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Instructions for Completing the State Share of Vital Records Fee Reporting Form

Municipal Information

1. Enter customer number provided to you by the Maine CDC.

2. Enter Today’s Date.

3. Enter Municipality name.

4. Enter telephone number for Municipal Clerk/Municipal Office.

5. Enter name of Municipal Clerk.

6. Enter email address of Municipal Clerk.

7. Enter the correct mailing address – if multiple lines are necessary, please use the second address line.

8. Enter the Town/City, State and Zip Code.
Reporting Period

9. Check “Monthly,” “Quarterly” or “Semi-Annually” and enter the beginning and end dates covered by the report.
Table

10. Enter in the Table, under Quantity, in Column A, the total number for each specific document issued by the municipality for the reporting period.

11. Multiply the State Fee per document by the Quantity in Column A to determine the Amount in Column B.

12. Add the Amounts in Column B to determine the total Municipal Service Fee due for this period and enter in “Total Due.”
13. Sign and date the form.
Mail to:

Make a check for the Total Due, payable to:  Treasurer, State of Maine
Mail check, original and one copy of the form to:
Cashier’s Unit DRVS
221 State Street
11 State House Station

Augusta, ME 04333-0011

Note 1:
All payments and forms must be postmarked by the 30th of the month following the end of the reporting period.

Note 2:
Municipalities without activity must file a report with zero in the quantity and amount column for the reporting period.
Note 3:
The form, instructions and customer number will be available at the DRVS website: http://www.maine.gov/dhhs/mecdc/public-health-systems/data-research/vital-records/index.shtml
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