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LETTER OF TRANSMITTAL

To the Members of the General Assembly

of the Commonwealth of Pennsylvania

Pursuant to Resolution No., 51, Serial No.95,
Printer's No,77, adopted by the House of Represen-
tatives, April 10, 19)j2 and under the authority of
the Act of July 1; 1937, P. L. 2460, as amended by
the Act of June 26, 1959, P, L, 108&, creating the
Joint State Government Commission; we submit here-
with a report on the Bureau of Vital Statistics
relative to the issuance of certified conies of

birth certificates.

Elmer Xilroy, Chairman

Joint State Government Commission

January 193,
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L.
FOREWORD

This report on the Bureau of Vital Statistics, Depart-
ment of Health is in conformity with the Resolution adopted
tpril 10, 19l;2 by the House of Representatives., This Reso-
lution directed the Joint State Government Commission to
make a study of the functions and procedures of the Bureau
of Vital Statistics and to make any recommendations it deemed
advisable which will expedite the work of the bureau, espec-
ially pertaining to its main function, namely, the issuance
of certified coples of birth certificates., Shortly after the
adoption of the Resolution, Honorable Elmer Kilroy, Chairman
of the Commission, directed the staff of the Commission to
study the problem,

In making this report attention is called to the fact
that the buresun, during the last six months, has made con-
siderable Improvement, especially pertaining to fiscal con-
trol of receipts, also some of the administrative procedures
recommended in this report have at least partially been put
in operation. The bureau during this same period has like=-
wise been relicved by a substantial decrease in the volume
of applications recelved. However, 1f these administrative
procedural recommecndations are all adopted and conscientious-
1y followed, the 1ssuance of certified copiles of birth certi-
ficates, which is now the most important function of the
bureau, especially at the Capitol, wlll become a routine
production operation in all cases where records arc on file,

This will enable the bureau to issue certified copies for
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about 80% of the daily volume of applications within at

least one to two hours on applications personally present-
ed at the office and within at least twenty four hours on
applications received by mail, The present condition of

the birth records reveals that there is no birth certificate
on file for about 20% of the applications filed, However,
by using thils recommended procedure of processing applica-
tions the bureau can, on this same time schedule, furnish
"delayed birth registration” forms to this 20% so these
applicants can establish their record of birth in the bureau,.
This will also mean that after the adoption of the other
recommendations has resulted in improved quality and com-
pleteness of records in the bureau, practically all appli-
cations received in future years can be completed on this
schedule,

To accomplish this type of service will require rigld
administration in eliminating entirely all "special service"
for various officlals of the State Government, Legislators,
Political Leaders and others who have "contacts" with
various individuals in the bureau, With these recommended
administrative procedures in full operation these "special
service" requests can all be fulfilled by the routine pro-
ductlon method in a more expeditious manner than at present
with "special service.” This "special service" has in the
past and still i3 a major contributing factor in greatly
reducing the efficient operation and production of the
bureau,

Both the legislative and administrative recommendations
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contained in this report concerning the improvement of fu-
ture birth records will not overcome the problems at present
confronting the bureau duve to the conditions of present
records. It is, however, highly important that they be 1im-
mediately adopted as an assurance against any repitition of
their difficulties in future years when persons, who are born
after adoption of these recommendations, later in life, apply
for certified copies of their birth record. It is evident
the need for birth certificates in future years will continue,
not only as a means of proving citizenship when obtaining em=-
ployment, etc., but probably most important of all will be
the need of definite proof of date of birth when persons
reach the retirement age under the provisions of the Social
Security Act,

The staff of the Commission desires to thank Mr, Tom
E, Williams, Director, lMr, J. Robert Painter, Assistant
Director and others of the bureau, also Mr, John H. Dorning,
Comptroller of the Department of Highways, who since Febru-
ary 19L2, has been supervising procedural improvements in
the burean and VMr, William J, Wall of the Auditor General's
Department for their cooperation and assistance in furnish-
ing information used in making this study.

Paul C, Hoomaw
Director.

Harrisburg, Pennsylvania,
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THE REPORT OF THE JOINT STATE GOVERNVENT COIMISSION
ON THE BUREAU OF VITAL STATISTICS RELATIVE TO THE
ISSUANCE OF CERTIFIED COPIES OF BIRTH CERTIFICATES

HISTORY OF VITAL STATISTICS IN PENNSYLVANIA

The registration of births, marriages and deaths in
Pennsylvania started after the passage of the Act of 1852,
Pamphlet Laws 2, and registrations were made locally in
the various counties and cities in accordance with this
act and the following additional acts:

1855 Pamphlet Laws

1860 Pamphlet Laws 130

1876 Pamphlet Laws 113

1881 Pamphlet Laws 51

1885 Pamphlet Laws 56

1893 Pamphlet Laws 3L0

18?5 Pamphlet Laws 216 and 350
19,1 Pamphlet Laws 11l

The act of 1885, Pamphlet Laws 56 which created the
State Board of Eealth and Vital Statistics contained the
following provisions:

"It shall be the duty of the State Board of

Health and Vital Statistics to have the general

supervision of the State system of registration

of births, marriages and deaths, of prevalent

deseases and practitioners of medicine and surgery;

to prepare the necessary methods, forms and blanks
for obtaining and preserving such records, and to
insure the faithful registration of same in the
several counties and in the Central Bureau of Vital

Statistics in the Capitol of the State,"

After the passage of this act registration of these vital
statistics became prevalent in the various counties of the
Commonwealth, Fowever, no file of these vital statistics
was established at the Capitol, and no one at present con-

nected with the bureau has any knowledge of the reasons
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for failure to set up a central record bureau, It was not
until aftef the passage of the act of 1905, Pamphlet Laws
330 that the Bureau of Vital Statistics of the then State
Board of Health, which is now the Department of Health, es-
tablished a centralized system for the registration of births
and deaths at the State Capitol, As a result of this act the
State Bureau of Vital Statistics contains registrations of
births and deaths occurring only since January 1, 1906,

The General Assembly, in 1915, passed the act of June 7,
Pamphlet Laws 900 which re-enacted the act of 1905, Pamphlet
Laws 3%%0 and made it the duty of the Department of Health to
have charge of the Staté System of registration, not only of
births and deaths, but also of marriages and diseases, This
law repealed all other laws and parts of laws inconsistent
therewith and provided that no other system for the regis-
tration of births and deaths shall be conducted or maintain-
ed at any of the municipalities of the State other than the
State system of registration established in the Bureau of
Vital Statistics; State Department of Health., This law has
been variously amended by the following acts:

