Warrant record, the Vehicle File should be queried to ascertain if 
the vehicle and/or license plate is stolen. 

Any agency that, following confirmation of a hit(s) apprehends" a person based 
on a record indexed in NCIC, except the agency whose OR! is stored in the 
record, must transmit a locate message for each record that was hit and con­
firmed with the ORI of the record. A locate message should not be transmitted 
for a record if the record contains an extradition limitation and the agency 
that finds the wanted person is not physically located within the geographic 
area of extradition indicated in the record. 
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NCIC OPERATING MANUAL PART 9 
CANADIAN WARRANT FILE 

SECTION 3--LOCATE 

3.1 What Agency Must Use a Locate Message 

Any agency that apprehends or locates a person who is indexed in the NCIC 
Canadian Warrant File, except the agency that entered the record, must place 
a locate message on th~ Canadian Warrant record(s). When an agency receives 
a record or multiple records in response to an inquiry, the inquiring agency 
must contact RCMP to confirm the hit(s). Following confirmation with the 
originating agency(s), a locate message must be transmitted for each record 
on file for the subject. 

3.2 Example of a Locate Message for a Canadian Warrant Record 

LW.WA1230000.NAM/DOE, JOHN.NIC/W000022525.120582.8592.EXTR(EOT) 

3.4.1 

Acknowledgment: 

WA1230000 
LOCATED NAM/DOE, JOHN NIC/W000022525 

The above locate example contains: message key (LW), apprehending/locating 
agency's identifier (WA1230000), two record identifiers (NAM/DOE, JOHN J 
and NIC/W000022525), date of appr~hension/location (120582), apprehending/ 
1.0cating agency's case number (8592), extradition information (EXTR), and 
the end of transmission character (EOT). 

Identification of Record to Receive Locate 

The record to receive a locate must be identified by either name and NCIC 
number in that order or name and originating agency case number in that order, 
with each data element preceded by the proper message f~eld code. The name 
used in identifying the record to receive the ,~ocate must be set forth with 
the exact spelling and spacing as shown in the reco~d on file. Note that 
the case number (OCA) used as an identifier will be that of the agency that 
entered the record, as shown in the record received from NCIC in reply to the 
apprehending/locatin~ agency's inquiry. 

Locate Procedure 

Following the two record identifiers, date of apprehension/location, 
apprehending/locating agency's case number, and the appropriate abbreviation 
EXTR or NOEX are next entered in that order without field codes. The date of 
apprehension/location must be entered or the locate message will be rejected. 
The apprehending/locating agency's case number should be entered as this will 
ensure that complete apprehension/locate information is in the record. When 
contacting the originating agency to confirm the warrant, extradition infor­
mation must be obtained to include in the locate message. In the response 
to any subsequent inquiry on the located record, the dt,ite of location, 
locating agency's ORI, locating agency's case number, and extradition 
information will be appenqed to the wanted person record following the word 
"LOCATED!". The originating agency has the responsibility of immediatelI, 
adVising an apprehending/locating agency concerning extradition of the 
individual when contacted about the apprehenSion/location. 

!! 
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NCIC OPERATING MANUAL 

CANADIAN WARRANT FILE 
SECTION 3--LOCATE 

3.4.1 Locate Procedure (Continued) 

PART 9 

In instances where an originating agency (ORI) receives information that an 
apprehending/locating agency(s) will not honor the extradition, of an indi­
vidual, the ORI must initiate a modify message to include in the Miscellaneous 
(MIS) Field of the record the words "WILL NOT EXTR FROM (name of state)." 

3.4.2 Use of EXTR in Locate Message 

EXTR, an abbreviation for extradition, must be included in the locate message 
when the agency that entered the record advises that the apprehended/located 
person will be extradited. 

3.4.3 Use of NO EX in Locate Message 

NOEX, an abbreviation for no extradition, must be included in the locate 
message when: 

1. The agency that entered the record advises that the apprehended/located 
person will not be extradited based on circumstances at the time of 
apprehension/location. 

2. The apprehending/locating agency has received no information 
concerning an extradition decision after making a concerted effort 
to obtain such information. 

. !i' 
In a few instances a wanted person may be apprehended/located more 
than once without extradition taking place because of the expense, 
the distance involved, 0; other reasons. One locate message can be 
made a permanent part of an NCIC Canadian Warrant record. 

Located can mean situations when the wanted person has been found, 
such as in prison, a mental institution, deceased, and the agency 
finding the person contacts the ORr and the ORr advises that the 
person will or will not be extradited. 

• 
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NCIC OPERATING MANUAL PART 10 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION l--INTRODUCTION 

1.1 Background Data for CCH Inquiries 

1.2 

The Computerized Criminal History (CCH) File, established in November, 1971, 
as the eighth file in the NCIC System, consists of the criminal history 
records of offenders arrested by Federal law enforcement agencies since 
January 1, 1970, and of offender records entered by states participating in 
the CCH Program. In addition, approval was given at the NCIC Advisory Policy 
Board meeting of May 12-13, 1977, for entry of the criminal history of certain 
individuals who are in a fugitive status, regardless of when the offcnde~.was 
last arrested. As outlined in Topic 13 of the NCIC CCH Technical Conference 
minutes, April 6-8, 1977, "the selection of which fugitives to enter into the 
CCH File would remain with each participating state and where Federal fu~ ~s 
are concerned, with the FBI." 

The following material explains the methods for directing inquiries to 
the CCH File and sample responses to such inquiries. 

Information from the CCH File is available in three formats in response to 
on-line inquiry: 

1. Sunnnary of CCH record (message key QH). 

2. Complete CCH record mailed to requesting 
agency (message key SIR). 

3. Complete CCH record sent on-line to 
requesting agency (message key QR). 

Department of Justice CCH Regulations 

Code of Federal Regulations 
THle 28 - Judicia,l Administration 
Part 20 - Criminal Justice Information Systems 
Subpart A - General Provisions 

§ 20.3 Definitions. 

As used in these regulations.: 
(a) "Criminal history record information system" means a'sys·tem including 

the equipment, fa,c~ilities" procedures, agreements, and organizations 
thereof, for the collection, processing, preservation or dissemination 
of criminal history record information. 

(b) "Criminal history record information" means information collected 
by criminal justice agencies on individuals consisting of identifiable 
descriptions and notations of arrests, detentions, indictments, informations, 
or other formal criminal charges, and any disposition arising therefrom, 
sentencing, correctional supervision, and release. The term does not 
include identification information such as fingerprint records to the extent 
that such information does not indicate involvement of the individual in the 
criminal justice system. 

(,' 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION l--INTRODUCTION 

1.2 Department of Justice CCH Regulations (Continued) 

§: 20.3 Definitions. (Continued) 

PART 10 

(c) "Criminal jus~:ice agency" means: (1) courts; (2) a government agency 
or any subunit thereof which performs the administration of criminal justice 
pursuant to a statute or executive order, and which allocates a substantial 
part of its annual budget to the administration of criminal justice. State 
and Federal Inspector General Offices are included. 

(d) The "administration of criminal justice" means performance of any of the 
following activities: Detection, apprehension, detention, pretrial release, 
posttrial release, prosecution, adjudication, correctional supervision, or 
rehabilitation of accused persons or criminal offenders. The administration 
of criminal justice shall include criminal identification a,ctivities and the 
collection, storage, and dissemination of criminal history record information. 
State and Federal Inspector General Offices are included. 

(e) "Disposition" means information disclosing that criminal proceedings 
have been concluded, including information disclosing that the police have 
elected not to refer a matter to a prosecutor or that a prosecutor has elected 
not to commence criminal proceedings and also disclosing the nature of the 
termination in the proceedings; or information disclosing that proceedings have 
been indefinitely postponed and also disclosing the reason for such postpone­
ment. Dispositions shall include, but not be limited to, acquittal, acquittal 
by reason of insanity, acquittal by reason of mental incompetence, case 
continued without finding, charge dismissed, charge dismissed due to insanity, 
charge dismissed due to mental incompetency, charge still pending due to 
insanity, charge still pending due to,mental incompetence, guilty plea, nolle 
prosequi, no paper, nolo contendere plea, convicted, youthful offender 
determination, deceased, deferred disposition, dismissed--civil action, found 
insane, found mentally incompetent, pardoned, probation before conviction, 
sentence commuted, adjudication withheld, mistrial--defendant discharged, 
executive clemency, placed on p,iobation, paroled, or released from correctional 
supervision. 

(f) "Statute" means an Act rof Congress or State legislature of a provision 
of the Constitution of the United States or of a State. 

(g) "State" means any State of the United States, the District of Columbia, 
the Commonwealth of Puerto Rico, and alny territory or possession of the United 
States. 

(h) An "executive order" means an order of the President of the United 
States or the Chief Executive of a State which has the force of law and which 
is published in a manner permitting regular public access thereto. 

(i) "Actll means the Omnibus Crime Control and Safe Streets Act, 42 USC 3701, 
et seq., as amended. 

(j) "Department of Justice criminal history record information system" means 
the Identification Division and the Computerized Crim~nal History File systems 
operated by the Federal Bureau of Investigation. .' 

(k) "Nonconviction data" means arrest information without d'isposition if an 
interval of Qne year has elapsed from the date of arrest and no active 
pros.ecutio~, of\the charge is pending; or information disclosing that the police 
have elect:ed n:bt to refer a matter to a prosecutor, or that a prosecutor has 

. II elected ~iot tlo commence criminal proce,edings, or that proceedings ha,."e been 
indefinitelyi'postponed, as well as all acquittals and all dismissals. 

(1) "Direct·~\access" means having the autho.rity to access the 
criminal histoty,~co:r:!i.,da.!=a base, whether by manual or automated methods. 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION l--INTRODUCTION 

1.2 Department of'Justice CCH'Regul~tions (Continued) 

Subpart C - Federal System and Inters-tate Exchange of 
Criminal History Record Information 

§ 20.30 Applicability. 

P&"tT 10 

The provisions of this subpart of the regulations apply to any .uepartment of 
Jus~ice criminal history rec,ord information system that serves criminal justice 
agencies in two or more states and to Federal, state and local criminal 
justice agencies to the extent that they utilize the services of Department 
of Justice criminal history 'record information systems. These regulations 
are applicable to both manual and automated systems. 

§ 20.31 Responsibilities. 

(a) The Federal Bureau of Investigation (FBI) shall operate the National 
Crime Information Center (~CIC), the computerized information system which 
includes telecommunications lines and any message switching facilities 
which are authorizeq by law or regulation to link local, state and Federal 
criminal justice agencies for the purpose of exchanging NCIC-related infor­
mation. Such information includes information in the Computerized Criminal 
History (CCH) File, a cooperative Federal-State program for the interstate 
exchange of criminal history record iIlforrnation. CCH shall provide a central 
repository and index of criminal history reco,rd i.nformation for the purpose 
of facilitating the interstate exchange of such information among criminal 
justice agencies. 

(b) The FBI shall operate the Identification Division to perform identifi­
cation and criminal history record information funct~ons for Federal, state 
and local criminal justice agencies, and for noncriminal justice agencies 
and other entities where authorized by Federal statute, state statute 
pursuant to Public Law 92-544 (86 Stat. 1115), Presidential executive order, 
or regulation of the Attorney General of the United States. 

(c) The FBI Identification Division shall maintain the master fingerprint 
files on all offenders included in the NCIC/cCH File for the purposes of 
determining first offender status and to identify those offenders who are 
unknown in states where they become criminally active but known in other 
states through prior criminal his,tory 'records. 

§ 20.32 Includable offenses. 

(a) Criminal hi~tory record information mp.i11tained in any Department of 
Justice criminal hi~tory record information system shall include serious 
andlor significlant offenses. 

(b) Excluded from such a system are arrests and court actions limited only 
to nonserious charges, e.g., drunkenness, vagrancy; disturbing the peace, 
curfew violation, loitering, false fire alarm, non-specific charges of 
suspicion or investigation, traffic violations (except data will be included 
on arrests for manslaughter, driving under the influence of drugs or liquor, 
and hit and run). Offenses committed oy juvenile offenders shall also be 
excluded unless a juvenile offender is tried in court as an adult. 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION l--INTRODUCTION 

1. 2 Department of Justice CCH Regulations (Continued) 

§ 20.32 Includable offenses. (Continued) 

PART 10 

(c) The exclusions enumerated above shall not apply to Federal manual 
criminal history record information collected, lIlaintained and compiled by 
the FBI prior to the effective date of these Regulations. 

§ 20.33 Dissemination of criminal history record information. 

(a) Criminal history record information contained in any Department of 
Justice criminal history record information system will be made available: 

(1) To criminal justice agencies for criminal justice purposes; and 
(2) To Federal agencies authorized to receive it pursuant to Federal 

statute or Executive order. 
(3) Pursuant to Public Law 92-544 (86 Stat. 1115) for use in connection 

with licensing or local/state employment or for other uses only if such 
dissemination is authorized by Federal or state statutes and approved by the 
Attorney General of the United States. When no active prosecution of the 
charge is known to be pending arrest data more than one year old will not 
be disseminated pursuant to this subsection unless accompanied by information 
relating to the disposition of th~t arrest. 

(4) For issuance of press releases and publicity designed to effect the 
apprehension of wanted persons in connection with serious or significant 
offenses. 

(b) The exchange of criminal history record information authorized by 
paragraph (a) of this section is subject to cancellatio~ if dissemination is 
made outside the receiving departments. or related agencl.es. 

(c) Nothing in these regulations prevents a criminal justice agency from 
disclosing to the public factual information concern;lng the status of an 
investigation, the apprehension, arrest, release, or p~osecution of an 
individual, the adjudication of charges, or the correctional status of an 
individual, which is reasonably contemporaneous with the event to which the 
information relates. 

§. 20.34 Individual's right to access criminal history record information~ 

(a) Any individual, upon request, upon satisfactory verificat~on of his 
identity by fingerprint comparison and upon payment of any requl.red processing 
fee, may rE'.view criminal history record information maintained about him in 
a Department of Justice criminal history record information system. 

(b) If, after reviewing his identification record, the subject.thereof 
believes that it is incorrect or incomplete in any respect and Wl.shes changes, 
corrections or updating of the alleged deficiency, he must make application 
directly to the agency which contributed the questioned information. The 
subject ofa record may also direct his challenge ~s to th: accuracy or 
completeness of any entry on his record to the Assl.stant Dl.rector of the FBI 
Identification Division, Washington, D.C. 20537. The FBlcwill then forward 
the challenge to the agency which submitted the data requesting that agency 
to verify or correct the challenged entry. If the contributing agency 
corrects the record, it 0hall promptly notify the FBI and, upon receipt of 
such a notification, th(,:'FBI will lIlake any chang,es necessary in accordance 
with the correction supplied by the contributoll of the original information. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION l--INTRODUCTION 

Department of Justice CCR. Regulations (~ontinued) 

§ 20.35 National Crime Information Center Advisory Policy Board. 

There is established an NCIC Advisory Policy Board whose purpose is to 

PART 10 

recommend to the Director, FlU, general policies with respect to the philos­
ophy, concept and operational principles of NCIC, particularly its relationships 
with local and state systems relating to the collection, processing, storage, 
dissemination and use of criminal history record information contained in the 
CCH File. 

(a) (1) The Board shall be composed of twenty-six members, twenty of whom 
are elected by the NCIC users from across the entire United States and six 
who are appointed by the Director of the FBI. The six appointed members, two 
each from the judicial, the corrections and the prosecutive sectors of the 
criminal justice community, shall serve for an indeterminate period of time. 
The twenty elected members shall serve for a term of two years commencing the 
12th of December following their election. 

(2) The Board shall be representative of the entire criminal justice 
community at the state and local levels and shall include representation 
from law enforcement, the courts and corrections segments of this community. 

(b) The Board shall review and consider rules, regulations and procedures 
for the operation of the NCIC. 

(c) The Board shall consider operational needs of criminal justice agencies 
in light of public policies, and local, state and Federal statutes and these 
Regulations. 

(d) TIle Board shall review and consider, on a continuing basis, security 
and privacy aspects of the NCIC system and shall, as needed, appoint ad hoc 
SUbCOIDnlittees to provide information and recommendations to the Board con­
cerning security and privacy of the NCIC System. 
.}(e) The Board shall recommend standards for participa;~ion by criminal 

justice agencies in the NCIC sytem. '\ 
(f) The Board shall report directly to the Director ot the FBI or his 

desi~lated appointee. 
(g) The Board shall operate within the purview of the Federal Advisory 

Committee Act 5 Public Law 92-463, 86 Stat. 770. 
(h) The Director, FBI, shall not adopt recommendations of the Board which 

would be a violation of these Regulations • 

§ 20.36 Participation in the Computerized Criminal History Program. 

(a) For the purpose of acquiring and retaining direct access to CCH File 
each criminal justice agency shall execute a signed agreement with the 
Director, FBI, to abide by all present rules, policies and procedures of 
the NCIC, as well as any rules, policies and procedures hereinafter approved 
by the NCIC Advisory Policy Board and adopted by the NCIC. 

(b) Entry of criminal history record information into the CCH File will be 
accepted only from an authorized state or FpJ:1eral criminal justice control 
terminal. Terminal devices in other authori~ed criminal justice agencies 
will be limited to inquiries. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION l--INTRODUC';rION 

1.2 Department at Justice CCRRegulatiorts (Continued) 

§ 20.37 Responsibility for accu;r;oacy, comple.tene~.s, currency. 

