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PURPOSE:

To provide instruction for Certifying Wills and Codicils to Wills.
OBJECTIVE:
· To provide necessary direction to ensure that Certifying Wills and Codicils to Wills are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to ARS 1-215 Para. 43 a codicil to a Will is a part of the Will.  The Codicil is filed separately and is admitted to Probate in the same manner as the Will it modifies.  Pursuant to A.R.S. §14-1305, and ARS 14-1201 #59 Codicils and Wills that have been admitted to probate are certified with an Instrument Stamp specifically designed for Wills.  The stamp provides the ability to indicate whether or not the decedent was domiciled in this state and whether the probate was formal or informal.  If a will has a codicil(s) it may not be certified without the codicil(s). 

EVENT DRIVER:

· A request for Certifying Wills and Codicils to Wills is received.
PROCEDURES: 
1. Print the Will and Codicil(s) as requested by the customer.  A will containing one or more codicils may not be certified without the codicils.
2. Stamp the bottom of the last printed page of the Will and Codicil(s) with the Instrument Stamp.  
a.  If space is limited or the stamp will alter the document or cover wording, place the
     stamp on the back of the printed page.
3. Complete the Instrument Stamp blanks as follows:
a. Determine the following by reading the caption of the document located at the beginning of the court file. 

(1) Whether or not the decedent was domiciled in the State of Arizona. 
(2) Whether the probate was formal or informal. 

b. At the the decedent line, circle the applicable statement (was/was not). 

c. At the the Probate was line, circle the applicable statement (formal/informal). 

d. At the Attest line, enter the current date.

e. At the By: line, affix your signature. 
4. Affix (crimp) the court seal directly over your signature.

POLICIES / RELATED DOCUMENTS:
· ARS 1-215: Definitions
· ARS 14-1201: Definitions

· ARS 14-1305: Records and certified copies
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· WordPerfect merge file WILLCERT.MRG
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Revoke: In this procedure, also means superseded by more recent Letters and terminated by operation of law, or by court order.  
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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