
NCIC
-We Love It , We Hate It



Overview

▪ Gun File
▪ Vehicle File
▪ Article File
▪ Missing Persons File
▪ Wanted Persons File
▪ NCIC FAQs



Gun File



What is Defined as a Gun?

▪ Any weapon, including a starter gun, which is designed to, or 
may be readily converted to expel a projectile by air, carbon 
dioxide, or the action of an explosive

• Antique guns
• Cannons
• Machine guns
• Pistols
• Rifles
• Shotguns

• Frame or receiver of any 
such weapon

• Firearm mufflers
• Firearm silencer
• Destructive devices
• Disguised guns

Presenter
Presentation Notes
Destructive devices include grenades, mines, missiles, rockets, and bombs. Disguised guns include knife guns, pen guns, belt buckles, cane guns, and cell phone guns. 

Do NOT enter BB guns or paintball guns, these will be entered in the article file.




Criteria for Entering a Stolen Gun

▪ Theft report made

▪ Serially numbered weapon

▪ Agency must maintain supporting documentation



Criteria for Entering a Recovered Gun

▪ What is considered “recovered”?
▫ Abandoned, seized, or found weapon
▫ No stolen or lost report is on file

▪ Criteria
▫ No stolen or lost report is on file
▫ Gun must remain in possession of agency

▫ Or be readily available for examination
▫ If the entering agency loses custody of the recovered 

gun, then the recovered gun record must be canceled



Required Fields for Entry

▪ ORI

▪ MKE/ Message Key

▪ Serial Number

▪ Make

▪ Caliber

▪ Type

▪ Originating Agency Case Number

▪ Recovered
▫ Same fields including 

Recovery Date

▪ Lost
▫ Same fields including 

Loss Date



EG

Presenter
Presentation Notes
Serial Numbers: Nonunique numbers cannot be entered

Caliber: American and British calibers expressed in decimals of an inch. Metric calibers expressed in millimeters (mm). Caliber .30-30 listed under American calibers as 30 and should be entered as 30. Caliber 8x57mm listed under metric calibers as 8 and should be entered as 8. When entering a Silencer, the caliber size will be the same as the firearm it belongs to. Measurements cannot be converted from American to British, American to metric, British to American, etc.

Date of Theft: Narrow down as closely as possible to the last time the gun was seen.









True (manufacturer) serial number 
entered

Do not enter:
• National match numbers
• Model numbers
• Stock control numbers
• Owner-applied numbers
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Presenter
Presentation Notes
Serial Numbers: Nonunique numbers cannot be entered

Caliber: American and British calibers expressed in decimals of an inch. Metric calibers expressed in millimeters (mm). Caliber .30-30 listed under American calibers as 30 and should be entered as 30. Caliber 8x57mm listed under metric calibers as 8 and should be entered as 8. When entering a Silencer, the caliber size will be the same as the firearm it belongs to. Measurements cannot be converted from American to British, American to metric, British to American, etc.

Date of Theft: Narrow down as closely as possible to the last time the gun was seen.









Enter without periods

NCIC Code Manual Earliest possible date
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Presenter
Presentation Notes
Serial Numbers: Nonunique numbers cannot be entered

Caliber: American and British calibers expressed in decimals of an inch. Metric calibers expressed in millimeters (mm). Caliber .30-30 listed under American calibers as 30 and should be entered as 30. Caliber 8x57mm listed under metric calibers as 8 and should be entered as 8. When entering a Silencer, the caliber size will be the same as the firearm it belongs to. Measurements cannot be converted from American to British, American to metric, British to American, etc.

Date of Theft: Narrow down as closely as possible to the last time the gun was seen.









