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HOW DO I SUBMIT AMENDMENTS TO TAKE OWNERSHIP OF CITY BURIALS OR 

INTERIM DISPOSITIONS AND AMEND DISPOSITION IN EVERS? 

Funeral directors may submit amendments to take ownership of City burials or Interim Dispositions and 
amend disposition in EVERS for FULLY ELECTRONIC CASES ONLY. There is no corrections fee for city or 
interim to private, and city or interim to cremation amendments.  

All orders for certified copies will be processed after the amendment has been approved. 

Note: You must enter and affirm city burial/interim disposition amendments in one EVERS session. You 
will not be able to locate incomplete or rejected city burial/interim disposition amendments, when you 
navigate away from the amendment, since your funeral home does not yet own it.  

 

OVERVIEW OF FUNERAL HOME DISPOSITION AMENDMENTS 

TYPE 1: PICKING UP A CITY BURIAL or INTERIM DISPOSITION FOR PRIVATE BURIAL (Non-Cremation) 

Submit a City to Private (Non-Cremation) Amendment type  

You must change the following items to own the case: 

a. Funeral Director’s name 

b. Funeral Home name 

Please Note:  You must submit changes to all the respective fields and pages within this 

amendment. If you do not, you will have to submit a personal amendment later for which you will 

have to pay a $40 correction fee. 

After amendment is approved, submit the $40 Disposition Permit Fee to print the burial permit  

TYPE 2: PICKING UP A CITY BURIAL or INTERIM DISPOSITION FOR CREMATION  

STEP 1: Submit City to Cremation 1 Amendment type to become the owner of the case  
               You must change the following items on the Informant and Disposition page to own the case: 

a. Informant’s Name and Relationship to Decedent 
b. Informant’s Address 
c. Individual Authorizing Disposition 
d. Funeral Director 
e. Funeral Home 

AFTER receiving approval for the City to Cremation 1 Amendment type, proceed to step 2  
STEP 2: Submit Cremation Request to OCME via the Other Links menu 
AFTER receiving approval for the Cremation Clearance from OCME, proceed to step 3  
STEP 3: Submit City to Cremation 2 Amendment to Change All the Respective pages. 
After amendment is approved submit the $40 Disposition Permit Fee to print the burial permit  

TYPE 3: CHANGING DISPOSITION TO CITY BURIAL 
Submit the $40 Corrections Fee first before starting the amendment 

 Submit a Personal Amendment type to change disposition items. 
a. Method of Disposition:  It should be Other Specify, City Burial (Potter’s Field). 
b. Date of Disposition:  It should be the date that the body will be transported to OCME. 
c. Place of Disposition:  It should be City Cemetery at Hart Island, Bronx, New York, United 

States. 
Do NOT remove your funeral Home name and Funeral Director name. 
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FUNERAL HOME DISPOSITION AMENDMENTS 

Note: You can only submit amendments for cases that have a Registered Status 

TYPE 1: PICKING UP A CITY BURIAL or INTERIM FOR PRIVATE BURIAL (Non-Cremation) 

 

Submit a City to Private (Non-Cremation) Amendment type 

 

Find the City burial or Interim case by using the Start/Edit New Case link. After finding the case , click 

Preview to verify that you have the correct decedent. 

 

 

Click Select to access the case. 

 

 

 

 

 

Select Life Events, Death, Start/Edit New 

Case 

Click Preview to confirm you have 

the correct case. 

Click Select 
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Select Amendments in Other Links menu. 

 

 

 

 

Select Page to Amend from the drop down. 

 
 

Select City to Private (Non-Cremation) and enter 

a description.  

 

Click Save 
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The page you want to amend will appear below for you to make the corrections.  

 

 

Please Note:  You must submit changes to all the respective pages within this amendment. If you do not, 

you will have to submit a personal amendment later for which you will have to pay a $40 correction fee. 

 

 
 

 

You must change the following on the Disposition page to become the owner of the case. 

a. Funeral Director’s name   

b. Funeral Home’s name and address  

Use the eraser  to remove the current information, and use the lookup  to enter the new 

information. 

 

 

Submit changes to all the respective pages. 

 

 

 

 

 

 

 

 

 

Click Save 
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Click Amendment Affirmation to sign the amendment  

 
 

 

Click Edit if you wish to 

change the information 

entered. 

Click Delete if you wish to 

remove the information 

entered. 

 Click here only if you wish to 

Cancel the amendment. 

You will see a summary for all the pages: Item in Error, Item as it Appears, and Item as it Should be. 

Have the Funeral Director place his/her 

finger on the biometric device to affirm 

the amendment 
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You will get a message once the amendment is Approved. 

 

You will now need to submit payment for a disposition permit to print it. Refer to How do I order death 

certificate-related services in EVERS for instructions. 

