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PURPOSE:

To provide instructions for the process of converting a Traditional Marriage to a Covenant Marriage License requests received from the general public.
OBJECTIVE:
· To provide the necessary direction to ensure that marriage license conversion requests are correctly and accurately initiated,

· To ensure consistent processing of marriage license conversion requests over time.
GENERAL INFORMATION:
Pursuant to A.R.S. 25-902, a married couple may enter into a covenant marriage by submitting to the clerk of the superior court or any other official designated by the clerk pursuant to section A.R.S. 25-126 or A.R.S. 25-127 the declaration prescribed in section A.R.S. 25-901, subsection B, paragraphs 1 and 3 and a sworn statement of their names and the date and place their marriage was contracted and by paying the fee prescribed in section A.R.S. 12-284, subsection A.  The clerk shall file all documentation required by this section and shall issue to the married couple a certificate that documents the conversion.  A married couple who apply for a covenant marriage conversion under this section are not required to receive premarital counseling required by section A.R.S. 25-901 and are not required to have the converted covenant marriage separately solemnized. Conversion to a covenant marriage does not make valid a marriage that is prohibited pursuant to this title or that is not validly contracted in this state.  In addition to the specific language in the statutes, guidance has been provided by the Administrative Office of the Courts (AOC) as to the appropriateness of converting out-of-state marriage licenses.

EVENT DRIVER:

· Customer requests the conversion of a Traditional Marriage License to a Covenant Marriage License.
PROCEDURES: 
I. Identification Requirements
1. Effective 2/1/2010, all marriage license applicants are required to provide identification. The Matricula Consular ID will no longer be accepted effective 7/20/11.  The following items are acceptable forms of identification: 
A. Any valid government issued picture ID with date of birth included: driver's license, passport, foreign passport, foreign driver's licenses, Certificate of Naturalization, Mexican voter cards with copy of birth certificate, Visa Border Crossing card (US issued).
B. Any valid picture ID with a copy of their birth certificate, to include: student ID, bank card, Costco card, etc. 
C. If no valid picture ID is available, a copy of their birth certificate and an “affidavit of identifying witness” (this is similar to what is used in accepting passport applications) along with 3 separate documents (electric/water/phone bill, apartment lease or mortgage note, tax returns, credit card/bank statements, etc.) that are in that person’s name.

D. If no copy of their birth certificate is available, a valid picture ID and an "affidavit of identifying witness" along with 3 separate documents (see third paragraph above), PLUS review and approval by the supervisor, manager or administrator.

2. If there are any questions as to the appropriateness of the document for identification purposes, please seek the assistance of a supervisor, manager, or administrator. 

II. Age Requirements
1. For those individuals age 16-17, the following is required:
A. A copy of their birth certificate…AND
B. One of the following government issued picture IDs to show proof of age and confirm identity: a current driver’s license, a state or military ID card, Certificate of Naturalization, or a current passport…AND
C. Either a Clerk’s Office notarized parental consent form along with government issued identification for the parent, or be accompanied by parent(s).

D. The accompanying parent(s) must present proper government issued picture identification and sign the Clerk’s Office parental consent form in front of the issuing clerk.

NOTE:  Per the AG, there is no statutory requirement that the person providing the consent have "legal custody" of the minor; the statute only says "consent".  There is no obligation that the Clerk requires independent proof of custody; the Clerk can rely on the written affidavit unless there is reason to question any of the statements in the affidavit.  If there is reason to question any of the statements in the affidavit, seek clarification/guidance from the ML&PP/PR supervisor, manager or Administrator.
III. Issuance of the Conversion of Covenant Marriage License
1. To convert their marriage, the couple must complete the Declaration of Intent to Enter Into a Covenant Marriage.  They need not, however, provide proof of an existing marriage or of having received counseling with regard to the purpose and intent of a Covenant Marriage.
2. Have the couple complete the marriage license application, checking the Covenant Conversion Marriage block.
3. The issuing clerk will complete the data entry portion from the information provided on the application.
A. The clerk entering this information into ML2000 shall be the same clerk that prints the Declaration of Intent to Enter Into a Covenant Marriage, the Certificate of Covenant Marriage Conversion, and accepts the fee while the customers are present at the clerk's workstation.
B. Click on Enter License located on the left of the screen.
C. Click on Conversion.



4. At the next screen, enter the couple’s information:

A. First, middle and last name

B. Social Security numbers

C. City, State, and Country of marriage

D. Date of marriage
5. Click on the Declar button to print the Declaration of Intent To Enter Into a Covenant Marriage form.  Instruct the couple to review, and if correct, sign the form.

6. Once the couple has signed the declaration form, click the Certificate button to print the Certificate of Covenant Marriage Conversion form.

7. Sign the certificate and place/crimp the COC Official Seal over your signature.  A certified copy of the certificate is given to the couple.

8. Collect the required fees and make the appropriate entry in the Cash Management System.  Conversion covenant marriage licenses should be entered using service code 433 and entering CONV (plus the six digit reference ID number that is listed on the bottom of the conversion certificate and declaration).

9. Forward the signed Declaration of Intent To Enter Into a Covenant Marriage Conversion and Certificate of Covenant Marriage Conversion forms to Recording Services.
10. Further information regarding Covenant Marriage and Covenant Conversions is available in a booklet provided by the Administrative Office of the Courts (AOC).
A. These booklets are available upon request by calling the AOC at (602) 542-9250 or by mailing a request to:

Arizona Supreme Court

Administrative Office of the Courts

Court Services-Domestic Relations Unit

1500 W. Washington St, Ste 411

Phoenix AZ 85007

B. The booklet is also available on the AOC website at http://www.azcourts.gov/portals/31/other%20DR/covenant.pdf.
POLICIES / RELATED DOCUMENTS:
· AOC Covenant Marriage in Arizona booklet

· ARS 12-284: Fees
· ARS 25-126: Application to justice of the peace for marriage and covenant marriage licenses; issuance; violation; classification
· ARS 25-127: Issuance of marriage license by a city or town; transfer of fees; handling fee
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· ARS 25-902: Existing marriages; conversion to covenant marriage; recording requirements
OTHER PARTIES INVOLVED:
· Recording Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
· The Cash Receipting System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· AG: The Attorney General’s Office
· MVD: Motor Vehicle Division

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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