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PURPOSE:

· To provide instructions for the processing of mail received by Recording Services.
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 at the Customer Services Section.
PROCEDURES:
1. Correspondence from Justice Courts.
a. Review the transmittal(s) along with accompanying applications and affidavits. Transmittals received from justice courts will also include money orders.
b. Annotate the marriage license number and male’s last name on the money order.
c. Forward the affidavits and money orders to Recording Services for processing.
d. When affidavits are returned, file the affidavits alphabetically into the main sorted file for future matching with completed certificates.
2. Correspondence from Clerk of Court sections.
a. Review the transmittal(s) along with accompanying applications and affidavits.
b. File the affidavits alphabetically into the main sorted file for future matching with completed certificates.
3. Correspondence from General Public.
a. If the mail was previously opened and screened, file affidavits alphabetically into the main sorted file.
b. If the mail has not been previously screened, remove all item(s) from envelopes and file item(s) into the main sorted file.
4. Separate all voided licenses (from Justice Courts and Clerk of Court sections) and annotate all voids on the transmittal sheet.
a. Place all voids in the Public Records Administrator in-basket for further processing.
5. File transmittals by location and date.  Maintain for one year.

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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