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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, §25-123, §25-901 and §25-902, the Clerk of Superior Court shall maintain a record of all marriage licenses issued, marriage licenses/certificates returned to the Clerk’s office for recording after solemnization and certificates of covenant conversion. Recording Services is responsible for recording all marriage licenses or certificates received, as long as the information is complete and is not in violation of any section of the statute.
EVENT DRIVER:

· Receipt of an order or minute entry redacting specific information from the marriage affidavit. Note: This procedure is only performed by the CSC Court Operations Supervisor over Recording Services or the Administrator.
PROCEDURES: 
1. Upon receipt of an order or minute entry redacting specific information from the marriage affidavit, verify that the following information is provided:
A. Affidavits:
a. Groom’s Name
b. Bride’s Name
c. Address for both bride and groom
d. Signatures of the bride and groom
e. Signature of issuing deputy clerk
f. Consent Form: if one or more of the applicants is under the age of 18, a Clerk’s Office consent form (A.R.S. §25-102) must be signed and notarized by a notary public or the issuing deputy clerk.

g. Covenant Declaration of Intent, if applicable.
B. Marriage Certificate:
a. Groom’s Name and Signature
b. Bride’s Name and Signature
c. Date of Ceremony
d. Place of Ceremony
e. Signature of two witnesses
f. Signature of official performing ceremony

2. Once the information has been verified, access the Marriage License number in the Marriage License System (ML2000).  Press Tab to move to the next field:
A. Use individual login code to access system.

B. Select Enter License Number.

C. Input license number.

D. Click Search.

E. Select highlighted license number.

F. Place X’s in the groom information and brides information field(s) that are to be redacted.  The majority of the time the information being redacted is an address.

3. Select the issue/record field.  Under the note section of the recording information, annotate that an “order filed [date] redacting [information to be redacted], [today’s date], [clerk’s initials]”.  

4. Select update.
5. Place certificate, affidavit, order and any accompanying documents together and give to Recording Services staff to scan or re-scan.
6. Upon scanning, Recording Services staff will forward documents to Discovery and Confidential (D&C).  D&C staff will redact the information from the image in OnBase. An example of the redacted image is in Figure 1. The unredacted marriage license and all accompanying documents will be stored in the D&C area.
Figure 1
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7. D&C staff will send an e-mail to the ML&P Supervisor and Recording Services staff advising them that the redaction from the OnBase image has taken place.  The redacted image is now available for printing in the ML2000 database.
8. Please note that this procedure is not an order to “seal” documents.

POLICIES / RELATED DOCUMENTS:
· ARS 25-102: Consent required for marriage of minors
· ARS 25-121: Marriage License, Application & Affidavit
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· ARS 25-902: Existing marriages; conversion to covenant marriage; recording requirements
OTHER PARTIES INVOLVED:
· The Public

· Recording Services
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
· Clerk’s Office consent form
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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