PART 10 

It shall b.e the responsib.ility of each cr:tminal justice agency contribut:i:ng 
data to any Department of Justice c;r:ilninal history recordinfo:r.mation system 
to assure that infor.mation on individuals ia kept complete, accurate and 
current so that all such records shall contain to the maximum extent feasible 
dispositions for all arrest data included therein. Dispositions should be 
submitted oy criminal justice agencies within 120 days after the disposition 
has occurred. , 

§ 20.38 Sanction for noncompliance. 

The services of Department of Justice criminal history record-information systems 
are subject to cancellation in regard to any agency or entity which fails to 
comply with the provisions of Subpart C. 

1.3 National Crime Information Center Policy Paper 

Computerized Criminal History Program 
Background, Concept and Policy 
Approved by the NCIC Advisory Policy Board, June 14, 1979 

BACKGROUND AND CONCEPT 

The establishment in 1971 of the Computerized Criminal Histo~y tCCH) File 
as part of the operating NCIC system was a major step forward in making this system 
of optimum value to all agencies involved in the administration of criminal justice. 
Offender criminal history has always been regarded by NCIC as the basic file in a 
criminal justice information system. From the beginning of NCIC, sensitivity of a 
criminal history file with its security and confidentiality considerations has always 
been recognized (Science and Technology Task Force Report, The President's Commission 
on Law Enforcement and Administration of Justice, 1967). 

It is important to keep in mind the need to develop an offender criminal 
history exchange with the states that will rapidly gain the confidence of ,all users 
in terms of system integrity, accuracy, and completeness of file content •. This 
type of discipline is necessary if a nationwide system employing the n~cessary 
standards is to succeed. Such discipline is an essential consideration during the 
record conversion stage, even though available data is .limited, ,and becomes an 
essential goal in an operating on-line system. 

From its inception, the concept of NCIC has been to serve as a national 
index and network for 50 state law enforcement information systems. Thus, the NCIC 
does not, nor is it intended to, eliminate the need for such systems at appropriate 
state and metropolitan levels, but complements these systems. .The concept w;as built 
on varying levels and types of information in metropolitan area, state and national 
files. In such an overall system many thousands of duplicate indices in local, 
state and Federal agencies could be eliminated and all agencies share in centrali,zed 
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operational infomation from a mini.mum nwnller of computer files. The purpose of 
centralization b.eyond economics' is to c~mtend with increasing cr:i:mi.nal :mobility 
and recidivism. Computer and communications technology makes this possible and, 
in fact, demands this system concept. 

Our way of life demands that local and state governments retain their 
traditional responsibility over law enforcement. Computer and communications 
technology such as NCIC enhances local and state capability to preserve this 
tradition. The NCIC system places complete responsibility for all record entries 
on each. agency--local, state, and Federal. Likewise, clearance, modification, 
and cancellation of these records are also the responsibility of the entering 
agency. Each record, for all practical purposes, remains the possession of the 
entering agency. However, each local and state agency in one state can 
immediately share information contributed by another agency in another state. 
This continuity of information greatly increases the capability of local and 
state agencies in working across state lines, which have in the past been 
barriers to mutual state and local law enforcement efforts. 

TIle NCIC system, which is the first use of computer/communications 
technology to link together local, state and Federal governments, est',i:tblished 
th,~ control terminal concept. In a national system, although the indiVidual 
users are responsible for the accuracy, validity, and completeness of their 
record entries and their action decisions on positive responses to inquiries, 
more 'stringent controls with respect to system discipline are required. A 
control terminal on the NCIC system is a state agency or a large core city 
servicing state-wide or metropolitan area users. These control terminals, 
rapidly becoming computer based, share the responsibility in the national 
network for monitoring system use, enforcing discipline and assuring system 
procedures and policies are met by all users. The NCIC system, through its 
related control terminals and the advent of criminal history, has a potential 
of over 64,000 local, state and Federal criminal justice user terminals. 
Tradition, computer/communications technology, and potential size of the NCIC 
network and its related state systems demand that its management responsibility 
be shared with the states. To accomplish this objective, an NCIC Advisory 
Policy Board W~s established. 

From the beginning, the NCIC system concept has been to encourage and 
develop strong central state information and~communications services. Through 
mandatory reporting laws at the state level, essential centralized files can 
be established for both operational and administrative use. The administrative 
or statistical use of computer-based files is a vital consideration. A state 
cannot make intelligent decisions ahout crime problems or criminal justice 
effectiveness unless it can statistically document the extent and nature of 
crime and the Success or failure of the criminal justice system in its treat­
ment of offenders. ~hus, the planning of these systems must incorporate means 
of obtaining the necessary statistical data as a byproduct of the operational 
information being processed on a day-to-day basis. This is particularly true 
with respect to the criminal history application. 
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It shall b.e the responsihility of each criminal justice agency contribut:i:ng 
data to any Department of Justice criminal history record information system 
to assure that information on individuals is kept complete, accurate and 
current so that all such records shall contain to the maximum extent feasible 
dispositions for all arrest data included therein. Dispositions should be 
submitted by criminal justice agencies within 120 days after the disposition 
has occurred. 

§ 20.38 Sanction for noncompliance. 

The services of Department of Justice criminal history record information systems 
are subject to cancellation in regard to any agency or entity which fails t·o 
comply with the provisions of Subpart C. 

1.3 National Crime Information Center Policy Paper 

Computerized Criminal History Program 
Background, Concept and Policy 
Approved by the NCIC Advisory Policy Roard, June 14, 1979 

BACKGROUND AND CONCEPT 

The establishment in 1971 of the Computerized Criminal History tCCH) File 
as part of the operating NCIC system was a major step forward in making this system 
of optimum value to all agencies involved in the administration of criT~nal justice. 
Offendel criminal history has always been regarded by NCIC as the basj.c file in a 
criminal justice information system. From the beginning of NCIC, sensitivity of a 
criminal history file with its security and c.onfidentiality consider;.ations has always 
been recognized (Science and Technology Task Force Report, The President's Commission 
on Law Enforcement and Admj.nistration of Justice, 1967) •. 

It is important to keep in mind the need to develop an offender criminal 
history exchange with the states that will rapidly gain the confidence of all users 
in terms of system integrity, accuracy, and completeness of file content. This 
type of discipline is necessary if a nationwide system employing the necessary 
standards is to succeed. Such discipline is an essential consideration during the 
record conversion stage, even though available data is limited, and becomes an 
essential goal in an operating on-line system. 

From its j,nception, the concept of NCIC has been to serve as a national 
index and netwo'rk for 50 state law enforcement information systems. Thus~ the NCIC 
does not, nor is it intended to, eliminate the need for su.ch systems at appropriate 
state and metropolitan levels, but complements these systems. The concept was built 
on varying levels and types of information in metropolitan area, state and national 
files. In such an overall system many thousands of duplicate indices in l~cal, 
state and Federal agencies could be eliminated and all agencies share in centralized 
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operational information from a miniIDum n1lll1her of computer files. The purpose of 
centralization b.eyond econoll1ics is to contend with incJ;'easing cr:i:minal1D.obility 
and recidivism. Computer and communications technology makes this possible and, 
in fact, demands this system concept. 

Our way of life demands that local and state governments retain their 
traditional responsibility over law enforcement. Computer and communications 
technology such as NCIC enhances local and state capability to preserve this 
tradition. The NCIC system places complete responsibility for all record entries 
on each. agency--local, state, and Federal. Likewise, clearance, modification, 
and cancellation of these records are also the responsibility of the entering 
agency. Each record, for all practical purposes, remains the possession of the 
entering agency. However, each local and state agency in one state can 
immediately share information contributed by another agency in another state. 
This continuity of information greatly increases the capability of local and 
state agen.cies in working across state lines, which have in the past been 
barriers to mutual state and local law enforcement efforts. 

The NCIC system, which is the first use of computer/communications 
technology to link together local, state and Federal governments, established 
the control terminal concept. In a national system, although the individual 
users are responsible for the accuracy, validity, and completeness of their 
record entries and their action decisions on positive responses to inquiries, 
more 'stringent controls with respect to system discipline are required. A 
control terminal on the NCIC system is a state agency or a large core city 
servicing state-wide or metropolitan area users. These control terminals , 
rapidly becoming computer based, share the responsibility in the national 
network for monitoring system use, enforcing discipline and assuring system 
procedures and policies are met by all users. The NCIC system, through its 
related control· terminals and the advent of criminal history, has a potential 
of over 64,000 local, state and Federal criminal justice user terminals. 
Tradition, computer/communications technology, and potential size of the NCIC 
network and its related state systems demand that its management responsibility 
be shared with the states. To accomplish this objective, an NCIC Advisory 
Policy Board was established. 

From the beginning, the NCIC system concept has been to encourage and 
develop strong central state information and communications services. Through 
mandatory reporting laws at the state level, essential centralized files can 
be established for both operational and administrative use. The administrative 
or statistical use of computer-based files is' a vital consideration. A state 
cannot make intelligent decisions ab.out crime problems or criminal justice 
effectiveness unless it can statistically document the extent and nature of 
crime and the success or failure of the criminal justice system in its treat­
ment of offenders. Thus, the planning of these systems must incorporate means 
of obtaining the necessary statistical data as a byproduct of the operational 
information being processed on a day-to-day basis. This is particularly true 
with respect to the criminal history application. 
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Of additional significance is a standardized law enforcement 
st~tistices program entitled "Uniform Crime Reports." Historically, this 
p~ogram collected crime statistics dixectly from individual law enforcement 
agencies. For several years the program has embarked on an effort to assist 
the various states in creating their own statistical program. As of 1978, 
there were 43 states collecting crime statistics through a central state 
collection agency. The state programs pxovide the FB.I with the necessary 
information to compile a national view of crime. 

Offender criminal history, i.e., the physical and numerical descrip­
tors of an arrested person and the basic recorded actions of the criminal 
justice agencies with respect to the offender and the charge, is vital infor­
mation in day-to-day criminal justice operations. An FBI study entitled 
"Careers in Crime," published annually through the Uniform Crime Reporting 
Program, documents on a limited basis the extent of criminal repeating by the 
serious offender. Recent analysis indicates the number of years between the 
first and last (most recent) arrest was five years and five months and that 
within that time span the criminal repeater, measured on the basis of arrest, 
was arrested four times. A further study indicates 49 percent of persons 
arrested more than once were rearre.sted within the same state. When individuals 
having only one arrest are considered, then 67 percent of all the persons 
arrested were arrested within a single state. Therefore, an offender criminal 
history file in scope and use is essentially a state file and a state need. 

There is, however, suhstantial interstate criminal mobility (33 
percent) which requires sharing of information from state to state. There is 
no way to positively identify a first offender who will later commit a crime 
in another state. The approach then to a national index must be an empirical 
judgment that all state offenders committing serious and other significant 
violations must be included in the national index. As in other aspects of the 
system, the determination of which criminal acts constitute serious or signifi­
cant violations resides with each individual state. A national index is 
required to efficiently and effectively coordinate the exchange of criminal 
history among state and Federal jurisdictions and to contend with interstate 
criminal mobility. . . 

The development of offender criminal history for interstate exchange 
required the establishme~t of standardized offense classifications, definitions, 
and data elements.. Felony and misdemeanor definitions cannot be used in this 
approach because of the wide variation in state statutes. In fact, the 
definitions of a specific crime by state penal codes also v~~y widely. For 
full utility and intelligent decision-making, offender criminal history 
requires a common understanding of the terminology used to describe the criminal 
act and the criminal justice action. ' 

Each computerized offender criminal history cycle must have a criminal 
fingerprint card as its basic source document. This is necessary in order to 
preserve the personal identification integrity of the system. ~le the criminal 
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history file in the NCIC system will be open to all criminal justice terminals 
for inquiry, only the state agency can enter an~ update a record. This procedure 
provides for better control over the national f~le and its contents. It 
relies on a central state identification function to eliminate duplication of 
recoi<:ds and provides the best statistical opportunity to link together 
multijurisdictional criminal history at local and county levels. 

Using the NCIC concept of centralized state information systems, 
another requirement is to change the flow of criminal fingerpr~nt cards. 
Local and county contributors within a state Qust in an ultimate operational 
system forward criminal-fingerprint ~ards to the FBI through the central state 
identification function. Where the state can make the identification with a 
prior print in file, it can take the necessary action in a computerized file 
without submission to the FBI. Where the state cannot make the identification, 
the fingerprint card must be submitted to the national identification file. 
Again, the system's concept is that a fingerprint card must be the source 
document for a record entry and update, but now it will be retained at the 
state or national level. This approach eliminates considerable duplication 
of effort in identifying finger.print submissions, particularly criminal 
repeaters at state and national levels. It will be the responsibility of 
each state to determin6 its own capability in regard to servicing intrastate 
criminal fingerprint.cards. Whenever a state has determined that it is ready 
to assume processing all intrastate criminal fingerpLint cards, the state 
agency will inform contributors within the state to forward to the state 
identification bureau all criminal fingerprint submissions, including those 
which were previously directed to the FBI, and will also so inform the FBI. 
Since the success of the system concept depends on this procedure, all possible 
measures will be taken to assure compliance. 

The justification for a national index is to efficiently and 
effectively coordinate 50 state systems for offender criminal history exchange. 
The need is to identify the interstate mobile offender. FBI statistics with 
respect to more serious offenders indicate that about 67 percent confine their 
criminal activity to a single state. These are categorized as single-state 
offenders. Therefore, 33 percent commit crimes, are arrested, and are 
fingerprinted in two' or more states. These are categorized as multiple-state 
offenders. 

In either event sufficient data must be stored in the national 
index to provide all users, particularly those users who do not have the 
capability to fully participate in the beginning system,the information 
necessary to meet basic criminai justice needs. 

In order for the system to truly become a national system, each 
state must create a. fully operational state computerized criminal history 
capability within the state. 
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Although the present need for the criminal history file and the 
unequal development of state criminal justice systems dictate a simple initial 
index structure, the ultimate system should differentiate between 'multiple 
state" and "single state" offenders with respect to the level of residency 
of detailed criminal history. "Single state" offenders are those whose 
criminal justice intera~tion~ have been non-Federal and confined to a single 
state having a computerizedt..riminal history system. 

The interstate exchange of computerized criminal history records 
requires a standard set of data elements and standard definitions. The" 
system design was built upon user needs for all criminal justice agencies and 
ends with user input. It was designed on what it is possible to achieve in 
the future, but to operate on Jhe information and hardware available at all 
levels at the present time. ~vhile the formats and standardized offense 
classifications and definitions seem ambitious, to implement a system of this 
potential scope and size without a design to substantially improve the 
identification/criminal history flow would be a serious error. 

System Concept 

As pointed out earlier, the concept of NCIC since initial planning 
in 1966 has been to complement state and metropolitan area systems. Although 
computer/communications technology is a powerful tool, a single national file of 
detailed law enforcement data was viewed as being unmanageable and ineffective 
in serving the broad and specialized needs of local, state, and Federal 
agencies~ The potential size and scope of a national system of computerized 
criminal histories involving 64,000 criminal justice agencies demand joint 
management by the states and the FBI NCIC. 

Necessity for State Files 

(1) Sixty-seven percent of the criminal history records will be 
single state in nature, i.e., all criminal activity limited to one state and, 
therefore, the responsibility of and of primary interest to that-state. 

(2) State centralization can tie together the frequent intrastate, 
multijurisdictional arrests of the same offender and thus eliminate unnecessary 
duplication of files at municipal and county levels. This will obviously 
result in economies. 

(3) . A state system with a detailed data base, because of its 
manageable size, can best satisfy most local and state criminal justice agency 
information needs both on- and off-line. The national file then complements 
rather than duplicates the state file. 

(4) A state with a central data base of criminal history has the 
necessary statistical information for overall planning and evaluation, 
including specialized needs unrelated to the national file. 
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(5) State control of reca,rd entry and updating to the national file 
more clearly fixes responsibility, offer$: greater accuracy, and brings about 
more rapid development of the necess·ary standards. 

(6) A central state sy-s·tem -provides for shared management respon­
sibility with FBI NCIC in monitoring intrastate use of the NCIC, including 
security and confidentiality. 

(7) Channeling the criminal identification flow through the state 
to the national level eliminates· snos·tantial duplication of effort at national 
and state levels. 

Compatibility of State and'NationalFiles 

(1) To contend with criminal repeating and mobility, a national 
index of state and Federal offender criminal history is necessary, i.e., a 
check of one central index rather than 51 other ju~isdictions. 

(2) The duplication provides a backup to recreate either a national 
or state file in the event of a disaster, a cross-check for accuracy, validity, 
and completeness as well as a more efficient use of the network. 

(3) The NCIC record format and data elements for computerized 
criminal history afford a standard for interstate exchange. 

(4) In the developed system a single-state record (67 percent) will 
become an abbreviated criminal history record in the national index with 
switching capability for the states to obtain the detailed record. Such an 
abbreviated record should contain sufficient data to satisfy most inquiry 
needs, i.e., identification segment, originating agency, charge, date, 
disposition of each criterion offense and current status. This will sub­
stantially reduce storage costs and eliminate additional duplication. 

Program Developmen~ 

The proper developD;lento;f the Co'mputerized Criminal History Program, 
in terms of its impact on criminFl,l jlls.t:J:.ce etficiency and eff.ectiyeness and 

. dollar costs, is vital. At the t>1;."es.ent t:bne there is a wide range of 
underdevelopment among the states. :t.r~oes,sential services such as identification, 
information flow, i.e., court disposition reporting programs, computer systems, 
and computer skills. 

