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PURPOSE:

· To provide instructions for processing Affidavits and/or Licenses Received in the Mail or Interoffice Envelopes.
OBJECTIVE:
· To provide the necessary direction to ensure that processing Affidavits and/or Licenses Received in the Mail or Interoffice Envelopes are done so properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-123, transmittals and affidavits are received from all issuing offices and must be processed accordingly.  Affidavits with money orders must be run through the Receipting System.  This also provides a file stamp for each affidavit.
EVENT DRIVER:

· Affidavits and/or Licenses are Received in the Mail or Interoffice Envelopes.
PROCEDURES:
1. If the received license is incomplete or missing information, pull the original affidavit and place it in the "Trouble" basket located in Recording Services.
2. Sort received licenses alphabetically and match with the respective affidavits.
3. The marriage license sections at the COC outlying facilities (NER, SEA, and NWR) will forward the applications, affidavits and transmittals to CSC.  All cash transactions will be performed at these locations.
4. Wickenburg City Court will forward one combined check along with their applications, affidavits and transmittals.
A. Place the copy of the transmittal in the check basket until the receipt from the check is received from the Court.
a. Once received, verify that the check amount corresponds with the number of affidavits received.  Verify also that the requisition numbers match.
b. Contact the court if there are any discrepancies.

B. Remove the original transmittal sheet from the transmittal folder and staple the register receipt to the transmittal sheet.
C. Use fee code 434 when processing the check into the Receipting System (NOTE: The municipal court retains $1.50 from each license).

5. All other issuing offices (to include Justice Courts and other city clerks) will send individual money orders for each affidavit issued.  One transmittal is created per issuing facility for each batch of affidavits received.
6. Use fee code 431 when processing money orders in the Receipting System.
7. Enter the amount of affidavits and licenses received from each facility into the Recording Services statistical database.
8. File any affidavits that are not processed through the Receipting System using the file stamp.
9. Compare the transmittal to the affidavits to ensure all affidavits listed have been received.  If affidavits are not listed/missing from the transmittal, annotate these affidavits at the end of the printed report.
10. Compare the amount of the check to the number of affidavits.  If there is any discrepancy, contact the court for correction.  Sign and date the transmittal and file into the appropriate transmittal folder.
11. Enter the affidavits into the Marriage Licenses Abstract System.  See the procedure PRO-RECSERV-1004: Receipting and Processing Marriage License Affidavits.
12. If the volume of affidavits received prevents the immediate entry to the system, place the affidavits in the basket labeled "Affidavits to be Entered" for later entry.
13. Match the licenses with the corresponding affidavits and record in accordance with the procedure PRO-RECSERV-1006: Recording Marriage Licenses procedure.  If the volume of licenses received prevents the immediate matching of licenses and affidavits, sort the licenses alphabetically by the groom's name and file into the alpha sorter.
POLICIES / RELATED DOCUMENTS:
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· PRO-RECSERV-1004: Receipting and Processing Marriage License Affidavits
· PRO-RECSERV-1006: Recording Marriage Licenses procedure
OTHER PARTIES INVOLVED:
· The Public

· COC Outlying Facilities

· Wickenburg City Court
· Justice Courts 
· Other city clerks
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Recording Services statistical database
· Marriage Licenses Abstract System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all CSC staff only.
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