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PURPOSE:

To provide instruction for Locating a Marriage License.
OBJECTIVE:
· To direct staff how to locate a marriage license from the different recording systems that have been used during the period of 1871 to present day.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-123 the Clerk of Court is required to maintain a record of all marriage licenses issued.  
EVENT DRIVER:

· A customer requires assistance Locating a Marriage License.
PROCEDURES: 
1. Determine the year the marriage took place.

2. Select the correct Marriage Affidavit Index based on the year the marriage took place. Indices are alphabetical by man's name and by woman's name at the time of the marriage. 
A. 1871 through 1960: Marriage License Index on microfilm.  Female Affidavit on microfilm is another source during this period. 
B. 1960 through 1968: Marriage License Index on microfilm. 
C. 1969 through 1978: Marriage Affidavits on microfiche. 
D. 1979 – Forward: Marriage Affidavits on microfiche. 
a. 1974 marriage licenses are found here as well. 
b. Due to program errors, marriages recorded in 1979 are missing two digits.  To find the correct book and page numbers, there are two separate sets printed for Marriage Affidavit: 1979 – 1990 fiche are located at the Information Desk or the Correspondence Desk. 
c. For marriage licenses filed in the later half of 1991, change the first page number to one (1) instead of zero (0) - (e.g., 199110025 instead of 199100025).
3. Locate the name(s) on the appropriate index. 
4. Cross-reference each name to verify the correctness of the record number.
5. Pull the correct box of microfilm according to the marriage license number. Microfilm boxes are filed in numerical order in the roll film cabinet drawers. 
A. Mid-year forward can be located by entering the marriage license number on the CARS system to obtain the correct box number. 
B. To locate all other boxes of microfilm, go to the film cabinet with the proper year and search for the box of microfilm needed to retrieve the marriage license. 
6. Place the roll of film in the carrier and insert the carrier into the microfilm reader/printer.
7. Search film for the appropriate CARS frame number.
8. Once the marriage license is located, press Print to reproduce the desired number of copies.
9. Rewind the roll of microfilm and replace it into its container.
10. Refile the box of microfilm.
11. Certify the marriage license, if applicable.

POLICIES / RELATED DOCUMENTS:
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Public Access terminals
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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