0) NCIC implemented cQD;lputerized criminal history in November 1971, 
requiring the full interstatca fo:nnat for B.oth single and multistate records 
because: 

(a) This enaBles· all states to obtain the benefits 
of the Compute·rized Criminal History Program. 
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(b) This provides all states time to develop and 
implement the necessary related programs to 
fully participate. 

(c) Familiarity with and adhere~ce to all 
system standards will."speed program 

" development. ·i 

PART 10 

(2) It is understood that the NCIC Computerized Criminal History Program 
will be continually evaluated, working toward the implementation of the single 
state, multistate concepto .. 

Levels of Participation 

(1) The state maintains a,central computerized criminal justice 
information system interfaced with NCrC. ,The state control terminal has the 
on-line capability of entering new records into state and NClC storage, as well 
as the ability to update the computer-stored records. Through the state system 
local agencies can inquire on-line for criminal history at state and national 
levels. This is a fully participating NCIC state control terminal. 

(2) The state maintains an electronic switch linking local agencies 
ror the purpose of administrative message traffic and on-line access to NClC 
through a highspeed interface. No data is stored at state level; how-ever, 
criminal history records are stored in NCIC and new records are entered and 
updated by the state control terminal from a manual interface to the electronic 
switch. The ,switch provides local agencies direct access to NCIC for criminal 
history summary information ELnd other files. 

(3) The state maintains a manual terminal on lowspeed lin\e to NCIC. 
The state. control terminal services local agencies off-line~ Le., via radio, 
teletype and telephone. Since the volume of computerized crll.TtilJ.al history 
is relatively small" the state control terminal may convert crim:i.nal history 
records, enter and update the:se records in NCIC. There is no computer storage 
at state level. 

Levels 2 and 3 are interim measures until such time as the state 
agency Secures the necessary hardware to fully participate. At that time the 
state records stored in NCIC will be copied in machine f,orm and returned to the 
originating state to implement the state system. 

1. 

SECURITY AND CONFIDENTIALITY 

Infor~l:ion in FBI NCIC Interstate Criminal History Exchange System '(i 

A. Entries of criminal history data into the NClC computer and updating 
of the computerized record will be accepted only from an authorized 
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B. 

o. 

D. 

E. 

state or Federal criminal justice control terminal. Terminal 
devices in other criminal justice agencies will be limited to 
inq~iries and responses thereto. 'An authorized state control 
terminal is defined as a state criminal justice agency on the NCIC 
system servicing statewide criminal justice users with respect to 
criminal history data. Control terminals in Federal agencies will 
be limited to those involved in the administration of criminal justice 
and/or having law enfo:iCCeIJlent responsibilities. 

Data stored in the NCIC computer will include personal identification 
data, as well as public record data concerning each of the individual's 
major steps throu~h the criminal justice process. A record concerning 
an individual will be initiated upon the first arrest of that 
individual for an offense meeting the criteria established for the 

.national file. Each arrest will initiate a cycle in the record, 
which cycle will be complete upon the offender's discharge from the 
criminal justice process in disposition of that arrest. 

Each cycle in an individual's record will be based upon fingerprint 
identification. Ultima.tely the criminal fingerprint card documenting 
this identification will be stored at tne sta~e level or, in the 
case of a Federal offense, at the national Ie .. el. At least one 
criminal fingerprint card must be in the files of the,]BI Identi­
fication Division to support the computerized criminal history 
record in the index. 

The data with respect to current arrests entered in the national 
index will be restricted to serious and/or significant violations. 
Excluded from the national index will be juvenile offenders as 
defined by state law (unless the juvenile is tried in court as an 
adult); charges of drunkenness and/or vagrancy; ,certain public 
order offenses, i.e., disturbing the peace, curfew violations, 
loitering, false fire alarm; traffic violations (except data will 
be stored on arrests for manslaughter, driving under the influence 
of drugs or liquor, and "hit and run"); and nonspecific charges of 
suspicion or investigation. 

Data included in the system must be limited to that with the 
characteristics of public record, i.e.: 

1. Recorded by officers of public agencies or di~isions thereof 
directly and principally concerned with crime prevention, 
apprehension, adjudication, or rehabilitation of offenders. 

2. 

3. 

r" 
Recording must have been made in satisfaction of public duty. 

The public duty must have been directly relevant to criminal 
just,ice responsibilities of the agency. 
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I 

II. 

III. 

F. Social history data should not be contained in the interstate criminal 
history system, e.g., narcotic civil commitment or mental hygiene 
commitment. If, however, such commitments are part of the criminal 
justice process, then they should be part of the system. Criminal 
history records and other law enforcement operational files should 
not be an integral part of a central data base containing noncriminal 
justice related information, e.g., weLfare, hospital, education, 
revenue, and other such noncriminal files necessary for an orderly 
process in a democratic society. 

G. Each control terminal agency shall follow the law or practice of 
the state or, in the case of a Federal control terminal the 
applicable Federal statute, with respect to purging/exp~nging data 
entered by th~t agency in the nationally stored data. Data may be 
purged or expunged only by the agency originally entering that data. 
If the offender" s entire record stored at the national level , 
originates with one cont.rol terminal and all cycles are purged/expunged 
by that agency, all information, including personal identification 
data will be removed from the computerized NCIC file. 

Steps to Assure Accuracy of'Stored Information 

A. The FBI NCIC and state contro~ terminal agencies will 1i1ake continuous 
checks on records being entered in the system to assure system 
standards and criteria are being met. 

B. Control terminal agencies shall adopt a careful and. permanent 
program of data verificat,ion including: 

1. Systematic audits conducted to insure that files have been 
regularly ~nd accurately updated. 

2. W11ere error~ or points of incompleteness are detected, the 
control terminal shall take immediate action to correct 
or complete the NCIC record a3 well as its own state record. 

Who May Access Criminal History Data 

A. Direct access, ~eaning the ability to access the NCIC computerized 
~ile, will be.pe~itted o~lyunder the management, control of criminal 
Justi,ce agenc~es~n the d~scharge of their official mandated 
responsibilities. Agencies that will be permitted direct access 
to NCIC criminal history data include: 

1. Police forces and departments at all governmental levels 
that are responsible for enforcement of general criminal 
laws. This should be Ilnderstood to include highway patrols 
and similar agencies. 
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IV. 

2. J;l"rosecutive agencies and departments at all governmental levels. 

3. Courts at all governmental levels with a criminal'or equivalent 
jurisdiction. 

4. Correction departments at all government levels, including 
corrective institutions and probation departments. 

5. Parole commissions and agencies at all governmental levels. 

6. 

7. 

8. 

Agencies at all governmental levels which have as a 
principal function the collection and provision'of fingerprint 
identification informati0n. 

State control terminal agencies which have as a sole function by 
statute the development and operation of a criminal justice 
information system. 

Regional or local governmental organizations established 
pursuant to statute which collect and process criminal justice 
information and whose policy and governing boards have, as a 
m~nl.lnum, a majority composition of members representing 
criminal justice agencies. 

Control of Criminal Jasq,te Systems 

All computers, electronic ~witches and manual terminals interfaced 
directly with the NCIC comp~ter for the interstate exchange of criminal 
history information must be ~nder the management control of criminal 
justice agencies. Similarly, ,satellite computers and manual terminals 
accessing NCIC through a contt!'ol terminal agency computer must pe under 
the management control of a c~iminal justice agency. Management control 
is defined as the authority to set and enforce (1) priorities; 
(2) standa:tds for the selection, supervision, and termination of per­
sonnel; and (3) policy governing the operation of computers, circuits 
and telecommunications terminals used to process criminal history record 
information insofar as the equipment is used to process, store, or 
transmit criminal history record information. Management control includes, 
but is not limited to, the supervision of equipment, systems design, 
programming, and operating procedures necessary for the development and 
implementation of the computerized criminal history program. Such 
management control guarantees the priority service needed by the criminal 
justice community. A cri1D.:i;nal justice agency must have a written 
agreement with the noncriminal justice agency operating the data center 
assuring that the criminal justice agency has management control as 
defined above. 
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The Board continues to endorse the following statemen.t by the Director 
of the FB.I before the Subcommittee on Constitutional Rights on March 17 
1971: "If law enforc~ment or othe~ criminal justice agencies are to ' 
be responsible for the confidentiality of th~ information in computerized 
systems, then they m.ust have complete ·management control of the hardware 
and the people who use a.nd operate the system. These information 
systems should be limited to the function of.serving the criminal justice 
community at all levels of government--loca'l, state and FederaL" 

Altho~gh dedication is not required for NCIC.CCH participation the 
secur1ty of the information contained in a criminal record sys~em and 
the priority serv~ce nee~ed by the crrminal justice community will be 
enhanced by comp11ance w1th the foll,awing concepts: 

1. 

2. 

3. 

4. 

5. 

6. 

~uccess of law enforcement/criminal justice depends first on 
1tS manpower, adequacy, and quali~y, and secondly, on information 
property processed, retrievable when needed, and used for decision 
making •. Law enforcement can no more give up control of its 
information than it can its manpower. 

Computerized information systems are made up of a number of 
integral par;s, namely, the users, the operating staff, computers 
and re:ated nardware, communications and terminal devices. For 
e~fect1veness, management control of the entire system cannot be 
d1vid:d~ L~kewise, the long-standing law enforcement fingerprint 
~den~1f1cat10n process is an essential element in the criminal 
Just1ce system. 

Trad.itionally, law enforcement/criminal justice has been 
respons~b:e.for the confidentiality of·its information. This 
respons1b1l1ty cannot be assumed if :its data base is in a 
computer system out .of law enforc'ement/ criminal justice control. 

T~e function of public safety and crimil1al justice demands the 
h1ghest . order of priority, 24. hou'rs a day. Experience has shown 
that th1s priority is best achiev~d and maintained through 
dedicated systems. 

A nati~nal(statewide public safety and criminal justice computer/ 
commun1c~t1~ns system, because of .priority, scope including 
syst:m d~sc1pline~ and information needs, on- and off-line, will 
requ1re full serv~ce of hardware and operating personnel • 

. , 

Traditionally, police and criminal justice information has not 
been intermingled or centrally stored with noncriminal social 
files, s~ch as revenue, welfare, and medical, etc. This 
concept :s even more valid with respect to computerized 
informat10n systems at both nation~l and state levels. 
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1. 3 National Clrime Information Center Policy Paper. (Continued) 
Ii 

7. »These systems, particularly public safety and criminal justice 
, information systems, lD.ust be . functional and user oriented if they 
are to develop effectively. Computer skills are a part of the 
system. Ineffective systems result not only in the greatest 
dollar loss but also costs in lives. 

V. Use of System-Derived Criminal History Data 

VI. 

A. 

B. 

Criminal history data on an individual from the national computerized 
file will be ~de available to Federal agenci~s authorized under 
Executive Order or Federal statute and to cri~inal justice agencies 
for criminal justice purposes. This precludes the dissemination 
of such data for use in connection with licensing or local or state 
employment, other than with a crj~nal justice agency or for other 
uses unless such dissemination is pursuant to Federal or state 
statutes. Such state laws nay not conflict with Federal law. 
There are no exceptions. 

Should any information be verified that any agency has received 
criminal history information and has d:l.$'closed that information to 
an unauthorized source, immediate action w~ll be taken by NCIC to 
discontinue cri1Binal history service to that agency, through the 
control terminal if appropriate, until the situation is corrected. 

C. Agencies should be instructed that their rights to direct access 
encompass only requests reasonably connected with their criminal 
justice responsibilities. 

D. The FBI NCIC and control terminals will make checks, as necessary, 
concerning inquiries made of the system to detect possible misuse. 

E. The establishing of adequate state and Federal criminal penalties 
for misuse of criminal history data is endorsed. 

F. Detailed computerized criminal history printouts shall contain 
caveats to the effect, "This response based on numeric identifier 
only" and "Official use only - arrest data based on fingerprint 
identification by submitting agency or FBI." These caveats will be 
generated by the FBI NCIC or state control terminal's computer or 
may be preprinted on paper stock. 

Right to Challenge Record 

The person's right to see and challenge the contents of his record shall 
form an integral part of the system with reasonable administrative 
procedures. 
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If an individual has a criminal record supported by fingerprints. and that 
record has been entered in the NCIC CCH File, it .is available to that 
individual for review, upon presentation of appropriate identification, 
and in accordance with applicable state and Federal administrative and 
statutory regulations. 

Appropriate identification includes being fingerprinted for the purpose 
of ensuring ,that he is the individual that he purports to be. The record 
on fiH~ will then be :verified as his through comparison of fingerprints. 

A. Procedure 

1. All requests Ior review must be made by the subject of his 
:record thro-dgb. a law enforcement agency which has access to 
the NCIC CCH File. That agency with:l.n statutory or regulatory 
limits can require additional identification to assist in 
securing a posit'ive identification. 

2. If the cooperating law enforcement agency can make an identifi­
cation with fingerprints previously taken which are on file 
locally and if the FBI Identification Number of the individual's 
record is available to tliat agency, it can 'lIlake an on-line 
inquiry of NCIC to obtain his record on-line or" if it does 
not have suitable equipment to obtain an on-line response, 
obtain the record by -mail. The individual will then be 
afforded the opportunity to see that record. 

3. Should the cooperating law enforcement agency not have the 
individual's fingerprints on file locally, it is necessary 
for that agency to relate his prints to an existing record by 
having his identification prints compared with those already 
on file in the FBI or, possibly, in the State's central 
iaentification agency. 

4. The subject of the requested record shall ask the appropriate 
arresting agency, court, or correctional agency to initiate 
action necessary to correct any stated inaccuracy in his 
record or provj .. de the information needed to -make .. the record 
complete. 

VII. Physical, Technical, and Personnel Security Measures 

The following security measures are the minimum to be adopted by all 
agencies having access to the NCIC Computerized Criminal History File. 
These ~asures are designed to prevent.unauthori~ed access to the 
system data and/or unauthorized use of data obtained from the 
computerized file. 
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National Crime Information Center Policy Paper (Continued) 

B. 

Computer Centers 

1. 

2. 

The computer site must have adequate physical security to 
protect against any unauthorized personnel gaining access to 
the computer equipment or to any of the stored data. 

Since personnel at these computer centers can access data 
stored in the system, they ~ust be screened thoroughly under 
the authority and supervision of an NCIC control terminal 
agency. (This authurity and supervision may be delegated to 
responsible ,criminal justice agency personnel in the case of 
a satellite computer center being serviced through a state 
control terminal agency.) This screening will also apply to 
non-criminal justice maintenance or technical personnel. 

3. All visitors to these computer centers must be accompanied by 
staff personnel at all times. 

4. Computers having access to the NCIC must have the proper 
computer instructions written and other built-in controls to 
prevent criminal history data from being accessible to any 
terminals other than authorized terminals. 

5. Computers having access to the NCIC must maintain a log of all 
transactions against the criminal history file. The NCIC 
identifies each specific agency entering or receiving information 
and maintains a complete record of those transactions. These 
transaction records and logs are in existence for review to 
detect possible misuse of criminal history data. 

6. Each state control terminal shall build its data system 
around a central computer, through which each inquiry must 
pass for screening and verification. The configuration and 
operation of the center shall provide for the integrity of the 
data base. 

Communications 

1. The circuit is a communications link between two or more 
points utilized by authorized agencies to transmit and 
receive information on behalf of criminal justice agencies. 

2. Any agency that- transmits data intrastate over a communcations 
circuit which is also used to transmit or receive criminal 
history information must be a criminal justice agency or a 
noncriminal,justice agency under the management control of 
a criminal justice agency. 
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1.3 National Crime Information Center Policy Paper (Continued) 

3. Audio response terminals and radio devices, whether digital 
or voice, shall not be used for the transmission of criminal 
history beyond that information necessary to effect an 
immediate identification or to ensure adequate safety for 
officers and the general public. 

C. Terminal Devices/Having Access to NCIC 

1. All agencies having terminals on the system must be required 
to physically place these' terminals- in secure locations 
within the authorized agency. 

2. 

3. 

4. 

The agencies having terminals with access to criminal history 
must have terminal operators screened and restrict access to 
the terminal to a minimum number of authorized employees. 

Copies of criminal history data obtained from terminal devices 
must be afforded security to prevent any unauthorized access 
to or use of that data. 

The state control terminal shall define procedures to ensure 
a.ll metro computers and all remote terminals accessing the NCIC 
Computerized Criminal History (CCH) File through the state 
system will maintain a manual or automated log of CCH inquiries 
with notation of the individual making request for the record, 
or the state control terminal agency may elect to maintain for 
such metro computers or remote terminals an.automated log of 
CCH inquiries with notation of the individual making request 
for the record. Metro systems accessing NCIC directly shall 
define procedures to ensure all remote terminals accessing 
the NCIC CCH File through such metro systems will maintain 
a manual or automated log of CCH inquiries with notation of 
the individual making request for the record, or the metro 
systems may elect'to maintain for any remote terminal an 
automated log of CCH inquiries w~th notation of the individual 
making request for the record. Manual terminals with a direct 
line to the NCIC, Washington, D.C., shall m,aintain a log of 
CCH inquiries with notation of the individual making request 
for the record. All NCIG CCH inquiry logs will be maintai,ned 
for a minimum of one year. 

<I 

A remote. terminal is defined as a terminal accessing NCIC CCH 
through a state computer or through a metro computer or 
accesses NCIC directly. 
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SECTION l--INTRODUCTION 

i 1.3 National Crime . Information Certter 'Pc>licy . raper (Continued} 

VIII.' The Role of the NCIC'Advisott'P~lict Board Regarding Security and 
Confidentiality'Matters 

IX .• 

Periodically the NCIC Advisory Policy Board will consider and study 
the following areas: 

A. 

