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PURPOSE:

To provide instructions for processing and issuing Replacement 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.§25-123d, 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.  Use this procedure when an endorsed Certificate of Marriage (Bottom Portion) has been lost prior to recordation and the original Marriage License and Record of Marriage (Top Portion) is also unavailable.  Whenever possible, record the original Marriage License and Record of Marriage (Top Portion) in place of the Certificate of Marriage (Bottom Portion.)  The issuing process is the same as for a new license, except only the bottom portion will be given to the customers.  Entries are made in ML2000 following the procedure PRO-ML&PP-1011: Issuing Traditional Marriage Licenses. The new affidavit need not be signed.  Verify that neither of the persons married nor the person who solemnized the marriage still has the certificate before using this procedure.  The fee is waived for a replacement license bearing the endorsement of solemnization that is lost. Depending on the situation of the persons married, License Services will issue a replacement license as listed below.
EVENT DRIVER:

· Customer requests the issuance of a Replacement Marriage License.
PROCEDURES: 
1. A replacement license can be issued if the original affidavit is available, the license is listed in ML2000 or microfiche, and the following conditions are met: 
A. The person who solemnized the marriage, the couple, and two of the witnesses are available to sign a replacement license.
B. The date and place of the original ceremony is annotated on the replacement license.  All signatures must be included on the replacement license before recording.
2. If the original affidavit is not available, a replacement license can still be issued providing:
A. The person who solemnized the marriage, the couple, and two of the witnesses are available to sign a replacement license. 

B. A completed Affidavit of Marriage Ceremony form is returned with the replacement license.
C. The license is listed in ML2000 or microfiche.

3. If it is not possible to obtain all the required signatures, the couple (or representative) may apply to the presiding judge for an order to issue a duplicate endorsed marriage license. 
A. The application must be a sworn statement describing the circumstance of the marriage with notarized signatures of as many people involved in the original ceremony as possible. The Affidavit of Marriage Ceremony form may be provided for this purpose.
B. Pursuant to that order, License Services may issue a replacement license or follow any other instructions given in the court order.
4. Once step 1, 2, or 3 above has been established, follow the procedure PRO-ML&PP-1011: Issuing Traditional Marriage Licenses.
5. After the replacement license is issued, forward the top portion and affidavit to Recording Services.
6. Add cross-referencing notes in ML2000 in the Notes blocks to both the original and replacement license numbers.

POLICIES / RELATED DOCUMENTS:
· PRO-ML&PP-1011: Issuing Traditional Marriage Licenses
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost 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 Marriage Ceremony form 
DEFINITIONS:
· AG: The Attorney General’s Office
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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