1921 Pamphlet Laws 181
1923 Pamphlet Laws 176
1927 Pamphlet Laws 198
1927 Pamphlet Laws 859
1929 Pamphlet Laws 81
193% Pamphlet Laws 976
1933 Pamphlet Laws 979
1937 Pamphlet Laws %99
Since the passage of the Act of 1915, which caused com-

plete discontinuance of acceptance of any birth registrations

locally in the various counties and exclusively centralized
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the registrations at the Capitol, the records of births re-
corded at the central bureau are in better shape and more
complete than for the years of 1906 to 1915 inclusive,

After the start of the defense program in the Spring of
19);0, when it became necessary to submit evidence of citizen-
ship to obtain employment in the defense industries, the de-
mand for certified copies of birth certificates began to
sharply increase, both at the central bureau at the Capitol
and its branch offices, and also in the various counties
where birth certificates for persons born prior to Janmuary 1,
1906 were filed, It was then discovered that no birth cer-
tificate had been filed in the counties of thousands of

persons bhorn prior to January 1, 1906 and likewise it was

discovered that no bilrth certificate had been filed with
the central bureau at the Capitol of thousands born after
January 1, 1906. The 19)j1 General Assembly, therefore, in
an effort to assist these persons in establishing their
date and place of birth, passed;

1, The act of July 16, 19L1, Pamphlet Laws 383
empowering the Bureau of Vital Statistics to record
the birth of persons born prior to January 1, 1906,
or to record the birth of those persons born since
January 1, 1906 but whose record had not been filed
with the Bureau, upon presentation of a so-called
"delayed" birth registration accompanied by certain
documentary evidence and to issue certified copies
thereof.

2. The act of July 16, 19,1, Pamphlet Laws 105
empowering persons born prior to January 1, 1906
whose record of birth had not been previously record-
ed, was incomplete or inecorrect, to have a record of
his birth filed and recorded or corrected in the office
of the Clerk of The Orphans Court in the County in
which he was born, by presenting a petition to. the
Orphans Court containing certain documentary evidence,
and after acceptance by the Court the further power of
he Clerk of the Court to issueée certified coples of
such established birth records.
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REGISTRATIONS IN THE BUREAU

The Bureau of Vital Statistics contains 6,99%,398 regis-
trations of live births which occurred in Pennsylvania between
the years of 1906 %o 19L1 inclusive., The list includes for
the same number of years M;lBl,Oél death registrations and
for the years of 1906 to 1940 inclusive it contains 2,415,995
registrations of marriage. In addition to these registrations
it contains registrations of stillbirths occurring in the
State which in 1921 amounted to more than 10,000 but since
that time stillbirths have gradually fallen to less than
5000 annually, In each case of stillbirth there 1ls both a
birth certificate and a death certificate filed with the
bureau, A breakdown on live births, deaths and marriages
shows the following:

Live Births Deaths* Marriages

1906 to 1910...... 938 117 573,527 293, 8),1

1911 to 1915,..... 2 -800 571 S2l, 329,8 M

1918 50 1920, v wu s O] 77 579 570,575

1921 to 1925...... 1,099 258 o 291 365 360

1926 to 1930...... 997,%3 ? 346,269
g

1931 to 1935...... 825, 555,859
1936 to 1940...... 813,608 376,227
YGUE ¢ e s s 5 om0 x .175,198 108,401 | i

i - . 6,993, 398 l},181,061 2,415,995

# Does not include stillbirths,

The central bureau of Vital Statistics at the Capitol
contains the above records of births, deaths and marriages
for the entire State. However, the State maintains branch
offices in Philadelphia, Pittsburgh, Scranton and Frie,
where duplicate copies of birth and death certificates are
maintained for the convenience of persons born.in those

cities who may desire certified copies thereof,.



METHODS OF INDEXING IN THE BUREAU

Since January 1; 1906 two different methods of indexing
have been used in_various years, likewise no index was made
Tfor certain years.

The types of index for birth records for the various
vears are as follows:

AMphabetized System by Years: 1906 to 1919 inclusive,

1922, 1925 to 1929 inclusive,(1926 incomplete,
indexed "A"™ to "M" only)

Soundex System by Years: 1920 and 1921, 1923 and 192l,
1951 to 19%6 inclusive

No Index for Years: 1930, 1937 to 1942 inclusive,

The types of indexing for death records for various
years are as follows:

Alphabetized System by Years: 1906 to 1919 inelusive,
1925 to 1929 inclusive

Soundex System by Years: 1920 to 1923 inclusive,
1935 and 19%6

No Index for Years: 192L, 1932 to 193l inclusive,
19357 to 1942 inclusive,

It is estimated that approximately 70% of all applica-
tions received in the bureau are found in the indexes, Ac~
cording to information received from the bureau, there are
a number of birth records on file which are not indexed even
though the births occurred during those years for which there
was an index made, As a result, by special search the bureau
is able to locate approximately an additional 10% of the rec-

orls which are not found in the index., There are no records

on file for approximately 20% of the applications being re-

celved, especially during the years 1906 to 1925,



REQUESTS FOR CERTIFIED COPIES

Prior to the start of the defense program in the Spring
of 191j0 the number of requests for certified copies of birth
certificates was almost negligible and the problem of their
issuance was a comparatively simple matter, The only problem
confronting the bureau was the issuance of certified copies
of death certificates, which was a routine problem and the
volume was fairly consistent from year to year. According
to information obtained from the bureau, the number of certi—-
fied copies of death certificates issued monthly is approxi-
mately 5000 over the entire state.

The sharp increase in the volume of requests for certi-
fied copies since the start of the defense program in the
Spring of 1940 is clearly reflected by the followins figures
for the central bureau at the Capitol:

1959 » Tobal for 12 monthe .. .wswsres vy ssns v DDy TU5
Highest month, October......... 6,709

194t - Tobal For 12 MOHTHE ....ceisedseansasssdiBl, 58
Highest month, October........l7,945
5 Months, January to
Moy SHCluBliV8. oo wwswes o5 s0sw sty 39
7 Months, June to
Degeniber Incluglv®..vssesnenal02;955

1941 = Total for 12 TRCHTLE T o 0 ot i 0 0 0 T 5 s e B g D
Higheat month, Dreetber,.s.s«23 ;001

1912 - Total for 11 minths
Janmary to November inclusive..........530,031
Highest month, March..........69,261
Of the above requests for certified copies received at the

central bureau it is estimated approximately 1500 per month

are for certified copies of death certificates and the
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remainder are for certified copies of birth certificates,
except a negligible amount of which are requests for
certified copies of marriage certiflicates, issued only
from the central bureau at the Capitol.

