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Audit Process

FS auditor will email 
your agency notifying 
you that your agency 
has been selected for 

an audit



Audit Process CJIS Audit email 
notifying you of the 

audit being initiated and 
provide you with the 

link to the audit 
questionnaire



Audit Process

To login to CJIS Audit, you will need 
to create a Utah ID. If you have 

already created a Utah ID, you can 
login with your existing login as long 

as it is on file with BCI



Audit Process

When creating your Utah ID, 
please ensure that your email 

is on file with BCI. If your 
domain changed, please let 

your auditor know



Audit Process

Using a utcourts.gov email at this 
time is causing errors. A ticket has 

been submitted by the CJIS IT team. 
If you are assigned an audit and are 
currently using a utcourts.gov email, 

please use your agency email 
address instead and notify BCI so we 
can update our system for the audit

http://utcourts.gov
http://utcourts.gov


Audit Process Flowchart
Create a Utah ID 

to access the CJIS 
Audit 

questionnaire

Your agency will 
receive TWO emails 

once an audit is 
initiated. These 

emails will be sent 
to the TAC and the 

Administrator

Complete & submit 
questionnaire by the 

due date 

Review the Audit 
Information 

Request

Review any other 
files you were sent 

(CH Logs, $P 
messages, Missed 
Hit Confirmations)

Email from 
auditor

Email from 
CJIS Audit

Prepare entire case 
files for NCIC 

records and/or 
prepare court 
documents for 

Statewide Warrants

Email all CH Log 
Justification, NCIC 

Case Files, and 
SWW Case Files to 
your auditor in a 

secure email by the 
due date
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CJIS Audit System

Presenter Notes
Presentation Notes
When you login to the audit system, you will be able view any current audits you may have.



You will need to acknowledge that you want to start the audit by selecting “Ok”

Presenter Notes
Presentation Notes
You will want to start the “BCI Compliance Audit 2024-2027” audit by selecting “Start”. When you select “Start” the system will ask you if you are sure you want to start the audit. Select “Ok”



This question is asking if you are a 24 hour operating record owning agency meaning you 

own records on NCIC and monitor your records 24/7

Presenter Notes
Presentation Notes
We won’t go through every audit question, but we will focus on questions that have had a lot of questions this audit cycle.



Presenter Notes
Presentation Notes
When you select “Yes” a sub question will populate where you will upload a copy of your agency’s Hit Confirmation agreement (or whatever file the question is requesting)



CJIS Audit System

Presenter Notes
Presentation Notes
Since courts have PO’s listed on NCIC, you will want to answer “Yes” to this question and you will then be asked to upload your NCIC Validation Policy and Procedures



CJIS Audit System

Presenter Notes
Presentation Notes
You will be required to enter a “Document Title” before uploading the file.



CJIS Audit System

Presenter Notes
Presentation Notes
Once you have chosen the file and entered a document title, you will have to select upload in order for the file to be uploaded to the system.



CJIS Audit System

Presenter Notes
Presentation Notes
Once you have selected “Upload”, you will see it now uploaded below.



CJIS Audit System

Presenter Notes
Presentation Notes
You will want to answer “Yes” to this question



CJIS Audit System

Presenter Notes
Presentation Notes
It will ask you to upload your SWW Validation Policy and Procedure and you will follow the upload process from previous questions.



CJIS Audit System

Presenter Notes
Presentation Notes
If you were sent CH Logs in a secure email from your auditor, you will want to mark “Yes” to this question. If you didn’t receive a secure email with CH Logs, please select “No”.



CJIS Audit System

Presenter Notes
Presentation Notes
If you select yes, you will have to acknowledge that you will comply with sending your CH Logs Justification to your auditor in a secure email.



CJIS Audit System

Presenter Notes
Presentation Notes
If you received NIC numbers on your Audit Requested Information sheet, you will mark yes to this question. The NIC numbers will begin with the Alpha Character H followed by 9 digits.



CJIS Audit System

Presenter Notes
Presentation Notes
If you select yes, you will need to acknowledge that you will send a copy of your NCIC case files to your auditor in a secure email



CJIS Audit System

Presenter Notes
Presentation Notes
If you received a list of warrant numbers on your Audit Information Request sheet, you will select “Yes”



CJIS Audit System

Presenter Notes
Presentation Notes
You will need to acknowledge that you will send a copy of your SWW files to your auditor in a secure email.



CJIS Audit System

This portion of the audit is not a quiz. If you do not run certain inquiries, 

please type in “Do not run”



CJIS Audit System

For this question on the audit, please answer “No” as courts will be asked about 

protection orders in a different section of the audit



CJIS Audit System



CJIS Audit System

Presenter Notes
Presentation Notes
When you select “Yes”, it will populate sub questions in regards to courts.



