Qualifying Applicant — Defines who is eligible to request certified copies of
records.

e Self (Person named on record)

e Parent (Parent listed on record)

o Step-Parent (Must show documentation showing still linked to bio-parent)

e (Grandparent (Biological Parents to Parents on record)

e Children (Biological Child to Person on record)

o Sibling (Must share at least 1 parent. Parent must be on both person’s birth
certificate)

e Spouse (Must show marriage license if you do not share last name on
record)

¢ Guardian (Must show valid court order showing guardianship)

e Attorney (Must have valid paperwork show tangible interest in record)

All qualifying applicants must present a valid form of identification with your
request. Applicant must present 1 form of primary identification. If you do not
possess a primary ID you may present 2 forms of secondary identification. If you
do not possess 2 forms of secondary ID, you may present 1 form of secondary and
2 forms of supporting identification that establishes the applicant’s identity.
Examples of all forms of acceptable identification are listed on page two of these
instructions.



Dear Customer:
An ID is needed to process your application. Please select one of the three groups below and provide the requested items.
1. One(1) Item from Group A OR
. Two (2) Ttems from Group B OR ‘
3. Three (3) Items one(1) item from Group B PLUS two (2) items from Group C

1 Group A — PRIMARY ACCEPTABLEID

Note: The docunient must contain the applicants name and signature and or an identifiable photo of the applicant

#  Driver's License;
*  Federal or State Identification card;
o Federal, State or City law enforcement employment identification card, or employment badge accompanied by employmam
identification card;
Offender Identification card issued by the Department of Criminal Justice correctional facility or institution;
Military Identification card;
*  Department of Homeland Security, United States szcnshxp and Immigration Services (USCIS) issued:
o Employment Authorization Document (EAD);
o Permanent Resident Card (green card); .
o Travel Documents:
*  Re-entry Permit;
»  Refugee Travel Permit; or
»  Advance Parole.
o SENTRI Card; or
o U.S. Citizen Identification Card.
¢  United States Department of State issued:
o Border Crossing Card (B1 for business or pleasure or B2 medical purposes); or
o Visa
Concealed Handgun License;
Pilot's license; or
e  United States Passport.

2 Group B = SECONDARY ACCEPTABLE ID - Please provide two (2) of Group B ID’s :
Nete: one document must contain the applicants name and signature and or an identifiable photo of the applicant

" Current student identification;
Any Primary Identification that.is expired;
Signed Social Security card, or Numident;

DD Form 214 Cerfificaic of Release;

Medicaid card or Medicare card;
Veterdns Affairs card;
Medical insurance card;

-Foreign Passport accompanied by a Visa issued by the United States Department of State;
Foreign Passport in-accordance with the United States Department of State, Visa Waiver Program;
Certified birth certificate from the Department of State (FS-240, DS-1350 or FS-545),
Private Company Employment Identification card;

Form 1-94 - accompanied by the applicant's Visa or Passport;
Mexican voter registration card; or
Forgign Identification with identifiable photo of applicant.
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3 Group C - SUPPORTING DOCUMENTS - Please provide Oue (1) From Group B and ()TWO FROM GROUP C
Note: one document must contain the applicants name and signature and or an identifiable photo of the applicant
Note: This list of items consist of other records or documents that aid in establishing the identity of the applicant.

The following list is not all inclusive.

A recent utility bill (must be current, show the same address and name of the requestor)
Caurrent Pay Stub (inust show requestors name, company name and current address)

Bank account statement (must be a current statement showing requestots name and address)
Public assistance Letier {must be current and show requestors name and address)

Police Report of stolen identification (must show requestors name, address and date filed)
Official School Transeript (must be certified by official seal)

Voters registration card (must be current and show your current address and name of requestor)
Automobile insurance card (must show requestors name and be current and valid)

Automobile title (must show requestors name)

Social security letter (must be current and show same address as on the application)
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