The number of certified copies of birth and death
certificates issued for the first eleven months of 19)2

at the branch offices are as follows:

Births Deaths

Philadelphif.....«s« 13,907 26,05
Pibbsburghi,eensvinew 28,557 5,98?
535

oranbofscissnsmons Oyifl
Bl s qensansnsninsse Sya50 —

During the first eleven months of 192 approximately
93% of all applications received by the bureau including
its braneh offices were for certified copites of birth
certificates and 86% of these were received at the cen-
tral bureau,

At the present time approximately 65% of all appli-
cations for certified copies at the central bureau are
received by mail and the remaining 35% are made by per-
sonal application, whereas in the branch offices only
approximately 10% of the applications are received by
mail and the remaining 90% are made by personal appli-

cation,
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FINDINGS, CONCLUSIONS AND RECOMVENDAT IONS

Since such a large percentage of the volume of
work in issuing certified coples of birth certifi-
cates centers in the central bureau of the Capitol,
all references hereinafter in this report when re-
ferring to the bureau will refer directly to the
Central bureau at the Capitol, All recommendations
made will be primarily for the central bureau and
in all cases where these recommendations are appli-
cable to the branch offices they can readily be
adopted thereat,

General findings and conclusions:

The bureau had, prior to the Spring of 19,0, geared it-
self for the issuance of a limited and fairly consistent
number of certified copies of egpecially death certificates
and very 1little public attention was focused on its activi=~
ties due to the fact these requests were fulfilled on a
reasonably current basis,

When the volume of requests for certified copies of
birth certificates needed by persons to establish citizen-
ship for employment in defense industries started to in-
crease sharply, the bureau was not geared by personnel or
by any systematic method of processing applications on a
gquantity basis to fulfill the demand, Neither did it at
that time nor for nearly two years thereafter take full
cognizance of the problem and establish and effectively
put into operation any systematic method of processing
this continually increasing volume, Accordingly, the
bureau started to fall behind in its work and the number
of unfilled requests for certified copies of birth cer-

tificates continued to increase almost progressively
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from time to time even though additicnal personnel was em-
ployed and given added space in which to work.

When this heavy demand for certified copies of birth
certificates started the bureau also discovered for the
first time the very poor condition of the records in Penn-
sr7lvania of births, especially between the years of 1906
to 1925 inclusive. This period covers persons now seven-
teen years of age or over and practically all of the demand
to date has been from this group. The poor condition of the
birth records is due to an accumulation, since 1906, of gross
carelessness and violations, especially by physicians, mid-
wives, local registrars and State officials, whose duty,
during those vears,was to carry out or administer the pro-
visions of this law. In future years the effects of these
violations of the law and inefficient administration since
1925 will gradually come to light as younger people make
application, Since thess errors in the recowrds are not
generally discovered until seventeen or more years after
date of birth, in a large percentage of cases the attending
physician has died, parents have died and satisfactory docu-
mentary information to establish a record of hirth or to
correct errors is not readily avallable, This condition has
also greatly added to the problems of the bureau.

This condition does not exist in the issuance of certi-
fied copies of death certificates because requests for such
certified copies are generally made shortly after the time
of death, Also, physiclans and especially undertakers,

under the law must see that a certificate of death is
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filed with the local registrar so a burial or removal permit
can be issued for transporting or disposal of the body. These
permits can only be issued after the filing of a death certi-
ficate. Only in very few instances have local registrars
violated the law in this respect.

Particularly during the latter half of 19L0, and the
early months of 191 many applicants did not send in the
proper information and this necessitated the bureau attempt-
ing to carry on considerable correspondence which they were
not properly set up and equipped to take care of, with the
rogult that in many cases they were not able to give any
attention to such applications.

In October 19,0, added supervisory personnecl was brought
into the bureau in an effort to solve this ever increasing
problem which even by that time was causing many persons to
be seriously delayed in obtaining employment in defense
industries.

As the volume increased the bureau was continually find-
ing itself confronted with the problem of insufficient
trained personnel and the need for additional space, Many
attempts were made by the officials of the bureau to obtain
necessary additional personnel and also to obtain sufficient
additional space. In attempting to obtain needed additional
personnel they were confronted with other obstacles, namely;
the rate of pay was low and the positions were mainly classi-
Tfied on a per diem basis and considered as temporary, there=-
fore it was difficult to obtain the proper personnel. 7 lso,

the employes brought in and trained along with some of the
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older personnel, who were working under these conditions,
were soon attracted to other positions at higher pay and
with a greater degree of permanency. This involved an ex-
cess amount of personnel turnover and the necessity for
adiitional training of personnel to replace them,

The officlals of the bureau were delayed in getting
additional space as needed according to testimony by the
Assistant Director before a House Committee in June of 19l1,
Referring to the problem of space he stated, "we made at-
tempts, as the occasion demanded, for more space and fought
for several months until we threw the Department of Military
Affairs out of some of the space they had; comprising two
large rooms down there on the side where our office is
located." He also advised this committee that the bureau
was handicapped in its work by having only one set of records
with which to work, He advised at that time that, under the
present setup of the department, when the personnel became
trained they would be able to take care of the demand; pro-
vided they had duplicate sets of records on microfilm, He
further advised at that time they had some machines and that
he had been given authority by the Secretary of the department
to go ahead with the microfilming of records,

The obtaining of the necessary number of machines and
the microfilming of records was never carried out, This re-
port will later discuss the subject of microfilming of records,
its effect upon the preservation of the original record and
the reductiqn in the cost of searching and producing certi-

fied copies.
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Throughout 191 the volume of requests continued to
increase and then after December 7, 19,1 when production in
war industries was greatly expanded the requests for certi-
fied coples to prove citizenship increased far more rapidly
than ever; reaching a peak load to date in March 1942, By
this time the hacklog of unfilled requests had accumilated
to the staggering total of approximately 75,000 applications
many of which had remained unfilled in the bursau for approxi-
mately a year, including those contalning irregularities, At
times the bureau became so swamped in its work that when any
applications or records contained any irregularities they
were laid aside without proper handling and many were never
again found,

Az these unfilled applications for certified copies of
birth certificates continued to pile up the news of the in-
creasing delay in obtalning a certified copy of one's birth
certificate spread over the State and this resulted in many
persons filing thelr application with the bureau even though
they were in no immediate need of a certified copy of their
birth certificate. They, learning of the difficulty in ob-
taining it, simply took the position, "I may need it some
day so I had better apply.” This helped increase the de=-
mands on the bureau,

After the bureau fell so far behind in this work con-
siderable correspondence in the form of inquiries also
poured into the bureau from applicants asking why they had
not received a certified copy of their birth certificate.

This added additional work to the already overburdened bureau
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in even attempting to handle this correspondence., During
this time the bureau also started sending applicants a form
post card with their indjividual application file number con-
tained thereon as an acknowledgment of receipt of the appli-
cation, This only added additional work on the part of the
bureau which would not have been necessary had the bureau been
able to handle the requests on even a reascnably current basis.