B. 

C. 

The consideration of criteria for the purging of records, i. e. , 
deletion of records after a designated period of criminal inactivity 
or attainment of a specified age, etc. I 

, j! 

The consideration of criteria for qualification of noncriminal 
justice agencies for secondary access to criminal history data. 

A model state statute for protect~ng and controlling data in any 
future system should be drafted and its adoption encouraged. 

Organization and Adminis't-ration 

A. 

B. 

C. 

D. 

E. 

Each control terminal agency shall sign a written agreement with the 
NCIC to conform with ~ystem policy before participation in the 
criminal history program is permitted. This would allow for 
control over the data and give assurance of system security. 

In each state the cont~ol terminal agency shall prepare and execute 
a written agreement containing similar provisions to the agreement by 
the states and NCIC with each criminal justice agency having a 
terminal device capable of accessing criminal history data within 
that state. 

Each state criminal justi,ce control terminal agency is responsible 
for the security throughout the system being serviced by that agency, 
including all places where terminal devices are located. 

A system security officer shall be designated in each control terminal 
agency to .assure all necessary physical, personnel, computer and 
communications safeguards pr.escribed by the Advisory Policy Board 
are 'functioning properly in systems operations. 

The rules and procedures governing direct terminal access to criminal 
history data shall apply equally to all'participants to the system, 
including the Federal and state control terminal agencies, and 
criminal justice agencies having access to the data stored in the 
system. 

F. All control terminal agencies and other criminal justice agencies 
having direct access to computerized crin.linal history data from the 
sy~tem shall permit an inspection team appointed by the NCIC Advisory 
Policy Board to conduct appropriate inquiries with regard to any 
allegations of security violations. The inspection team shall 
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1.3 National Crime Information Center Policy Paper (Continued) 

PART 10 

include at 1east~one representative of the FBI NCIC. All results of 
the investigation conducted shall be reported to the Advisory Policy 
Board with appropriate recommendations. 

G. Any noncompliance with these measures shall be brought to the 
immediate attention of the NCIC Advisory Policy Board. This Board 
has the responsibility for recommending action, including the 
discontinuing of service to enforce compliance with system security 
regulations. 

1.4 CCH Record Data Element Definition~ 

Additional Arrest Disposition Data (ADD) 
A maximum of 32 alphabetic, numeric, and special characters which more 
clearly define the disposition of an arrest. 

Arrest Charge Number (ACH) -
A sequential numbering of the charges pJaced against the subject at the 
time of arrest. 

Arrest Disposition-Numeric (ADN) -
A three-character numeric code for the disposition of an arrest charge. 

Arrest Name Used (ANA) -
Name subject used at time of arrest. 

J 
Arrest Offense-Literal (AOL) -

A maximum of 46 alpha, numeric, and special characters which further 
explain the arrest charge. 

Arrest Offense-Numeric (AON) -
A four-character code representi.ng a specific arrest charge. 

Arresting Agency Identifier (ORI) -
The ORI (see Originating Agency Identifier) or 29 characters (a1phabetics 
and intervening spaces) representing the identity of the arresting agency. 

Color of Eyes (EYE) - Ii 

A three-character alpha code representing the color of the subject's eyes. 

Color of Hair (HAl) -
A three-character alpha code representing the color of the subject's hair. 

Court Confinement (CMT) -
A maximum of 12 alpha, numeric, and special characters representing the 
amount of time in years, months, and/or days to be spent in confinement. 
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1.4 CCH Record Data Element Definitions (Continued) 

PART 10 

Court Count Number (CCT) -
A sequential numbering of the charges placed against the subject at the 
time of trial. 

Court Disposition Date (CDD) -
Six numeric characters representing the ~onth, day, and year on which 
a charge was adjudicated. 

Court Disposition-Numeric (CDN) 
A three-character numeric code for the disposition of a court charge. 

Court Fine (CFN) -
The dollar amount of a fine exact~d as a penalty for a conviction. 

Court Offense";"I.itera1 (COL) -
A maximum of 46 alpha, numeric, and special characters which further 
explain the court charge. 

Court Offense-Numeric (CON) -
A four-character numeric code representing a specific court charge. 

Court Probation.(CPR) 
A maximum ~f 12 alpha, numeric, and special characters representing the 
'amount of time in years, months, and/or days to be spent on probation. 

Court Sentence Suspe'hded (eSS) -
A maximum of 12 alpha, numeric, and special characters representing 
the years, months and/or days of a sentence suspended. 

Custody/Supervision Starting Date (SSD) 
Six numeric characters representing the month, day, and year a custody 
or supervision status begins. 

Custody/Supervision Status-Literal Extended (SLE) -
Information further explaining a custody or supervision status. 

Custody/Supervision Status-Numeric (SSN) -
A three-character numeric code for a custody or supervision status. 

Date of Arrest or Print (DOA) -
Six numeric characters representing the month, day, and year the subject 
was arrested or fingerprinted. If the subject was arrested more than 
once on the same day, the six numeric characters for the second or 
subsequent arrests on that day will be preceded by a sequential alpha, 
i.e.; A, B, C, etc. 

Date of Birth (DOB) -
Six numeric characters representing the ~onth, day, and year of subject's 
birth. 
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1. 4 CCH Record Data Element DefinitionsC(Continued) 

Date Case Appealed (DCA) -

PART 10 

Six numeric characters representing the month, day, and year of an appeal. 

Date of Latest Update (DLU) 
An automatic assignment by the NCIC computer of six numeric characters 
representing the last date (month, day, and year) data was added to or 
deleted from the Identification Segment of the CCH record. 

Date of Offense (DOO) 
Sixrnumeric characters representing the month, day, and year on which 
the offense occurred. 

Date f~ecord Established (DRE) -
An automatic assignment by the NCIC computer of six numeric characters 
representing the date (month, day, and year) the CCfI record was established. 

\ 
~BI Identification Number (FBI) -

A unique number assigned by the FBI Identification Division when the 
first arrest fingerprint card for a person is retained in the FBI criminal 
fingerprint card file. 

Fingerprint Classification (FPC) 
A 20-character alpha-numeric code representing the classification of the 
subject's fingerprints according to the pattern type in each finger. 

General Offense Character (GOC) -
An alpha character code 'f-or an offense which modifies an arrest or court 
offense, e.g., Attempt tQ Commit, Conspiracy to Commit, etc. 

Height (HGT) -
Three numeric characters representing the subject's height in feet and 
inches. 

Identification Comments (ICO) - (I 

A maximum of 50 alpha, numeric, and special characters further de-
'\ 

scribing the subject. 

Message Key (MKE) -
Function code which specifies type of message transmitted to or from 
NCIC. 

Miscellaneous Identification Number (MNU) -
A unique number assigned to the subject by a specified agency, e.g., U.S. 
Air Force, Army, Marine Corps, Navy, Coast Guard, Veterans Administration, 
etc. 

Name (NAM) -
The name of the subject of the CCH record. 
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1.4 CCH Record Data Element Definitions (Continued) 

On Bail Pending Results of Appeal (CBL) -

PART 10 

The alpha character "B" indicating that a subject was conditionally 
released on bail pending results of appeal. 

Originating Agency Identifier (ORI) -
A unique nine-character alpha-numeric code assigned by FBI NCIC to a 
criminal justice agency for identification of the agency in an NCIC 
message. 

Other Court Sentence Provisions-Literal (CPL) -
A maximum of 50 alpha, numeric, and special characters further describing 
the disposition and/or any other data pertinent to adjudication. 

Other Court Sentence Provisions-Numeric (CPN) -
A three-character numeric code for a special provision dictated by an 
adjudicating body. 

Place of Birth (POB) -
A two-character alpha code indicating state (U.S., Mexico), territorial 
possession, province (Canada), or country of subject's birth. 

Race (RAC) -
A one-character alpha code which indicates the subject's race. 

Scars, Marks, Tattoos, Etc. (8MT) -
A ten-character code (alphas and intervening spaces) describing an 
artificial body part or aid, blindness, a deformity, a missing body 
part, or the location of a mole, needle marks, a scar, a skin 
discoloration, or a tattoo on the subject's body. 

Sex (SEX) -
An alpha character designating'whether the subject is male or female. 

Skin Tone (SKN) -
A three-character alpha code representing the"hue, complexion, or 
appearance of the subject's skin. 

Social Security Number (SOC) -
A nine-digit number assigned to the subject by 'the Social Security 
Administration. 

State Establishing Record (EST) -
An automatic assignment by the NCIC computer of a two-character alpha 
code identifying the state which established the CCH record. 

State Identification Number (SID) -
A unique number (maximum of ten a1phanumer,ic characters of which the 
first two are alphas representing the state) assigned by a state 
identification bureau to the subject. 
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1. 4 CCH Record Data Element Definitions (Continued) 

Status Change Character (SeC) -

PART 10 

A sequential. alpha character that places a change in custody or super­
vision status in chronological o't"der. 

Statute Cita.tion (CIT) -
Sta.tutory documentation relating to the offense for which the subject 
was charged. 

Weight (WGT) -
Three numeric characters representing the subject's weight in pounds. 
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NCIC OPERATING MANUAL PART 10 

2.1 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 2--CCH SUMMARY RECORD 

Description of CCH Summary Record (Message Key QH) 

A CCH summary record is a synopsis of a CCH record. It includes physical 
description, known aliases, the total number of arrests, and the number of 
times charged with and convicted of sl'ecified offenses. It also sets forth 
all avai1ao1e information pertaining to toe last arrest in the record 
including any court dispos'ition and custody supervision data. 

2.2.1 Sample Inquiry to Obtain CCH SUmmary Record 

2L01HEADER]JQ(x01234.QH.MD1012600.NAM/DOE, JOHN. 
SEX/M. RAC/W. DO?·'\120345. PURl C (EOT} 

The above example contains the five requirements for an inquiry to obtain 
a CCH summary record: 

1. Message Header (2L01HEADEPJCC[K01234). 

2 • Message Key eQH). 

3. Originating Agency Identifier (MD1012600). 

4. Search Argument--In the allove example, the combination NAM, SEX, 
RAC, and DOB is the search aTgument used. Additional search 
arguments are set forth in paragraph 2.2.5. 

5. Purpose (PUR/C). 

2 .2.2 MessE..~~!"h~ader 

Each message transmitted to the CCH Fi.le requires a message header. A:'· 
message header is an a1phaoetic, numeric, and/or special character sequence' .. 
of at least nine out not 1I10re than nineteen characters. The first four 
characters of the header for a CCH inquiry 1I1USt be "2L01". The remaining 
fifteen header characters are for use of the ORI to code the transacti6n 
for routing and/or for record-keeping purposes. (Each agency having 
terminal access to NCIC should determine what part, if any, of the header 
is programmatically generated by the computer through which it interfaces 

,the NCIC computer.) 

. NCIC response to any transaction begins with a header in which the first 
four. characters announce to the receiving computer the type of response that 
w~'~.ll follow. All characters thereafter are a repeat of those in positions 5 
through 19 of the incoming header. 

2.2.3 Message Key 

The message key (MKE) used to obtain a CCH summary record is QH. 

2.2.4 Originating Agency Identifier 

The Originating Agency Identifier (PRI) Field mu~t contain the NCIC-assigned 
nine-character identifier of the agency requesting the CCH record. 
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NCIC OPERATING MANUAL PART 10 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 2--CCH SUMMARY RECORD 
2.2.5 Search Argument 

An inquiry message to obtain a CCH summary record (QH) mus.t have one of the 
following search<arguments: 

1. 

2. 

3. 

NAM, 

NAM, 

NAN, 

SEX, RAC, 

SEX, RAC, 

SEX, RAC, 

and DOB 6PQ$~ general type of inquiry). 

DOB, and'SOC (Social S'ecurity Number}. 

DOB, and'MNU (Miscellaneous Identification Number) • 

4. SID (State Identification Numoer) or NAM and SID. 

5. FBI (FBI Identification Number) or NAM and. FBI. 

6. NMf and SOC. 

7. NAM and MNU. 

Each field in the search argument must lle preceded by its message field 
code. 

2.2.6 Purpose 

The Privacy Act of 1974 requires the -;FBI to maintain an audit trail of the 
purpose of each. disclosure of a c-rimina1 history record and the recipient 
of the record. Therefore, a.request for' a criminal history record at the 
national level must include the purpose for which the information is to be 
used. The four general purposes for use of a CCH record which meet the 
requirements of the Act are: 

1. Administrative (A). For use by state agencies participating 
in the CCH program to access records for the purpose of 
administrative file maintenance. When a PUR/A inquiry is 
made for a restricted rec(;rd that is in the process of being 
updated, the record will Be followed oy IlTHIS RECORD CAN BE' 
USED FOR ADMINISTRATIVE PURPOSES ONLY AND CANNOT BE DISSEMINATED 
FOR PUR/C, E, OR R". 

2~r Criminal justice (C). 

3. Employment or licensing (El. Public Law 92-544 authorizes the 
diss~mination of criminal history records to federally insured 
or chartered oanking institutions and to state and local 
governments for employment or licensing purposes provided: 
(1) There is a state statute specifically authorizing such 
dissemination and (2) the statute has been appr<?ved by the U.S. 
Attorney General. Authority to approve these statutes has 
been delegated to the FBI Director by Title 28, C.F.R., SecJ;:1.on 
0.85 (j) • Executive Order 10450 authorizes the disseminatid!t\-
of criminal history records to Federal agencies for Federal\~~ 
employment purposes. Public Law 94-29 authorizes the dis­
semination of criminal history records to the securities industry 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 2--CCH SUMMARY RECORD 

2. 2.6 Purpos e (Continued) 

PART 10 

for employment or licensing purposes. To facilitate 
compliance with the Privacy Act of 1974 and Public Law 92-544, 
Executive Order 10450, and ~blic Law 94-29, the Purpose Field 
of the CCH inquiry format fci~ each inquiry with Purpose Code E 
contains 29 characters. It is necessary to place a space 
after the Purpose Code E, followed by a two-character numeric 
code (See Part 10 Appendix) a~signed by FBI NCIC to indicate 
an Executive Order, Public Law, or approved state statute, plus 
a literal abbreviation·of the ulti1llate recipient of the record. 
Failure to follow this procedure will result in a reject 
message "REJ INV PUR". 

For example, an .inquiry for the Arizona Alcohol Beverage 
Board authorized under Arizona Statute 4202 for licensing 
purposes, approved by the At torney General of thf'-.Uni ted 
States, and assign~d the numeric characters 01 by FBI NCIC, 
would be as foll-:Jws: 

2LOlHEADER.QR.AZCISPXOO.FBI/835172Kl.PUR/E 01 
ALCOHOL BEVERAGE BD (EOT) 

4. Review and/or challenge by the subject of the record (R). 

Only the full CCH record may be disseminated for purposes of employment or 
iicensing checks or review by the subject of the record. A summary inquiry 
(QH) in which the Purpose Field contains a code other than "CIV will be 
rejected. 

2.3 Basis of Search and Responses 

The search on an inquiry by NAM, SEX, RAC, and DOB must match on all four 
identifiers as follows: 

NAM--Soundex-type Eatch on last name Jnd exact match on first letter of 
first name. The Name Field in the inquiry must contain the last name' 
followed by a comma and at least the first letter of the first name. 

SEX--An inquiry with "M" (male) in the Sex Field will search only CCH 
records of male subjects. An. inquiry with "F" (female) in the Sex Field 
will search only CCH records of female subjects. 

RAC--Race specified in an inquiry matches on records containing race as 
follows: 

Race used in Inquiry 

I (American Indian 
or Alaskan Native) 

A (Asian or Pacific 
Islander) 

Race Code in CCH Record 

:matches A, B, I, U and W 

matches A, B, I, U and W 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL ~ISTORY FILE 
SECTION 2--CCH SUMMARY RECORD 

2.3 Basis of Search mld Responses :{Continued) 

Race used in Inquiry Race Code in CCii 

B (Black) matches A, B, I and U 
W (White) matches A, I, U and W 
11 (Unknown) matches A, B, I, U and W 

PART 10 

Record 

DOB--If complete date of birth is used in an inquiry, the search will 
retrieve: (1) records which match on name, sex, race, and complete date 
of birth; (2) records which 1D8tch on name, sex,race, and the year in an 
incomplete date of birth that includes only year (e.g., 000045); and 
(3) records which match on name, s=x,race, and the EOnth and year in 
an incomplete date of birth that includes only month and year (e g 
120045). • " 

An in~ which contains an incomplete date of birth (e. g., 000045) will 
retrieve only those records which :match on the name, sex, race and same 
incomplete date of fdrth. An inquiry which contains an incomplete date 
of birth will not retrieve any record which contains a complete date of 
birth or an incomplete date of birth which does not exactly match the 
partial date of birth in the inquiry. 

If only one record is. hit, the CCH summary will be transmitted. If more 
than on~ record is hit, a limited response consisting of only the 
Identification Segment of each record hit will be transmitted for further 
review by the inquiring agency. If the desired record is identified 
another "QH" inquiry using the FBI number or SID number of that reco;d 
will obtain the CCH record. Refer to paragraph 2.6 for a sample limited 
response. 

Responses to an inquiry using any Search Argument other than 4 or 5 will 
be furnished as follows: 

If a hit is made on either the SOC or M!~U, the search will be discontinued 
and the summary for that one record will be transmitted. If two or more 
hits are made on the same SOC or MNU, a limited response containing only 
the Identification Segment of each record hit will be transmitted for 
further review by the inquiring agency. 

