
	Clerk of the Court 
Internal Operating DOCUMENT
	Approved BY:  
MELANIE FAY
	

	
	Area: CUSTOMER SERVICE CENTER
Document Number: PRO-ML&PP-1024
Subject:  Waiver of Marriage License Fees
Page: 2  of 3
	Effective Date: 02/13/2007

	
	
	Revision Level: B
L.R.D.: 11/04/2016



PURPOSE:

To provide instructions for waiving Marriage License fees.  
OBJECTIVE:
· To provide the necessary direction to ensure that waiving marriage license requests are correctly and accurately initiated,

· To ensure consistent processing of waiving marriage license requests over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-302, the Supreme Court shall adopt forms and procedures for deferral or waiver of court fees and costs.  The applicant shall provide proof that they are permanently unable to pay fees or costs by submitting a copy of the SSI Letter of Eligibility.  Upon proof, the court shall waive the fee for a marriage license.
EVENT DRIVER:

· A clerk receives a request to waive Marriage License fees.  The only time we are authorized to waive a ML fee is if the couple provide us with a SSI Letter of Eligibility.
PROCEDURES: 
1. Instruct the couple to complete the Application for Deferral of Court Fees. Only one individual must complete the form.
A. Ensure the personal information at the top of the first page is completed.
B. Ensure their names are annotated exactly as they would appear on the marriage license application form. 
C. Instruct the applicant to complete the financial questionnaire beginning on page 2 of the application and not to sign the form until it is reviewed for completeness. 
2. Staff authorized to waive ML fees will provide the oath and have the applicant affirm (by raising the right hand) that the information provided was true and correct.  Have the applicant sign and date the application.
3. Staff authorized to waive this fee will sign and date the application.
4. Prepare the Order For Waiver of Court Fees and Costs. Sign and date the Order once it has been completed. 
5. Photocopy the Order and provide the copy to the couple.  Photocopy both photo IDs of the couple and the SSI Letter of Eligibility; retain for our files.  The original application, original order and copies of the SSI letter and ID’s are to be stapled to the ML affidavit. 
6. Instruct the couple to complete the Marriage License Application form.  Inform the couple that they will need valid government issued photo identification before the license and waiver can be issued. 
7. Provide the original application, signed Order, SSI Letter of Eligibility, copies of ID’s and marriage license application form to the License Services staff.
8. License Services staff will issue ML per established procedures.
POLICIES / RELATED DOCUMENTS:
· ARS 12-302: Extension of time for payment of fees and costs; relief from default for nonpayment; deferral or waiver of court fees and costs; definitions
· SSI Letter of Eligibility

· Order For Waiver of Court Fees and Costs
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
REPORTS / FORMS:
· Application for Deferral of Court Fees
· Marriage License Application form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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