

SECONDARY DISSEMINATION LOG

Requirement
As set forth in the Criminal Justice Information Services (CJIS) Security Policy, Secondary Dissemination Section 5.1.3, a Noncriminal Justice Agency (NCJA) releasing Criminal History Record Information (CHRI) to another agency that was not part of the original information exchange, then the sending NCJA is required to log and maintain such transactions.  A “log” is to consist of the following fields: Date Shared, Disseminated Record, Requesting Agency (whom the response was shared with), Method of Sharing, and Agency Personnel that shared the CHRI.  
Purpose
The purpose of this document is to provide your agency with a sample tool in order to meet the federal requirement.  Your agency is in no way obligated to use the Secondary Dissemination Log. 
Instructions
The Secondary Dissemination Log is provided in an Excel format.  All fields listed in this log are compliant with the secondary dissemination requirement. This log is to be used in any instance where CHRI is being shared with another agency outside the original request and this log should be maintained indefinitely.  A NCJA may individually create documents to “log” such dissemination.  However, they are to meet the same required fields, whether physically or electronically maintained. 

Disseminated Record:  Enter the TCN or full name assigned to the individual CHRI record that is to be disseminated.
Date Shared:  The date the CHRI is actually provided to the other agency.



NCJA means – A governmental agency authorized by federal statute, executive order, or state statute and approved by the U.S. Attorney General to be able to receive state and federal fingerprint based CHRI, directly or indirectly from the Michigan State Police (MSP).  Examples of services include, but are not limited to, employment suitability, licensing determinations, immigration and naturalization matters, and national security clearances.

Requesting Agency:  The name of the qualified agency that is receiving the CHRI.
[bookmark: _GoBack]Recipient Name:  The name of the authorized recipient for the Requesting Agency. 
Method of Sharing: The method used to exchange the CHRI (e.g. e-mail, fax, U.S. Postal Service, etc.)  Note: Any requested CHRI record that is a “hit” record, meaning a record was found, then the agency can only disseminate the found, or hit record, by U.S. Postal Service.
Agency Personnel (Operator) that shared the CHRI: The name or initials of the individual within your agency that actually forwarded the CHRI record with the other qualified entity.
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Note:  It is not necessary to have Microsoft Excel to edit this document. Simply click on cell and make changes accordingly.  However, by positioning your pointer over the spreadsheet and right clicking your mouse you can select “Worksheet Object” then select ”Open” and the spreadsheet will open in excel. 
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