If no hit is made on the SOC or MNU, the search will then be made on 
NAM, SEX, RAC, and DOB. 

Responses to· an inquiry using Search Argument 4, 5, 6, or 7 will be made 
on a search of the unique identifier. (SID, FBI, SOC, 01;' MNU) only. 
Inclusion of the NAM in Search Argument 6 or1 is mandatory. To facilitate 
administrative handling of inquiry Eessage printouts, inclusion of NAM in 
Search Argument 4 or 5 is optional. 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 2--CCH" S'UMMARY lillCORD 

2.4 Sample QH Inquiry with a Positive R~~ponse 

PART 10 

Set out below are a sample QH inquiry» the NCIC .s:,cknowledgment, and the 
summary record transmitted. Following the sample is a line-by-line expla­
nation of the data contained therein. 

Line No. Sample Inquiry 

1 2LOlHEADERXXXX01234.QH.MDlOI2600.NAM/DOE, 

2 
3 
4 

5 
6 
7 
8 

9 
10 
11 
12 
13 
14 
15 
16 

17 
18 
19 
20. 
21 
22 
23 
24 
25 
26 

27 
28 
29 
30 
31 
32 

JOHN. SEX/M.RAC/W .DOB/120345 .PUR/C(EOT) 

Acknowledgment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

400lHEADE~~01234 

MD1012600 
THIS NCIC RESPONSE IS THE RESULT OF YOUR INQUIRY ON 
NAM/DOE, JOHN SEX/M RAC/W DOB/120345. 

4002HEADERXXXX01234 
MDl012600 
NCIC SUMMARY MULTIPLE STATE FBI/835l72Kll 12/1/82 
EH DOE, JOHN M W NH DOB/120345 HGT/5ll 
WGT/165 EYE/BRO HAI/BLK SKN/LBR SMT/TAT L ARM 
SOC/375l25249 MNU/AS-375l25249 FPC/12l0l1C014ll59TTCI13 
COM}ffiNT/EPILEPTIC-TAT IS ARROW THRU HEART 
ADDITIONAL IDENTIFIERS-

4003HEADERXXXX01234 
MDl012600 

SID/MD34567812 
DOB/011147 031147 031149 
SMT/CRIP L HND CON LEJ)lSES DENT UP LO 
SOC/42138l928 382411221 120551394 
MNU/MC-14283l6 VA-CIZ34567 ' 
AKA/DOE, JOHN J /HENftY, JOHN/JOHN, HENRY 

DLU/090l82 II 

TOTAL ARRESTS - 2 

4004HEADERXXXX01234 
MDl012600 
CHARGES 

1 
1 
1 

CONVICTIONS 
1 
1 
1 

OFFENSE 
ASSAULT ,/ 
DANGEROUS DRUGS 
ATTEMPT SEX OFFENSES 
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COMPUTERIZED CRIMINAL HtSTORY FILE 
SECTION 2-~CCH SUMMARY RECORD 

==~~~~I~n~qcu=i~ry~with a Positive response (~ontinuedl Sample QH 

33 
34 
35 
'36 

37 
38 

LAST ARREST STATUS (INCLUDED AB.OVE) -
012082 MDBl'DOOOO BA,LTDfORE CITY PD MD 

COURT STATUS (INCLUDED AB:0VE1 
MD SUP CT NO 1 BALTIMORE 

4 005HEADERXXXXOl 234 
MDl012600 

39 
40 

01 3603 ATTEMPTED HOMOSEXUAL ACT WITH BOY--CONVICTED 
DIS'P DATE/020282 CONFINE/6M 

41 
42 
43 
44 
45 
46 
47 

48 
49 
50 

51 

52 
53 
54 

02 l3l4AGGRAV ASSVl'-GUN-CONVICTED 
DISP DATE/020282 CONFINE/6M 
CC 
APPEAL DATE/030282 

SUPP COURT STATUS-
01 ACQUITTED 

CUSTODY STATUS-

4L06HEADERXXXX01234 
MDl012600 
MD002035C HOUSE OF CORR,ECTION J'ESSUP loID 030382 
RECEIVED 
MD002035C HOUSE OF CORRECTION .'JESSUP MD 090382 
DISCHARGED 
END 
BASED ON NAME CHECK 
ADDITIONAL RECORDS MAY BE ON FILE THAT DO NOT MEET 
FBI DISSEMINATION CRITERIA 

" 

Line 1 is a sample inquiry requesting a summary record. The inqhiry is 
composed of a header (2LOlHEADERXXXX01234); the message key (QH); the ORI of 
the requesting agency (}IDl012600); search Argument 1: subject's name (NAM/DOE, 
JOHN), sex (SEX/M), race (]J.AC/W), -and date of Birth (POB/l~03451; the purpose 
(PUR/C); and the end of tra.nsmissian character (EOT). 

Lines ,2 through 4 ar,e the computer acknowledgment indicating that it has 
received (REC) the inquiry. The NCIC computer frees the line for other 
NCIC traffic while conducting the CCH search. Therefore, before releasing 
the line, the computer advises the inquiring terminal that, the message has 
been received. \1 

Line 5 is the NCIC response header announ~ing the beginning of a CCH summary 
record response. The l'l~" indicates a summary response. The NCIC computer 
transmits a CCH summary response in 400-character blocks of data. The "001" 
indicates the first block will follow', and, the remaining characters 
"HEADERXXXX01234" are the 5th through last' characters contained in the inquiry 
header. The characters' are repeated so that the inquiring terminal may match 
up the, response with the inquiry. Since other NCIC traffic may have been 
received between the time of the inquiry and the response, it is important 
for the inquiring terminal to make each header unique through the use of the 
fifth through nineteenth characters tn the header. 
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COMPUTERI.ZED CRllJINAL HISTORY !,ILE 
SECTION 2--CCH SUMMARY RECORD 

2.4 Sample QH Inquiry with a positive Reapon,$e . (C~ntinued) 

Line 6 is the ORI used in the inquiry. 

PAR'! 10 

Line 7 indicates that the fortocoming response is the result of a match of the 
search arguments contained in toe inquiry. 

Line 8 contains the search arguments used in the inquiry. 

Line 9 -indicates the second block (4002) of data follows. 

Line 10 is the ORI used, in the inquiry. 

Line 11 indicates the response is a CCH summary record on a multi,ple-state 
offender whose FBI number is 835l72Kll and that the inquiry was made em 
December 1, 1982. The t'erm "MULTIPLE STATE" means the CCH record contains 
data indicating the subject has been arrested in more than one state and/or 
by a Federal agency. If the subject had no Federal arrests and all arrests 
in his record took place in only one state, the phrase would read "SINGLE 
STATE". 

Lines 12 through 15 represent toe Identification Segment. 

Line 16 introduces the additional identifiers. 

Line 17 indicates the third block (4003) of data follows. 

Line 18 is the OnI used in the inquiry. 

Line 19 indicates the subject's 'Maryland State Identification Number is 
34567812. 

Lines 20 through 24 contain supplemental ~escriptors. 

Line 25 is the Date of ~atest ~pdate to the Identification Segment. 

Line 26 indicates the total number of arrests included in the CCH record. 

Line 27 indicates the fourth block (4004) of data follows. 

Line 28 is the ORI used in the inquiry> 

Line 29 contains the words "CHAAG;ES," "CONVICTIONS," and "OFFENSE" whi~h are 
columnar headings for the tabulation which follows. 

Lines 30 through 32 indicate the number of charges and convictions for the 
offenses contained in the complete record. It shoulq be npted that the total 
number of charges does not equal the total number of arre$ts in line 26 because 
of multiple charges associated w:Lth a single arrest. 

Line 33 begins the details of the last a.rrest and indica,tes that this infor­
mation is included in the summary of charges and convic~ions. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 2--CCH SUMMARY RECORD 

2.4 Sample QH Inquiry with a Po si.tiJteRe$.p.PIise . (Continued} 

PART 10 

Line 34 indicates that the subject was last arrested on January 20, 1982, by 
the Baltimore~ Maryland, PQl1ceDepartment. 

Line 35 prefaces information relating::'o the court status. or action taken as 
a result of the las·t arrest and indicates' that toe court information which 
follows is included ~:n the summary of charges and convictions. 

Line 36 indicates the subject was brought before Superior Court Number One, 
Baltimore, Maryland. 

Line 37 indicates the fifth block (~005) of data follows. 

Line 38 is the ORI used in the inquiry. 

Line 39 shows conviction for the offense charges in count 01. 

Line 40 indicates the disposition date was February 2, 1982, and the sentence 
for that count was Lx month's cOll£inement. 

Line 41 shows conviction for the offense charged in count 02. 

Line 42 indicates the disposition date was ~ebruary 2, 1982, and the sentence 
for that count was six months' confinement. 

Line 43 indicates the sentences were to run concurrently (CC). 

Line 44 indicates the nate the Case was !ppealed. 

Line 45 prefaces information relating to action subsequently taken by the 
court or chief executive. 

Line 46 indicates that in this case the original conviction for court count 
01 was reconsidered ,and the su'oject was acquitted. Since court count 02 does 
not appear, it can be assumed that either it was not reconsidered or upon 
reconsideration the original disposition and'sentence were affirmed. 

Line 47 prefaces information relating to custody-supervision status changes 
following conviction. 

Line 48 indicates the s~th block(4LO~} of data follows and that it will be 
the last block (!+L06) of data. 

Line 49 is the ORr used in the inquiry. 

Line 50 shows the subject was received on March 3, 1982, at the House of 
Correction, Jessup, Maryland. 

Line 51 indicates the subJect was discharged from the criminal justice system 
on September 3, 1982. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 2--CCH SUMMARY RECORD 

2.4 Sample QH Inquiry w.ith Ii positive ~e~PQnse <"Cont~nue~n 

Line 52 indicates the end of the summary record. 

PART 10 

Line 53 indicates the type of search made of the CCH File. The reference to 
"NAME" includes sex, crace, and date of Birth. 

Line 54 is a caveat that is appended to summary record responses when an 
inquiry is made by name and date of birth, Social Security Number, or 
Miscellaneous Identifying Number. This caveat is appended to the positive 
response to any inquiry containing any of these search arguments since the 
inquiry may match a restricted record, which is in the process of being updated, 
as well as a record on file that does not have restr:i,cted dissem.inatio::-':~ 

. 
Summary records transmitted in respohse to an inquiry will vary in length 
depending upon the number of supplemental identifiers, the number of charges, 
and the amount of detail in the "last arrest status". The complete record 
gives details ~or each arrest in the record. 

2.5 Sample QH Inquiry with a Negative Response 

2L01HEADERXXXX01234.QH.MD1012600.NAM/DOE, 
JOHN.SEX/M.RAC/W·.DOB/120345.l'UR/C(EOT) 

2L01HEADERXXXX01234 
MD1012600 
REC 

2L01HEADERXXXX01234 
MD1012600 

Acknowledgment 

Response 

NO ARREST RECORD OR NO ARREST RECORD MEETING FBI 
DISSEMINATION CRITERIA, FOR PUR/C, E, OR R IN NCIC 
FOR NAM/DOE, JOHN 

2.6 Sample QH Inquiry with a Limited Response 

Set out below are a sample QH inquiry and the resulting limited response (two 
hits wer.e made on the SOC). 

2L01HEADERXXXX01234.qa.MD1012600.NAM!KENT, CLARK. 
SEX/M. RAC/W .DOB!02153L SOC/421381928 .1'IJR/C,(EOT} 

2L01HEADERXXXX01234 
MD1012600 
REC 

Acknew1edgrilent 
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SECTION 2--CCa SU}WARY RECORD 

Sample QH Inq1.ii.ry w:;i.th at Li;m.ited1\es_pons·e. (Continued) 

3001HEADERXXXX01234 
MD1012600 

Response 

THIS NCrC RESPONSE IS THE R,E.SULT OF YOUR. INQUI1\Y ON 
NAM/KENT, CLARK SEX/M RAC/W-DOK/021531' SOC/421381928. 

3002HEADERXXXX01234 
MD1012600 
EH FBI/123J9 KENT, CLARK M W AZ DOff/021521 
HGT/603 WGT/215 EYE/BRO HAI/BLK'SOC/421381928 
FPC/AATT1565PICMDOXIXMDM 

3003HEADERXXXX01234 
MD1012600 
EH FBI/835172K11 DOE, JOHN M W NH DOB./120345 
HGT/511 WGT/165 EYE/BRO HAI/BLK SKN/LB'R 
SMT/TAT L ARM SOC/375125249 MNU/AS-375125249 
FPC/121011C0141159TTCI13 
ADDITIONAL IDENTIFIERS-
DOB/011147 031147 031149 
SMT/CRIP L HND CON LENSES DENT uP LO 
SOC/421381928 382411321 120551394 
MNU/MC-1428316 VA-1234567 

3L04HEADERXXXX01234 
MD1012600 
AKA/DOE, JOHN J/HENRY, JOHN/JOHN, HENRY 
ADDITIONAL RECORDS MAY BE ON FILE THAT DO NOT MEET 
FBI DISSEMINATION CRITERIA 
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3.1 

COMPUTERIZED CRIMINAL HIS~ORY FILE 
SECTION 3-~CO~~LETE CCH RECORD BY MAIL 

Description of CQInplete CCH Eecotd::Ma.i.1ed to Inquiring Agency (Message 
Key SIR) 

The complete record contaUls phys.i.cal and descriptive data and available 
details concerning each arrest including charges, court dispositions, and 
custody-supervision data. In res'pons-e to an on-line request using message 
key SIR (eend !dentificationliecord), a computer printout of the complete 
record is mailed to the requesting agency. 

This type of message is availaole to terminals which do not have the ability 
to receive a complete record on-line via computer-to-computer interface with 
NCIC (QR inquiry capaoility). 

3.2.1. Sample SIR Inquiry to Ootain a Complete CCH Record by Mail 

2LOlHEADERXXXX01234.SIR.MDl012600.FBI/835l72Kll.PUR/C. 
DPT/ANY CITY PD.ATN/DET JOHN DOE.BLD/CITY HALL, ROOM 157. 
ADR/1244 ANYPLACE AVE.CIS/ANY' CITY', MD.ZIP/21208(EOT) 

The above example contains the requirements for an on-line request to obtain 
a complete CCH record by mail: 

1. Message Header (~LOlHEADERXXXX01234). 

2. Message Key (SIR). 

3. Originating Agency Identifier (}1DlOl2600). 

4. Search Argument--In the ahove example, the search is on the FBI 
number. The only other acceptable search argument for a SIR is SID. 

5. Purpose (~UR/C). 

6. Requesting agency's mailing address (see Section 3.2.7). 

3.2.2 Message Header 

Refer to paragraph 2.2.2. 

3.2.3 Message Key 

The message key (MKE) llsed to ohtain a complete CCH record by mail via an 
on-line reques.t is SIR. 

3.2.4 Originating Agency Identifier 

Refer to paragraph 2.2.4. 

3.2.5 Search Argument 

A SIR inquiry must include either the FBI numoer or the SID. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 3--COMPLETE CCH RECORD BY MAIL 

3.2.6 'Purpose 

3.2.7 

Refer to paragraph 2.2.6. 

Requesting Agency's Mailing Address 

All inquiries for complete CCH records (SIR and QR) must contain the 
complete mailing address of the requesting agency. The following defines 
each Message Field Code (MFC): 

MFC 

DPT -
ATN -
BLD -
ADR-

CIS -

ZIP 

Description 
II of Characters 

Permitted 

Department or Agency name 
Name of person to receive response 
Building name; room number, etc. 
Mailing address (street address 
or post office box) 
City and state (separate with a 
comma) 
Postal zip code 

(3-30) 
(3-30) 
(3-30) 

(3-30) 

(3-30) 
(5-9) 

Required 
or Optional 

R 
R 
o 

R 

R 
R 

The slash (/) following each MFC is mandatory as is the 60mma (,) 
separating city and state. A period (.) must be used to end each field 
except the last field prior to the end of transmission (EOT) in which case 
the period is optional. 

3.3 Sample SIR Inquiry and Positive Response 

2LOlHEADERXXXX01234.SIR.MD10l2600.FBI/835172K1l.PUR/C. 
DPT/ANY CITY PD.ATN/DET JOHN DOE.BLD/CITY HALL, ROOM 157. 
ADR/1244 ANYPLACE AVE. CIS/ANY CITY, MD.ZIP/21208(EOT) 

Acknow1ed.gment 

2LO lHEADERXXXXO 1234 
MDlOl2600 
REC 

2LOlHEADERXXXX01234 
MDI012600 

Response 

I 

ACCEPTED INQUIRY ON FBI/835172Kl1. THE CRIMINAL HISTORY 
RECORD WILL BE MAILED BY FBI NCIC. 

FBI NCIC forwards a complete CCH record to the requesting agency by mail 
in the form set forth below. (Spacing on this sample SIR varies from actual 
printout., because of space limitations.) 

