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PURPOSE:

· To provide instructions for processing requests for certified copies of ML’s with self-addressed stamped envelope.
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.
PROCEDURES:
1. Issuing clerk will write the marriage license (ML) number on the back of a self-addressed stamped envelope (SASE) and staple the envelope to the affidavit before forwarding to Recording Service.
2. Recording Service clerks will remove the envelope and place them in a box in numerical order by marriage license number.
3. A list of ML numbers that prepaid for a certified copy will be printed from the scanner once the licenses have been recorded and scanned.
4. Recording Service, Support Services or ML&PP clerks will obtain one of the lists mentioned in #3.
5. The clerk will look through the box of SASE’s for any envelope that matches the ML#.
6. The envelope will be pulled and used to mail the certified copy of the ML.
7. The clerk will cross off those ML numbers on the certification list that was pulled.
8. The remaining ML numbers on the list will have the certified copy and envelope created and mailed to the customer.
9. The clerk will update ML2000 with the date and his/her initials when the certified copy was sent and whether a SASE was used.
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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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