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PURPOSE:

· To provide instructions for Recording Marriage Licenses.
OBJECTIVE:
· To provide the necessary direction to ensure that the Recording of Marriage Licenses are done so properly and consistently 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 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:

· A Marriage License is received for recording.
PROCEDURES:
1. Log into ML 2000 with assigned login and password.
2. Enter the license number in the white box on the left side of the welcome screen (see Figure 1).  Click on Search or press Enter.
Figure 1
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3. The search results screen will appear (see Figure 2).  Click on the blue, underlined license number.
Figure 2
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4. The initial entry screen will appear. Confirm the license number. Click on Issue/Record at the top of the screen.
5. At the next screen, type in the marriage date using the MM/DD/YY format in the Recording Information section located on the bottom half of the screen.  See Figure 3.
Figure 3
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6. Press the Tab key which should automatically populate the Date Recorded and Recording Clerk boxes.  If not auto-populate, type in the current date and initials.
7. Click the Record button at the bottom of the screen.
POLICIES / RELATED DOCUMENTS:
· 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

TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Recording Services statistical database
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all CSC staff only.
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