CJIS Audit System

Presenter Notes
Presentation Notes
If you were sent Warrant Numbers to provide case files, please select “Yes”. This question will allow BCI to provide your Quality Control results.



CJIS Audit System

Presenter Notes
Presentation Notes
A sub question will populate where you will be asked if all SWW listings (of the warrant numbers that were selected) were valid and accurate. Please answer “Yes” or “No” 



CJIS Audit System

For this portion of the audit, you will answer yes. This will then populate NCIC 

questions in regards to protection orders 



CJIS Audit System



CJIS Audit System

When your audit is submitted, you will wait for a response from the system and auditor 

letting you know that you can login to the system to review your responses



CJIS Audit System

Presenter Notes
Presentation Notes
Once you receive your results, you will be able to view your results. Your audit will now be under the “Pending Audit(s)” section.



Presenter Notes
Presentation Notes
Once you select “Response required”, it will generate a popup screen. This popup screen will allow you to review your results and provide your response.



Presenter Notes
Presentation Notes
Here is an example of what a response would look like.



CJIS Audit System

Presenter Notes
Presentation Notes
Once you have completed your responses, you will save it for final review and the system will ask you to confirm it.



Presenter Notes
Presentation Notes
Your home screen will now look like this once you have sent your response back to your auditor.



CJIS Audit System

When your auditor has completed your audit, you will receive an email notifying 

you that the final response is ready to be viewed



Presenter Notes
Presentation Notes
When you open your audit, you will see you have the option now to review your final notes.





To close out your audit, you must 

confirm your final review notes
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What do I do?

Hit Confirmation Agreement
Why are these required for courts?

Results from the 2014-2017 Audit Cycle included that Hit Confirmation

Agreements should be required from courts because they own Protection Orders

listed on NCIC

Download a Hit Confirmation Agreement from the TAC website, fill out pertinent

information (hours and days covered by LEA/dispatch), send it to LEA/dispatch to

sign as the servicing agency, and submit the completed agreement to BCI



Hit Confirmation Agreement



Hit Confirmation Agreement





Servicing Agency will be the LEA 
or Dispatch agency that will 

monitor your hits

Recipient Agency will be the 
court requesting the service



Include the hours and days the servicing 
agency will service your agency. Enter the date 

this agreement will go into effect



Reminder: A new agreement is required if 
times/days of service change





LEA/Dispatch 
representative

Court



Reminder: A new agreement is 
required if either 

representative leaves agency or 
is no longer considered an 
authorized representative.
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SWW Validation Policy & Procedu
What does BCI look for?
● Clear policy and procedures for daily

booking reports and audit report

● Formalized

● Revision date

What should the procedures

include?
● How reports are received

● When to recall warrants

● Files accessed to verify information

Is this required?
● Yes, this is required for all courts

● This is a compliance issue if it cannot

be supplied in an audit



SWW Validation Policy & Procedu



SWW Validation Policy & Procedu
Agency Header, 

formalized



SWW Validation Policy & Procedu

Revision date



SWW Validation Policy & Procedu

Procedures 
separated by 

Booking Report & 
Audit Report
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NCIC Validation Policy & Proced
Why is this required?

● Due to Protection Orders now having to

be validated manually by courts, this

policy & procedure is now required for all

courts

Why are these now manually

validated?
● Results from the 2021-2024 FBI Audit, the

automatic validation done via batch job was

found out of compliance and insufficient to

meet the requirements set by the FBI

What should this policy include?
● Formalized

● Revision date

● When/how validations will be downloaded

● Files used to validate/pack the record

● Second party check procedures

● Transactions used to validate



NCIC Validation Policy & Proced



NCIC Validation Policy & Proced
Agency Header, 

formalized



NCIC Validation Policy & Procedu

Procedures are clear.
When and how validations are 
downloaded, what records are 
searched, how the validation is 
completed, second party check 

procedures provided



NCIC Validation Policy & Proced

Policy includes what is 
expected of agency personnel 
conducting the validations and 
references NCIC Policy about 

validations
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Quality Control
When receiving the Audit Information Request, 

you will find if your agency will need to provide 

NCIC case files and/or SWW case files



NCIC Quality Control

Courts may receive a sample of up to ten NIC numbers and case numbers for 

quality control. Courts will need to provide the entire case file, from the original 

report to the last time it was updated or validated



NCIC Quality Control
● BCI will complete a thorough quality control 

○ Timeliness

○ Accuracy

○ Completeness

● Missing searchable information

● Missing aliases

● Incorrect dates

● Valid PO to support the entry

● Incorrect information, etc.

What does BCI look for?



