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John O. Agwunobi, M.D., M.B.A.
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Secretary


INTERAGENCY MEMORANDUM

DATE:

January 6, 2004

TO:

Clerk of Circuit and County Court

FROM:
Kenneth T. Jones, Deputy State Registrar


State Office of Vital Statistics

SUBJECT:
Request for updated Information

The purpose of this memorandum and attachment is to update our list of those who process marriage and dissolution of marriage forms in your office as well as those involved in filing forms relative to changing information regarding an individual that may affect the information contained on a birth record or when establishing facts of birth, i.e., legal change of name, adoption, paternity and CJ delayed birth certificates.  In addition, we are providing you with  information on how to order and receive these forms.

Your assistance is requested in completing and returning the attachment by February 1, 2004.  Items 1 through 6 of the attachment will be used by our staff to ensure that our inquiries and correspondence are directed to the appropriate staff in your office.

We are also requesting in Item 7, one delivery address at which all Department of Health forms are to be shipped.  Orders for Department of Health (DOH) forms used for the above named purposes should be made on your letterhead and include the DOH form number, the form title and the quantity of packages you desire.  Please mark your request to the attention of Dave Sanford.

A minimum quantity order would be one (1) package.  Forms are normally packaged 100 per package.  A signature is also required on the letter.  We request that you maintain sufficient quantities of forms on hand at all times.  You best can determine what minimum would be for your county by the number of court actions for each particular event occurring in your county for a specified time period. There are times when the warehouse is out of a particular form and it may be necessary to place your order on backorder.  However, once a new quantity has been received from the printer, it will be filled promptly.  In all cases, your office will be required to sign and date the issue document accompanying your order and return it to Mr. Sanford in order that he may account for the cost associated with your order.  The Office of Vital Statistics provides, at no cost, to the Courts or the Clerks the forms for registering events as well as those forms used for legal actions that may affect a change to the birth record of the individual.  If you have questions or concerns, feel free to contact:

1. Ordering of DOH Forms: Dave Sanford at (904) 359-6900, ext. 1060 or SunCom 826-6900, ext. 1060 or by email at  dave_Sanford@doh.state.fl.us
2. Questions related to Marriage and Divorce records: Ken Higginbotham at (904) 359-6900, ext. 1017 or SunCom 826-6900, ext. 1017or by email at ken_Higginbotham@doh.state.fl.us
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3. Questions related to Amendment Actions as follows:

LEGAL CHANGE OF NAME:  Alma Davis at (904) 359-6900, ext. 1073, SunCom 826-6900, ext. 1073, Email at Alma_Davis@doh.state.fl.us  OR Betty Shannon at (904) 359-6900, ext. 1055, SunCom 826-6900, ext. 1055 or Email at Betty_Shannon@doh.state.fl.us 
PATERNITY ESTABLISHMENT:  Gwen McNeil (904) 359-6900, ext. 1062, SunCom 826-6900, ext. 1062, Email at Gwen_McNeil@doh.state.fl.us OR Betty Shannon at (904) 359-6900, ext. 1055, SunCom 826-6900, ext. 1055, Email at Betty_Shannon@doh.state.fl.us 
ADOPTION OR CJ DELAYED BIRTH CERTIFICATE:  Lorraine Kratz (904) 359-6900, ext. 1081, SunCom 826-6900, ext. 1081, By Email at Lorraine_Kratz@doh.state.fl.us
Records Amendment Administrator: Kathleen Stephens at (904) 359-6900, ext. 1003, SunCom 826-6900, ext. 1003 or by email at Kathy_Stephens@doh.state.fl.us 

Thank you for your cooperation.

KTJ/vj

Enclosure (1) Survey

Cc:   Kenneth J. Higginbotham, Health Services Manager

        James Ballard III, Senior Management Analyst II

        Dave Sanford, Purchasing Agent

        Kathleen Stephens, Records Amendment Section

P.O. Box 210 ( Jacksonville, FL 32231-0042
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