The Legislature in the Spring of 19h1 was fully aware of
the confusion in the bureau and the increasing difficulty of
cltizens obtaining a certified copy of their birth certifi-
cate, which at that time, and more so later, was sericusly
delaying the employment of thousands of persons in defense
work, thereby causing a very serious man hour loss to the war
effort, herefore, it passed some remedial legislation qnd
also increased the appropriation to the Department of Health
457,000, a large portion of which was for the purpose of
providing the necessary faclllitles to overcoms these diffl-
prlties and for properly operating the buresau,

After the Spring of 19L0O and throughout 1941 the Director
and also the Agglstant Pirector made numerous requests for the
authority fto increase pay rates and employ and train additi-
onal personnel, Whille they were able to have part of their
requests fulfilled such partial fulfillment fell far short
of the increasing needs of the bureau, This is likewise
true of requests for purchase of additional needed oquipment,

o

even ofter the passage of the 19L1 appropriation act.
During this period of time, even with additiocnal per-

sonnel which had heen added in the bureau, no real systematic



.

method of processing the applications was put into effect.
This caused a continued increase in the number of "special
service” requests by various officials of the State Government,
Legislators; Political Leaders and others employed in and
about the Capitol at Harrisburg having individual members of
the staff of the bureau handle this "special service"., Also
outside service organizations were having rmany applicants
ry them, in most cases, highly exhorbitant fees to obtaln
certified copies after which such organizations would seek
and obtain this "special service" from employes of the bureau.
Such requests were continuing to increase because persons un-
able to get service by mail would ask or write these various
officials, and others at Harrisburg or pay service organi-
zations to assist them in getting their certified copy.
Many persons also started to make personal trips to Harris-
burg from all parts of the State, many of them several trips
at considcrable eXpense and logs of time in an effort to ob~
tain results. This conditlon contlinued to increase to a
point where it was the general accepted thought throughout
the State that 1t was practieally useless to attempt to get
a certified copy of a birth certificate by mail., The render-
ing of this "special service"” by various bureau employes,
wihich took them off their routine- work, slowed up and prac-
tically destroyed any attempt to systematically process ap-
plications on a quantity basis comparable with the demand.
Shortly after the beginmning of the year 19&2 with the
number of applications again sharply increasing there became

almost a complete breakdown in attempting to promptly obtain
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certified coples of birth certificates by any other method
than through this "special service."

In February 19)2, the Comptroller of the Highway Depart-
ment was loaned to the bureau and given full authority to
make whatever changes he deemed advisable in an effort to
solve the increasing problems of the bureau. At that time
there was an accumulation of approximately 30,000 pieces of
unopened mail, most of which contained money and applicatiops,
and a backlog of approximately 75,000 unfllled applications,
Since that time the bureau has been gradually working out from
under its load and during this same period throughout 19/2
the volume of applications received has gradually decreased
with the result that at the present time (December 19/2) ap-
plications for which the record is on file can be completed
within a period of from one to fifteen days, Recommendations
will be made in this report which will enable the bureau to
further and mor e unifornly expedite the processing of these
applications.,

To bring about this improvement since March 19&2 the
bureau

1, Considerably reduced the practice of various
persons coming to different individuals in the bureau
for the handling of their '"special requests." This
practice still exists to such an extent that if the
bureau completely establishes a production scheduling
system its efficient operation will be considerably
retarded unless such "special service" is entirely
eliminated,

2. Set aside the backlog of approximately 75,000
unfilled applications and gave preference to the cur-
rent applications, At the same time they gradually
worked out the backlog in so far as it covered per-
sons who had not in the meantime obtained their certi-
fied copy of birth certificate by either re-applying
or having it obtained by "special service,"
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3. Insatalled a systematic fiscéal control system
for handling all incoming receipts.

There 1s still a large nmumber of so called unfilled
applications in the bureau (approximately 70,000). These,
however, are practically all cases where, (1) no record was
found on file and the bureau is awaiting the filing of a
"delayed" birth registration by the applicant, or (2) cases
awaiting additional corrective information or documentary
evidence from the applicant,.

The major causeés of the difficulties which have been
experienced by persons attempting to obtain a certified copy
of their birth certificate are basically due to the following:

l. Carelessness and violations of the law by persons
responsible for filing of birth certificates with
local registrars, especially physicians and midwives
by faillure elither to file a certificets, completely
and accurately supply all names, dates and other re-
guired data or to supply it sufficiently legible as
required by law for issuance of certified copies
thereonf,

2. Failure of loc¢al registrars to carry out the pro-
visions of the law pertaining to completeness and
legibility of birth certificates furnished themn.

3. Careless administration at the bureau since January
1, 1906 in:

A, Failing to more rigidly supervise the work
of local registrars in securing proper
certificates of blrth,

B. Failure to refuse payment of registrars!
fees on birth certificates filed with
the bureau which were incomplete or
1liegible,

C. Pailure to maintain the best possible
uniform system of filing and indexing
of these records at the buresau.



L. Failure of the bureau, especially during 1940
and 19;1 to make proper provision for prompt
and efficient handling, in a systematic manner,
the progressively increasing volume of requests,
Also, their failure to make proper provisions
for promptly and systematically handling the
correspondence and corrections to records
necessary in overcoming, in so far as possible,
the effecta of the causes 1, 2 and 3 above,
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Recommendation No, 1, (Administrative)

It is recommended that a systematic production scheduling

system, as hereinafter described, be fully established in the

bureau to complete all applications received daily, which con-

tain sufficient information to be accepted, by processing them

in groups or quantities in hourly production cycles so that

certified copies can be issued at least within one to two

hours to all persons applying personally at the bureau and at

least within twenty-four lhiours cn 2ll applications received

by mail, except in cases where no registration record is found

in the files. Also, that after installation of this production

scheduling system no original applications be processed through

the buresau in any other manner, (See pages 37 to L0 inclusive

For description of production scheduling plan,)

Findings and Conclusions to Recommendation No, 1.

