

Questions generated from the Local Registrar Handbook

1. As a local registrar do I have to assign each record a local file number?
VSU requires an assigned registration location number as the first two digits of the local file number. The remaining digits of the number consist of the consecutive number of the event for that fiscal year (January – December) regardless of when the certificate was filed. 
 (25 TAC 181.12)
2. As the local registrar do I have to keep copies of the applications for persons requesting copies of records?

The local registrar must retain the application including the date issued, document security number(s) and applicant’s name, address and form of identification for a minimum of three years. 
 (25 TAC 181.1)
3. Can the local registrar accept all forms of identification from a qualified applicant with their application for a certified birth or death certificate?

Each applicant must present a valid primary form of photo identification along with his or her application. If the applicant is unable to present valid primary form of photo identification, require two valid secondary forms of identification, one of which bears the applicants signature. 
(25 TAC 181.1)
Primary forms of identification include: drivers license, student ID, government employee badge, prison ID, military ID, state/city/county ID. Passport (any country). 

Secondary forms of identification include: voters registration card, social security card, health insurance card, hunting / fishing license, credit card, library card.
The local registrar at his/her discretion may accept other forms of identification which verify name, address, and / or signature of the applicant.

 Matricula Consular is not considered valid identification.

A friend or family member may be allowed to attest to the applicant’s identity. That person would complete and sign the application with written authorization from the applicant.

4. Who is a qualified applicant?

The local registrars and their employees will need to use sound judgment and good common sense in determining who is a qualified applicant for a vital record based on the following guidelines – the registrant; a member of the immediate family either by blood or marriage including step parents, siblings, guardians, legal representatives or agents. 
(25 TAC 181.1)
Local, state and federal agencies are considered properly qualified applicants when the need for the record is to implement a statutory provision or to protect a property right.

Any person or organization who presents written documentation that demonstrates a direct and tangible interest in the record to protect a personal property right.

A funeral home may request a copy of a death record at any time, there is no time limit.
5. What are the minimum security features required in the paper used for issuance?

No certified copy or abstract shall be issued unless the issuing office provides security features in the paper used for issuance. Each sheet or document shall be made on paper which contains as a minimum the following features – consecutive numbers, background security features, a copy void pantograph, an engraved border, microline printing or security thread, sensitized security paper, prismatic printing, erasable fluorescent printing, non-optical brighteners, complex colors, intallio printing, latent image and watermark. The seal of office and local registrar’s signature are also essential to a records integrity / validity and should be included on the security paper.  
(25 TAC 181.28)
6. When do I issue a Burial Transit Permit?

Before a human body or fetus may be removed from this state, cremated, or transported by common carrier, a local registrar must issue a burial transit permit. The permit cannot be issued until a funeral director (or person acting as such) submits a Texas certificate of death, certificate of fetal death or a copy of the certificate with a minimum of information to include name of the deceased, date and place of death or delivery, manner of death, name and address of funeral first assuming custody of the body and signature of the funeral director. Before issuing a Burial – Transit Permit, the local registrar should ensure that the final completed death certificate can and will be signed by the medical certifier and that there is no further need for the body. 
(25 TAC 181.2, 181.3)
If the body is being shipped out of state, the death certificate will require the certifier’s title, signature and license number. The date certified can be the date the body is being shipped.

The burial –transit permit shall serve as authorization for cremation unless the death was an inquest case; then a signed certificate by the medical examiner / coroner stating that an autopsy was performed or that no autopsy was necessary is required prior to cremation. 
(CCP Art.49.25; 49.09)
In the case of cremation within 48 hours, a release must be obtained from the medical examiner / coroner.

7. When should a medical amendment to a death certificate be filed?

To correct information on the medical portion of the death certificate or to report the cause and manner of death for a certificate that was filed “Pending Investigation”, an Amendment to Medical Certification of certificate of death must be completed and filed with the appropriate local registrar. No changes or additions may be made on the face of an original record. 
(HSC 191.028)
Once the original death certificate has been filed, a medical amendment may be filed at any time. The amendment must be completed and submitted by the medical certifier who originally certified the death, unless an inquest was conducted and the original certifier was a physician.

8. When and how does the local registrar file an administrative filing of a birth record?

The local registrar must complete and file an administrative record of birth for the purpose of infant birth / death matching when an infant death occurs and a birth certificate has not been filed and a record is not available from the attendant. The local registrar will obtain as much information as possible to complete the birth record. Information that is not available should be marked unknown or not available. The local registrar’s copy of the birth record shall have the notation “Administrative Filing” and deceased.
9. When does the local registrar initiate a birth record?

When a birth occurs outside of a licensed hospital or birthing center and is not attended by a registered. Certified or documented health care provider the local registrar shall file the birth certificate.  A birth certificate can be filed only upon the personal presentation of the following evidence – proof of pregnancy, proof that the infant was born alive, proof that the infant was born in the registration district and proof that the infant was born on the date stated.  
(25 TAC 181.26)
10. What is a voter registration abstract?
The local registrar files a voter registration abstract with the voter registration office of the decedents county of residence no later than the 10th day of the month following the month in which the abstract was prepared An abstract is prepared for each death certificate filed in his / her registration district for decedents 18 years of age or older who were residents of the state at the time of death.  
(TEC 16.001)
11. How should the local registrar handle a request for an abused record?

Any birth record that has had ten or more certifications issued since the original date of filing is considered an abused record. The local registrar should request additional information such as a notarized statement as to the purpose of the previously issued certificates and the purpose for obtaining this requested record as well as photo identification. If the local registration office processes the request the additional information along with the application should be sent to the VSU Fraud Prevention Program. If the local registrar suspects fraud or does not feel comfortable processing the request he /she should refer the customer to VSU. If the local registrar is using Remote Birth Access the issuance of an abused record is automatically referred to VSU.   
(25 TAC 181.24.)
12. Can an individual keep others from requesting certified copies of his / her birth or death certificate?

An individual may request to have a voluntary flag placed on his / her record to prevent the issuance of certified copies of a birth or death record to anyone other than himself or herself.  VSU is required to issue the record to properly qualified applicants; however the requestor of the voluntary flag will be notified of the individual making the request. 
(25 TAC 181.24)
13. How can I use the remote birth access?

Remote Birth Access is made available through a contractual relationship between two government offices. Special requirements must be met and VSU charges a set fee for each copy the local registrar issues. Remote Birth Access provides a convenient and timely access to certified abstracts of birth and allows customers to get a birth certificate where they live.

14. Can the local registrar file a delayed birth record?

Children born in this state but who do not have a birth certificate filed within one year of the date of birth will be required to file for a delayed certificate of birth. An application for a delayed certificate of birth can only be made with the VSU Request processing division. \; the local registrar office can not file delayed certificates of birth. Once the delayed record is processed and accepted one copy of the form will be kept by VSU and one copy will be sent to the county clerks office in the county in which the b birth occurred.
(HSC 192, 193)
