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Instructions to Authenticate  
Criminal Background Check 

 

 Criminal Background Check documents can be obtained 
from: 

 

• Michigan State Police Internet Criminal History Access 
Tool (I-CHAT): 

Home Page - ICHAT Menu (michigan.gov) 

• Michigan State Police: 

MSP - Criminal History Records (michigan.gov) 

• U.S. Department of Justice FBI Criminal History Record: 
 

Identity History Summary Checks — FBI 
 

 
 

 
 

  

http://www.michigan.gov/sos
https://apps.michigan.gov/
https://www.michigan.gov/msp/0,4643,7-123-1878_8311---,00.html
https://www.fbi.gov/services/cjis/identity-history-summary-checks


 
STATE OF MICHIGAN 

OFFICE OF THE GREAT SEAL 
LANSING 

OF F IC E  O F  TH E  GR E A T S EA L  
R IC H A R D  H .  A US T IN  B UI L D I NG   1 S T  F LO OR    4 3 0  W .  A L L EG A N    LA NS IN G ,  M IC H I GA N 4 8 9 18  

w w w. M i c h i g a n . go v / e l ec t i o ns   MD OS - N o t a ry @ Mi c h i g a n . g ov  

 

 
Helpful Tips 

 
 If it has not been notarized by the individual agency you 

received the record from, you will need to put a true copy 
statement on the document. 
 

 How to make a true copy statement. 

• Print or type: “this is a true copy of my _________  ” (list type of document) 
directly on the document. This statement can be put on a separate sheet of 
paper stapled to the front of the divorce document. 
 

• Sign under true copy statement in front of a Michigan notary.  Have your 
signature notarized by a Michigan notary public  
 

• The only person who can make the true copy statement is the person named in 
the document or the person who produced the document.  

 
Exceptions to this rule:  
 
 If the person named on the document is under the age of 18, a parent 

can make the true copy statement on their behalf. 

 
• A Michigan notary public cannot make a “true copy” statement on 

copies of any records. 
 
 
 
 

http://www.michigan.gov/sos
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 Make sure the notarization is correct. 

 A proper notarization should include: 

• Notary printed name  
• Notary signature 
• Date of notarization 
• Commission Expiration date 
• County of commission 
• Acting in the county of ___________ (if different than county of 

commission) 
 

 Additionally: 
 All Elements must be reproducible, an Embosser alone is not acceptable. 

 
 If using a stamp, all elements must be legible and reproducible. 

 
 The use of the stamp or embosser cannot make any part of the document 

illegible. 
 

 If a correction needs to be made to a notarization, the only person who 
should make the correction is the original notary and the notary should 
initial any change. 
 

 Notary must have an English version of their notarization. 
 

 The entire notarization block must be on the same page. 

 
 
 
 

http://www.michigan.gov/sos
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 Notaries cannot: 

 

• Notarize a document without witnessing a signature. 
 
• Make a true copy statement. 

 

• Make a certification statement regarding a person, business, or document. 
Examples: Stating a person is alive. Stating a business is incorporated under 
the laws of a particular state. State the qualifications of a person. 

 

• Cannot include the term Notario Publico/ Notaria Publica in their 
notarization or be referred to as Notario Publico/ Notaria Publica within the 
document. 

 

• Be stated in the beginning of the document and state the whole document. 
 

• Witness the signature of a family member. 
 

• Notarize a document in which the notary has a financial interest in.  
 

• Cannot charge over $10.00 for their notarization. They may charge extra for 
travel, but this must be agreed upon before the notarization. 

 

• Notary cannot charge a fee to make a correction to their notarization. 
 

• If using Electronic or Remote notarization, notary cannot charge a travel or 
convenience fee. 

 

• Notarial elements, either written, stamped, or embossed cannot make any 
portion of the document or notarial block illegible. 

 

• Cannot notary stamp or notary emboss pages to show a page belongs within 
the document. Every stamp or embossing is considered a notarization and 
requires witnessing a signature and having all the elements of a proper 
notarization. 

 

http://www.michigan.gov/sos
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Examples 
 

 

http://www.michigan.gov/sos
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http://www.michigan.gov/sos
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