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PURPOSE:

· To provide instructions for Matching Affidavits and Certificates.
OBJECTIVE:
· To provide the necessary direction to ensure that the Certificates and Affidavits are matched up accordingly.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-123, the Clerk of Superior Court shall maintain a record of all marriage licenses issued. The person solemnizing the rites of matrimony shall endorse the act of solemnization on the license and shall return the license to the clerk within thirty days after the solemnization. The returned marriage license shall be recorded by the clerk.
EVENT DRIVER:

· A certificate needs to be recorded in ML2000 which requires that it is matched with the appropriate affidavit first.
PROCEDURES:
1. Sort affidavits alphabetically into main sort folders.
2. Sort certificates alphabetically into sorter.
3. Remove certificates from sorter and affidavits from corresponding sort folder(s).
4. Review certificates to ensure the following information is annotated:
a. City, State and/or Country where ceremony was performed.
b. Date of ceremony.
c. Signature of both witnesses.
d. Signatures of bride and groom.

e. Printed name (optional) and signature of the person that performed the ceremony.
5. If any of the items listed in 4 a – e above has not been completed, set the certificate aside. A trouble letter must be created for that particular certificate.
6. Review affidavits to ensure all signatures (bride, groom and issuing clerk) are annotated.
7. Match the certificate with the corresponding affidavit. If the affidavit cannot be located, set the certificate aside.
8. Once all affidavits and certificates have been matched, record the certificates into the ML2000 database.
9. Return all unmatched certificates to the sorter.

POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage license; application; affidavit

· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ML2000
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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