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INTERAGENCY MEMORANDUM

DATE:
January 6, 2004
TO:

Clerks of Circuit Court
FROM:
Kenneth T. Jones, Deputy State Registrar


State Office of Vital Statistics

SUBJECT:  Timely Submission and Quality of Forms
The State Office of Vital Statistics would like to thank the Clerks of Courts Offices for your continued teamwork in serving the public.  Vital Statistics feels that our offices can continue to strive in providing quality and timely services to our clients by meeting the requirements listed below:

1. Timely Submission of both the Marriage Record and Dissolution of Marriage Report.

· NEW Monthly Transmittals (Marriage-DH 133 and Dissolution of Marriage-DH 730):  
· EFFECTIVE FEBRUARY 1, 2004
· A transmittal must accompany each shipment, allowing for verification of the contents.
· To help with your office workload, you are welcome to send shipments more than the required once a month.
· We have updated and improved both of these forms by providing them in an electronic format:

· DH133 – in MS Word

· DH730 – in MS Excel

· I have attached a hard copy of each Transmittal. You will also be receiving an email from Beth Allman, F.A.C.C., with these forms as an attachment.

All other documents for Vital Statistics should be addressed and mailed separately from this transmittal.

· The Marriage Record (DH 743):

· To stay in compliance with section 382.021, Florida Statute, each Clerk of Court Office is required to mail the Office Vital Statistics all original Marriage Licenses, with endorsements, received during the preceding month:
· On or before the 5th of each month.
· Dissolution of Marriage Reports (DH513):
· To stay in compliance with section 382.023, Florida Statute.  Each Clerk of Court Office is required to mail the Office Vital Statistics each and every judgment granted during the preceding month:
· On or before the 10th of each month.
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2. Quality of DH Forms (DH 743, DH 513, DH 133, DH 730)

· The print quality is very important and being used by many different agencies for Archival/Recording processes

· All forms are to be completed or filled out by typing in upper case and using black ink
· For computer printing and signatures

· To ensure good quality documents, all printers especially, Dot Matrix should be set on “Letter Quality” or “Double Strike”

· To ensure good quality documents make sure to replace the ribbons\ink cartridges on a regular basis, before the ink appears to be light

· Make sure that the forms are feeding through the printers correctly; we have noticed that the text output is printing out is misaligned

· To ensure the data quality, all forms are to be completed in their entirety

3. Certified Statement of Final Decree of Adoption (DOH 527), Certified Statement of Final Judgment of Paternity (DOH 673) and Certified Statement of Affirmation of Parental Status (DOH 1905)

· To be in compliance with s. 382.015, Florida Statute, the above completed and certified forms are to be forwarded to this office within thirty (30) days of filing.

· Chapter 63, Florida Statute governs adoptions granted in Florida, Chapter 742, Florida Statute governs paternity establishment and section 742.16, Florida Statute addresses the issue of Affirmation of Parental Status.  There has been recent legislation, i.e., section 63.054, Florida Statute, passed establishing the Florida Putative Father Registry which affects all adoptions occurring in this state.

· It is important that as much information as known is contained on these statements as any addition, deletion or change from what is reported on the statement requires clarification from the court and in many cases amended orders.  Entering only initials or incomplete names of child and/or parent(s) is a common issue particularly in the case of paternity establishment.

· Of particular concern, however, is conflicting information between what is contained on the certified statement and what is recorded in the actual court order in regard to name of child following paternity establishment.

4. Report of Legal Change of Name (DOH 427), Revised July 03 and obsoletes previous editions, s. 68.07, Florida Statutes.

· Form revised to move the personal identifying information required by this office to locate birth certificate has been moved to the reverse side.  Also a common issue is in regard to the name change of a woman.  Many times, it appears that a woman’s maiden name has changed to a different surname when, in fact, the individual may only be changing their current legal surname.  We have added a separate space for entering both the maiden surname and the legal surname which should be completed if it is the intent to only change a current last name and not the maiden surname.
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5. CJ Delayed Birth Certificate (DH 745), s. 382.0195, Florida Statutes

· To be in compliance with section 382.0195, Florida Statute, the evidence used to support filing of the record is to be abstracted onto the face of the delayed record.  Examples of abstracting are contained on the reverse side of the DH 745.  This is particularly important, as many agencies such as social security or passport will not accept the delayed record if the documentation as well as what is shown on the document relative to the individuals facts of birth is not included.

· Also, required, by law, is that the original delayed record be mailed to this office by the clerk of the court within 10 days after the delayed certificate is issued by the court.

· Please ensure that the petition for filing a delayed record, DH Form 744 is accompanied by a certified statement from the state registrar of the alleged state of birth, stating that, based on the facts presented by the petitioner, a birth certificate is not on file.  This fact must be included on the Delayed Birth Certificate above the abstracting portion of the record.

6. IMPORTANT: For all Court Documents Submitted to Office of Vital Statistics

· To keep the integrity of all forms, they must not be altered in any fashion
· As outlined in section 2 of this document, all documents must be of Archival/Recording quality
· Ensure the court seal has been affixed to any document that requires a seal and that it is not stamped over data.
If your office has any concerns or have any further questions, please contact Kenny Higginbotham at (904) 359-6900 ext. 1017 or ken_Higginbotham@doh.state.fl.us
Thank you for your prompt attention to this matter.

Enclosures

Cc:   Kenneth J. Higginbotham, Health Services Manager

        James Ballard III, Senior Management Analyst II

        Kathleen Stephens, Senior Management Analyst II

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