ACING YOUR VSU
LOCAL REGISTRAR
SITE VISIT




AGENDA

@ What is a VSU Site Visit
@ Adequate Preparation for a VSU Site Visit

@ The Dreaded Site Visit
Resources and Functions
Application
Numbering and Indexing
Supplementals
Issuance
Remote Birth Access
Recording and Mailing
TER
Marriage
Other duties

® Post-Site Visit

@ Avoiding Site Visits

® Questions




WHAT IS A VSU SITE VISIT




ONE-ON-ONE TRAINING

@ Physical onsite survey of office and its
policies and procedures

@ Conducted by a Field Representative with the
Local Registrar or Deputy Registrar

® Based on a risk assessment
® Conducted within a 5-year span (goal)
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ADEQUATE PREPARATION
FOR A VSU SITE VISIT




PREPARATORY CHECKLIST

® Samples
Security paper and its features
Applications
Public Notice(s)
ID requirements
Batch Control
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PREPARATORY CHECKLIST

® Written Processes
Training Manual
Records Preservation Plan (including emergency plan)
Transition Plan
Schedule of Fees
Ensuring State Fees are Paid
Burial Transit Permit
Reconciling Reports of Death
Remote Birth Access System
Local Registrar’s Absence
Tracking Dates Records are Received
Tracking Funeral Home & Medical Certifier Activity




PREPARATORY CHECKLIST

® Information
Registrations Filed in Previous Year
Institutions that File Records
Certified Copies Issued
Training
Current Blank Forms
Envelopes with DSHS - VSU Address
Marriage License Software




PREPARATORY CHECKLIST

® Processes
Fully Manual Records
DTP Records
Fully Electronic Records
Filing a Record in TER
Local Record Numbering System
Indexing System
Filing Supplemental Records
Redacting Adoption/Paternity Information
Filing Medical Amendments
Matching Logs with IDs
Birth Death Matching
Midwife Documentation




PREPARATORY CHECKLIST

® Tour
Customer Service Area
Security Paper Storage and Log
Records Storage and Security
Blank Forms and Envelopes
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SITE VISIT SURVEY

® Resources and Functions “‘
Payment to Comptroller |
Records Preservation Plan

Training Manual
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@ Retention Schedule for each type @ Properly disposing of voided
of document stored in your office security paper

@ Security procedures for vital @® Procedure for proper storage of
records [HSC 191.026] vital records and security paper
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Records acceptance

Filing amendments and
supplemental records

BTP issuance (after hours)
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@ Tracking and voiding security
paper

@® Reporting fraud




SITE VISIT SURVEY

@ Application

Application required

Relationship
Purpose
Warning statement

ID
Security Paper Log
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Applicant lacks primary ID

Applicant lacks 2 different secondary IDs

Sufficient
for
application

process

One
Secondary

One
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Document
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SITE VISIT SURVEY

® Numbering

Separate systems
Births
Deaths
Fetal deaths
Marriages

Reset consecutive number system each year

Example: Registrar’s file number - 01-0001

Or the Local Registrar can enter the local file number without the dash.

Example: Registrar’s file number - 010001




SITE VISIT SURVEY

® Indexing
General
For internal use

Summary
Should have ability to provide to public upon request




TE VISIT SURVEY

ndexing

Birth Death
Event year Event year
Surname (alpha order) Surname (alpha order)
Given names or Given names or
initials initials
Date of the event Date of the event
County of occurrence County of occurrence
State or local file # SS #
Name of the father Sex of the registrant
Maiden name of the Marital status
mother Name of spouse

Sex of the registrant State or local file #




SITE VISIT SURVEY

® Supplementals

Written procedures for
Adoption and paternity
Amendments and medical amendments
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TE VISIT SURVEY

@ ISSuance

Security paper
Compliance (TAC 181.28)
Supply
LR signature
Security
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SITE VISIT SURVEY