Modify Gun Record
▪ Use MG to modify or validate

▪ Identify record by NIC or Serial Number

▪ Modify any information that needs to be corrected



Record Retention

▪ Stolen and lost gun records remain on file until originating 
agency clears or cancels record

▪ Recovered guns remain on file for remainder of year entered 
plus 2 years

▪ Ten days after a locate is placed on a stolen, lost, or felony gun 
record, the record is retired



Additional Transactions for Gun Files

▪ QG - Query Gun

▪ LG - Locate Gun

▪ CG - Clear Gun

▪ XG - Cancel Gun



Vehicle File



Vehicle File

▪ Any motor-driven conveyance (except a boat) designed to 
carry its operator. Also aircraft and trailers

• Planes
• Trains
• Automobiles

• Tractors
• Motorcycles/Snowmobiles/ ATV/UTVs
• Motorized Wheelchairs
• Trailers



Criteria for Vehicle Entry

▪ A theft report has been made 
▫ A loaned, rented, or leased vehicle that has not 

been returned 
▪ Vehicle used in the commission of a felony whose 

whereabouts are unknown
▪ Federally issued court order for seizure of vehicle



Required Information for Entry

▪ Vehicle Year

▪ Vehicle Make

▪ Vehicle Style 

▪ Date of Theft

▪ Originating Agency Case 
Number

▪ At least one of the following 
numeric identifiers: 
▫ License Plate information
▫ VIN 
▫ Owner Applied Number
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Modify Vehicle Record
▪ Use MV to modify or validate

▪ Identify record by NIC Number, License Plate Number, or VIN Number

▪ Modify any information that needs to be corrected



Retention Period

▪ Stolen vehicle record remains on file for 90 days and it does 
not contain a VIN or OAN, the record is retired

▪ Felony vehicle or vehicle subject to seizure record remains on 
file for 90 days, the record is retired 

▪ Stolen vehicles which contain a VIN or OAN will remain on file 
for the balance of the year entered plus 4

▪ Ten days after a Vehicle File record is located, it is retired

Presenter
Presentation Notes
Exceptions to the record retention periods will occur in the event a serious error is detected in the record on file




Additional Transactions for Vehicle Files

▪ QV - Query Vehicle

▪ LV - Locate Vehicle

▪ CV - Clear Vehicle

▪ XV - Cancel Vehicle



Article File



Article File

▪ Most tangible objects
▫ Office equipment
▫ Bicycles
▫ Appliances
▫ Televisions, etc.

▪ These objects will have a serial number and/or a owner applied 
number



What Articles can be Entered?
▪ Any article with a serial and/or OAN number that is valued at $500 +
▪ If the total value of articles taken in one theft exceeds $5,000

▫ Any article with a serial or OAN number in this instance can be entered 
regardless of value

▪ All office equipment, TV sets, and bicycles can be entered regardless of 
value

▪ Any article in a theft report (with a serial and/or OAN number) can be 
entered into NCIC regardless of value if:
▫ There is indication of interstate movement
▫ If an article needs to be entered into NCIC for investigative purposes, due to 

the seriousness of the crime

Presenter
Presentation Notes
Phones CAN be entered as long as the IMEI code is used as the unique number and us 15 characters long.




What Articles can be Entered?

▪ Public Safety, Homeland Security, or any other 
special agencies can enter records for 
lost/stolen/missing:
▫ Equipment (Z)
▫ Items of Identification (Q) 

*The agencies must have supporting documentation*



What Articles cannot be Entered into NCIC?

▪ Lost or stolen credit cards
▪ Bank drafts
▪ ATM Cards
▪ Any type of check

▫ Ex: cashier, certified, personal, etc. 
▪ If law enforcement needs to inquire about the status of a credit 

card, here are some numbers they can call:
▫ American Express - (800) 528-4800
▫ Master Card –(800) 231-1750 
▫ Visa –(800) 367-8472 



Before Entering into NCIC

▪ Only the agency that has filed the theft report (and has primary 
jurisdiction over the place of theft) can make the NCIC entry

▪ The agency must have documentation on file to support the 
article entry
▫ Either an electronic or a hard copy



Required Fields for Entry

▪ MKE/Message Key

▪ ORI

▪ Type Code

▪ Brand Name

▪ Date of Theft

▪ Originating Agency Case Number



EA
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Modify Article Record
▪ Use MA to modify or validate

