
Virginia Statewide Search Instructions

Summary - The state of Virginia requires a specific authorization form be signed and notarized to 
conduct the statewide criminal records search.

VASP Authorization Form
The form is generated by clicking on the link below.
https://vspapps.vsp.virginia.gov/catspublic/public/publicHome.html

An example of the completed printed form can be found at the end of this document.  Please see the 
sample form to view the location of the applicant signature and the notary location.  Please note the 
notary stamp cannot be expired.

Any manual alterations such as using white out may result in the form being rejected by the state.  
Please do not alter the form to prevent delays in processing.

Please enter the information exactly as it is described below.

Social Security Number (SSN) is not required per the state of Virginia.  However, if not provided the 
form may be rejected by the state without being processed.  It is recommended that you provide 
your SSN.  Please see the SSN section below.

No payment is needed when submitting the form to First Advantage.

The form that you have notarized should be mailed to First Advantage at the address below.  It is 
highly recommended that you use Priority Mail, FedEx, UPS, or any other method that provides a 
tracking number.

First Advantage
Attn: CRRG

11800 Exit 5 Parkway Suite 120
Fishers, IN 46037

The following information outlines the process that is required to process a statewide criminal record 
history check through the Virginia State Police.

Please log into the site by clicking on the link below:
https://vspapps.vsp.virginia.gov/catspublic/public/publicHome.html



You will be directed to the page in the screen print below to fill out all the fields.  The form will be 
created at the end of the process.

Note - Please ensure that the Search Type, Request Type and Mail Reply To information and 
Method of Payment is completed exactly as it appears below.

*Please do not send checks or money orders to First Advantage

Click on the "Confirm" button.  You will then be brought to the next screen.  Click on the 
"Generate" button.  You will then be prompted to Open or Save the form.  It is recommended 
that you save a copy to PDF format before you print it.
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You will then need to print the form.  It will be 3 pages long.  Only the first page must be sent to First 
Advantage.

The section titled "Affidavit for release of information" must be signed and notarized.  Make a copy 
of the signed and notarized document for your records.  See example below for the location to have 
notarized on the form.

It is highly recommended that you use Priority Mail, FedEx, UPS or another method that provides a 
tracking number.

The notarized form should be sent to:

First Advantage 
Attn: CRRG

11800 Exit 5 Parkway Suite 120 
Fishers, IN 46037
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