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PURPOSE:

To provide instructions for processing and issuing Marriage License requests received from the general public when the system is down.
OBJECTIVE:
· To provide the necessary direction to ensure that marriage license requests are correctly and accurately initiated,

· To ensure consistent processing of marriage license requests over time.
GENERAL INFORMATION:
Pursuant to ARS 25-121 persons wishing to enter into a traditional or covenant marriage shall apply to the Clerk of Superior Court, complete and sign, under oath, the required affidavit. The clerk shall then issue a marriage license to the applicants, and collect the fees pursuant to ARS 12-284 A. This procedure is to be used by COC staff when the ML2000 system is offline and marriage licenses need to be issued. Justice Court applicants will need to be redirected to a COC facility.  Marriage licenses once solemnized and recorded may not be changed unless by court order.  
EVENT DRIVER:

· Customer requests the issuance of a Marriage License, and the system is down.
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 license, 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 section I.1.C above), PLUS review and approval by the supervisor, manager or administrator.
2. The four options stated above are to be followed in order with option C and D only being used as a last resort, and with review and approval as stated in option D until proper identification is obtained. 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 certified 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 Traditional Marriage License
1. The couple wishing to enter into a traditional marriage will complete a Marriage License Application form selecting the Traditional Marriage License block.  The legal name on the parties’ identification is the only name that can be used to apply for a marriage license.

2. A license will be pulled from your existing supply of marriage licenses, it should have a barcode and ML# on it. 

3. The clerk shall access F-ML&PP-1001: System Down - Affidavit for Marriage License Fill-In form and complete the affidavit with the required information.  Staff will tab through the affidavit and use the drop-downs as needed.  The issuing clerk will follow standard procedure to print the affidavit.

4. The applicants will be given the ML oath and asked to read, initial and sign the affidavit. The clerk will sign the affidavit.

5. Upon review and signatures from the applicants on the affidavit, the clerk will access F-ML&PP-1003: System Down - Marriage License Fill-In form.  Staff will tab through the marriage license and use the drop-downs as needed.  The clerk will follow standard procedure to print the marriage license onto the numbered license. 
6. Applicants will pay required fees associated with their license.

7. The marriage license will be given to the applicants following standard procedures.

8. The application and affidavit will be maintained by the issuing clerk and once the ML2000 system is up and running, you will use these documents to enter the information into ML2000 following standard procedures.  It is extremely important that the correct ML number be used when entering the information.
IV. Issuance of Covenant Marriage License
1. The couple wishing to enter into a covenant marriage will complete a Marriage License Application form selecting the Covenant Marriage License block.  The legal name on the parties’ identification is the only name that can be used to apply for a marriage license.
2. A license will be pulled from your existing supply of marriage licenses, it should have a barcode and ML# on it. 

3. The clerk shall access the affidavit F-ML&PP-1002: System Down - Declaration of Intent to Enter Into a Covenant Marriage Fill-In form and complete the affidavit with the required information.  Staff will tab through the affidavit and use the drop-downs as needed.  The issuing clerk will follow standard procedure to print the affidavit and obtain the notarized statement from the parties.
4. The clerk shall access F-ML&PP-1004: System Down - Marriage License Covenant Fill-In form and complete the declaration with the required information.  Staff will tab through the declaration and use the drop-downs as needed.  The issuing clerk will follow standard procedure to print the declaration and obtain the parties signatures.  The clerk will sign, date and affix seal to the document.

5. The applicants will be given the ML oath and asked to read, initial and sign the affidavit. The clerk will sign the affidavit.

6. Upon review and signatures from the applicants on the affidavit, the clerk will access F-ML&PP-1004: System Down - Marriage License Covenant Fill-In form.  Staff will tab through the marriage license and use the drop-downs as needed.  The clerk will follow standard procedure to print the marriage license onto the numbered license. 

7. Applicants will pay required fees associated with their license.

8. The marriage license will be given to the applicants following standard procedures.

9. The application and affidavit will be maintained by the issuing clerk and once the ML2000 system is up and running, you will use these documents to enter the information into ML2000 following standard procedures.  It is extremely important that the correct ML number be used when entering the information.
POLICIES / RELATED DOCUMENTS:
· PRO-ML&PP-1006: Issuing Covenant Marriage Licenses
· PRO-ML&PP-1011: Issuing Traditional Marriage Licenses
· ARS 12-284: Fees
· ARS 25-121: Marriage License, Application & Affidavit
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· http://www.azcourts.gov/portals/31/other%20DR/covenant.pdf: Covenant Marriage in Arizona booklet
OTHER PARTIES INVOLVED:
· The Public

· Recording Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
· The Cash Receipting System
REPORTS / FORMS:
· F-ML&PP-1001: System Down - Affidavit for Marriage License Fill-In form
· F-ML&PP-1002: System Down - Declaration of Intent to Enter Into a Covenant Marriage Fill-In form
· F-ML&PP-1003: System Down - Marriage License Fill-In form
· F-ML&PP-1004: System Down - Marriage License Covenant Fill-In form

· Affidavit of Identifying Witness
· Marriage License Application form

DEFINITIONS:
· AG: The Attorney General’s Office
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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