▪ Modify any information that needs to be corrected

Presenter
Presentation Notes
Identify record by:
NIC and Serial Number
NIC and OCA
NIC and OAN




Retention Period

▪ An article TYP Field code beginning with “Q”, “T”, or “Z” will remain on 
NCIC until it is cleared or canceled by the originating agency

▪ All other article records are retained for the balance of the year 
entered plus and additional year. Following expiration of this 
retention period, the record is automatically retired

▪ Ten days after the article in a record is reported located, it is 
retired

Presenter
Presentation Notes
An exception to record retention periods will occur in the event a serious error is detected in the record on file. Additional details concerning serious errors can be found in the Introduction chapter of this manual.



Query

▪ If you aren’t sure of the type code to 
use –use YALL 

▪ If a “Y” code is used it will search for 
any article with that serial or OAN

▪ You could get many hits



Additional Transactions for Article Files

▪ QA - Query Article

▪ LA - Locate Article

▪ CA - Clear Article

▪ XA - Cancel Article



Missing Persons File



Criteria for Entry

▪ Agencies must have a missing person report on file
▪ Missing persons can be entered under one of these categories

▫ Disability
▫ Endangered
▫ Involuntary
▫ Juvenile
▫ Catastrophe
▫ Other

Presenter
Presentation Notes
Disability (MKE/EMD): a person of any age who is missing and under proven physical/mental disability or is senile, thereby subjecting him/ herself or others to personal and immediate danger. 
Endangered (MKE/EME): a person of any age who is missing under circumstances indicating that his/her physical safety may be in danger. 
Involuntary (MKE/EMI): a person of any age who is missing under circumstances indicating that the disappearance may not have been voluntary, i.e., abduction or kidnapping. 
Juvenile (MKE/EMJ): a person who is missing and not declared emancipated as defined by the laws of his/her state of residence and does not meet any of the entry criteria set forth in 1, 2, 3, or 5. 
Catastrophe Victim (MKE/EMV): a person of any age who is missing after a catastrophe. 
Other (MKE/EMO): a person not meeting the criteria for entry in any other category who is missing and 1) for whom there is a reasonable concern for his/her safety or 2) a person who is under age 21 and declared emancipated by the laws of his/her state of residence 



Required Fields for Entry

▪ Name

▪ Eye and Hair Color

▪ Gender

▪ Race

▪ Height and Weight



Name

▪ Complete names if available

▫ Do not abbreviate

▫ If the name exceeds 30 characters, use initials of the middle name

▪ Persons with one name

▫ Last Name, X

▪ Apostrophes are eliminated

▫ Obrien, Oneal, etc.



Personal Description

▪ At least one of the following:

▫ DOB

▫ FBI

▫ MNU

▫ SOC

▫ OLN with OLS and OLY

▫ LIC with LIS, LIY, LIT

▫ VIN with VYR, SMA, and VST

Enter all or not at all



Personal Description

▪ Skin tone

▪ Ethnicity

▪ Place of birth

▪ Citizenship

▪ Fingerprint Classification

▫ Contact AFIS for assistance



Missing Person Code



Missing Person Code

▪ Child abduction

▫ Can be used for parental/family abductions

▫ The missing person’s age must be less than 21 years of age

▫ There is reasonable indication or suspicion that a child has been 
abducted and/or is missing under circumstances suggesting foul play or 
a threat to life

▫ Will give the FBI and NCMEC notification of urgent cases and enable 
them to provide assistance if needed



Missing Person Code

▪ AMBER Alert

▫ If you enter someone as an AMBER alert, there MUST be an active 
local AMBER alert

▫ Using this code does not change the procedures or protocols for 
activating an AMBER alert

▫ This code provides a method of alerting law enforcement of the 
status of the missing child

