
Fingerprints for Insurance Licensing Purposes 
 
 

Due to social distancing concerns, fingerprint services are not currently available at all test sites.  As we 
progress through a phased reopening, the situation changes frequently.  It is your responsibility as a test 
candidate to research if your test site is currently fingerprinting or not.  If they are not offering 
fingerprinting services, please review the instructions listed below.   
 
If you are unsure if it is necessary for you to secure and submit a fingerprint card to the Montana 
Department of Justice, please email us at producerlicensing@mt.gov for clarification.  No resident 
insurance licenses will be issued by the State Auditor’s office without a complete background check 
done through the Montana Department of Justice.  The State Auditor’s office and the MT DOJ Criminal 
Records Division are separate entities.  It is imperative that you send your fingerprint cards and payment 
to the MT Department of Justice.  Please read the ENTIRE message to make sure you’ve completed all 
required steps. 
 
If you secure your own fingerprint card, please do the following: 
 

1.  Review the sample fingerprint card displayed below-highlighted areas on the example are 
critical. 

a. Employer and address must read Jeannie Keller, State Auditor’s Office  
                                              840 Helena Ave., Helena, MT  59601                           

This is to ensure completed reports are sent directly to our office 
b. Reason Fingerprinted must include the statutory information listed below.  The FBI 

requires that the background only be used for the statutory reason listed.   
c. ORI must read MT920050Z, MT State Auditor.  If the person printing you lists another 

ORI, you can mark it out and write in the correct ORI.   
2.  Completed cards must be mailed to the following address: 

Montana Criminal Records 
P.O. Box 201403 

Helena, MT 59620-1403 
E-mail: dojcriss@mt.gov 
Phone: (406) 444-3625 

3. Payment of $30.00 to Montana Criminal Records must accompany the fingerprint card.  Please 
note the email and phone number for Criminal Records is provided above.  They will answer 
questions regarding fingerprinting.   

4. Please go the Criminal Records website if you have additional questions, 
https://dojmt.gov/enforcement/background-checks/   
 

Fingerprint Options that may be available(situation may change at any time): 
Update as of June 29, 2020 Pearson Vue owned test sites in Billings and Helena will resume 
fingerprinting.  Appointments must be scheduled through Idemia.  More information is available at this 
link, https://home.pearsonvue.com/mt/insurance/fingerprint  
Billings: Call-O-Way fingerprinting LLC. 406-281-3473.   
Helena: MT Criminal Records Division by appointment only 406-444-3625 
Missoula:  Pearson Vue site for test candidates only.  Fingerprint only appointments not available.   
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You will need to contact your local Sherriff or Police department directly to find out if they are offering 
paper fingerprint services.   
 

See highlighted areas for what your card must include 
   
 
 

 
 
 
If you are unsure of the process or have a question, please email us at producerlicensing@mt.gov.  If 
you submit your fingerprint card to the incorrect agency or provide payment to the incorrect agency, 
your background check will not be processed.   
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