





You have seen this Vital Records wheel in the previous webinars. Our
first webinar provided an overview of vital records and the new law.

Our second one covered Registration of records.

Today we are doing the first in a two —part series on Amendments —
starting with death records. We split the training sessions into two parts
when we realized we could not cover both birth and death amendments
in one hour. We will do another training session on birth amendments
later this year.

To make sure we are all on the same page, we are defining amendments
as any change to death records after they are signed and submitted for
registration.



In our discussion of death amendments we will cover:
1. Items the county can amend

2.  Who can request an amendment

3.  How amendments are submitted

4.  Amendment fees

5. How amendments are added to the record, and

6. Amendments that require special attention

For those of you who have lots of experience with amendments we will
review information that you already know. But | hope that this material will
be useful to you in the future if you need to train more staff in your county.

As we go through the presentation | will stop for questions and also to
summarize tasks that the county offices are responsible for completing.



So first - What items can be amended by the County Vital Records office?

County offices can amend personal information and demographic information.



Counties do not amend the medical portion of the record or the date of death.



So, who can request an amendment to the personal and demographic
section of the death record?



Per Oregon Administrative Rules:

The informant;
The next of kin of the decedent;

The person acting as the funeral service practitioner who signed the
report of death;

Or a funeral service practitioner employed by the funeral home that
submitted the death report can request an amendment to the personal
and demographic information on the record.



The first category of persons eligible to amend personal information on
the death record is the informant.

The informant is the person who provides the personal and demographic
information about the decedent and is listed as such on the death
record.



The second category of individuals who are eligible to amend the
personal information are the next of kin.

Oregon rules clarify which relatives are considered next of kin in the
following order of precedence:

The spouse,

The oldest son or daughter, - age 18 or older
The mother or father,

Or the oldest sibling, - age 18 or older.
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When relatives are not available then amendments may be submitted by
legal representatives. The legal representatives can be:

The guardian of the decedent at time of death,
The legal representative of the estate, or
The elected personal representative.
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The third category of persons eligible to amend the personal section are
funeral service practitioners.

When an amendment is submitted by a funeral service practitioner, it
must be from the one who signed the death report or one employed by
the funeral home that submitted the death report.
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Now let’s talk about who can amend the medical portion of the death
record.

Only the medical certifier who signed the record or a medical examiner
can amend the medical portion of the death record.

Remember that date of death is considered part of the medical portion
of the record.

By law a medical certifier must be:

A physician,

A physician assistant

or a nurse practitioner licensed under the laws of Oregon, Washington,
Idaho or California who has treated the decedent within 12 months prior
to death.
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Next — let’s cover - How amendments are submitted.
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There are two methods for submitting a correction affidavit —
electronically through OVERS or
with a paper form.
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Electronic amendments through OVERS are never recorded by counties.

* An electronic amendment can only be completed in OVERS after the
record is registered at the State office.

* And electronic amendments are always approved or rejected by the
State.

* Funeral directors can submit electronic amendments if they enter
the personal section electronically.

* Medical certifiers can submit amendments electronically if the
medical section is entered electronically.

e State vital records staff generally review and approve amendments in
1 to 2 days unless there are questions about the amendment or
documentation is required.
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There are three types of paper documents that can be submitted to
amend death records:

A signed affidavit,
A notarized affidavit,

And a Veteran’s Status Supplemental Report.

Only the affidavit signed by a funeral director can be used by County
Vital records offices to amend a death record.

The state office reviews and approves all other amendment forms.
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Here is a view of the paper affidavit used by funeral directors and
medical certifiers.

Before amending a record, check that the form is complete, including
*Name of deceased
*Date of death
*Place of death
*and that the items being amended are only personal information
from the top portion of the death record.

Also make sure that:
*there is a funeral director signature

eand Oregon license number

The specifics on how to complete an amendment will be covered later in
the presentation.
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A funeral director may deliver an affidavit to a county with the original

paper report or they may fax it to a county after the report is registered.

Only amend while the original death record is at your county office.
Never amend a photocopy.

Once the original death record has been sent to the state, all affidavits
are forwarded to the state office for amendment as well.
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Paper affidavits amending the medical section may be submitted to the
county by the medical certifier.