 

TYPE 2: PICKING UP A CITY BURIAL or INTERIM FOR CREMATION 

   

STEP 1: Submit a City to Cremation 1 Amendment type to become the owner of the case 

 

Find the City burial case by using the Start/Edit New Case link. 

 

 

 

Select Life Events, Death, Start/Edit New Case 

Click Preview to confirm you have the correct one. 
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Click Select to access the case. 

 

Select Amendments in Other Links menu. 

 

 
 

 

Click Select 
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Select Page to Amend from the drop down.   

 
The page you want to amend will appear below for you to make the corrections. 

 

You must complete the Informant and the Disposition page to become the owner of the case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select City to Cremation 1 and enter a description.  

 

Click Save 
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Informant Page 

Enter the informant information and the individual authorizing the disposition information and then click 

on Save 

 
 

Click on the Page to Amend dropdown again and select Death-Disposition 

 
 

You must change the Funeral Director’s name and the Funeral Home’s name and address on the 

Disposition page to become the owner of the case. 

Use the eraser  to remove the current information, and use the lookup  to enter the new 

information, and then click on Save 
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Disposition Page 

 

  
 

 

 

 

  

 

 

 

 

 

 

 

Click Edit if you 

wish to change 

the 

information 

entered. 

Click Delete if 

you wish to 

remove the 

information 

entered. 

 

You will see a summary for all the pages: Item in Error, Item as it Appears, and Item as it 

Should be. 

Click Save 
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Click Amendment Affirmation at the top left hand corner under Amendments Menu to sign the 

Amendment. 

 

You will get a message once the amendment is Approved. 

 
  

AFTER receiving approval for the City to Cremation 1 Amendment  

STEP 2: Submit Cremation Request to OCME via the Other Links menu 

 

Have the Funeral Director place his/her finger on the 

biometric device to affirm the amendment 

From the Cremation Clearance 

page, click on Save to request 

cremation approval 
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You will get a message once the cremation clearance is Approved. 

 

 
 

AFTER receiving approval for the Cremation Clearance from OCME 

STEP 3: Submit City to Cremation 2 Amendment type to Change Method of Disposition to Cremation 

Select Amendments in Other Links menu 

  

Select the pages to be amended from the Page to Amend dropdown 

 

Please Note:  You must submit changes to all the respective pages within this amendment. If you do not, 

you will have to submit a personal amendment later for which you will have to pay a $40 correction fee. 

 

 

 

 

Select City to Cremation 2 Amendment and 

enter a description. 

Click Save 
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Disposition Page: 

 
 

 

 

 

 
Select the Page to Amend dropdown again to submit changes to all the respective pages. 

 

 

 

 

 

 

 

Change Disposition to cremation. 

Enter the Date of disposition 

Enter the Place of disposition (use pencil 

icon to erase and the lookup to search) 

Click Save 

You will see a summary for all the pages: Item in Error, Item as it Appears, and Item as it Should be. 
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After making the changes to all respective pages 

Click Amendment Affirmation to sign the amendment 

 
 

You will get a message once the amendment is Approved. 

 
 

AFTER receiving approval for the City to Cremation 2 Amendment, you will now need to submit payment 

for a disposition permit to print it. Refer to How do I order death certificate-related services in EVERS for 

instructions. 

 

TYPE 3: CHANGING DISPOSITION TO CITY BURIAL 

 

STEP 1: Submit Personal Amendment to Change Disposition 

Locate the case by selecting Life Events, Death, Locate Case. 

 

 

Submit the $40 Corrections Fee first before starting the amendment. Refer to How do I order certificate-

related services in EVERS for instructions. 

 

 

Click Affirm, and then have the 

Funeral Director place his/her finger 

to affirm the amendment 
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Select Amendments in Other Links menu 

 
 

 

 

You must change the following items: 

a. Method of Disposition:  It should be Other Specify, City Burial (Potter’s Field) 

b. Date of Disposition: It should be the date that the body will be transported to OCME. 

c. Place of Disposition:  It should be City Cemetery at Hart Island, Bronx, New York, United States. 

Do NOT remove your Funeral Home name and Funeral Director name. 

 

 

 

 
 

 

Select Personal and enter a description.  

You will see a summary for all the pages: Item in Error, Item as it Appears, and Item as it Should be. 
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Click Amendment Affirmation to sign the amendment 

 

 

 

You will get a message once the amendment is Approved. 

 

 

 

 For questions regarding EVERS, please contact: 

Constituent Services Unit 
New York City Department of Health and Mental Hygiene 
(646) 632-6705 
evers@health.nyc.gov 
 
 Have you seen our website yet?  Go ahead, take a look now!  http://www.nyc.gov/evers 

Click on Affirm. 

Have the Funeral Director place his/her finger on the 

biometric device to affirm the amendment 

mailto:evers@health.nyc.gov
http://www.nyc.gov/evers

