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Overview  

These Standard Operating Procedures (SOP) covers how to issue free State IDs for 
customers that have recently been released by the Oklahoma Department of Corrections 
(DOC), according to the program established by the Sarah Stitt Act (HB 1679, 2021).  

Purpose 

Offenders being released from incarceration can receive a State ID within 30 days of their 
release at a Service Oklahoma (SOK) storefront. This SOP outlines how to process 
Identification Payment Certificates and issue these credentials. This SOP does not describe 
the online processing component of DOC credentials. 

Policy Statement 

These described procedures apply to eligible customers that have been released by the 
Oklahoma Department of Corrections within the past 30 days, that possess a valid 
Identification Payment Certificate. 

Compliance 

See Appendix for full excerpts from legislation. 
 
HB 1679 (2021), Sarah Stitt Act – Directs the Department of Corrections to assist inmates 
with obtaining state-issued ID. 

Systems 

Smartsheet – Hosts the “DOC/SOK ID Certificates Pilot Sheet” used for these transactions. 

D360 – System of record used to issue credentials. 

Roles 
List the roles and functions of anyone involved in the operations described within this document. 

Role Responsibilities 

Driver License Examiner Processes the transaction. 

http://webserver1.lsb.state.ok.us/cf_pdf/2021-22%20ENR/hB/HB1679%20ENR.PDF
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Procedures 

Service Oklahoma is coordinating information with the Oklahoma Department of Corrections 

(DOC) through the “DOC/SOK ID Certificates Pilot Sheet” which contains everything both 

agencies need. The sheet is hosted on Smartsheet, and can be found here. 

 

NOTE: The online processing team also receives lists of credentials to be issued from 

Department of Corrections. This is a separate process altogether—for further information, 

please contact the online processing team.  

 

Step 1: Required Documents 

When the customer arrives at an SOK location, they should have an Identification Payment 

Certificate (see Appendix A), a copy of their Consolidated Record Card (CRC, see Appendix 

C), a birth certificate, and Proof of Residence if they are requesting an original ID issuance (not 

a renewal or replacement).  

NOTE: Examiners need to make sure that the customer’s CRC card has the correct embossed 

seal.  

 

Step 2: Smartsheet Verification 

The examiner will now open the “DOC/SOK ID Certificates Pilot Sheet” and search for the 

individual using the DOC # and Release Date provided on their ID payment certificate.  

All the information on the certificate should match the customer’s entry on the Smartsheet, 

including the copy of the certificate attached. The Examiner can view the certificate on the sheet 

by clicking on the paperclip icon next to the row with the individual’s name.  

 

 

 

 

 

 

Step 3: Issue Credential 

Once the customer’s information has been verified as correct on the Smartsheet, the transaction 

will then be processed as usual for a State ID.  

SOK will not take payment during this transaction. The Examiner should process the ID as a 

cash transaction and add the scanned document to the Smartsheet for billing purposes. An 

invoice will be sent at the end of the month to the DOC for any IDs issued under this certificate 

project. 

 

https://app.smartsheet.com/sheets/Ghrgq37qpJ4fQ6xF4fQmvG65f5F942P8wVwC52P1
https://app.smartsheet.com/sheets/Ghrgq37qpJ4fQ6xF4fQmvG65f5F942P8wVwC52P1
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Step 4: Complete Payment Certificate 

As the credential is issued, the Examiner should add the following information to the customer’s 

ID payment certificate: 

▪ Certificate # (as indicated on the Smartsheet) 

▪ Examiner signature 

▪ Recipient’s signature 

▪ Date of issuance 

After the certificate is filled out, it will need to be scanned and added to the Smartsheet. For an 

example of a completed payment certificate, see Appendix B. 

 

Step 5: Update Smartsheet 

 

After the credential has been issued, the customer’s entry in Smartsheet will need to be updated 

with the following information: 

Was the ID successfully issued? 

➢ If “Yes”, enter:   
▪ Date of issuance 

▪ ID type (only one option available currently) 

▪ Your location 

▪ Your name 

➢ If “No”, enter: 
▪ The reason the ID was not issued 

▪ Your location 

▪ Your name 

 

If the credential was successfully issued, the completed certificate will also need to be added to 

their Smartsheet entry. Once the Examiner scans and emails the document to themself, they 

should be able to drag it from email and drop it onto the row for the individual.  

 

Questions 

If you have any issues or questions about the sheet or about processing the certificate, please 

contact the Chief Development and Support Officer. 
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References 

1. HB 1679 (2021), Sarah Stitt Act 

Appendix 

Appendix A: (Incomplete) DoC Identification Payment Certificate 

 

http://webserver1.lsb.state.ok.us/cf_pdf/2021-22%20ENR/hB/HB1679%20ENR.PDF
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Appendix B: (Completed) DoC Identification Payment Certificate 
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Appendix C: Consolidated Record Card (DOC 060211H) 

 


