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PURPOSE:

· To provide instructions for Receipting and Processing Marriage License Affidavits.
OBJECTIVE:
· To provide the necessary direction to ensure that Receipting and Processing Marriage License Affidavits are done properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. 25-121 B, the Marriage License affidavit is the oath that a couple subscribes to when they apply for a marriage license. The affidavits are generated by the location that issues marriage licenses. The issuing location then transmits the affidavits and all required attachments to the Recording Services Section located at the Customer Services Center.
EVENT DRIVER:

· Marriage License Affidavits are received and must be processed.
PROCEDURES:
1. Open mail and verify affidavits against the transmittal.  Compare marriage license numbers and couples' names.
2. If affidavit is accompanied by a court order sealing the marriage license, proceed to the PRO-RECSERV-1005: Processing Sealed Marriage Licenses procedure.
3. Verify that the following information is provided on the 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 consent form (ARS 25-102) must be signed and notarized by a notary public or the issuing deputy clerk.

4. Affidavits from the Justice and City Courts will have a money order attached.  These are to be given to Recording Services staff to cashier in the cash receipting system.
5. Once fees have been processed, the affidavits are to be given back to Recording Service to file.

POLICIES / RELATED DOCUMENTS:
· ARS 25-102: Consent required for marriage of minors
· ARS 25-121: Marriage license; application; affidavit
· PRO-RECSERV-1005: Processing Sealed Marriage Licenses
· PRO-ODIR-1013: Receipting procedure
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Under age Consent Form 
· Marriage Licenses Abstract System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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