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PURPOSE:

To provide instructions for processing and issuing Traditional or Covenant Marriage License requests received from an incapacitated customer.
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 A.R.S. §25-121, persons shall not be joined in marriage in this state until a license has been obtained for that purpose from the clerk of the superior court in any county of this state.  According to the Clerk’s legal counsel, the Clerk’s Office must make reasonable accommodation to individuals applying for marriage licenses who cannot appear in person due to an incapacitating illness.  The applicant’s physician must give written medical assurance that the applicant is cognizant and that they are able to make their own judgments.  If the applicant cannot speak or sign, they must have some alternate way of affirming their choices, such as blinking or tapping, and the physician must specifically mention those means in their letter.  The letter must be on letterhead, signed by the physician and dated.  A fax directly from the hospital or physician’s office is acceptable.  Upon receipt of the physician’s authorization letter, the Clerk’s Office may issue a license at the hospital or institution according to this procedure and the procedure PRO-ML&PP-1011: Issuing Traditional Marriage Licenses, or the procedure PRO-ML&PP-1006: Issuing Covenant Marriage Licenses.  For security reasons, licenses will not be issued in private homes UNLESS HOSPICE STAFF ARE PRESENT.
EVENT DRIVER:

· An incapacitated customer requests the issuance of a 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 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.  Issuance of the License
1. Before going to the applicant’s facility, verify that the doctor's authorization letter is on file before proceeding with the issuing process. 
A. The applicant's physician must provide a written statement that the applicant is either hospitalized, institutionalized, or Hospice services are provided at home due to their incapacity. 
B. The applicant's physician must give written medical assurance that the applicant is cognizant and that they are able to make their own judgments.
C. If the applicant cannot speak or sign, they must have some alternate way or affirming their choices, such as blinking or tapping, and the physician must specifically mention those means in their letter. 
D. The letter must be on letterhead, either that or the physician, the hospital, the institution or the Hospice agency, and signed and dated by the physician.
a. A fax directly from the hospital, institution, Hospice agency, or physician's office is acceptable.
b. The letter must be signed by the attending physician.  If no letterhead is available, a voided prescription sheet with the patient's information and doctor's signature can be attached to the letter.
2. Verify that the application for marriage has been received, supplying all information required for issuing the marriage license.
3. Arrange for the marriage license to be issued at a time when all parties can be present at the hospital, institution, or home to sign the affidavit.
A. Preferably, this should be accomplished during business hours. 
B. If at the applicant's home, a Hospice staff member is required to be present.
4. Access ML2000 and enter the parties' data using the Traditional or Covenant license type.  Generate an affidavit and license.  The legal name on the parties' identification is the only name that can be used to apply for a marriage license.
5. Go to the applicant’s facility.  Discretion must be used in issuing the licenses:

A. If the applicant is unconscious/heavily sedated, cannot communicate, or presents any other evidence to doubt their cognizance at that time, do not issue the license.  Contact the supervisor, manager or administrator for further instructions.  

B. Otherwise, present the affidavit, administer the oath, and issue the license.  

6. Payment will be accepted in money order or cash only.
A. Cash must be exact change.
B. Issue a hand receipt to the applicants.
7. Upon return to the section, make certain that the physician's letter is filed with the affidavit, and that both are scanned with the marriage license when it is returned for recording.
A. If the marriage license is not returned or expires before being used, the physician's letter along with the affidavit will be filmed during the "annual filming" at the end of the year.
B. Receipt the payment.

8. Complete the Offsite Issued Marriage License Spreadsheet with the following information:
A. Date.
B. Time left.
C. Time returned.
D. Customer's name and marriage license number.
E. Location.
F. Clerk's initials.

POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage License, Application & Affidavit
· PRO-ML&PP-1006: Issuing Covenant Marriage Licenses
· PRO-ML&PP-1011: Issuing Traditional Marriage Licenses
OTHER PARTIES INVOLVED:
· The Applicant’s Physician
· 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:
· Doctor’s authorization letter 
· Affidavit of Identifying Witness
· Marriage License Application form
· Offsite Issued Marriage License Spreadsheet
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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