
Technical Assistance Session:

FACILITY AGENT APPLICATIONS
Including Fingerprinting Instructions

Please mute your lines and utilize the chat feature for 
questions.
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AGENDA
● Best Practices: Rolled Fingerprint Cards (Fingerprint Verification 

Form & Cards) and Level 1 Fingerprint Clearance Card ID

● Dispensary Agent (DA) Cards vs Facility Agent (FA) Cards vs 
Laboratory Agent (LA) Cards 

● How To: FA Card Applications 

● Linking an FA card to a Facility

● Manuals

● Q & A



Fingerprint Options
Fingerprint Verification Form and 

Cards
Level 1 Fingerprint Clearance 

Card ID

Facility Agent 
Application 

fee $300

Facility Agent 
Application 

fee $150



How to make fingerprint selection in 
the Application 

This option will be displayed in a Facility Agent Application. 

DA and LA applications do not allow applicants to select a fingerprint option. If using a Level 1 Fingerprint Clearance 
Card ID, applicants can upload an image of the L1FPCC under any of the document upload headers on page 2 of the 
application.



Level 1 Fingerprint Clearance Card ID

• Ensure first and last names on 
L1FPCC exactly match first and 
last names on ID 

• To use this option, upload an 
image of the L1FPCC in the 
documents section (page 2) of 
the application



Fingerprint Verification Form and Cards

• Use the correct form: FD-258 1110-0046.
• Use black ink. DO NOT use erasable ink; it disappears when  

exposed to heat.
• White correction tape is acceptable.



Fingerprint Verification Form and Cards
1. Signatures from applicant and FP technician, 

date must include month, day and year

2. Residential Address

– Cannot be a UPS store, business, P.O. Box, etc.

– Must include house number, street name, city, 
state, and zip code- do not abbreviate the city (PHX)

– Does not need to be an AZ address, but must be 
where applicant actually resides

3. Employer and Address/Reason Fingerprinted-
LEAVE BLANK. No stickers, no stamps



Fingerprint Verification Form and Cards
1. Last name(s), First name 

– First and last names should match ID EXACTLY

– Middle names/initials, jr, sr, not required 

2. Aliases: list any maiden name, previous last 
names or nicknames. Ex. Michael goes by Mike

3. Citizenship: Must list country of which 
applicant is a citizen. 

– Proper country abbreviations are acceptable

– “Yes” or “American” is not acceptable

4. Include Social Security number

5. Demographic information is required

– “X” is not acceptable except in the HAIR field



Fingerprint Verification Form and Cards

1. Date of Birth
– Must be in Month/Day/Year format

2. Place of Birth
– If born in the US, you must list the state in which applicant was 

born

– State abbreviations are acceptable (AZ, MI, CA)
• POB Nebraska is a special case; most fingerprinting locations use "NB" 

which is incorrect for the Department of Public Safety. Please spell out 
Nebraska or ensure the technician uses "NE".

– If applicant was born outside the US, you must spell out the 
country in which they were born

– Country abbreviations are not acceptable (MX, CN, GE)

– Cities are not acceptable



Fingerprint Verification Form and Cards

Missing Digits/Prints
You must list a reason for the 
missing print. 

Acceptable Examples include:
• Amputated, bandaged, 

stroke, missing at birth, 
etc.

This information can be hand-written in. 



Fingerprint Verification 
Form and Cards Checklist

Available on our website:

Fingerprinting Verification 
Form & Card Checklist 

https://www.azdhs.gov/documents/licensing/medical-marijuana/fingerprint-verification-form.pdf?v=20220802


Fingerprint Verification Form and Cards

Any questions on how to 
fill out a fingerprint card?



Fingerprint Verification Form and Cards

POP QUIZ!
Find what is incomplete or incorrect on 
each card. Select your answers on the 

pop-up poll! 

Answers follow each slide.



Fingerprint Verification Form and Cards QUIZ



Fingerprint Verification Form and Cards QUIZ
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Fingerprint Verification Form and Cards QUIZ



Fingerprint Verification Form and Cards

Any questions on how to 
fill out a fingerprint card?



Fingerprint Verification Form and Cards
(Rolled Fingerprint Cards)

• Please prepare two (2) original rolled 
fingerprint cards and the Fingerprint 
Verification Form 

• Once the prints have been taken

– Place the TWO (not 1, not 3) fingerprint cards and 
the Fingerprint Verification Form into the 
envelope and seal it

– Sign your name across the edge of the seal

– DO NOT give the applicant the fingerprint card 
without first sealing it inside the envelope and 
signing across the edge of the seal



Fingerprint Verification Form and Cards
(Rolled Fingerprint Cards)

By US Postal Service Mail:

AZDHS 

Attn Marijuana Dept

P.O. Box 19000

Phoenix, AZ 85005

In-Person Drop-Off M-F 8a-5p:

AZDHS, Suite 400

150 N 18th Ave

Phoenix, AZ 85007

Visitor parking is on the lower level of 
the parking garage, on the east side of 
18th avenue. You will be sent up to the 
4th floor to submit your fingerprints.

• Rolled fingerprint cards should be submitted to the Department a minimum of 
5 business days before an application is submitted

• Options for submitting fingerprint verification form and cards: Mail or Drop-Off

If Mailing by Fedex, UPS, or 
anything OTHER than US Postal 
Service:

AZDHS SUITE 410

Attn Marijuana Dept

150 N 18th Ave

Phoenix, AZ 85007



Fingerprint Verification Form and Cards

Questions?



DA Cards VS. FA Cards VS. LA Cards
What’s the difference?

Dispensary Agent Card Facility Agent Card Lab Agent Card

Applied for and owned by the Facility’s Principal 
Officer/Board Member(s) (PO/BM)

Applied for and owned by the agent Applied for and owned by the Laboratory’s 
Owner(s) 

$500 Non-Refundable Application fee • $300 Non-refundable application fee if 
processed with Fingerprint Verification 
Form & Cards.

• $150 Non-refundable application fee if 
processed with a Level 1 Fingerprint 
Clearance Card (L1FPCC)

$500 Non-Refundable Application fee

Automatically attached to the Facility (as it is 
owned by the facility)

Must be linked to every facility in which the 
agent will be working; Can be linked to multiple 
facilities simultaneously

Automatically attached to the Laboratory (as it is 
owned by the laboratory)

Only functions for the singular facility location 
which owns the card

All-Purpose Card Only functions for the singular laboratory 
location which owns the card

Will not enable agents to work in 
cultivation/manufacture facilities with Adult-Use 
or Dual licenses

Cannot be used for Medical Marijuana Lab 
Employees

Will not enable agents to work in any facility with 
Adult-Use or Dual licenses



AZDHS Licensing Portals
• Do not create new accounts for an applicant with a 

company issued/created email address if the applicant 
has an existing account. This will cause issues in 
processing times as each person is only permitted to 
have one (1) account.

– If completing applications for your employees in their 
account, on their behalf, be sure the account holder is 
checking their email for NOD/RFI messages from AZDHS 
to ensure faster processing times



Facility Agent Application 

Individual Licensing Portal Demo

How To:





THANK YOU
Kacey & Rachel | Agent Card Specialists

Gina & Dan | AZDHS Consultants

marijuana@azdhs.gov |  602-364-0857 option 2

azhealth.gov

@azdhs

facebook.com/azdhs

mailto:marijuana@azdhs.gov