During the latter months of 192 the buresu has been, to

a certain extent, processing applications by groups, but not
to the extent that they evenly divide the daily load into
equal groups being processed through the bureau on any sche-
duled time basis, Likewise, prior to March 19,2 various em-
ployes of the bureau were almost continuously leaving their
routine work to give "special service" to applications re-~
ceived from various State officials and others employed in
and around the Capitol who have established "contacts" with
these various individual employes of the bureau, This also

greatly delayed the routine work and destroyed any possibility
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of efficient operation. This has, however, been considerably
reduced but still exists to such an extent that it impedss
the routine operation in issuing certified coples of birth
certificates. After complete establishment of a systematic
method of processing applications, better service can be had
in the regular manner than is obtained at present by "special
service,"

Considerable delay to the routine processing of epplicaw~

G

e

ons is also caused by record books being out of the record
room in the possession of various persons throughout the
bureau. This always necessitates the holding up of any ap-
plications whose record is in the books which are not in

the record room whon needed, TFor a period of time the various
units of the bureau were not systematically arranged so as to
require the minimum amount of travel by employes in their
work, This has, to a certain extent, been improved upon
during reccent months but further improvement can be made

in the physical setup of the bureau,

Recommendation Yo, 2, (Administrative)

It is recommended that at the earliest possible date a

uniform modern system of indexing be established in the

bureau for all birth registrations since January 1, 1906,

Mindings and conclusions to Recommecndation No. 2@

Ag will be noted by referring to page 5 of this report,

t.iere are two different methods of indexing in the bureau
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and in certain years no index whatsoever has been made,
Likewise it has been found that the record books in most
of those years which were indexed contain records of many
births which are not found in the index.

At the present time the inderes for the years 1906 to
1,25 are used mostly when searching for birth certificates.
However, the index for the later yoars will in the future
gradually become the ones most fregquently used. This is
especially true during the war when birth information must
be obtained on minor children for use in verifying parent-
age in connection with military dependeney allowances
granted by the Federal Government. There is no index for
the years 1930 and also 1937 to 1942 inclusive. Most of
the need for certified copies of birth certificates in
connection with military dependency allowance comes from
dependents born in these latter years. Where there 1s
no index it is necessary at present for searchers to go
to the books for the proper year and reglstration district
and locate the proper birth registration, This involves
considerably more time in locating birth certiflcates
than is required for those applications which have been
previocusly indexed.

From information obtalned in the bureau it is quite ap-
parent that of the two systems now in use the Soundex system
of indoxing is most satisfactory. However, before carrying
out the above recommendation for a uniform system of index-
ing for all revistercd births from 1906 to the present time

it would be advisable to thoroughly investigate and select
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the most modern system which can be best adapted to the

needs of the bureau,

Recommendation No, 3 (Administrative)

It is recommended that, if possible, a uniform and more

simplified method of filing birth registrations in the bureau

be established. At least on those birth records being filed

at the Dresent_gg@a.

Findings and Conclusions to Recommendation No, 3.

As will be noted on page four of the report, there are
now over 7,000,000 birth registrations alone filed in the
bureau. The birth reglistrations for 1906 to 1928 are filed
chronologically by months and alphabetically by fegistration
districts in each year. The birth records for years 1929 up
to the present are filed chronologically by month and year
for each county. The simplest possible form of filing birth
registrations will aid materially in speeding up the work in

searching the records of this unit.

Recommendation No. li (Administrative)

It 1s recommended that the correspondence filing system

be thoroughly studied with a view of improving the conditions

in this unit of the buvreau,

Findings and Conclusions to Recommendation No, li.

Considerable difficulty has been experienced in a large
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number of cases where there is any correspondence necessary
in connection with an application, There have been numer-
ous complaints where documentary evidence filed with the
bureau which has been considered unsatisfactory or insuf-
ficlient cannot be readily located after the applicant has
submitted additional or corrective data as requested by the
bureau and in some instances the applicants have been re-
guired to even re-~submit the original data, This and other
conditions in the correspondence unit have not only caused
extra work, ete., contributing to the difficulties of the
bureau, but have withheld and considerably delayed the

issuance of birth certificates to many persons,

Recommendation No, 5 (Administrative)

It is recommended that the Prosecution Unit of the

bureau be provided with the neceassary facilities to

fregquently make spot checks in varlous counties to obtaln

prosecutions for viclations of the law, especially by

physiciang and midwives, for their failure to properly

Tile a complete and accurate birth certificate,

Findings and Ccnclusions to Recomnendation No, 5.

The bureau at present has an Investigation Unit, same
having been established originally in 1927. PFor a number
of years they conducted spot checks in the form of county
surveys and found numerous births which had not been record-

ed. They likewise found where physicians would withhold the
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filing of birth certificates and then periodiecally turn in
large quantities of same, In many cases physlcians admitf
ted they were careless in filing these birth certificates,
For a mumber of years this unit obtained frequent prosecut-
ions, but according to information received from that unit
they have not had the facilities to make these spot checks
as they did formerly and there have been no prosecutions
for failure to file birth certificates since June of 1940,
(See page 31 for legislative recomendation No,1l.)

It is guite evident that these violations of the law
still COTtllL in considerable volume, mho Federal Dureau
of the Census, when taking the 1910 Census, had their enu~
merators inguire in each household if there had been a
birth during a certain number of months during that year.
In each case whers there wag a birth the enumerator made
the proper record of the birth and forwarded it to the
Frreau of the Census. These reports from the State of
Pennsylvaria were compared with the transcription of the
birth records furnished by tire Bureau of Vital Statistics
to the nureaw of the Census., During the period for which
the Bureau of the Census made the gpecial check they found

irths of several thousand persons in Pennsylvania which

had not been reported to the Bureau of Vital Statistics.

Recommendatirn o, 6

I recomnended that the mumber of registration

S M Sy S R S S e

digstricts in Pemmsvlvonia be considerably reduced,
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that the local registrars be more carefully selected as to

their qualifications, that they be employed on a salary

basis and that the turnover of appointments of local

registrars be considerably reduced by instituting some

form of tenure.

Findings and Conclusions to Recommendation No,b,

4t the present time there are over s even-hundred
registration districts in the 8tate. In practically all
cases local registrars are paid on a fee basis_and in
most cases the annual remuneration is very low, The work
is generally given to someone in each locality to make a
small amount of extra money, along with their regular
occupation, Loeal registrars are, in practically all
cases, selected by local political leaders for appointment
by the Department of Health, and in a large number of cases
little or no consideration ig given to thelir gualifications
tn effectively perform the work., Even, if qualified, the
remaneration is so low that properly dqualified persons
quite frequently resign, This zlso adds to the turnover
of local registrars. It is the opinion of the Commission
that if the number of registration districts are consider=-
ably reduced, thereby making possible the increase in the
remuneration, it will attract to these positions persons
in all cases with sufficient qualifications to properly

perform their duties.



2h

It is recommended that the bureau authorize the pay-

ment of no fees to any registrar for any certificates

received in the bureau which are not complete in every

egsgential detail, and satisfactorily legible., Also, that

the bureau mors closely supervise the field activities of

the local registrars in properly carrying out their duties,

Findings and Conclusions to Recommendation No, 7.