▫ Generates notification to the FBI and NCMEC



EM



Scars, Marks, and Tattoos

▪ Artificial body parts and aids

▪ Deafness

▪ Deformities

▪ Drugs of abuse

▪ Eye disorders

▪ Fractured bones

▪ Healed fractured bones

▪ Medical conditions and diseases

▪ Medical devices and body implants

▪ Moles

▪ Needle marks

▪ Other physical characteristics

▪ Removed tattoos

▪ Scars

▪ Skin discolorations

▪ Tattoos

▪ Therapeutic drugs

▪ Ultraviolet tattoos



Jewelry

▪ Broach or pin

▪ Necklace

▪ Ring

▪ Wallet or purse

▪ Description

▫ 100 characters



Compares with Unidentified File

▪ When a missing person record is entered or modified, NCIC 
automatically compares the data in that record against all 
unidentified person records in NCIC



$.K. Message

▪ Missing Information Notification is sent to the ORI of record
▪ Missing Person entry or Unidentified entry
▪ If the entry is over 30 days

▫ Missing data from Blood Type, Dental Characteristics, Fingerprint 
Classifications, Jewelry Type, Scars, Marks and Tattoos

▫ Or the Height or Weight has “UNK”
▪ Review the data for additional information, possibly contact the family etc.
▪ Use the NCIC Missing Person File Data Collection Entry Guide

▫ Ofa Vaisima or Alex Martinez 
▫ Law Enforcement Enterprise Portal (LEEP)

▪ Add any additional information to the entry

Presenter
Presentation Notes
A $.K. Missing Information Notification is sent to the ORI of record as a result of a quality control periodic automated review of the Missing and Unidentified Person Files. The review determines if information is present in the Blood Type (BLT); Dental Characteristics (DCH); Fingerprint Classifications (FPC); Jewelry Type (JWT); and Scars, Marks, Tattoos, and Other Characteristics (SMT) Fields and if UNK is present in the Height (HGT) or Weight (WGT) Fields. If an entry date of a missing or unidentified person record is over 30 days old and any of the above fields are missing or the HGT and/or WGT contains UNK, an on-line $.K. message, listing the missing fields, will be sent to the originating agency via the CSA.





$.K. Message



Enter Dental

▪ Cross referenced with Unidentified File

▪ Most reliable way for identification

▪ Contact Ofa Vaisima at 385-499-1421 or Alex Martinez at 385-499-
5500
▫ Must have 

▫ X-rays
▫ Bill –because of the codes
▫ Dentist notes



Supplemental

▪ Identify record

▫ Name

▫ NIC

▫ OCA

▪ Add additional information, must be on the base record to add as a 
supplemental

▪ Can only be entered 9 at a time. Some fields are limited to 9 total



Removing a Missing Person from NCIC

▪ All resources exhausted

▪ Document in the case file the reason for removal



Unidentified Person Entry

▪ Can be entered as 

▫ Deceased

▫ Living

▪ Only BCI can enter

▫ A copy of the medical examiners report, anthropologists 
report, and agency case report are required

▫ Contact Ofa Vaisima or Alex Martinez to enter an 
Unidentified person/body

Presenter
Presentation Notes
Person who is living and unable to ascertain his/her identity: Amnesia victim, Mentally disabled person, Infant, etc
Person who is no longer living for whom the identity cannot be ascertained; Includes recovered body parts when a body has been dismembered




Additional Transactions for Missing Person Files

▪ QM - Query Missing

▪ LM - Locate Missing

▪ CM - Clear Missing

▪ XM - Cancel Missing

▪ EMN - Enter Missing Supplemental

▪ XMN - Cancel Missing Supplemental



Wanted Person File



Criteria for Wanted Person Entry
▪ Entry should be made:

▫ After decision to arrest
▫ Decision regarding extradition

▪ Must have warrant
▫ Electronic or hard copy

▪ Must be entered immediately
▫ Not to exceed 3 days per FBI audit



Adults

Felony Warrant Misdemeanor 
warrant

Probation Violator Parole Violator

Adult 
Entry

Presenter
Presentation Notes
An individual (including a juvenile who will be tried as an adult) for whom a federal warrant is outstanding. 
Federal fugitives are persons who:
Are being sought because they have been charged with one or more federal crimes,
Have failed to appear for a required court action or for deportation, or
Have escaped from federal custody
An individual (including a juvenile who will be tried as an adult) for whom a felony or misdemeanor warrant is outstanding
Probation and parole violators meeting the criteria above