10-43" 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 3--COMPLETE CCH RECORD BY MAIL 

3.3 Sample SIR Inquiry and Positive Response (Continued). 

UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 

NATIONAL CRIME INFORMATION CENTER 
CRIMINAL HISTORY RECORD FBI IDENTIFICATION NO. 835172K11 

THIS RECORD IS FURNISHED IN RESPONSE TO AN INQUIRY BY 
FBI IDEN'J;'IFICATION NO.835172K11 

DATE RECORD PRINTED 12/01/82 
RECORD REQUESTED BY ANY CITY PD MD 
MSG. ROUTING INDICATOR/HEADERXXXXOl234 

RECORD ESTABLISHED 04/25/74 
DATE IDENTIFICATION DATA LAST UPDATED O~/01/82 

******************************** 

IDENTIFICATION DATA 

NAME/DOE, JOHN SEX/M RACE/WHITE DOB/12/03/45 
POB/NH HGT/5-11 WGT/165 EYE/BRO HAIR/BLK SKN/LBR 
SCR/MRK/TAT TAT L ARM SOC SEC NO. 375-12-5249 
AS SER NO. 375125249 
NCIC FINGERPRINT CLASS/ 121011C0141159TTCI13 
IDENTIFICATION COMMENTS/ EPILEPTIC - TAT IS' ARROW THRU HEART 
OTHER NAMES USED/DOE, JOHN J/HENRY, JOHN/JOHN, HENRY 
OTHER DOB USED/01/11/47 03/11/47 03/11/49 
OTHER SCR/MRK/TAT USED CRIP L HND CON LENSES DENT UP LO 
OTHER SOC USED 421-38-1928 382-41-1221 120-55-1394 
OTHER MNU USED MC-1428316 VA-C1234567 

******************************************* 

ARREST NO 1 
STATE IDENTIFICATION NO. F120345 DATE OF ARREST 06/06/73 

ARREST DATA' 
ARREST~G AGENCY/DRUG ENFOR ADMIN BUFFALO NY 

NAME USED/DOE, JOHN J1i 
CHARGE NO/01STATUTE CITATION/T21/US/841A1 
OFFENSE/HEROIN-POSSESS 
ARREST DISPOSITION/HELD 

COURT DATA 
COURT ID/NY FED CRT NO 1 NEW YORK 
COUNT NO/01 STATUTE CITATION/T21/US/841Al 
OFFENSE/HEROIN-POSSESS 
DISPOSITION DATE·07/07/73 DISPOS1TION/CONVICTED 
P ROBATI ON/ 6M 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 3--COMPLETE CCH RECORD BY MAIL 

3.3 Sample SIR Inquiry and Positive Response (Continued) 

CUSTODY DATA 
AGENCY ID/US PROBATION OFFICE NEW YORK NY 
A DATE 07/07/73 STATUS/PROBATION 
AGENCY ID/US PROBATION OFFICE NEW YORK NY 
B DATE 01/07/74 STATUS/DISCHARGED' 

-------------------------------------------
ARREST NO 2 

STATE IDENTIFICATION NO. MD34567812 DATE OF ARREST 01/20/74 

ARREST DATA 
ARRESTING AGENCY/ BALTIMORE CITY PD MD 

NAME USED/HENRY, JOijN 
CHARGE NO/01 OFFENSE DATE 01/20/82 
STATUTE CITATION/MD/PC/553 . 
OFFENSE/HOMOSEXUAL ACT WITH BOY 
ARREST DISPOSITION/HELD 
CHARGE NO/02 OFFENSE DATE 01/20/62 
STATUTE CITATION/MD/PC/254 
OFFENSE/AGGRAV ASSLT-GUN 
ARREST DISPOSITION/HELD 

COURT DATA 
COURT ID/MD SUP CT NO 1 BALTDfORE 
COUNT NO/01 STATUTE CITATION/MD/PC/553 
OFFENSE/ATT~WT TO COMMIT HOMOSEXUAL ACT "WITH BOY 
DISPOSITION DATE 02/02/82 DISPOSrTION/CO~lTICTED 
CONFlNEMENT/6M 
COUNT NO/02 STATUTE CITATION/MD/PC/254 
DISPOSITION DATE 02/02/82 DISPOSITION/CONVICTED 
CONFINEMENT/6M OTHER PROVISIONS/CC ~ 

~l-; il)) SUPPLEMENTAL COURT DATA 
COURT ID/MD SUP CT NO 1 BALTIMORE 

. COUNT NO/01 DISPOSITION DATE 03/02/82 
I "~ DISPOSITION/ACQUITTED . 

I CUSTODY DATA 

l' ~ AGENCY ID/HOUSE OF CORRECTION JESSUP MD 
A DATE 03/03/82 STATUS/RECEIVED 

il AGENCY ID/HOUSE OF CORRECTION JESSUP MD 
~ B DATE 09/03/82 STATUS/DISCHARGED 

.~II ;;/>,~ END OF RECORD 

,(' \\ 
f- ~(, ( l ~ ,I 

OFFICIIAL USE ONLY"':ARREST DATA 
BASED ON FINGERPRINT IDENTIFICATION 

BY SUB...~ITTING AGENCY OR FBI 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 3--COMPLETE CCH RECORD BY MAIL 
3.4 Sample SIR Inquiry and Negative Response 

2LOlHEADERXXXX01234.SIR.MDl012600.'FRI/835172Kll. 
PUR/C(EOT) 

Acknowledgment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

2LOlHEADERXXXX01234 
MDl012600 
NO ARREST RECORD OR NO ARREST RECORD MEETING FBI 
DISSEMINATION CRITERIA FOR PUR/C, E, OR R IN NCIC FOR 
FBI/835l72K1l 

PART 10 

3.5 Suppression of Certain CCH Arrest Data Over One Year Old in an Inquiry Made 
for the Purpose of Licensing or Employment 

Section 20.33(a) (3) in Subpart C of the Department of Justice Regulations 
governing the dissemination of criminal record and criminal history information 
reads as follows: "Criminal history record information contained in any 
Department of Justice criminal history information system will be made 
available:... Pursuant to public Law 92-.544 (86 Stat. 1115) for use in 
connection with licensing or local/state employment or for other uses only 
if such dissemination is authorized by Federal or state statutes and approved 
by the Attorney General of the United States. When no active prosecution of 
the charge is known to be pending, arrest data more than one year old will 
not be disseminated pursuant to this subsection unless accompanied by infor~ 
mation relating to the disposition of that arrest." 

In compliance with the above directive, suppression of CCH File arrest data 
will occur when the following conditions exist: 

1. The inquiring agency (ORI) is non-,Federa1. 

2. The message key used in the inquiry is QR or SIR. 

3. The purpose code is E (PUR/E). 

4. The Date of Arrest (pOA) precedes the date the inquiry is made 
by more than 365 days. 

5. The Arrest Disposition Numeric (ADN) Field contains no data or one 
of the following dispositions: held (205), released on bail/or 
own recognizance (206), turned over to (208), referred to juvenile 
court or juvenile authorities (2l2), consolidated with another 
arrest (213) , disposition unknown (215), adult arrest (216), deter­
mination of mental competence prior to trail (217), rebooked 
on another charge (218), and received from another agency 
(custody/supervision segment not involved) (219). 

10-46 
12-5-82 

j 

I '\ 
t ) ~ 

o 

{) 

n 
(.~'). 
~.:-

NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 3--COMPLETE CCH RECORD BY MAIL 

PART 10 

3.5 Suppression of Certain CCH Arrest Data Over One Year Old in an Inquirl 
Made for the Purpose· of Lic,ensirtg or· Employment (Continued) 

6. ~here is no judicial segment, or the Court Disposition Numeric 
(CDN) is 329 (unknown disposition). 

7. There is no custody-supervision segment. 

When a record contains no arrest data that qualifies for dissemination, NCIC 
will send the following on-line response: 

NO .ARREST RECORD OR NO ARREST RECORD 
MEETING .FBI D~SSEMINATION CRITERIA FOR 
PUR/C, E, OR R IN NCIC FOR SID/----------(FBI----------) .•. 

In rare instances, it is possible that all arrest data would be suppressed 
in the response to a SIR inquiry for which NCIC has sent an accept (ACC) 
acknowledgment. This situation will occur when all arrest data which 
qualified for dissemination at the time thejcomputer examined the record was 
expunged after the ACC was sent and D.efore the complete record could be 
printed in the off-line program. In those instances, the above statement 
will be mailed to the inquiring agency. 

Use of a CCH record for criminal justice agency employment is considered a 
criminal justice purpose, and an inquiry for such purpose should contain 
PUR/C. 

10 ... 4] 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 4--COMPLETE CCH RECORD ON-LINE 

;PART 10 

4.1 Complete CCH Record Transmitted On-Line to Computer Servicing Requesting 
Agency (Message Key QR) 

The capability of obtaining a complete CCH record on-line exists only 
w~ere there is a medium or high-speed l~ne (2400 baud or greater) 
interface with the NCIC computer. Even with that capability an agency 
must be authorized to receive the full record on-line. A terminal user 
should contact its respective exists. A user that has QR capab~lity is 
not authorized to send a SIR inquiry; and conversely, a user that has SIR 
capability cannot use the QR inquiry. 

4.2.1 Sample Inquiry to Obtain Complete CCH Record Via On-Line Response 
( 

2L01HEADERXXXX01234.QR.MDl012600.FBI/835l72Kll. 
FUR/C.DPT/ANY CITY PD.ATN/DET JOHN DOE.BLD/CITY HALL, 
ROOM 157.ADR/1244 ANYPLACE AVE.CIS/ANY CITY, MD. ZIP/2l208. 
(EOT) 

The above example contains the five requi'.cements for an inquiry to obtain 
a complete eCH record via on-line response: 

1. Message Header (2L01HEADERXXXX01234). 

2. Message Key (QR). 

3. Originating Agency Identifier (MDl012600). 

4. Search Argument--In the above example, the search is based 
on the FBI number. The only other acceptable search 
argument for a QR inquiry is SID. 

5. Purpose (PUR/C) 

6. Requesting agency's mailing address (see Section 3.2.7). 

4.2.2 Message Header 
Ii 

Refer to paragraph 2.2.2. 

4.2.3 Message Key 

The message key (MKE) used to obtain a complete CCH record via on-line 
response is QR. 

4.2.4 Originating Agency Identifier 

Refer to paragraph 2.2.4. 

4.2.5 Search Argument 

An inquiry to obtain a complete CCH record on-line (QR) must include 
either the FBI number or the SID. 
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COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 4--COMPLETE CCH RECORD ON-LINE 

Requesting Agency's Mailing Address 

Refer to paragraph 3.2.7. 

Sample QR Inquiry and Positive Response 

PART 10 

Set out below is a sample CCH 
response in "period" (without 
contains the same information 
paragraph 3.3. 

inquiry resulting in a complete CCH record 
field codes) format. The sample response 
as furnished in the "SIR" as shown in 

In response to a QR inquiry a complete record is transmitted in a continuous 
stream of data from NCIC to the receiving computer. To facilitate readability, 
the receiving computer reformats the record (to include the field codes) before 
routing it to the requesting terminal. 

2L01HEADERXXXX01234.QR.MD1012600.FBI/835172K11. 
PUR/C.DPT/ANY CITY PD.ATN/DET JOHN DOE.BLD/CITY HALL, 
ROOM 157.ADR/1244 ANYPLACE AVE.CIS/ANY CITY, MD. ZIP/ 
21208(EOT) 

Acknowledgment 

2L01HEADERXXXX01234 
MDl012600 
REC 

Response 

5001HEADERXXXX01234 
MD1012600 
EH.835172K1l.DOE, JOHN.M.W.NH.120345.51l.165.BRO. 
BLK.LBR.TAT L ARM.375125249.AS-375125249. 
l2l011C014l159TTCI13.EPILEPTIC-TAT IS ARROW THRU HEART. 
3.011l47.03l147.03l149.3.CRIP L HND.CON LENSES.DENT UP 
LO.3.42l38l928.3824ll22l.l2055l394.2.MC-1428~16. 
VA-C1234567.03. 

DOE, JOHN J.HENRY, JOHN. JOHN, HENRY.US.042574. 
090182%ER2.NYDEA0200 DRUG ENFOR ADMIN BUFFALO NY .• 
F120345.DOE, JOHN J.060673.0l •• T2l/US/84lAl •• 3512 • 
. 205%ER3.NY FED COURT NO 1 NEW YORK.Ol.070773.T2l/US/ 
841Al •• 35l2 •• 3l0 ••. 6M%ER4.NY0300l7G US PROBATION 

',\ 

OFFICE NEW YORK NY.A.070773.4l9+NY0300l7G US PROBATION 
OFFICE NEW YORK NY.B.010774.409%ER2.MDBPDOOOO 
BALTIMORE CITY PD MD •• MD345678l2.HENRY, JOHN. 012082. 01. 012082. 
MD/PC/553 •• 3603 •• 205+02.012082.~/pc/254 •• l3l4 •• 205% 
ER3. 10-49 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION'4--COMPLETECCH. RECORD BY ON-LINE 
4.3 Sample QR Inquiry and 'Positive Response (Continued) 

5L02HEADERXXXX01234 
MD SUP CT NO 1 BALTIMORE.Ol.020~82.~/~c/553.A.3603 ••• 
310 •• 6M+02. 020282 .MD/PC/254 •• 1314 •• 310 •• 6M •••• CC% 
ER3A.MD SUP CT NO 1 BALTIMORE.01.030282.30l%ER4. 
MD002035C HOUSE OF CORRECTION JESSUP~.A.030382. 
421+MD002035C HOUSE OF CORRECTION JESSUP MD.B. 
090382.409 

4.4 Sample QR Inquiry and Negative~espons~ 
'/' . '~, 

2L01HEADERXXXX01234.QR.Mn1012600.FBI/835l72K11. 
PUR/C(EOT) 

Ac~ow1edgment 

2L01HEADERXXXX01234 
MD1012600 
REC 

Response 

2L01HEADERXXXX01234 
MD1012600 
NO ARREST RECORD OR NO ARREST RECORD MEETING FBI 
DISSEMINATION CRITERIA FOR PUR/C, E, OR R IN NCIC FOR 
FBI/835172K11 

PART 10 

4.5Swppression of Certain CCH Arrest Data Over One Year Old in an Inquiry Made 
for the Purpose of Licensing or Employment 

Refer to paragraph 3.5. 
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NCIC OPERATING MANUAL PART 10 
COMPUTERIZED CRIMINAL HlSTORY FILE 

SECTION.5--Z INQUIRY MESSAGES 

5.1 Descripti,on of COH Z Inquiry'Mess'ages 

A CCH Z inquiry message is availaole to any agency tha't has CCR capability. 
The three types of'Z ;i:nquiries. a;re ZI', ZR, and ZC and are transmitted on-line 
to requesting agencies. 

5.2.1 Description of CCR ZI Inquiry Message 

A CCH ZI inquiry sets forth the complete identification information of the 
subject of the record including known aliases and additional physical and 
numerical identifiers. 

5.2.2 Sample ZI Inquiry to Obtain CcrI Identification Segment 

2L01HEADERXXXX01234.ZI.MD1012600.'J!BI/9000010. 
PUR/C(EOT) 

The above example contains the five requirements for an inquiry to obtain 
a CCH Identification Segment: 

1. Message Header (2L01READERXXXX01234). 

2. Message Key (ZI). 

3. Originating Agency Identifier (~1012600). 

4. Search ArgUment - Tn the aoove example the FBI number is the search 
argument used. 

5. Purpose (PUR/C). 

5.2.3 Message Reader 

Refer to Section 2.2.2. 

5.2.4 Message Key 

The message key (MKE) used to obtain a CCH Identification Segment is ZI. 

5.2.5 Originating Agency ;.,i)entifier 

5.2.6 

Refer to Section 2.2.4. 

Search Argument 

A ZI inquiry message to obtain a CCH Identification Segment must use the 
FBI (FBI Identification Number) or SID. (State Identification Number). 

Purpose 

Refer to Section 2.2.6. 
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NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 5-~Z INQUIRY MESSAGES 

5.2.8 Sample ZI Inquiry and Positive Response 

2LOlHEADERXXXX01234.ZI.MDl012600.FBI/9000010.PUR/C(EOT) 

Acknowledgment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

900lHEADERXXXX01234 
MDl012600 
IDENTIFICATION SEGMENT NCIC RECORD OF FBI/90000l0 04/20/81 
EH TEST RECORD M W FL DOB/022752 HGT/602 WGT/185 EYE/BLU 
HAI/BRO SKN/MED SMT/SC L HND SOC/267985558 MNU/AS-lOOOOOO 
FPC/ AAAAAAAMAAAAAAA 
COMMENT/NN/BUFORD 
ADDITIONAL IDENTIFIERS -

9L02HEADERXXXX01234 
MDl012600 

DOB/020240 040440 050541 
SMT/SC R HND 'TAT L ARM SC FACE SC R ARM 
SOC/555666777 
MNU/AS-2000000 
AKA/DOE, JOHN 

DLU/072382 
END 
BASED ON FBI NUMBER ONLY 

5.2.9 Sample ZI Inquiry and Negative.Response 

2LOlHEADERXXXX01234.ZI.MDl012600.FBI/90000ll.PUR/C(EOT) 

Acknowledgment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

2LOlHEADERXXXX01234 
MDl012600 

NO ARREST RECORD OR NO ARREST RECORD MEETING 
FBI DISSEMINATION CRITERIA FOR PUR/C, E, OR R 
IN NCIC FOR FBI/90000ll 
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NCIC OPERATING MANUAL 

5.3.1 

5.3.2 

5.3.4 

5.3.5 

5.3.6 

5.3.7 

5.3.8 

COMPUTERiZED CRIMINAL HISTO~Y FILE 
SECTION 5--Z INQUIRY MESSAGES 

Description of CCH ZR Inquiry 

PART 10 

A CCH ZR inquiry will advise the requesting agency whether or not a record 
for a specific FB.I number i.s in the CCH ·File. 

