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Today’s Agenda
• Importance of using OVERS
• Working Copies
• Veterans Copies
• Intaglio Paper
• Fees
• Status Line
• Problem Orders
• Cashier Close
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Importance of using OVERS for all orders
• Find and track all orders.
• Track which records are 

issued.
• Know who is getting the 

record and why.
• Ensure that correct fees are 

paid.
• Track the inventory of unused 

and used certificate paper.
• Follow law ORS 432.380(14).
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Working Copies
• Do not provide 

customers with 
working copies of 
the record.

• Working copies are 
intended for internal 
use only.

• Releasing working 
copies creates a risk 
for fraud.
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Veterans Copies
• You can send up to two death 

certificates for a veteran to 
Veterans Affairs offices per ORS 
432.435.

• Stamp the certificate “Veteran’s 
Claim Use Only”.

• Copies only sent to VA office.
• Funeral homes do not receive free 

VA certificates.
• County vital record offices should 

not provide free certificates directly 
to veterans or family members.
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Veterans Copies
• The postage-paid 

envelopes we provide 
to counties are for 
Veteran’s Use Only.

• Mail to United States 
Department of Veterans’ 
Affairs.

• The order form to 
request more envelopes 
is located here.
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https://www.oregon.gov/oha/ph/BirthDeathCertificates/RegisterVitalRecords/Documents/45-43.pdf


Intaglio Paper-Security Paper used to 
print certificates

• Maintain physical security 
of the certificate paper.

• Part of Triennial Review 
criteria.

• Don’t forget to shred the 
original certificates issued 
which have been replaced.
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Intaglio Paper

• Security paper needs to be 
voided when a customer is 
returning the original for 
replacement, and when it gets 
ruined or destroyed in the 
printing process.

• Email the Tracking Voids Excel 
Spreadsheet with a list of the 
voided security paper 
numbers. Send on the 1st and 
15th of every month.
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Intaglio Paper Spreadsheet
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Fees
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Fees

• No refunds are 
issued after the 
record search has 
been completed.

• Do not refund a search 
fee because a 
correction is needed.
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OAR 
333-011-0340



Status Line
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Status Line
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Handling Problem Orders
• Accept the order and the 

fee.
• Mark the order form to show 

the wrong information on the 
record.

• Do not give the customer a 
working copy of the record 
(for internal use only).

• If needed, give the parents a 
copy of the order form.
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Example:
Customer comes up to the counter and places an order. A 
search is performed, and it is discovered that there is a 
discrepancy between the order and the record for mother’s 
maiden name. Ask the customer to verify the information they 
provided. If the customer verifies the incorrect information 
on the order, they will need to be told that that is not what 
is on the record, but DO NOT TELL THEM WHAT THE 
CORRECT INFORMATION IS. The customer MUST provide 
the correct information before the record can be 
released. The order must be held until the customer has 
provided the correct information.

15

PUBLIC HEALTH DIVISION
Center for Health Statistics



Cashier Close
• Reconciliation tool for revenue 

and payment types for orders.
• Provides information about 

revenue flow, transaction 
summaries, as well as order 
processing and revenue 
intake.

• Should be run on a regular 
and routine basis (at least 
weekly).
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Cashier Close
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Cashier Close
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Cashier Close
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Cashier Close
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Cashier Close
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Cashier Close

22

PUBLIC HEALTH DIVISION
Center for Health Statistics



Q & A

23

PUBLIC HEALTH DIVISION
Center for Health Statistics



OVERS Help Desk Technical Support
971-673-0279
8:00 am – 5:00 pm Monday – Friday

Caroline Zanot, County Liaison
503-983-8011
Caroline.Zanot@dhsoha.state.or.us

Kathy Ellis, Vital Records Trainer
971-673-1353
Kathy.Ellis@dhsoha.state.or.us

Contacts
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Thank you!
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