Juveniles

Tried as an 
adult

Adjudged delinquent 
and is subject to the 
jurisdiction of the court

Who has escaped or 
absconded while on 
probation or parole

Charged with the 
commission of an act 
that would be a felony if 
committed by and adult 
and they have fled the 
state

Juvenile 
Entry

Presenter
Presentation Notes
Juveniles who will be tried as adults
Juveniles who have been Been adjudged delinquent, who are subject to the jurisdiction of the court making adjudication, who has escaped from an institution or agency vested with legal custody or supervision, or who has absconded while on probation or parole
Delinquent act that would be a crime if committed by an adult and who had fled from the state where the act was committed

Excluded are: Status offenders, juveniles who committed noncriminal but legally proscribed acts: Truancy, disobedience to parents Runaways, Curfew violations






Extradition

▪ “Extradition is the surrender by one state to another of an 
individual charged with or convicted of an offense outside its 
own territory and within the territorial jurisdiction of the other”



Extradition

▪ Entering agency must determine as far as possible if extradition will 
be authorized

▪ Limitations in the EXL Field
▫ Any explanations in the MIS field

▪ If agency knows that person will not be extradited
▫ Noted in the EXL field

▪ In no forecast of extradition can be made
▫ Enter person with code 6 or F

▫ PENDING EXTRADITION DETERMINATION
▫ Modify when extradition status is determined



Extradition



Extradition

Presenter
Presentation Notes
Agencies entering warrants that do not meet the NCIC definition of extradition (e.g., intrastate only) must code the EXL Field as 4 (NO EXTRADITION – IN-STATE PICK UP ONLY. SEE MIS FIELD FOR LIMITS) for felony warrants or D (NO EXTRADITION – IN-STATE PICK UP ONLY. SEE MIS FIELD FOR LIMITS) for misdemeanor warrants. Additional details regarding intrastate limitations may be placed in the MIS Field.




Mandatory Fields for Entry
▪ MKE
▪ ORI
▪ NAM

▫ Must be included on all entries
▫ Must be the individual’s true name if 

known
▪ Sex
▪ Race
▪ Height 
▪ Weight
▪ Hair Color
▪ Offense
▪ Date of Warrant

▪ Originating Agency Case Number
▪ At least one of the following:

▫ DOB
▫ FBI
▫ MNU
▫ SOC
▫ OLN with OLS & OLY
▫ LIC with LIS, LIY, & LIT
▫ VIN with VYR, VMA, & VST
▫ Or S/F Soc
▫ S/F OLN with OLS & S/F OLY



Minimum Information

▪ Entry can be made with minimum data
▫ As the agency gets more information –use MW to modify 

the record and add information



EW



Prefill option will only 
populate results if wanted 

person has a UT DL, UT ID, 
or UT DPC

30 Characters
Use middle initial if it 

exceeds 30 Characters

EW



Modify Wanted Person File

▪ Use MW to modify or validate

▪ Identify record by:
▫ NAM and NIC

▫ Name has to be EXACTLY as it is on the entry
▫ NAM and OCA
▫ NIC and OCA

▪ Modify any information that needs to be corrected



Detainer
▪ NCIC Wanted Person entry in located status
▪ Locating agency will add DETN in locate message
▪ Entering agency should append any detainer information to its 

record within 5 days
▪ Allows the record to stay in NCIC until the extradition can 

occur



DW



Detainer

▪ Only one detainer may be attached to the entry

▪ The incarcerating agency will be notified by a $.O. msg advising that a 
detainer has been filed

▪ Five days prior to the date of sentence expiration the ORI will receive a $.P. 
notification –reminder of the subjects pending release

▪ Contact the incarcerating agency

Presenter
Presentation Notes
Upon modification of detainer information, an unsolicited message, $.O.MDW. Modify Detainer Notification, is sent to the incarcerating agency. An example of these notifications can be found in the Introduction of this manual.








