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PURPOSE:

To provide instructions for voiding a Marriage License.  
OBJECTIVE:
· To provide the necessary direction to ensure that voiding marriage license requests are correctly and accurately initiated,

· To ensure consistent processing of voiding marriage license requests over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121, persons wishing to enter into marriage shall apply to the Clerk of Superior Court, complete and sign, under oath, the required affidavit.  The clerk shall then issue a marriage license to the applicants, and collect the fees pursuant to ARS 12-282A.  Marriage licenses once solemnized may not be changed.  For those individuals under the age of 18, they must either have a notarized parental consent form or have their parents accompany them.  The parents must present the proper identification and sign the parental consent form in the presence of the issuing clerk.  If the individuals are age 16 – 17, identification and one of the following documents showing proof of age is needed: a certified copy of the birth certificate, a current driver’s license, a state or military I.D. card, or a current passport. The Public Records Administrator may void a Marriage License entry in the ML2000 database after the license has been printed but may never void a marriage license once it has been recorded.  A Deputy Director, the Clerk of Court or an order from the Court are the only entities that can authorize/order a marriage license to be voided once it has been recorded. This procedure is adopted to provide consistency and accuracy.
EVENT DRIVER:

· A clerk receives a request to void Marriage License.  
PROCEDURES: 
1. The clerk will forward the invalid marriage license to the supervisor or administrator for voiding.  An explanation shall be annotated on a note stapled to the marriage license as to why it should be voided, along with the clerk’s initials.
2. The following are circumstances why licenses may be voided:
A. Misspelled names:

a. Void if caught prior to the ceremony.
b. After the ceremony, a court order will be required to make a correction to the original marriage license.
B. Customer purchased two licenses:

a. This is rare.

b. Scenarios vary.
C. Technical error (printing/computer/print shop).
D. Duplicate marriage license:

a. Scenarios vary.

b. Usually clerk error.

E. Damaged (torn) licenses:

a. Usually customer error.

b. Scenarios vary.
F. Incorrect marriage license numbers (usually clerk error)

G. Marriage was performed before a license was issued:

a. Send trouble letter regarding the dates.
b. If resolved via trouble letter (normally couple has obtained a new license to have ceremony performed in proper legal sequence), void the original marriage license. 

c. At the direction of the Clerk’s Special Counsel, if no response to trouble letter is received within 1 year from the date of the trouble letter, record license and film/scan both the affidavit, the copy of the bottom portion of the license and the trouble letter as documentation that the Clerk’s Office did try to seek resolution.

H. Incorrect age of applicant:

a. Void if caught prior to the ceremony.
b. After the ceremony, a court order will be required to make a correction to the original marriage license.

I. Issuing Clerk’s error – to include, but not limited to:

a. Affidavit information printing on license.
b. Putting the license in upside down.
c. Typing application information into the system incorrectly and printing it out on affidavit.

J. Replacing a lost license (prior to the ceremony) – (When notified by applicant).

K. Customer error – to include, but not limited to:

a. Wrong name.
b. Wrong spelling of name.
c. Wrong age.

L. Traditional license that was incorrectly entered into the ML2000 database as a covenant license (and vice-versa).
M. Customer(s) decides not to get married, notifies staff, and returns original license to the Clerk’s Office unused.
N. Customer does not have the fee and doesn’t return to the office to pay – (Hold marriage license for 5 business days and then void).
O. Court order was received ordering the license be voided.
P. Expired marriage licenses (when reported).
3. If received by the supervisor, they will forward the marriage license to the Public Records Administrator.
4. The Public Records Administrator will access ML2000.
5. When the Welcome to Marriage License 2000 screen appears, click Enter License from the menu bar on the left and enter the marriage license number to be voided.
6. Click Search.
7. Select the highlighted marriage license number under Search Results.
8. Verify the information in the search screen with the provided license to ensure the correct license will be voided.
9. Select Issue/Record function.
10. Add notes to the Additional Issuing Information section (example: VOIDED: 02/04/09 due to affidavit information printing on license (MKF) [administrator’s initials]).
11. Select Void function located at the bottom of the screen.  Voided licenses are marked with a void status.  The voided marriage license number can no longer be used or reissued.
12. Voided licenses shall be destroyed once annotation is made in ML2000.
POLICIES / RELATED DOCUMENTS:
· ARS 12-282: Custody of records filed; purging; destruction; microphotography; electronic imaging; evidence; withdrawal of voucher; exemption; child support information
· ARS 25-121: Marriage License, Application & Affidavit
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Marriage License application (ML2000)
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	N/A
	Document Origination
	07/24/2009

	A
	N/A
	N/A
	08/22/2014

	B
	Larry Urewicz
	Reformatted for the CDI
	11/04/2016

	C
	Melanie Fay
	Procedural Content Updated
	07/07/2020

	
	
	
	


[image: image1.png]