County offices should not amend the medical section or the date of
death.

Original affidavits signed by the medical certifier should always be
forwarded to the state office.
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Here is a view of the second type of correction affidavit --a notarized
paper affidavit.

It is different from the funeral director/medical certifier affidavit in
several ways.
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*A notarized affidavit is submitted by either the informant or the next of
kin.

*Signatures of the applicant must be notarized;

*County staff may be asked to notarize a signature on this form. Before
assisting an applicant, call the State for guidance about whether the
amendment can be completed.

o|f the State office confirms the amendment can be made, mail the
original notarized form to the state office with or without the original
death record.
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The final paper form you may see is the Supplemental Report on
Veteran’s status.

Here is a full view of that form.
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*The Veteran’s Status Supplemental Report is submitted by funeral
directors with fully paper records —but only if the decedent is a veteran.

Hybrid and electronic records already include this information.

* DON’T wait until the funeral home provides this form to register a
veteran’s death record and forward it to the state office.

*Remind the Funeral director that the form is needed when it is missing;

* And forward this form to the state with or without the original death
record whenever you receive it.

*The information is used for statistical purposes only. While it is not part
of the legal death record -- submitting it is required by law.
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To summarize:
There are three types of affidavits.

1. The paper affidavit submitted by funeral directors and medical
certifiers;

2. The notarized paper affidavit that can be submitted directly by the
informant or the next of kin;

3. And the Veteran’s Status Supplemental Report that is submitted with
fully paper death records.

Counties only amend the death record based on the paper affidavit
submitted by a funeral director.

All others get forwarded to the state.

25



Next | want to give you a quick overview of amendment fees.
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Counties never charge an amendment fee for death amendments.

At the State:
There is no amendment fee for correcting or adding information to a
death record in the first year following the date of death.

There is never a fee for amending the cause of death section of the

death record — even when it is amended more than one year after date
of death.

After one year, there is a $30 fee for corrections submitted by the funeral
director, informant or the next of kin to amend the personal section or
demographic section of the death record.
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So to summarize what we have been discussing, here is a County Action
List:

Amend only original paper death records sent by the funeral director
when the original death record is at the county office,

Forward all other affidavits and reports to the state.

These include veteran status supplemental reports, original medical
certifier affidavits and notarized affidavits from the informant and next
of kin.

Remember that no fees are charged for amendments in the first year
following date of death, so counties never have to charge an amendment
fee.
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Next we are going to cover how amendments should be made on the
death record itself.
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*These are the steps to complete the amendment:

*\With the death record and affidavit in hand, check the affidavit for
completeness.

* Then register the death record if it is not already registered.

* Make a photocopy if you are amending a fully paper death record so
you will have the original information;

*White out the item to be amended on the original death record.
Remember, all white out on the face of the record must be supported
with an affidavit.

*Type in new information for the item;

*Then add the amendment footnote to section 45 of the record.
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Oregon administrative rules require that the amendment footnote
include:

Information about the document on which the amendment is based,
The date the amendment is completed, and

The identity of the person authorized to make the change to the record.
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Next we will be looking in detail at the type of footnote counties add to
death records — one based on a funeral director affidavit.
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Let’s take a closer look --
What are the required elements in a footnote?

First the amendment includes a description of the item or items being
amended, and the exact information that was previously listed;
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Second, it gives a short description of the source for the amendment —in
this case a Funeral Director Affidavit;
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Third, it lists the person with authority to approve the change in the
record;
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Fourth, the date the actual change to the record was made;
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and last, the initials of the person making the change to the record.
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When typing a footnote placement and brevity are very important.
(1) Always abbreviate to make the footnote as short as possible;
(2) Use a small font, if one is available.

(3) Start typing the footnote as close to the top line and as far left as
possible in the footnote space.

There is always a chance that another footnote will need to be added in
the same small space.

To assist you, we will be sending out a handout showing common
abbreviations and a sample footnote with the correct format for
footnotes.

