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PURPOSE:

To provide instructions for processing and issuing Traditional Marriage License requests received from an incarcerated 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 ARS 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.  Per Maricopa County Sheriff’s Office, persons incarcerated in Maricopa County facilities may be married while incarcerated.  A “jail approval certificate” shall be mailed or faxed to the Clerk’s office from within the jail system to (602) 506-1452.  Forward the certificate to the License Services Supervisor for review.  Pursuant to Arizona Department of Corrections Policy

DO 904: Inmate Religious Activities/Marriage Requests when one of the parties is incarcerated at State of Arizona Department of Corrections (ADOC) facility, the Chaplain of the facility must formally approve the marriage before an affidavit can be created by the Clerk’s Office.  The ADOC standard marriage approval form, signed by the Chaplain approving the marriage request will be e-mailed to the Customer Service Center (CSC)/License Services at 601 W Jackson Street.  The Indian Community Department of Corrections standard marriage approval forms, signed by the Warden or Deputy Warden approving the marriage request will be faxed directly to (602) 506-1452.  Upon review by the License Services Supervisor, License Services staff may issue a license according to this procedure.  The non-incarcerated party must personally come to License Services for the affidavit, return the fully executed affidavit with the fee, and receive the license.  The license will be issued from the Customer Services Center only.  Federal prisoners need formal written approval from the warden of the facility where they are incarcerated, as well as authorization from the U.S. Marshall and U.S. Prosecutor’s offices that are involved.
EVENT DRIVER:

· An incarcerated 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.  Process for ADOC Requests
1. Upon receipt of the signed approval ADOC forms, forward the package to the License Services Supervisor for review. 
A. The Chaplain will make a notation in the explanation section of the form that indicates the marriage application has been approved. The Chaplain will then sign the form. 
B. A scanned version of the application form should be sent via e-mail from ADOC (email address: COCML&PPSupervisor@cosc.maricopa.gov).

2. The License Services Supervisor will review forms. 
3. The supervisor will access ML2000, click on “By Mail” under the “Enter License” menu, and enter the data from the application. 
A. Once all data is entered, the supervisor will then generate an affidavit.
B. The legal name on the parties’ identification is the only name that can be used to apply for a marriage license.  
4. The supervisor will notify and instruct the non-incarcerated party to return to CSC to obtain the affidavit. 
5. Place the original forms alphabetically (by applicant 1’s) in the “By Mail” folders maintained at the License Services front desk.

6. Instruct the non-incarcerated party to personally return the completed affidavit with notarized signatures from both parties. 

7. Once the notarized affidavit is returned, the clerk will issue the marriage license and receipt the fee in accordance with established procedures. 
8. File the signed approval form(s) with the affidavit. All forms will be scanned along with the affidavit. 
III. Process for Indian Community Department of Corrections Facilities Requests:

1. Upon receipt of the signed approval Indian Community Department of Correction Facility forms, forward the package to the License Services Supervisor for review.
2. The License Supervisor will review forms.
3. The supervisor will access ML2000, click on “By Mail” under the “Enter License” menu, and enter the data from the application.  Once all data is entered, the supervisor will then generate an affidavit.
4. The supervisor will notify and instruct the non-incarcerated party to return to CSC to obtain the affidavit.
5. Place the original forms alphabetical (applicant 1’s) in the “By Mail” folders maintained at the License Services front desk.
6. Instruct the non-incarcerated party to personally return the completed affidavit with notarized signatures from both parties.
7. Once the notarized affidavit is returned, the clerk will issue the marriage license and receipt the fee in accordance with established procedures.
8. File the signed approval form(s) with the affidavit. All forms will be scanned along with the affidavit.
IV. Process for Maricopa County Sheriff’s Office Requests:
1. A Jail Approval Certificate must be mailed to the Clerk’s Office or faxed from within the jail system to (602) 506-1452.  Forward the package to the License Services Supervisor for review.
2. The License Supervisor will review forms.
3. The supervisor will access ML2000, click on “By Mail” under the “Enter License” menu, and enter the data from the application.  Once all data is entered, the supervisor will then generate an affidavit.
4. The supervisor will notify and instruct the non-incarcerated party to return to CSC to obtain the affidavit.
5. Place the original forms alphabetical (applicant 1’s) in the “By Mail” folders maintained at the License Services front desk.
6. Instruct the non-incarcerated party to personally return the completed affidavit with notarized signatures from both parties.
7. Once the notarized affidavit is returned, the clerk will issue the marriage license and receipt the fee in accordance with established procedures.
8. File the signed approval form(s) with the affidavit. All forms will be scanned along with the affidavit.
V. Process for Federal Prison Requests:
1. Federal prisoners need formal written approval from the warden of the facility where they are incarcerated, as well as authorization form the U.S. Marshall and U.S. Prosecutor’s offices that are involved.  These approvals should be mailed to the Clerk’s Office or faxed from within the federal system to (602) 506-1452.  Forward the package to the License Services Supervisor for review.
2. The License Supervisor will review forms.
3. The supervisor will access ML2000, click on “By Mail” under the “Enter License” menu, and enter the data from the application.  Once all data is entered, the supervisor will then generate an affidavit.
4. The supervisor will notify and instruct the non-incarcerated party to return to CSC to obtain the affidavit.
5. Place the original forms alphabetical (applicant 1’s) in the “By Mail” folders maintained at the License Service front desk.
6. Instruct the non-incarcerated party to personally return the completed affidavit with notarized signatures from both parties.
7. Once the notarized affidavit is returned, the clerk will issue the marriage license and receipt the fee in accordance with established procedures.
8. File the signed approval form(s) with the affidavit. All forms will be scanned along with the affidavit.

POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage License, Application & Affidavit
· DO 904: Arizona Department of Corrections Policy, Inmate Religious Activities/Marriage Requests
OTHER PARTIES INVOLVED:
· The Public

· Arizona Department of Corrections (ADOC)

· Indian Community Department of Corrections

· Maricopa County Sheriff’s Office

· Federal Prison

· U.S. Marshall office
· U.S. Prosecutor’s office
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
· Jail Approval Certificate
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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