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PURPOSE:

· To provide instructions for recording Book and Page Marriage Licenses that were not previously recorded.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121 and A.R.S. §25-123, the Clerk of Superior Court is responsible for the recording of marriage certificates. 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.
PROCEDURES:
1. Marriage License and Passports Supervisor will obtain a new blank marriage license.
2. Enter ML2000.
3. Click “Enter License”.
4. Click “Traditional”.
5. Enter marriage license number.
6. Enter Groom and Bride information from the affidavit that we should have on file.
7. Click the “Print” button (do not actually print a license).
8. Return to the initial entry screen and change the “Created Date” with the date from the affidavit showing the date the couple signed the affidavit for marriage license.
9. Click “Update”.
10. Make notes on the issue/record screen that “order filed 3/28/11 to record license with DOM (date of marriage) as 7/14/79, 3/31/11 cm”.
11. Click “Update”.
12. Write the new marriage license number on the top of the court order, at the bottom of the affidavit of marriage ceremony, and at the bottom of the affidavit for marriage license.
13. Send all documents to Recording Services to record the license.
14. Place the used blank marriage license in the Administrator’s “Void” basket in Recording Services.

POLICIES / RELATED DOCUMENTS:
N/A
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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