Modify Detainer
▪ When a record has a detainer attached –only the detainer 

information may be modified

▪ Use to validate

Presenter
Presentation Notes
Modification of a record is restricted to the agency that entered the record. A modification message is used to change detainer data in the Wanted Person File record. When a detainer has been implemented, only the detainer information can be modified and the vehicle and license plate information can be removed by using an MW transaction. 



Retention Period
▪ Wanted Person

▫ Unlimited retention period
▫ 2nd NOEX Locate 
▫ Serious Error
▫ One Locate indicating the subject will be extradited or detained

▫ Retired 5 days from the date of locate transaction
▫ Originating agency notified by $.P. message

▪ Juveniles
▫ Will stay on past the date of emancipation

▪ Vehicle Data
▫ Will remain for year of entry plus 4 years if the license has expired
▫ If LIC data is the only searchable identifier, the entire record will be retired

Presenter
Presentation Notes
Records for juveniles will not be retired when the juvenile reaches the age of emancipation. Once the individual has been emancipated, NCIC will notify the entering agency with a $.J. message, change the MKE translation, and add a caveat to the record indicating that the juvenile has reached the age of emancipation. Additional information concerning the $.J. administrative message can be found in the Introduction chapter of this manual. 

Entering agencies are not notified of records from which expired license data are retired. If the purged license plate is the only searchable identifier in the Wanted Person File record, the entire record will be removed, and the originating agency will not be notified. A nonexpiring license plate (LIY/NX) contained in a Wanted Person File record will remain on file until action is taken by the originating agency to remove the license data or clear or cancel the entire record




Additional Transactions for Wanted Person Files

▪ QW - Query Wanted

▪ LW - Locate Wanted

▪ CW - Clear Wanted

▪ XW - Cancel Wanted

▪ DW - Detainer Entry

▪ MDW - Modify Detainer

▪ XDW - Cancel Detainer

▪ EN - Enter Wanted 
Supplemental

▪ XN - Cancel Wanted 
Supplemental



NCIC FAQ



Accuracy of NCIC Records

▪ Entering agency is  responsible for accuracy of records

▪ Second Party checks

▫ Ensures that all cross-checks were made

▫ Data matches the investigative report

▫ Must be documented when completed



Timeliness of NCIC Records
▪ Wanted Person

▫ Entered immediately after the decision to arrest  or authorize arrest  has been made
▪ Missing Person

▫ As soon as possible once the minimum data is  available and the record 
documentation is  available

▫ Under 21 record should be entered with 2 hours
▪ Article, Boat, Gun, License Plate, Securit ies, Vehicle/Boat Part  and Vehicle Files

▫ As soon as possible once the minimum data is  available.  
▫ Stolen Lic plates and vehicles should be verified through the appropriate motor 

vehicle registration prior to entry if available – if not, then as soon as possible



Timely Modification

▪ As soon as possible following the receipt of data not already stored in the 
record

▪ As soon as error is  detected if the data in listed on the entry



Timely Inquiry

▪ Initiated before an officer begins writing an arrest or 
citation document of any kind

▪ Prior to the release of a person who has been incarcerated
▪ Inquiry is  made upon those who appear at a custodial facility 

to visit  inmates



Timely Removal

▪ Immediate removal of the record once you have documentation 
that the fugitive has been arrested or is  no longer wanted

▪ When the property has been verified that it  is  recovered
▪ After a locate has been placed on the entry



$.F. – Failure to Validate Notification 

▪ Failure to validate

▪ Record will be purged if not validated prior to the first  Sunday of the next 
month



$.P. – Purge Notification 

▪ Failure to validate

▪ Record has been retired



Retention Schedule

If you would like a copy of this, 
please email ovaisima@utah.gov



Retention Schedule Cont.

If you would like a copy of this, 
please email ovaisima@utah.gov



Questions?
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