Sample ZR Inquiry to Detetliline'if'a'Record for a Specific FBI Number is 
In the CCH'File 

2LOlHEADERXXXX01234.ZR.MDl012600.FBI/90000l0. 
PUR/C(EOT) 

The above example contains the five requirements for an inquiry to determine 
if a specific FBI number is in the CCH File: 

1. Message Header (2LOlHEA,DERXXXX012341. 

2. Message Key (ZR). 

3. i)Originating Agency Identifier (l'lDl012600). 

4. Search Argument - In the above example the FBI number is the search 
argument used. 

5. Purpose (PUR/C). 

Message Key 

The message key (MKE) used to determine if a record for a specific FBI number 
is in the CCH File is ZR. 

Originating Agency Identifier 

Refer to Section 2.2.4. 

Search Argument 

A ZR inquiry must be based on FBI number or SID. 

Purpose 

Refer to Section 2.2.6. 

Sample ZR Inquiry and Positive Response 

2LOlHEADERXXXX01234.ZR.MDl012600.FBI/90000l0.PUR/C(EOT) 
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NCIC OPERATING MANUAL 

COMPUTERIZED CRIMINAL HISTORY FILE 
SECTION 5";:-Z INQUIRY "MESSAGES' 

PART 10 

5.3.8 Sample ZR,Inquiryand Posit~ve Response (Continued) 

~ckrtowledg,ment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

2LOlHEADERXXXX01234 
MDI012600 
FBI/90000l0 ON FILE 

5.3.9 Sample ZR Inquiry and Negative ''Res,ponse 

Refer to Section 5.2.9. 

5.4.1 Description of CCH ZC Inquiry~essage, 

A CCH ZC inquiry will provide all data for a specific date of arrest for a 
particular FBI number including any court disposition and custody supervision 
data. 

5.4.2 Sample ZC Inquiry to Obtain Data ona Specific Date of Arrest Within a 
Particular FBI Number 

2LOlHEADERXXXX01234.ZC.MDl012600.FBI/9000010. 
DOA/07l080.PUR/C(EOT) 

The above example contains the five requi':ements for an inquiry to obtain 
data on a sped.fic date of arrest for a ;,>articular FBI number: 

1. Message Header (2LOlHEADERXXXX01234). 

2. Message Key (ZC). 

3. Originating Agency Identifier (Wl012600). 

4. Search Argument - In the ahove example the FBI number and a specific 
date of arrest is' the search argument used. 

5. Purpose (~UR/C). 

5.4.3 Message Header 

5.4.4 

Refer to Section 2.2.2. 

Message Key 

The message key (;MKE) used to oo,tain data on a specific date of arrest for 
a particular FBI number is ZC. 
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I NCIC OPERATING MANUAL 
COMPUTERIZED CRIMINAL HISTORY FILE 

SECTION 5--Z INQUIRY MESSAGES 

5.4.5 Originating Agency Identifier 

Refer to Sectio~ 2.2.4. 

5.4.6 ~rch Argument 

PART 10 

A ZC inquiry must be based on FBI number and a specific date of arrest. 

5.4.7 Purpose 

Refer to Section 2.2.6. 

5.4.S Sample ZC Inquiry and Positive 'Response 

5.4.9 

2LOlHEADERXXXXOl234.ZC.MDl012600.FBI/90000l0.DOA/07l0S0.PUR/C 
(EOT) 

Acknowledgment 

2LOlHEADERXXXX01234 
MDl012600 
REC 

Response 

800lHEADERXXXX01234 
MDl012600 
ER2.NYUSM0300·US MARSHAJ.S SERVICE NEW YORK NY.F022752.9000010;::·' 
TEST, SEG'TWO THREE.07l080.0l •••• 2899.I/S TRANS STOL PROP+01. 
• •• 1399.ASSAULT FED OFFICER.020681%ER3 •• 0l •••• 2899.r/S TRANS 
STOL PROP.3l0 ••• 5Y+02 •••• l399.ASSAULT FED OFFICER.310 ••• 5Y •• 
363+03 •••• 2899.REC STOLEN PROP I/S.310 ••• 5Y •• 363+ 

8L02HEADERXXXX01234 
04 •••• 2399. THEFT FROM 1/ S SHIPME~~T. 310 ••• 5Y •• 363. 02068l%ER3A 
..01-02 •• 3l0 ••••• 362+03-04 •• 3l0 ••••• 362.02068l%END 

Sample ZC Inquiry and Negative Response 

Refer to Section 5.2.9. 

10 .. 55 
12-5-82 

1)"";' 
// 

, _____ -.-.,.~. ~ __ ~~;"==t;;=-_,~--=-.""""':"''':r==''''=,...,7===''''=~.:::~''''.'O'~ .. -
, ::/:: 



; 
l4k 

r 

( 

( 

'I}, 

.d £UZ 

NCIC OPERATING MANUAL 
INDEX 

NOTE: All references to CM refers to the NCIC Code Manual. 

-A-

Accomplishments of NCIC, Intro-l 
Add-On Feature, Vehicle File, 1-35 
Address of NCIC, Intro-3 
Administrative Messages, Intro-17 
Advj.sory Policy Board, Intro-l 

Composition, Intro-l, Intro-51 
Duties and Policy, Intro-4 
Meetings, Intro-4 

Agency Name (ZO), Intro-IO 
Aircraft, see Vehicle File 
All-Terrain Vehicle, see Vehicle File 
Arrest fingerprint record, 7-3, Part 4 CM 

ARTICLE FILE 
Article Name Dictionary, Part 1 CM 

Names not in Dictionary, 5-6 
Brand Name, Part 1 CM 

Coding 5-7 
Cancellation, 5-12, 5-22 
Clear, 5-17, 5-30 
Codes 

Brand Name Field Codes, Part 1 CM 
Message Field, 5-2 
Message Key, 5-1 
Miscellaneous Field, 5-9 
Model Field, 5-8 '. 
Owner-Applied Number, 5-9 
Type Code, Article Name 

Dictionary, Part 1 CM 
Type Field, 5-6 
TYP Field Category, 5-6 

Duplicate Records, Reject Criteria, 5-3 
Edits, 5-2 
Entry 

Criteria, 5-1 
Example 

Consecutively Serialized Group 
Record, 5-19 

Single Record, 5-5 
Test Record, 5-5 

Fingerprint, Latent, 5-1 
Hit, 5-14 
Inquiry, 5-13", 5-25 

Example, 5-13, 5-25 
Locate, 5-16, 5-27 
Mandatory Fields, 5-5 

Message Key Codes, 5-1 
Miscellaneous, 5-3, 5-9 
Model, 5-3 
Coding, 5-8 
Modification, 5-11, 5-2i 
Multiple Theft, 5-5 
NOAH (Notify ORI of All Hits), 5-15 
Owner-Applied Number, 5-3, 5-9 
Purge, Automatic 5-2 
Record Format, 5-4 
Record Retention, 5-1 
Serial Number, 5-2, 5-6 
Type, 5-2, 5-6 

Article Name Codes, Part 1 CM 
Category Codes, Part 1 CM 

Validations, 5-2 

-B-

BOAT PILE 
Accessories, 3-12 
Add-On Feature 

Add-On Boat Part, 3-35 
Supplemental Data, 3-26 
Supplemental Trailer, 3-29 

Cancellation, 3-19 
Clear, 3-24 
Codes 

Message Field, 3-3 
Message Key, 3-1 
Outer Hull Material, 3-14 
Propulsion, 3-15 
RES Codes for Canadian Provinces, 

Part 6 CM 
RES Codes for Mexican States, Part 6 CM 
RES Codes for the States, Part 6 CM 
RES Codes for Territorial 

Possessions, Part 6 CM 
Color, 3-4, 3-15 
Definition, 3-1 
Document Number for Commercial 

Vessels, 3-14 
Duplicate Records, Reject Criteria, 3-7 
Edits, 3-3 
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BO~T FILE (Cont.) 
Entry 

Criteria, 3-1 
Example, 3-12 
Test Record, 3-12 

Hit, 3-21 
Hull Serial Number, 3-4, 3-14 
Inquiry, 3,..20 

Example, 3-20 
Locate, 3-23 
Make, 3-4, 3-15 
Mandatory Fields, 3-12 
Manufacturer, 3-15 
Message Key Codes, 3-1 
Miscellaneous, 3-4, 3-16 
Modification, 3-18 
NOAH (Notify ORI of All Hits), 3-21 
Outboard Motor, 3-35 
Outer Hull Material, 3-3, 3-14 
Overall Length, 3-4, 3-15 
Propulsion Type, 3-4, 3'--15 
Purge, Automatic, 3-2 
Record Formats, 3-8 
Registration/Document Number, 3-3, 3-13 
Registration Number for Domestic 

Boats, 3-13 
Registration/Documentation State Codes, 

3-3 
Canadian Provinces, Part 6 eM 
Mexican States, Part 6 CM 
States, Part 6 CM 1\ 

Territorial Possessions, Part 6 CM 
Registration/Documentation Year of 

Expiration, 3-3, 3-14 
Retention Period, 3-2 
Supplemental Data Entry, 3-26 
Test Record, 3-12 
Trailer, 3-29 
Type, 3-4, 3-15 
Validations, 3-3 

-C-

INDEX 

Inqui:J:Y 
Additional Guidelines, 9-3 
Example, 9-2 
Requirements, 9-2 
Using Vehicular Data, 9-3 

Locate: 
Agencies required to use, 9-5 
Example, 9-5 
Procedure, 9-5 

Message Key Codes, 9-1 
Retention Period, 9-1 

Cancellation Message, Intro-7 
Articles 

Consecutively Serialized Group 
Record, 5-22 

Single Reco~d, 5-12 
Boats, 3-19 
Guns, 4-13, 

Recovered, 4~23 
License Pfiites, 2-10 
Missing Persons, 8-15 

Supplemental Record, 8-26 
Securities 

Consecutively Serialized Group 
Record, 6-32 

Single Record, 6~23 
Vehicles, 1-21 
Wanted Person, 7-16 

Supplemental Record, 7-28 
Character Set, Intro-27 
Clear Message., Intro-9 

Acknowledgement, Intro-l0 
Articles 

Consecutively Serialized Group 
Record, 5-30 

Single Record, 5-17 
Boats, 3-24 
Guns, 4-18 

Recovered, 4-26 
c 

License Plates, 2-14 
Missing Persons, 8-21 
Securities 

Consecutively Serialized Group 
Record, 6-39 

CANADIAN WARRANT FILE 
Background, 9-1 
Entry 

Criteria, 9-1 
Extradition Data, 9-4, 9-6 
Hits, 9-4 

I' Single Record, 6-28 
Vehicles, 1-33 
Wanted Persons, 7-23 
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INDEX 

Computer Equipment (NCIC System. 
Description), Intro-3 

System Disc:tplin~, Intro-5 
System Security, Intro-4 . 
Terminal and/or Line Failure, Intro-30 

COMPUTERIZED CRIMINAL HISTORY FILE 
Access, 10-14 
Background, Concept, and Policy, 

Intro-5, 10-6 
Challenge, Right to, 10-17 
Computer Centers, 10-19 
Data Element Definitions, 10 •• 22 
Department of Justice Regulatidns, 10-1 
Employment or Licensing, 10-33 
Established, 10-1 
Fugitive Status Selection, 10-1 
Inquiry 

Complete Record by Mail (SIR), 10-42 
Complete Record On-Line (QR), 10-48 
Search, 10-34 
Summary Record (QH), 10-32, 10-36 

Licensing and Employment, Suppression of 
Certain Arrest Data, 10-46 

Log, 10-19 0 

Mailing Address, Requesting Agency's, 
10-43 

Management Control, 10-15 
Messages 

Administrative, Intro-2l 
Header, 10-32 
Key, 10-32, 10-42 

NCIC Adviso-y Policy Board, 10-21 
Participation, 10-12 
Privacy Act of 1974 (Purpose for use of 

CCH record), 10-33 
Program Development, 10-11 
Purpose, 10-33 
QH, 10-32, 10-36 
QR, 10-48 c; 

Record Formats, 10-27 
Regulations, DOJ, 10-1 
Requesting Agency's Mailing Address, 

10-43 
Search Argument, 10-33, 10-42, 
SIR, 10-42 
Soundexing, Intro-30 
Statutes, lQ-lA 
Stored Information, 10·.14 
Suppression of Data, 10-46. 

I' .1 

10-48 

Index-3 
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Control Terminal Agencies 
Federal Criminal Justice Agency 

Headquarters, Intro-44 
Other NCIC Control Terminals, Intro-49 
State Control Terminals, Intro-39 

-D-

Date of Entry (ZE), Intro-IO 
Dictionary, Article Name, Part 
$. Messages, Intro-17 
Dune Buggy, see Vehicle File 

Edits 
Articles, 5-2 
Boats, 3-3 
Guns, 4-2 

-E.,.. 

License Plates, 2-2 
Missing Persons, 8-3 
Securities, 6-2 

. Vehicles, 1-4 
VIN, 1-40 
Wanted Persons, 7-4 

Entry Message, Intro-7 
Articles, 5-1 

1 CM 

Consecutively Serialized Group 
Record, 5-19 

Single Record, 5-5 
Boats, 3-1, 3-12 
Canadian Warrants, 9-1 
Guns, 4-1, 4-5 

Recovered, 4-20 
License Plates, 2-1, 2-5 

,-~, - Missing Persons, 8-1, 8-9 
Supplemental Record, 8-22 

Securities, 6-1 
Consecutively Serialized Group 

Record, 6-,29 
Single Record, 6-8 

Vehicles, 1-1, 1-12 
Wanted Persons, 7-1, 7-10 

Supplemental Record, 7-24 
Error Messages, Intro-ll 
Establishment of NCIC, Intro - 1 

GUN FILE 
Barrel Length, 4-10 
Caliber Field, 4~9 
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GUN FILE (Continued) 
American, Part 3 CM 
British, Part 3 eM 
Metric, Part 3 CM 
Rifle and Shotgun Combination, 

Part 3 CM 
Shotgun, Part 3 CM 

Cancellations, 4-13 
Recovered Gun, 4-23 

Cartridge Capacity, 4-11 
Clear, 4-18 

Recovered Gun, 4-26 
Color and Finish Data, 4-11 
Confined Search, 4-16 
Date of Theft, 4-3 
Duplicate Records, Reject Criteria, 4-3 
Edits, 4-2 
Entry 
Criteria, 4-1 
Example, 4-5 
Recovered Gun, 4-20 
Test Record, 4-5 

Hits, 4-15 
Inscription Data, 4-11 
Inquiry, 4-14 

Recovered Gun, 4-24 
Locate, 4-17 

Recovered Gun, 4-25 
Luger, 4-6 

Make Field, 4-2, 4-7 
Codes 

Alphabetical Listing, Part 3 eM 
Countries/Dependencies/Territories, 

Part 6 CM 
Country of Manufacturer, 4-7 
Foreign Military Weapons, 4-8 
Non-military U.S. Government 

Weapons, 4-8 
Unlisted (Manufacturer Name placed 

in the MIS Field), 4-10 
U.S. Military Issue Weapons, 4-8 

Mandatory Fields, 4-5 
Recovered Gun, 4-20 

Manufacturer's Name, 4-10 
Message Key Codes, 4-1 
Miscellaneous, 4-3" 4-10 
Model Field, 4-2, -4-8 
Modification, 4-12 

Recovered Gun, 4-22 
NOAH (Notify ORI of All Hits), 4-11 

Index-4 
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Owner-Applied Number, 4-11 
Purge, Automatic, 4-2 
Record Format, 4-4 
Recovered Gun 

Additional Guidelines, 4-20 
Cancellation, 4-23 
Clear, 4-26 
Criteria for Entry, 4-20 
Entry Example, 4-20 
Inquiry, 4-24 
Locate, 4-25 
Mandatory Fields, 4-20 
Modification, 4-22 

Retention Period, 4~1 
Serial Number, 4-2, 4-5 
Silencer Length, 4-11 
Stolen Gun <, 

Additional Guidelines, 4-5 
Cancellation, 4-13 
Clear, 4-18 
Inquiry, Lf-14 
Locate, 4-17 
Modification, 4-12 

<) 

Procedures for Handling a Hit, 4-15 
Requirements for Inquiry, 4-14 l 

Type Field, 4-3, 4-10 1\ 
Codes, 4-10 

Validations, 4-2 
ZZZ, 4-7, 4-10 

-H-

Hard Copy Retention, Intro~28 

Headers, Intro-2.7 
Hit ( 

Hit and Probable-cause, Intro-2, 
Intro-28 

Hit, ~rticle File, 5-14 
Hit, Boat File, 3-21 
Hit, Canadian Warrant File, 9-4 
Hit, Gun File, 4-15 
Hit, License Plate File, 2-11 
Hit, Missing Person File, 8-17 
Hit, Securities File, 6-25 
Hit, Vehicle File, 1-29 
Hit. Wanted Person File, 7~19 
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Inquiry Message, Intro-8 
Articles 

Consecutively Serialized Group 
Record, 5-25 

Single Record, 5-13 
Boats, 3-20 
Canadian Warrants, 9-2 

Using Vehicular Data, 9-3 
Guns, 4-14 

Recovered, 4-24 
License Plates, 2-11 
Missing Persons, 8-16 

Using Vehicular Data, 8-17 
Negative Response, Intro-8 
Positive Response, Intro-8 
Securities 

