[Insert Tribal Agency Name and Tribal Logo]

[Insert Tribal Agency Name] – National Crime Information Center (NCIC) Validation Policy

Instructions: This template addresses a Tribal Agency’s NCIC Validation policy and procedures to ensure that records entered into NCIC are validated in a timely manner. 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 the NCIC Operating Manual which requires agencies that enter certain records into NCIC to validate those records. 
Definition: NCIC record validation is the process by which an entering Agency confirms that the entry made into NCIC for the source record is complete, accurate, and the case or property is still outstanding or active.
Note: A record may not be validated prior to the agency receiving notification by the Department of Justice (DOJ). 
Policy: On a monthly basis, the DOJ will forward a list of records to be validated, via email, to the Validation POC designated by the Tribe. The Validation POC is the person responsible for forwarding the list of records requiring validation to the respective Agency TAC, who will ensure the records entered by their agency are validated in a timely manner or cleared from the system if they are no longer valid or outstanding. If an agency is servicing another agency, the serviced agency shall provide the source documentation to the servicing agency (e.g. courts provide warrant information to the police department).
The Agency will accomplish record validation by reviewing the NCIC record entry and supporting agency source documents, and by recent consultation with any appropriate complainant, victim, prosecutor, court, nonterminal agency, or other appropriate source or individual. 
In the event the Agency is unsuccessful in its attempts to contact the victim, complainant, etc., the entering Agency must make a determination based on the best information and knowledge available whether or not to retain the entry in the file.
If the record is determined to be no longer valid or contains errors, it must be cleared or modified immediately.
The Main Tribal Validation POC is designated as follows:
	AGENCY
	ORI
	NAME
	PHONE
	EMAIL

	
	
	
	
	


  



The Agency Terminal Agency Coordinators (TACs) are as follows: 
	Agency
	ORI
	[bookmark: _GoBack]TAC Name
	Email
	Agency Validator 
(If delegated by TAC)

	
	
	
	
	 [insert agency/email and phone]



Agencies must notify DOJ TAP promptly anytime the need to change the agency listed TAC arises. DOJ TAP will verify agency TACs are up to date on an annual basis.
This agreement shall become effective upon the date signed by all parties.
Tribe Validation Point of Contact
	
(Signature)
	
(Title)


	
(Print Name)
	
(Date)



[Insert Agency Name] Department Agency Head
	
(Signature)
	
(Title)


	
(Print Name)
	
(Date)



[Insert Agency] Terminal Agency Coordinator (TAC)
	
(Signature)
	
(Title)


	
(Print Name)
	
(Date)
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