NCIC Quality Control

These three columns are 
compliance issues. If you are 

found out of compliance, it will 
be highlighted in red and BCI 

will tell you what is 
missing/incorrect



Ex
am

pl
e



NCIC Quality Control

Anything in these two 
columns will be reminders. 
This will be anything that is 

non-searchable



Ex
am

pl
e
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NCIC Quality Control
● Agency will be responsible for updating the record

○ Modify using the MPO transaction in UCJIS

○ Update the information

● Date of entry cannot be modified

○ Make a note of it in the case file of the audit issue

● Make these changes prior to submitting your audit response to BCI

● Make note of audit issues for agency training

What do I do with the Quality Control sheet?



SWW Quality Control

Courts will receive a sample of up to six warrant numbers and case numbers 

chosen at random by BCI for their audit. Courts will need to provide original 

documentation requesting the warrant, the court order issuing the warrant, and 

any additional documents pertaining to the warrant



SWW Quality Control
● BCI will complete a thorough quality control 

● Missing descriptors

● Missing names and DOB

● Validity of warrant

What does BCI look for?



SWW Quality Control



SWW Quality Control

All of these are 
compliance issues. If the 

box is checked under that 
warrant number, it is a 

compliance issue



SW
W

 Q
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lit
y 
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SWW Quality Control
● Agency will be responsible for updating the warrant

○ Update in CORIS

● Make these changes prior to submitting your audit response to BCI

● Make note of audit issues for agency training

What do I do with the Quality Control sheet?



Quality Control Tips
● Make a checklist of files to check every time a 

warrant or PO is issued 

○ Keep a cover sheet of checklist in case file

Bear, Yogi

TEST52365W000000000



Quality Control Tips
● Make a checklist of files to check every time a warrant or PO is issued 

○ Keep a cover sheet of checklist in case file

● Incorporate quality control checklist into training

● Make a list of compliance issues BCI looks for

○ Use this to pack the record
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Criminal History Logs
Review any other 

files you were sent 
(CH Logs, $P 

messages, Missed 
Hit Confirmations)

You will use the questions 
provided on the Audit 

Information Request to justify 
each transaction in the log.

You will send your justification 
to your auditor in a secure 

email



Criminal History Logs
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$P Messages
● $P messages will be received when a record has been purged due to failure to validate

● Messages will be sent approximately 60 days after it has been due for validation
● BCI will compile a list of all $P messages that an agency has received from the 

beginning of the audit cycle to the month the audit is initiated



$P Messages



$P Messages
What to do with $P message sheet?
● Review the sheet

○ Did your agency re-enter the record into NCIC if it still needed to be listed?

○ What has your agency implemented to ensure that records are validated in

a timely manner?

● Agency will provide an answer in the questionnaire sent from CJIS Audit
○ Please explain in detail the changes this agency has implemented to ensure 

NCIC Validations are validated in a timely manner and to prevent future 
records from purging.
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Missed Hit Confirmations
● Hit Confirmations

○ YQ

■ Inquiring agency was called to a residence and the individual

involved in this call is listed on a PO

■ Agency will send a YQ to the record owning agency

● Priority 1

○ Urgent: 10 mins

● Priority 2

○ Routine: 60 mins



Missed Hit Confirmations
● Hit Confirmations

○ YR

■ Entering agency will compare the potential hit with their records

to determine if it is a match

■ Entering agency will determine if the PO was violated in any way

during this house call

■ Agency will then respond within the allotted time frame of 10

minutes or 60 minutes depending on the priority selected by the

inquiring agency



Missed Hit Confirmations
● Missed hits occur when a YR isn’t sent out in the allotted time frame

● Once a hit is missed, it becomes a compliance issue

○ Hits are monitored 24/7 by the UCJIS Help Desk

● Hit Confirmation Agreement

○ Important to have in place since courts are not operating 24/7

○ Share case file with LEA/Dispatch that will monitor hits

● BCI will compile a list of all missed hits from the beginning of the audit

cycle to present



Missed Hit Confirmations



Missed Hit Confirmations
What to do with Missed Hit Confirmations sheet?
● Review the sheet

○ What has your agency implemented to ensure that hits are not missed in

the future?

● Agency will provide an answer in the questionnaire sent from CJIS Audit
○ Please explain in detail what changes your agency has implemented to 

ensure hits are confirmed within the specified times.
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Reminders
● Your email address must be up to date with BCI to access the CJIS Audit

Questionnaire

○ At this time, utcourts.gov domains are not able to login to the CJIS system

○ Please use your agency email for the time being

● Contact your auditor if you are having issues with logging in

● Send all files to your auditor via secure email

○ CH Logs justification

○ Case files (SWW & NCIC)

● If you have any questions, please contact your auditor



THANK YOU
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