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PURPOSE:

To provide instructions for processing and issuing Duplicate Marriage Licenses Post Solemnization or Duplicate Endorsed Licenses.
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. §25-123 D, If the license that bears the endorsement of solemnization is lost, the clerk shall issue a replacement license that must be signed by the person who solemnized the marriage, the persons married and two of the witnesses to the marriage ceremony. The signed replacement license shall be returned to the clerk who shall record the license. If the persons married are unable to obtain all of the required signatures, either of them or their representative may apply to the superior court for an order to authorize the issuance of a duplicate endorsed marriage license. The application shall be by a sworn statement that describes the circumstances of the marriage ceremony and that contains the notarized signatures of the applicant and, if possible, both persons married, the person who solemnized the marriage and at least two witnesses to the marriage ceremony. If the application is submitted by a representative, the court shall determine if the representative is an appropriate requesting party. Pursuant to a court order, the clerk shall issue and record a duplicate endorsed marriage license. The court shall not charge a fee for the application or for issuing or recording the duplicate endorsed marriage license.
Use this procedure when a Certificate of Marriage has been lost after the marriage ceremony or solemnization has been performed or upon Court Order to issue a duplicate endorsed license.  CSC License Services will issue the license using a blank license and reprinting the original license.
EVENT DRIVER:

· Customer requests the issuance of a Duplicate Marriage License Post Solemnization or Duplicate Endorsed License.
PROCEDURES: 
I. Marriage license lost AFTER the ceremony and all participants from ARS 25-125(B) are still available:
1. Direct customers to CSC-ML&PP.
2. Either the ML&PP Supervisor, Manager or Public Records Administrator will access ML2000 and enter the license number to access the ML entry and then click on the Forms button. 
3. Under Forms, click on Marriage License.
4. A pop-up menu will appear.  Enter the License Number under the Traditional License radio button.
5. Click Submit.
6. Print the license onto a blank marriage license that is maintained in the CSC-ML&PP vault.
7. After printing, type the original ML number in two places (Marriage Certificate and Record of Marriage) on the bottom left side of the new marriage license.  NOTE: there will not be a bar code.
8. The Supervisor, Manager or Administrator will sign the top portion of the marriage license as the issuing Deputy Clerk.
9. License is given to the couple.
10. Type a notation in the Notes block of the Additional Issuing Information section in ML2000 concerning the duplicate of the original marriage license (e.g., "This is an ARS 25-123(D) replacement license".).
11. Click the Update button.
12. Recording Services will record the fully signed replacement license upon receipt.
II. Marriage license lost AFTER the ceremony and at least one participant from ARS 25-125(B) is not available:
1. This procedure requires an application to Court Administration for an order to reissue a duplicate endorsed marriage license. 
2. Upon receipt of the Order, follow steps I.1. through 9 above.
3. Attach to the affidavit, the court's Order to issue and record a duplicate endorsed marriage license and the sworn statement/application for duplicate endorsed license and record.
4. Type a notation in the Notes block of the Additional Issuing Information section in ML2000 concerning the duplicate endorsed marriage license (e.g., "This is an ARS 25-123(D) duplicate endorsed license".).
5. Click the Update button.
6. Recording Services will record the duplicate endorsed license upon receipt.
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
· ARS 25-125: Marriage ceremony; official; witnesses; marriage license; covenant marriages
· 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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