Insert Tribal Agency Name] – National Crime Information Center (NCIC) 
Second Party Verification Policy

Instructions: This template addresses a Tribal Agency’s NCIC Second Party Verification and Record Quality Control policy and procedures to ensure that records entered into NCIC are complete and accurate and free of errors and accidental omissions. Each Agency entering records must maintain and keep on file a copy of this policy. Remove italics before finalizing and signing. 
Purpose: The purpose of this NCIC Validation policy is to ensure that [Tribal Agency], hereinafter referred to as Agency, is adhering to FBI CJIS Security policy that requires agencies who enter certain records into the National Crime Information Center (NCIC) to have procedures in place for the second party verification of all records. 
Definition: Second party verification means to confirm that the record is complete, accurate, and does not contain any known errors at the time of record entry by utilizing a second party review process. 
Policy and Procedures:
The preferred method for second party verification or records is to have the second party verification occur immediately after the record is entered in to the system. Personnel entering records shall have a coworker (or supervisor), that has the appropriate training, review the message fields to ensure their accuracy and completeness against the source record. If a second party is not immediately available the verification should be completed as soon as possible after entry into the NCIC system. 
[bookmark: _GoBack]Upon discovery of inaccurate or incomplete information, the appropriate message key should be used to either modify, supplement, clear, or cancel the record.
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