It has been pointed out in this report that the large
number of incomplete and 1llegible records is a major con-
tributing factor to the difficulties which have been ex-
perisnced 1in the bureau. There is sufficient authority
under the law to refuse payment of fees for incomplete or
illegible records when filed with the bureau, and likewise
for the‘looal registrar to refuse acceptance of such incom-~
plete or_illegible birth certificates from physicians and

midwives,

Re commendat ion No, 8 (Administrative)

It is recommended that the personnel of the bureau be

reclagsified, and in so far as possible, be put on a perma=-

nent salary basis and that rates of pay be properly establish-

ed commensurate with the importance of the work being perform-

ed.

Findings and Conclusions to Recormendation No, 8.

As has been previously pointed out in this report, one
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of the major problems confronting the bureau has been the
large turnover in personnel, This has been mainly due to
low rates of pay which are not commensurate with the type
of work being performed and having a large number of em-
ployes on a per diem basis rather than on a permanent
salary basis. Not only has there been considerable turn-
over among the new employes, but many of the older employes
have left the bureau to take positions at bgtter rates of

pay and with a greater degree of permanency,

Recormendation No. 9 (Administrative)

Ih 48 recommended that the Buresu of Vital Statistics

impress upon physicians and midwives, by seeking cooperation

through their State Associations, the importance of accurate-

ly spelling all names when filling out birth certificates,

Findings and Conclusions to Recommendation No, 9.

Many birth records filed with the bureau by physicians
have surnames spelled differently from the correct spelling
25 shown on the application. This has added considerably to

the correction work necessary in the bureau,

Recommendation No, 10 (Administrative)

It is recommended that steps be taken immediately to

have all records in the bureau microfilmed and that all

future records as thev are received in the bureau be micro-

filmed., Also, that facsimile certified coples be issued

instead of hand written certified copies,




P‘[r'.

Findings and Conclusions to Recommendation No, 10,

The importance of permanent preservation, especially of
birth certificates filed in the Bureau, cannot be over stress-
ed. It i1s known that under the present provisions of the
Social Security Act the certified copies of birth certifi-
cates will be widely usel as a definite proof of date of
birth when persons reach retirement age, which at present
is 65 years. Scme of the records which have come into the
bureau since 1906 have now deteriorated to such an extent
that the writing is hardly legible. This has been due to
poor quality of paper frequently furnished by the bureau
in past years instead of a high percentage rag content
paper, and the faeding of ink even though the law required
the records be "written legibly in unfading ink." There
has also been considerable wear and tear on some of the
rzcords due to continuous searching of the books since
the start of the heavy demand for certified copies of birth
certificates, It 1is, therefore, especially lmportant that
the existing records be microfilmed before they deteriorate
further,

The 191 amendment to the Administrative Code which
legalized the mlcrofilming of State records would give
faecsimilie prints from microfilm sufficient legal status to
meet all the requirements even though the original record
filea with the burean may become illegible or destroyed.

In making the recommendation to microfilm all present

and also all future records as they come to the hureaun it
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would be advisable to make a duplicate set, one set to be
kept in reserve in a fireproof vault and the other set to

be used for making facsimilie type certiriied copies. When
the existing records are microfilmed it would also be ad-
visable, in so far as possible, to re-group the birth records
into a uniform filing system,

Experience in the use of microfilming for both locating

he proper record and making certified copies therefrom,
clearly indicates that the work can te done much faster and
far more economically than the present method wherein all
certified copies are hand written. This saving in labor
coat alone will justify the expense of microfilming all
pregent records,

It is not believed that two sets of microfilmed records
77,11 be needed for searching and producing facsimilie copies,
If the work is properly scheduled through the bureau one set
of records will suffice for each scheduled search,

Even with war conditions requiring priority to obtain
microfilming equipment and supplies, the importance of
igsuing certified coples of birth certificates in connection
with employment in war industries is sufficiently important
that the necessary priorities can no doubt be obtained to

secure this equipment.

Recommendation No, 11 (Legislative)

It is recommsnded that the Vital Statistics law be amend-

ed to reguire phvsicians, midwives or any other person re=

gponsible - for the filing of birth certificabtes to print in
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unfading ink or typewrite all information on forms furnished

by the buregg made of not less than 50% rag content paper,

Findings and Conclusions to Recommendation No, 11,

While the law has always required all birth certificates
to be "written legibly in unfading ink", examination of the
records clearly indicates that the ink is badly faded on
thousands of the records and while the writing may have been
legible to the person making out the birth certificates, in
a large number of cases it has not been legible to the person-
nel of the bureau whose duty it is to attempt to make certi-
fied copies thereof., By having the information printed or
t- pewritten it will insure the record being legible to those

making certified copies or to those receiving a facsimile,

Recommendation No, 12 (Legislative)

It is recommended that the law be amended to regquire

physicians and midwives in attendance at any birth to be

legally responsible, not only for the filing of a complete

registration with the local registrar, but also be respon-

sible for the filing of any supplementary information which

was not originally available but which is necessary to com-

plete the birth certificate,.

Findings and Conclusions to Recommendation No. 12,

The law, at present contains a provision requiring the
losal registrar, upen recelipt of a bilrth certificats, to

send the parent a copy of the information contained thereon
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and requesting the parent to immediately notify the bureau
of any errors or omissions on the certificate so the bureau
can correct its records. This amendment to the act has re-
sulted in some improvement in the accuracy and completeness
¢® especially the more recent birth records., Parents, how-
ever, as a general rule, have been rather careless in report-
ing the necessary corrections, It is, therefore, believed
advisable to center the responsibility for supplementary
information with the physician, midwife or other person

responsible fer filing the birth certificate,

Recommendation Mo, 13 (Legislative)

It is recommended that the law be amended to require

physicians and ridwives, who have failed under the provis=-

ions of the law in the past to file a birth certificate, to

furnish the nccessary affidgvit or other data when requested

to do 80, to asaist sny person to establish a record of thelr

birth without any cost whatsoever to the applicant. Also,

that furnishing of such information shall in no way relieve

the physician or midwife for failure to file a birth certifi-

catec under the provisions of the law,

Findings and Conclusions to Recommendation No, 1%,

Information obtained in the burcau indicates that there
have been many complaints on the part of applicants that
physiclans have charged their regular office visit fee when
the physician furnished them with an affidavit as to their

birth. There have been other complaints that in some
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instances physicians did not file a birth certificate due

to nonpayment of their fee for delivery.

Fecommendation No, 1) (Legislative)

It is recommended that violations of the Vital Statis-

tics Law be made a misdemeanor instead of a summary convict-

ion and that the penalties be increased.

Findings and Conclusions to Recommendation Mo, 1l.