38



And to review: — only amend the original paper record.
It should have the purple border on the left side.
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If you get a correction affidavit from a funeral director when you don’t
have the original record, fax it to Patty Thompson at 971-673-1201.
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And here is another action list for you for future reference:

1. Use the standardized format to add amendment footnotes to the
death record;

2. Only amend while original death records are in your office;

3. Fax funeral director affidavits to the State if they are received after
originals are mailed;

4. Mail supplemental reports and notarized affidavits to the State office
—do not correct the death record.
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Next we are going to review amendment requests that need special
attention.

Some changes have the potential to result in fraud. One has new legal
requirements that must be followed.
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There are six amendments that need special attention.
They include:

Changes to the name/identity of the decedent;

Changes to a verified Social Security Number;

Changes in marital status or the name of the spouse of the decedent;
Changes in the decedent’s address—specifically the residence state;
Changing the funeral director signature,

And changing the name of the funeral home.
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The first amendment item to review carefully is a change in the
decedent’s name.

When reviewing amendments to the decedent’s name,
It is fine to correct the spelling of the same name,

Add missing parts of the name,
Or correct typographical errors in a name.
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The name of a decedent should reflect the legal name on their birth record,
their name after it was changed by marriage or their name after a change by
court judgment.

If the decedent used more than one name then adding an alias name to the
birth record rather than amending the legal name may be appropriate.

An alias name is appropriate when the decedent used it on legal or other
official documents such as their marriage record or their child’s birth record or
on their driver’s license.

For instance if John Jay Allen began using John Jay Smith it would be
appropriate to have John Jay Allen as the legal name and John Jay Smith as an
alias name.

Amendments to add an alias name should always include the first, middle and
last name of the decedent.

Nicknames not used on legal documents do not need to be added as alias
names.
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The second item to review carefully is a change to the Social Security
Number.

SSNs are included on many financial accounts such as insurance, pension
and bank and savings accounts. A fraudulent SSN may make it possible
for someone to receive benefits they are not entitled to.

It is fine to correct typographical errors but it is wise to check if the SSN
on electronic records was “approved by SSA” as verified.

County staff may call the OVERS help desk to check whether the SSN is
verified on an electronic record.

If the State office receives an amendment to a verified SSN, the
amendment will be rejected.
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The third item is marital status and name of spouse. There is new law related
to changing marital status and/or the name of the spouse on a death record.

The law now requires a different affidavit and evidence documents for some
changes.

Remember that changing marital status and the name of a spouse can have a
significant impact on the handling of the decedent’s estate and benefits for
the spouse.

Counties should only correct typographical errors in a spouse’s name when an
affidavit is received from the funeral director.

Forward all other amendment affidavits to these items to the state office.

You may occasionally be asked to notarize signatures on this type of affidavit
for an informant or the spouse.

You can help by...

Notarizing affidavits for marital status
Instruct customers to talk to the State office before submitting them.
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The fourth item to review carefully are requests to change the entire
residence address for the decedent if it changes the residence state.

A decedent’s residence state determines where probate will occur on the
decedent’s estate. So it can change taxes owed on the estate and which

court appoints the estate representative.

Please forward requests to amend this item to the state office for review.
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The 5th amendment to watch for is a change to the funeral director’s
signature.

Once the record is registered we do not amend the certifier’s signature.

Amendments to signature are rejected unless a replacement death
record is submitted by a medical examiner.

If you get a call from a funeral director about a change prior to submittal,
the OVERS help desk can assist them with relinquishing and transferring
the electronic record.
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The 6th item to watch carefully are requests for a complete change in the
funeral home name after the record is registered.

Once the death record is registered only typographical errors are
amended.

We recommend that you forward all complete changes in funeral home
name after registration to the state office.

Again the OVERS help desk can assist with transferring an electronic
death record to another funeral home before the record is submitted
and registered.
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So here is our final County Action Item list with reminders about the problem
amendment types we have just discussed:

DO Refer all requests to amend marital status and/or name of spouse to the
state office;

*Refer requests to change residence address if it changes the state of
residence;

-DOXn:end decedent’s full name...Instead consider adding an alias name
instead of changing decedent’s name when appropriate;

* Do not change a verified Social Security number — correct typos, only;

* Do not change funeral director signature after the record is registered;

* Do not change funeral home name after record has been registered.

* Refer any of these amendment requests to the State office.

* And that’s the end of my presentation—and we now have time again for
your questions and comments.
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