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DEPARTMENT OF VITAL RECORDS 
 
Birth Certificates: Application by Mail 
 
 
Please send a letter stating the following information: 

• Full name as listed on the birth certificate 
• Sex (male or female) 
• Date of birth 
• Mother's maiden name (her name prior to first marriage) 
• Father's full name (if available) 
• Your relationship to the person named on the birth certificate 
• Your mailing address 
• Reason why you are requesting the certificate 

 
Along with the letter, please include: 

• Check or money order payable to Village of Ellenville Registrar and the cost is $10 per   
  certificate. 
• Stamped, self-addressed envelope. 
• A copy of a signed, valid photo ID of the person named on the certificate. If photo ID is  
  unavailable, submit two proofs of name and address, such as a utility bill or an  
  entitlement award letter from a government agency. 
• If you are applying for a certificate on behalf of someone else, you must provide us with  
  an original, notarized letter signed by that person authorizing release of their certificate  
  to you. You must bring with you that person's ID as well as your own. 

 
 
Noreen Dechon Registrar ext. 307 
ndechon@villageofellenville.com 
 
Traci Jeter Deputy Registrar ext. 302 
tjeter@villageofellenville.com 
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