Prior to the amendment to the Vital 3tatistics Law in
1929, P. L, 81, any violation of the law was a misdemeanor
punishable by fine ranging from five to one-hundred dollars,
and in some cases imprisocmment of as many as sixty days, or
both, The 1929 amendment eliminated these penal provisions
ond substituted a summary conviction before a magistrate,
carrying a fine of from five to fifty dollars, or in default,
a jall sentence of not more than thirty days. It is believed
penalties similar to those prior to the 1929 amendment should
be restored to the aet and with strict enforcement by the
enforcement unit it will act as a stronger deterrent in re-
ducing the violations and carelessness which have caused so
much trouble to persons now attempting to obtain certified
copies of their birth certificate, This is especially
necessary due to the two year statute of limitations on
summary convictions, In most instances these violations
for fallure to flle a birth certificate are not known to the
person involved until they apply for a certified copy, gener-

ally seventeen or more years after date of birth,
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Regormendation No, 15 (Legislative)

It is recommended that the law be amended to permit the

bureau to use a "short form" certified copy of birth certifi-

cate containing only name of child, date and place of birth,

age of parents at time of birth, and date of filing of birth

ggrtificate.

Findings and Conclusions to Recommendation No., 15.

By fapr the greatest need for a certified ecopy of a birth
certificate is to establish age and place of birth. If a
"short form" of certified copy is used certifyine this essen-
tial information it will save considerable cost to the bureau
as long as certified copiles are hand written, and also save
considerable embarrassment to applicants in many cases,es-
pecially cases of illegitimacy. The burecau estimates that
at the present time they receive applications for certified
copiea of birth certificates of approximately five hundred
cases per month where the records indicate illegitimacy of
birth,

Recommendation No, 16 (Legislative)

It is recommended that whenever any court grants a de-

cree changing the spelling or in any other manner changing

any part of the full name of any person born since January 1,

1906, that the clerk of such court shall, within ten days,

file a certified copy of the decree with the State Bureau of

Vital Statistiecs. Also that the Burecu of Vital Statistics

Ja

shall fmmediatelw malte the necegsary changes on the birth

certificate of such person on file in the bureau.
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Findinzs and Conclusions to Recommendation No. 16,

It has been the experience in the bureau that in many
cases names or the spelling thereof have been changed by
court action and before correcting the birth records it has
been necessary for the applicant to obtain certified copies
of the gourt decree. Also; in many cases the name was chang-
ed when applicant was a child and upon making application.no_

record of birth was found under the name in which he applied,

Recommendation No, 17 (Legislative)

It is recommended that the law be amended to specifically

reguire immediate registration with the Bureau of Vital Sta-

tistics of all babies taken into foundling homes.

Findings and Conclusions to Recommendation No. 17.

It has been found in the past that many persons applying
for birth certificates were raised in foundling homes and no
registration of their birth has been recorded with the Bureau
of Vital Statistics, thereby causing such persons undue dif-
ficulty in obtaining a certified copy of birth certificate,.
The law at present does not speeifically cover foundling
homes.,

Recommendation No, 18 (Legislative)

It is recommended that the law be amended to require the

State to pay the fees of all local registrars throughout the

State in the same manner as they are now paying registrars

fees in the cities of FPhiladelphia and Pittsburgh,

Findings and Conclusions to Recommendation 18,

At present under the law the State pays the fees for



registration of all births and deaths in the cities of
Philadelphia and Pittsburgh upon certification by the State
registrar to the State Treasurer., Whereas the fees for regig-
tration of births and deaths in all other parts of the Sitate
ar¢ paid by the Treasurer of the county in which the birth or
death oeccurred upon certification by the State registrar.

The original Vital Statistics Law provided a fee of
twenty-=five cents for each birth and death certificate, sent
te the bureau by local registrars, to be paid for by the
treasurer of the counties in which the birth or death occurred.
However; the law provided that in the cities of Phyladelphia
and Pittsburgh if the local registrar occupied the office of
City Clerk; Health Officer or any other local office, and re-
celved a fixed salary as local officer, he would be paid seven
cents for each birth and death certificate, or if he was not
a local officer and not recelving a salary but was furnished
by the city with suitable office room for carrying out his
duties as local registrar, he would receive a fee of ten cents
for each pirth or death certificate, such fee being paid by
the State. The act of 1921; P, L, 181 amended the Vital Sta-
tistics Law and incrcased the fee in Philadelphia and Pitts-
burgh to twenty-five cents; striking out the provisions con=
cerning the local registrar being an employe of the city ér
being furnished office space; gte, The aet of 1527, P. L
859 again amended the Vital Statistics Law and incrcasel the
registrars fece from twenty-five to fifty cents throughout the
State, 1ncluding reglstrars in Fhiladelphia and Pittsburgh.

No one, especially since the fees have been made uniform, has

been able to give any logical reason why the State pays the
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registration fees in Philadelphia and Pittsburgh but the

counties pay the registrars fees throughout the remeinder
of the State,

It is the opinion of the Commission that since the State
receives all revenue for furnishing certified copies of birth
and death registrations and appoints all local registrars,
they should pay the fees of local registrars in all parts of
the State as well as in Philadelphia and Pittsburgh.

The registration fees for the State outside of Philadel-
phia and Pittsburgh for the years of 1939-L0 and ;1 amounted
to approximately $%09,000, or an average of 103,000 per year,
There has been a slight increase for the year 19,2 and these
same fees are estimated to be about $107,000. This would
mean on the basis of 1942 an expenditure by the State for the
next biennium of approximately $215,000 for the payment of
these fees for the various counties in addition to Philadel-
L..18 angd Pittsburgh.

Recommendation No. 19 (Legislative)

It is recommended that_ggg_;aw be amended to eliminnte

the fee of #2,50 charged by the burecu for filing a "delayed

birth registration” of persons born since Jonuary 1, 1906,

Findings and Conclusions to Recommendation No, 19,

In all cases where it 1s necessary for a person, born
since Januery 1, 1906, to file a "delayed registration" of
his birth it is due 2lmost entirely to the attending physi-
cian, midwifc or othor person responsible therefor, having

failed, at the time of birth to file a birth certificate.
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In a few cases it is possibly due to the failure of the
bureau to locate the record, Had a birth certificate been
filed at the time of his birth, as required by law, no charge
would have been made for filing and the State or county would
even have paid the registrar's fees, It is certainly no fault
of the applicant. It is also important to the bureau to have
these additional birth records and it receives all fees for
certified coples thereof.

