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PURPOSE:

To provide instructions for processing restricted information on Marriage affidavits and licenses using the F-RECSERV-1003: Restriction of Information Request form.
OBJECTIVE:
· To provide the necessary direction to ensure that requests to restrict Marriage License information from public record are correctly and accurately processed,

· To ensure consistent processing of requests to restrict Marriage License information from public record over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121, persons shall not be joined in marriage until a license has been obtained for that purpose.  Pursuant to Rules of the Supreme Court of Arizona, Rule 123, all marriage license information except the Social Security Numbers is public record.  The couple may request to restrict information from public record by completing the F-CSC-1003: Restriction of Information Request form.  License Services personnel will provide this form to the couple along with the marriage license application.
EVENT DRIVER:

· A couple requests to restrict their Marriage License information from public record by completing the F-RECSERV-1003: Restriction of Information Request form.
PROCEDURES: 
1. Check to ensure the following information has been completed on the F-CSC-1003: Restriction of Information Request form: 
A. Names of both applicants as they appear on the license.
B. License number.
C. Date recorded (if applicable).
D. List of information to be restricted.
E. Reason for request.
F. Signatures of both applicants and date signed.

2. The clerk will sign, date and affix the court seal.
3. The clerk will submit the original request form along with the affidavit and application to the Public Records Administrator or ML&PP Supervisor to scan and e-mail to the Judicial Assistant for the marriage license presiding judge.
4. Place the request, affidavit, and application aside until the court order has been approved/signed by the judge.
5. The Court will endorse Recording Services on the Minute Entry ruling to assure completion of any necessary actions and will mail its ruling to the couple.
6. If the court order has been denied, enter the correct information into the applicable fields.
7. If the court order has been signed (affirmed), continue with following the current procedure for PRO-RECSERV-1001: Processing Marriage Licenses with Redacted Information.

POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage License, Application & Affidavit
· AZ Supreme Court Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
· PRO-RECSERV-1001: Processing Marriage Licenses with Redacted Information
OTHER PARTIES INVOLVED:
· The Public

· Recording Services
· Judicial Assistant to the marriage license Presiding Judge
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Marriage License application
· F-RECSERV-1003: Restriction of Information Request form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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