Consecutively Serialized Group 
Record, 6-34 

Single Record, 6-24 
Vehicles, 1-28 

Stolen Parts, 1-28 
Wanted Persons, 7-17 

Using Vehicular Data" 7-19 
International Association of Chiefs of 

Police (IACP) 
Approval of Structure and Basic 

Procedures of NCIC, Intro-l 

-L-

LICENSE PLATE FILE 
Cancellation, 2-10 
Clear, 2-14 

INDEX 

NOAH (Notify ORI of All Hits), 2-8 
Number, 2-2, 2-5 
Purge, Automatic, 2-2 
Record Format, 2-4 
Retention, Record, 2-1 
State, 2-2, 2-6 

Codes, State and Country, Part 6 CM 
Type 

Regular Passenger Automobile 
Plates - Defined, 2-7 

Special License Plates - Defined, 2-7 
Codes, Part 8 eM '-j 

Validations, 2-2 
Year of Expiration, 2-2, 2-7 

Licensing and Employment, 
Suppression of Certain Data,. 10-46 

Line Failure, Intro-30 
Locate Messages, Intro-9 

Acknowledgment, Intro-9 
Articles 

Consecutively Serialized Group 
Record, 5-27 

Single Record, 5-16 
Boats, 3-23 
Canadian Warrants, 9-5 
Guns, 4-17 
License Plates, 2-13 
Missing Persons, 8-19, 

First Locate-Automatic Purge, 8-20 
Securities 

Consecutively Serialized Group 
Record, 6-36 

Single Record, 6-27 
Vehicles, 1-31 
Wanted Persons, 7-21 

$ .8. ProgI:?:I!l~_ 2-2, 2-5 
Duplicate Rec(J';;ds, Reject Criteria, 2-3 
Edits, 2-2 

Second Locate - Automatic Purge, 7-22 
Luger, 4-6 

Entry 
Criteria, 2-1 
Example, 2-5 
Test Record, 2-5 

Fingerprint, Latent, 2-1 ' 
Hits, 2-11 
Inquiry, 2-11 
Locate, 2-13 
Mandatory Fields, 2-5 
Message Key Codes, 2-1 
Miscellaneous, 2'-.2, 2-7 
Modification, 2-9 

-M-

Message Key Codes 
Articles, 5-1 
Boats, 3-1 
Canadian Warrants, 9-1 
Guns, 4-1 
License Plates, 2-1 
Missing Persons, 8-1 
Securities', 6-1 
Vehicles, 1-1 
Wanted Persons, 7-2 

Index-5 
12-5-82 



de 

NCIC OPERATING MANUAL 

Messages 
Administrative, Intro-17 
Cancellation, Intro-7 
Clear, Intro-9 
CCH Administrative, Intro-2l 
$. Messages, Intra-17 
Entry, Intro-7 
Error (Reject), Intro-Il 
Headers, Intro-27 
Inquiry, Intro-8 
Locate, Intro-9 
Modification, Intro-7 
Reject, Intro-ll 
ZE, Intro-l0 
ZO, Intro-l0 

MISSING PERSON FILE 
Alias, 8-24, 8-25 
Cancellation, 8-15 
Categories (4), 8-1 
Clear, 8-21 
Date of Birth, 8-4, 8-10 
Date of Emancipation, 8-4" i8-l0 _ 
Date Missing, 8-5 
DETN, 8-20 
Documentation, 8-1 
$.8. Program, 8-12 

INDEX 

Operator's License Number, 8-6 
Operator's License State, 8-5 
Operator License Year of Expiration, 
Place of Birth, 8-3 
Purge, Automatic, 8-2 
Race, 8-3, 8-9, 8-16 
Record Format, 8-8 
Reject Already on File, 8-10 
RELD, 8-20 
Retention Period, 8-2 
Scars, Marks, and Tattoos 8-4 
Sex, 8-3 
Skin Tone, 8-4 
Social Security Number, 8-5 
Supplemental Record 

Alias, 8--24 
Cancellation, 8-26 
Entry, 8-22 
Fields, 8-22 
Identifiers, Additional, 8-25 
License Plate, 8-24 
Modification, 8-25 
Operator's License, -8-24 
Vehicular Data, 8-24 " 

Validation, 8-3 
Vehicle Data, 8-6, 8-11, 8-13~ 8-2[.; 
Weight, 8-4 

Duplicate Records, Reject Criteria, 8-7 
Edits, 8-3 Modification Message, Intro-7 

Articles Entry 
Additional Guidelines, 8-9 
Categories, 8-1 
Criteria, 8-1 
Example, 8-9 
Mandatory Fields, 8-9 
Test Record, 8-9 

Eye Color, 8-4 
FBI Number, 8-4 
Fingerprint Classification, 8-5 
Hair Color., 8-4 
Height, 8-4 
Hit, 8-17 
Inquiry, 8-16 
License Plate Data, 8-6, 8-11, 8-24 

Purge of License Data, 8-3 
Locate, 8-19 
Mandatory Fields, 8-9 
Message Key Codes, 8-1 
Miscellaneous~ 8-6, 8-11 
Miscellaneous Number, 8-5 
Modification, 8-13, 8-25 
Name, 8-3 
NOAH (Notify ORI of All Hits), 8-11 

Consecutively Serialized Group 
Record, 5-21 

Single Record, 5-11 
Boats, 3-18 
Guns, 4-12 

Recovered, 4-22 
License Plates, 2-9 
Missing Persons, 8-13, 
Securities 

Consecutively Serialized Group 
Record, 6-31 

Single Record, 6-22 
Vehicles, 1-26 
Wanted Persons, 7-14 

Remove Vehicular Data, 7-15 
Mopeds, see Vehicle File 
Mo torcycle, s~;e Vehicle File 
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NATB Passenger Vehicle Identification 
Man.ual, 1-40 

Network Map, Intro-50 

-0-

Off-Line Search, Intro-8 
On-Line VIN Ed~ts, 1-40 
Originating Agency Identifiers 

Courts, IJlt.ro-33 
Criteria for assignment, Intro-32 
Juvenile Agencies, Intro-33 
Noncriminal justice agencies 

Intro-33, Intro-37 
Nongovernmental agencies, Intro-33 
Policy Approval, Intr9-32 
Private Agencies, Intro-37 
Regional dispatch centers 

Intro-33, Intro-34 
Structure and Use, Intro-34 

Criminal Justice, Intro-35 
Law Enforcement, Intro-34 
Noncriminal Justice, Intro-37 

Validation Schedule, Intro-38 
ZO, Intro-l0 

Overrides, VIN, 1-14, 1-18 

-P-

Personal Descriptors, Part 4 CM 
Policy, NCIC, Intro-4 
Positive Response To Inquiry, Intro-8 
Probable Cause, Intro-2 
Procedures for Handling a Hit 

Article, 5-14 
Boat, 3-21 
Canadian Warrant, 9-4 
Gun, 4-15 
License Plate, 2-11 
Missing Person, 8-17 
Securities, 6-25 
Vehicle, 1-29 
Wanted Person, 7-19 

Purge, Automatic 
(, 

Article, 5-2 
Boat, Expired Data, 3-2 
CCH, Intro-31 
Gun, 4-2 

INDEX 

.. 

Hot Files, Intro-31 
License Plates, 2-2 
Missing Person, 8~2 
Securities, 6-2 
Vehicle 

Expired License Data, 1-3 
Wanted Person, 7-3 

-Q-

Quality Control, Intro-2: 
Record Responsiblility, Intro-2, Intro-5 

Maintaining Integrity of NCIC Records, 
Intro-23 

Serious Errors, Intro-23 

Record Format 
Article, 5-4 
Boat, 3-8 

-R-

Computerized Criminal History, 10-27 
Gun, 4-4 
License Plate, 2-4 
Missing Person, 8-8 
Securities, 6-7 
Vehicle, 1-8 
Wanted Person, 7-9 

Reorganization, NCIC File 
CCH, Intro-31 
Hot Files, Intro-31 

-S-

SECURITIES FILE 
Abbreviations Acceptable for 

Iss«~r Field, 6-12 
Bait Money, 6-18 
Bearer, 6-·15 
BLANK, 6-15 
Cancellation, 6-32 

Consecutively Serialized, 6-32 
Clear, 6-28 

Consecutively Serialized, 6-39 
Counterfeit, 6-17 
Definition, 6-1 
Denomination (DEN), 6-4, 6-10 
Duplicate Records, Reject Criteria, 6-6 
Edits, 6-2 
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Entry 
Additional Guidelines, 6-9, 6-21 
Criteria, 6-1 
Entry Eltamples 

Bond, 6-8: 
Consecutively Serialized, 6-29 
Currency, 6-8 
Mandatory Fields, 6-8 

Other than Currency, 6-9 
Test· Record, 6-9 
Treasury Bill, 6-8 
U.S. Savings Bond, 6-8 

Hits, 6-25 
Inquiry, 6-24 

Consecutively Serialized, 6-34 
Interest Rate, 6-17 
Issuer 6-4, 6-11 

Acceptable Abbreviations, 6-12 
Locate, 6-27 

Consecutively Serialized, 6-36 
Mandatory Fields, 6-8 
Message Field Codes and Edits, 6-2 
Message Key Codes, 6-1 
Miscellaneous 6-6, 6-17 

Abbreviations, 6-19 
Modification, 6-22 

Consecutively Serialized, 6-31 
NOAH (Notify ORI of All Hits), 6-18 
Owner 6-5, 6-14 
Procedures for Handling a Hit, 6-25 
Purge, Automatic 6-2 
Record Format, 6-7 
Retention Period, 6-2 
Security Date, 6-5, 6-16 
SeI'ial Number, 6-3, .6-9 
Social Security Number, 6-5, 6-15 
Type, 6-2, 6-9 

Field Codes, Part 5 CM 
Validations, 6-2 

Serious Errors, Intro-23 
FBI NCIC - Procedures for, Intro-25 

Snowmobile, see Vehicle File 
Soundexing 

CCH File, Intro-30 
NCIC Files Except CCH File, Intro-28 

System Description, Intro-3 
System Discipline, Intro-5 
System Security, Intro-4 

INDEX 

-T-

Terminal Failure, Intro-30 
Test Record Entry 

Article File, 5-5 
Boat File, 3-12 
Gun File, 4-5 
License Plate File, 2-5 
Missing Person File, 8-9 
Securities File, 6-9 
Vehicle File, 1-15 
Wanted Person File, 7-10 

Tractor, see Vehicle File 
Trailer, see Vehicle File 
Truck, see Vehicle File 

-V-

Validations 
Acknowledgment 

Letter, Intro-26 
Articles, 5-2 
Boats, 3-3 
~ertification Letter, Intro-26 
Guns, 4--2 
License Plates, 2-2 
Missing Persons, 8-3 
Originating Agency Identifier, Intro-38 
Securities, 6-2 
Schedule, Intro-26 

) Vehicles, 1-4 
Wanted Persons, 7-3 

VEHICLE FILE 
Accessories, 1-1 
Add-On Feature, 1-35 

Cancellation, 1-37 
Clear, 1-39 
Definition, 1-35 
$.8. Program, 1-39 
Duplicate rrecQ~ds, Reject Criteria, 

1-37 
Entry, 1-35 

Examples, 1-36 
Inquiry, 1-38 
Locate, 1-39 
Modification, 1-3'7 

Assembled Vehicle, 1-14 
Brand Field, 1-5, 1-21 
Cancellation, 1-27 
Category Fier~, 1-6, 1-22 
Certificate of Origin, l-r 
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INDEX 

VEHICLE ~:iLE (Cont.) 
Check digit, 1-41 
Clear, 1-33 
Color, 1-6, Part 8 CM 
Definition, 1-1 
$.8. Program, 1-15 
Duplicate Records, Reject Criteria, 1-7 
Edits, 1-4 
Engine, 1-1 
Engine Power or Displacement, 1-7, 1-24 
Entry 

Criteria, 1-1 
Examples, 1-12 
Test Record, 1-15 

Expired License Data, Automatic 
Purge, 1-3 

Hits, 1-29 
Inquiry, 1-28 
Leased, 1-1 
License Plates 

Number 1-4, 1-15 
Aircraft . 

Civilian, 1-16 
Military, 1-16 

All-Terrain and Snowmobiles, 1-16 
State 1.-4, 1-17 

Aip:f;aft, 1-17 
Codes, Part 6 CM 

Type 1-4, 1-18 
Year of Expiration 1-4, 1-17 

Loaned, 1-1 
Locate, 1-31, 
Make 1-5, 1-19 

Codes, Part 8 CM 
Mandatory Field, 1-13 
Message Key Codes, 1-1 
Miscellaneous Field, 1-6, 1-22 

Aircraft, All-Terrain, Dune Buggy, 
Go-Cart, Golf Cart, or Snow­
mobile, 1-23 

Construction Equipment, 1-23 
Farm or Garden Equipment, 1-23 
Felony Vehicle, 1-24 
Motorcycle, 1-23 
Trailer, 1-23 
Truck (bus, motorized home), 1-23· 

.Vehicle Part, 1-24 
Model 1-5, 1-22 

Codes, Part 8 CM 
Modification, 1-26 

NATB 
Interest, 1-25 
Locates, 1-32 
Manuals, 1-40 

NOAH (Notify ORI of All Hits), 1-~9 
On-Line VIN Edits, 1-40 
Owner-Applied Number, 1-7, 1-24 
Ownership Data 1-7, 1-25 
Purge, Automatic, 1-3 
Record Formats, 1-8 
R~cord Retention, 1-3 
Rented, 1·-1 
Replicas, 1-14 
Serial Number, 1-4 
Style 1-6, 1-22 

Codes, Part 8 CM 
Vehicle Identification Number, 1-4, 1-18 

Motorcycle VINS, 1-18 
NATB Manuals, 1-40 
On-Line Edits, 1-40 

American Motors, 1-43 
Audi, 1-45 
Buick, 1-46 
Cadillac, 1-48 
Chevrolet, 1-50 
Chrysler, 1-52 
Dodge, 1-54 
Ford, 1-56 
Imperial, 1-58 
Jaguar, 1-60 
Lincoln, 1-61 
Mercury, 1-63 
Oldsmobile, 1-65 
Plymouth, 1-67 
Pontiac, 1-69 
Porsche, 1-71 
Rover, 1-72 
State Assigned VIN, 1-18 
Triumph, 1-73 
Volkswagen, 1-74 
Volvo, 1-76 

Overrides SVIN, 1-14, 1-18 
Plate, 1-1 

Vehicle Year, 1-5, 1-19 

WANTED PERSON FILE 
Aliases, 7-12, 7-26, 7-27, 7-28, 

Part 4 CM 
Arrest Fingerprint Record, 7-3" 7-12 
Cancellation, 7-16 
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INDEX 

WANTED PERSON FILE (Cont.) 
Caution Indicator, 7-2 
Clear, 7-23 
Cross-Reference of Records, 7-12 
Date of Birth 7-5, Part 4 CM 
Date of Warrant 7-6 
$.8. Program, 7-13 
Duplicate Records, 7-11 
Duplic'ate Records, Reject Criteria, 7-8 
Edits, 7-4 
Entry 

Criteria, 7-1 
Example, 7-10 

Mandatory Fields, 7-10 
Test Record, 7-10 

Extradition, 7'-1, 7-22 
Eye Color 7-5, Part 4 CM 
FBI Number, 7-4, 7-5, 7-12, Part 4 CM 
Fingerprint Classification, 7-6, 

Part 4 CM 
Form 1-12, 7-3 
Hair Color, 7-5, Part 4 CM 
Height, 7-5, Part 4 CM 
Hit Procedure, 7-19 
Inquiry, 7-17 
"John" or "Jane Doe" record, use of, 

7-12 
License Plate Data, 7-3, 7-7, 7-13, 

7-26 
Locate Data, 7-19, 7-21 
Mandatory Fields, 7-10 
Message Key Codes, 7-2 
Miscellaneous, 7-7, 7-12 
Miscellaneous Number, 7-6 
Modification, 7-14 
Multiple Charges, 7-11 

Entry of Additional Charges 
at Later Date, 7-11 

Name, 7-4, Part 4 CM 
NOAH (Notify ORI of All Hits), 7-12 
Numerical Identifiers, 7-11 
Offense', 7-6 
Offense Codes, Part 7 CM 
Operator's License Number, 7-6, 7-26, 

Part 4 CM 
Operator's License State, 7-6, Part 4 CM 
Operator's License Year of Expiration, 

7-6, Part 4 CM 
Originating Agency Case Number, 7-6, 7-11 
Place of Birth, 7-5, Part 4 CM 
Probation and Parole Violators, 7-1 
Purge, Automatic, 7-3 

Race Field, 7-5, 7-18 1, Part 4 CM 
Record Format, 7-9 
Retention Period, 7-2 
Scars, Marks, and Tattoos, 7-6, Part 4 CM 
Sex, 7-5, Part 4 CM 
Skin Tone, 7-5, Part 4 CM 
Social Security Number, 7-6, Part 4 CM 
Supplemental Record, 7-24 

Entry 7-24, 7-25, 7-26, 7-27 
Cancellation, 7-28 
License Data, 7-26 
Vehicular Data, 7-7, 7-27 

VIN Edits (see also Vehicle File 
and Part 8 CM) 

Temporary Felony Want Record, 7-1, 7-3 
Retention Period, 7-3 

Uniform Offense Codes, Part 7 CM 
Validations, 7-3 
Vehicle Data, 7-7, 7-15, 7-29 
Wanted Flash - Cancellation Notice, 7-3 
Warrant, 7-11 
Weight, 7-5, Part 4 CM 

-Z-

ZE (Date of Entry), Intro-IO 
ZO (Agency Name), Intro-IO 

Index-lO 
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