It 1s the opinion of the Commission, that for these
reasons and due to the fact the applicant is subjected to
other expenses such as affidavits, etec., also delay and incon-
venience, in preparing a "delayed birth rcgistration“_for

filing, that no filing fee therefor should be charged,

The Bureau of Vital Statistics 1s porforming a very im-
portant function, not only now as a part of the war effort;
but will, in the future, be one of the most important burcaus
of the State Government,

It is the opinion of the Commission that these legisla-
tive and administrative recommendations should be immediate-
ly adopted, Also, that after the adoption of these recom-
mendations the bureau will be able to operate more efficiently
and at a much lower per unit cost in rendering its major
service, namely the issuance of certified copies of birth

and death certificates,
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DESCRIPTION OF PRODUCTION SCIIEDULING PLAN

Disposal of Average Application, (Delayed Type Not Included)

Information rececived from the bureau indicates that of
each one~hundred original applications, approximately seventy
are found to be properly indexed, which insures a reccrd be=
ing in the file, making possible the issuance of a certified
copye« The remaining thirty require special search of the
registration records by consulting the record books for the
proper registration districts of the proper year. O0f these
thirty applications the special search operation locates the
records of approximotely ten for which a certifiled copy can
then be lssued, and ne record iz found Ifor the remainder and
accordingly these twenty applicants are furnished with the
necessary forms for filing 'delayed birth registrations."

Operation of Production Scheduling System;

This system can be operated regardless of the number of
applications received, providing sufficient personnel for
each operation is available to handle the volume of work
allowing for a certain percentage of day to day fluctuation
in volume so that sharp suvdden inereases can be handled
either on schedule or be absorhed by overtime,

During November 19q2 the bureau received approximately
311,000 applications, 655 or 22,100 of which were received by
mail and the remainder or 11,900 were personal applications
made to the bureau. The bureau works seven and one-half hours
per day, or about 155 hours per month. On this hasis the
volume of applications per hourly cycle to be processed would
be about 220,

At the end of each hour £ll personal applications re-
ceived at the office during the hour for which the formal-
application had been entered and written up in the bureau,
plus additional maill applications similarly entered and
written up sufficient to make up the full hourly quantity
(220), should be sorted alphabetically by those years which
are indexed and sent to the Index Unit. Any applications
for those years having no index should be sorted in the same
order as the registration records for thcse years are filed
and be immediately sent to the record room and assigned to
the snwecial searchers.

The personnel of the Index Unit should, in so far as
prssible, have the same years assigned them on each hourly
cycle as this, to some degree, will enable them to become
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more familiar with their respective indexes. These appli-
cations, after being checked by the Index Unit should then
be re-sorted in the same order as the registration records
for those years are filed and then be sent to the record
room, keeping those for which an index is found (70% or
15];) separate from the remainder,

These 15l should be turned over to routine record
gearchers and given preferred access to the registration
records., The remainder should be turned over to the special
searchers, The searchers, both routine and special should,
in so far as possible, have the same group of records assign-
ed them on each hourly cycle, This will enable them to bhe-
come more familiar with the names, spelling and handwriting
on the records, Each searcher assigned to a certain group
of records should go through those records in the same
sequence on each hourly cycle, This will permit the first
record books searched to be sent to and returned from the
certified copy writers in sufficient time to be back in
place for the beginning of the next hourly search. The
special searchers, when searching records in those years for
which there was an index that cdid not contain names as shown
on applications thereby requiring a special search, should
foliow up the routine searchers as closely as possible so
tihiey can rake the special search in the books before these
books go to certified copy writers., This special search
generally locates about one-third or (22) records which
were not indexzed, By following this procedure no one regis-
tration book will be needed by searchers or certified copy
writers more than once in each hourly cycle.

The 20% or (lLly) applications for which no record is
found should be marked "no record"™ and then disposed of as
follows: Fifteen (15) representing the 35% made by personal
application should be returned to the offlice after which
such applicant should be given a "delayed birth registration®
form with instructions for filing same. The twenty-nine (29)
received by mail should be turned over to some person whose
duty it is to send the applicant a form letter along with a
"delayed birth registration” form and instructions for filing
same, These forty-four (li}) applications should then be sent
to the Delayed Birth Registration Unit and filed alphabetical-
ly awaiting return of the "delayed birth registration” by the
applicant.,

The certified copy writers, in so far as possible,
should have the same group of books assigned to them on
each hourly cycle, This to some degree will enable them
to become more familiar with spelling of names, kandwrit-
ing of physicians, ete,, in certain loealities, The certi=
fied cony writers should also complete the certified copies
in the various books in the same sequence as the books vere
scarched so the group of books needed first in the next
hoarly secarch will he returned to the file room in sufficient
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time. Egch certified copy writer should also be provided
with & rubber stamp to stamp the word "error" on each ap-
plication which contains any information different from that
shown on the record and certified copy. £s the certified
copies are completed all those for applications marked
office™ should be returned to the office for personal de=-
livery to the applicant, All completed certified copies for
applications received by mail should be sent to a mailing
unit with sufficient personnel to see that all such certi-
fied copies coripleted in each horly cycle are prepared for
mailing.,

In all cases, both in the office and in the mailing
unit where the word "error" is stamped on the anrplication,
g correction form with instructions should be attached to
the ecertified copy. By having the certified copy writer
stamp the word "error" on the application it will obviate
the necessity of someocne again comparing the application
with the certified copy.

After returning all certified copies to applicants,
whether at the office or by mailing, the applications
therefor should be re-sorted hourly in accordance with
the needs of the Accounting Division and rcecturned thereto
for final close-out.

Correction Unit:

The work in the Correction Unit should be properly
sorted and the personnel of the Correction Unit should
schedule their work in such a manner that they will remove
books from their proper places in the rccord room when they
will be least needed by the searchers, When such books are
removed from the record room a charge-out card should be
used so that the searchers will know the ezact person in
the Correction Unit who has the book. If a2t anv time the
volume of work of the Correction Unit is such thet it inter-
Tferes with the scheduled work of the searchers then such
correction work should be done during hours when the
records are not in use by the searchers, This unit should
also be provided with sufficient correspondent typists to
currently handle all correspondcence necessary in connection
vith obtaining necessary additional documentary evidence
ior corrscilens,

A poliecy should bhe estaklished and strictly adherred
to which will recuire anyone in any phase of work in the
bureaun, when examining the birth records to come to the
record room for such examination instcad of removing the

record book therefrom.
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Delayed Birth Certificates:

The processing of completed applications for delayed
birth registrations received in the bureau is principally
a procedure of comparing the informstion contained on the
registration form with the documentary evidence accompany-
ing the application and the examination of the documentary
evidence itself to determine its authenticity and accept-
ability. The daily volume of this work should be divided
among a sufficient number of examiners so that it can be
kept on a current hourly basis for those received at the
window and on a daily basis for those received by mail,
This is likewise true of the number of delayed birth
registration copy writers., This unit should also be pro=-
vided with sufficient correspondent typists te currently
handle all correspondence necessary in connection with
obtaining necessary additional documentary cvidence for
processing delayed birth registrations,

Physical Setup of the Bureau:

The bureau should be physically arranged so that all
work can be performed in the proper seguence with a minimum
amount of travel by perscnnel and movement of records between
the various unhits in the bureau,



