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PURPOSE:

To provide instructions for processing and issuing Duplicate Marriage License requests received from the general public.
OBJECTIVE:
· To provide the necessary direction to ensure that marriage license requests are correctly and accurately initiated,

· To ensure consistent processing of marriage license requests over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-123c, if a marriage license is lost before the endorsement of solemnization, the persons who wish to marry shall reapply to the clerk for a marriage license pursuant to section 25-121 and pay a fee pursuant to section 12-284.  Use this procedure when a Certificate of Marriage has been lost before the marriage ceremony or solemnization has been performed.  The issuing process is the same as for a new license.  The same fee as for a regular marriage license is also charged for a replacement license lost prior to the endorsement of solemnization.  License Services will issue a duplicate license using the same procedures for Issuing Traditional Marriage License, or the procedure for Issuing a Covenant Marriage License, in addition to the procedures listed below.
EVENT DRIVER:

· Customer requests the issuance of a Duplicate Marriage License.
PROCEDURES: 
1. After accessing ML2000 and entering/accessing the license number, click on the "Issue/Record" button.
2. Type a notation in the Notes block of the Additional Issuing Information section concerning the replacement of the original marriage license (e.g., "This is a duplicate license to old # 123456".)  (See Figure 1)
Figure 1
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3. Click the "Update" button.
4. To inform Recording Services of the duplicate license, attach a note to the affidavit and forward this to Recording Services.  The recording clerk will make the necessary annotations within ML2000.
POLICIES / RELATED DOCUMENTS:
· ARS 12-284: Fees
· ARS 25-121: Marriage License, Application & Affidavit
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· PRO-ML&PP-1006: Issuing Covenant Marriage Licenses
· PRO-ML&PP-1011: Issuing Traditional Marriage Licenses
OTHER PARTIES INVOLVED:
· The Public

· Recording Services
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
· The Cash Receipting System
REPORTS / FORMS:
· Affidavit of Identifying Witness
· Marriage License Application form

DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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