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PURPOSE:

To provide instructions for granting new users access to the ML2000 Marriage License database application.
OBJECTIVE:
· To provide the necessary direction for granting new users access to the ML2000 Marriage License database application.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121, §25-123, §25-126, §25-127 §25-901 and §25-902 the Clerk of Superior Court shall maintain a record of all marriage licenses issued, marriage licenses returned to the Clerk’s Office for recording after solemnization, and certificates of covenant conversion.  ML2000 is a browser-based application developed to provide a more uniform level of access to those parties issuing marriage licenses on behalf of the Clerk’s Office.  ML2000 is utilized to issue marriage licenses, record marriages, add new users, add new locations and change user locations for assigned individuals.  The Public Records Administrator, Manager or Supervisor of License Services shall maintain the data and make necessary changes within ML2000.
EVENT DRIVER:

· An email or telephone call is received from a prospective ML2000 user requesting access.
PROCEDURES: 
1. Upon receipt of e-mail/telephone call from prospective user:
A. Verify that the location of the prospective users city or town is 4 or more miles from the “county seat” (ARS 25-127) or that the Justice of the Peace is located 5 or more miles from the “county seat” (ARS 25-126).
B. Receive approval from the Administrator or Deputy Director on behalf of the Clerk of Court (COC) for the prospective user to issue marriage licenses.
2. Contact prospective user to explain establishing their issuing capabilities and fee requirements.
A. Justice courts are setup by CTS on their own computers.  Justice Court is to contact CTS.  CTS will install a remote desktop connection software on their workstations which they will then use to access the Marriage License application.
B. City/town courts are setup by the AOC on their own computers.  City/town clerks are to contact the AOC.  COC ITG will go out to their location to get everything set up.
C. The prospective user will submit requests via the web for Special Deputy status for each of the clerks that will be issuing marriage licenses.
D. Once the Special Deputy status has been approved, COC ITG will create their accounts.
E. ML issuing facilities are to be paid $1.50 per issued marriage license.
3. Contact COC ITG and request that they verify with the prospective user’s ITG representative computer/printer and network capabilities for ML2000 use via a Sunbox login ID. 
4. Once verification of network capability is complete, contact prospective user with e-mail address for accessing the Special Deputy Clerk application in order to issue marriage licenses; http://specdep.coc.maricopa.gov/default.aspx .
5. Once applications are approved, the COC Auditor will add the new location code and user names into the system, and setup security levels in Sunbox and ML2000.
6. Once the prospective user has verifiable computer/printer and network capability and the location and user’s names have been added into the system, send staff to conduct training of ML2000 along with marriage license supplies.
7. Hands-on training consists of, but is not limited to:
A. Providing copy of statutes and reviewing statutory requirements. 
B. Providing copy of procedures on issuing marriage license, to include using ML2000.
C. Brief overview of ML2000 system. 
D. How to issue a marriage license beginning with the application. 
E. Acquiring proper consent forms, if required.

F. Affirmation of the correctness of the affidavit. 
G. Printing the license. 
H. Receipting the appropriate fees. 
I. Creating/printing the transmittal report. 
J. Submitting transmittal report and appropriate fees to COC. 
K. Providing contact phone numbers for further assistance. 
POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage license; application; affidavit
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· ARS 25-126: Application to justice of the peace for marriage and covenant marriage licenses; issuance; violation; classification
· ARS 25-127: Issuance of marriage license by a city or town; transfer of fees; handling fee
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· ARS 25-902: Existing marriages; conversion to covenant marriage; recording requirements
OTHER PARTIES INVOLVED:
· Prospective ML2000 user
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ML2000 Marriage License database application

· http://specdep.coc.maricopa.gov/default.aspx
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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