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	RETURNING REIMBURSEMENT CHECKS FOR UNPROCESSED VITAL RECORDS

On occasion, a State is unable to process a request for a birth certificate.  When this occurs, the receiving State will send a reimbursement check back to the Department of Children and Family Services. 

Recently it has been brought to our attention that DCFS staff has received some of these reimbursement checks and do not know what to do with them.   The following are instructions on what to do with these reimbursement checks when they are received:
· immediately forward the reimbursement check to the Vital Records Unit in the Glendora office at  
725 S. Grand Avenue 
Glendora, CA. 91740
attention Nancy Castleman, HSA I.

The status of the vital record request will be updated on the “Request for Verification/Certification of Evidence Log” and the check will be forwarded to Finance for deposit within the designated timeframe. 

If you have questions regarding this process you may contact Nancy Castleman at (626) 691-1467. 
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
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