® Remote Birth Access

Fees
VO] d S Typical Costs —

Fized costs (approx.):

— PC/puanter/modem 21000
— Internet prowider (530000 = 36 months) £ 1080
£2080

Indivadizal Cestificate costs:
Secugity paper (approximate cost) z 25

Stste Chacge >

Sample amortization of fxed costs P42
Total cost per cectificate ¥ 250
Certified copy prce £ 22 00*

MNet Proceeds per certificate £19.50

Resetting the Lifetime Count




SITE VISIT SURVEY

@ Recording

Written procedures for
Tracking date records are received
Signing records in absence of LR

fECEI \
DEC 27 2020




TE VISIT SURVEY
® Mailing

BATCH CONTROL LOG AND NUMBER FORM

TRANSMITTAL SHEET
Batch control sheet — —
CITY OF. PRECINCT: REGISTRAR NUMBER:
TYPE OF RECOED: DATE SENT :
ress ot
- FETAL DEATH
DEATH
Prepare a SEPARATE Batch Contral Lo for EACH type racard you are
e u rn a r( SS BEGINNING FILE NO: ENDING FILE NO
TOTAL RECORDS ENCLOSED: PRINCIPEL MONTH IN WHICH EVENT
OCCURRED:
COMMENTS:
@ %Waﬂmmmszum Signature of Local Registrar
4 & ra &
) ) & L
BATCH CONTROL LOG AND NUMBER. FORM
TRANSMITTAL SHEET
COUNTY: NUMBER-
CITY OF. PRECINCT: REGISTRAR NUMBER:
TYPE OF RECORD: DATE SENT :
(Check ONE) BIRTH
FETAL DEATH
DEATH

Prapare a SEPARATE Batch Control Log for EACH type racord you are

BEGINNING FILE NO: ENDING FILE NO:

TOTAL RECORDS ENCLOSED: FRINCIPEL MONTH IN WHICH EVENT
OCCURRED:

COMMENTS:

@ TExAS CEPARTMENT OF STATE HEALTH SERVICES Signatuze of Local Registrar
VS-101 (102004)




SITE VISIT SURVEY

@ TER Usage
Using TER
Reviewing the record before filing

Checking your queues daily
Process and release

Separate user IDs and passwords
Current security table

SElectronic

RE GIS TRAR




SITE VISIT SURVEY

@ Marriage
Software
twogether in Texas
Margins

K

twogether

Learn to love for life.




SITE VISIT SURVEY

® Other Duties
Notifying local voter registrar and SOS
Burial Transit Permits
Oath of confidentiality
Transition Plan
Schedule of fees




NOTIFYING LOCAL VOTER REGISTRAR ANID SOS

..........

SEAL

Abstract
Should
Include

Secretary of
State’s

Address and
Contact
Information

«Name of Decedent
eDate of Death

eAddress of Decedent on Death
Record

*Age and Gender
«County of Death
«Date of Birth
*SSA Number

«County Voter Registrar where
decedent lived

«Secretary of State’s Office

«Ann McGeehan
Director of Elections

«Secretary of State, Elections
Division, PO Box 12060 Austin,
TX 78711-2060



mailto:amcgeehan@sos.state.tx.us

TRANSITION PLAN

Transition Plan Should Include

Who new
administration
should
contact at
VSU.

How to order
new security
paper.

How to sign
up for TER.

Updating
Remote Birth
Access user
security
information.

Notifying
Secretary of
State re: new
County Clerk.




POST-SITE VISIT




FINDINGS STATEMENT

® Written report addressing
Compliance
Recommendations
Timeframes for response/implementation
Other issues




AVOIDING SITE VISITS




PROACTIVE

@ TER
@ Explore consolidation
@ Training

Electromc

RE GIS TRAR

if applicable

Vlt ‘Recofds

TS LLA REGIONAL CONFERENCE
+ PUBLIC HEALTH ASSOCIATION
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