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PURPOSE:

· To provide instructions for reprinting or correcting a marriage license.
OBJECTIVE:
· To provide the necessary direction to ensure that Marriage Licenses that require reprinting or correcting are done so properly and consistently over time.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121, §25-123, §25-901 and §25-902 the Clerk of Superior Court shall maintain a record of all marriage licenses issued, marriage licenses returned to the Clerk’s Office for recording after solemnization, and certificates of covenant conversion.  This procedure is to be followed when a marriage license needs to be reprinted using the existing marriage license number; or, when a bride or groom’s name, age, date of marriage or location of marriage needs to be corrected due to an error on the marriage license and the license has or has not been recorded.
EVENT DRIVER:

· A marriage license needs to be reprinted or corrected. A corrected marriage affidavit will need to be signed by both applicants.
PROCEDURES:
I. Making corrections BEFORE the marriage license has been used – The couple has up until the day of the ceremony or until the marriage license expires to request a correction be made to their marriage license, as long as the marriage license has NOT been signed and they have NOT had a wedding ceremony.
1. The couple will return to the same issuing facility and the clerk will provide a new marriage license with a different ML #.  The clerk will make a note in the old and new ML #’s in ML2000 stating that a correction was made to the license and a new ML# was issued, OR
2. The couple may go to CSC where a reprinted license using the same ML# will be created (using a blank license).  Licenses are kept in the ML vault.

3. The clerk will make a note in the ML# in ML2000 stating that a correction was made to the license and a blank license was reprinted; include the date and their initials.
II. Making corrections AFTER the marriage license has been signed and a wedding ceremony has taken place, but BEFORE the marriage license has been recorded –
1. The couple will need to go to CSC where a reprinted license using the same ML# will be created (using a blank license).  Licenses are kept in the ML vault.

2. The clerk will need to review the application and affidavit that the couple completed at the time of issuing the license to see if the error was made by the customer or the clerk. 

3. IF the error was made by the clerk, there will not be a charge for the reprinted license.

4. IF the error was made by the customer, the appropriate “all other services” fee will apply for the reprinted license, using fee code 480: Miscellaneous Service; refer to the current Fee Schedule.

5. The couple will need to obtain all of the information and signatures on the marriage license and return it to CSC to record.

III. Making corrections AFTER the marriage license has been signed and a wedding ceremony has taken place AND the license has been recorded –
1. The couple will be directed to CV Court Admin to file a case for a marriage license correction and pay the associated filing fees. If approved, an amendment to the marriage license will be filed with the Clerk’s Office. 
2. The couple can obtain a certified one cover document which includes a copy of the marriage license and the Court order amending the license for the required fees.

IV. Making the Correction:  (This procedure is for CSC staff only. CSC maintains blank marriage licenses that may be used to reprint a marriage license.)
1. Clerk will obtain a blank license from the ML vault.
2. Clerk will access ML2000, and make the correction that is needed.
3. Using a blank license, clerk will access ML2000 and go to Forms>Marriage License> [enter the ML#], and reprint the license using a blank license.  A new affidavit may also need to be reprinted and signed by the applicants.
4. Using typewriter in the ML section, type the ML# on the lower left section of both portions of the license.
5. The reprinted license will be given to the applicants.
6. The incorrect license will be destroyed.
V. Making corrections AFTER the marriage license has been signed and a wedding ceremony has taken place AND the license has been recorded – 
1. The couple will be directed to CV Court Admin to file a case for a marriage license             correction and pay the associated filing fees. If approved, an amendment to the marriage license will be filed with the Clerk’s Office.  
2. The couple can obtain a certified one cover document which includes a copy of the marriage license and the Court order amending the license for the required fees. 
3. Provide the customer a certified copy of the Affidavit of Marriage License and a certified copy of the filed version of the Marriage License.  
a. Each document is to be certified separately.  
b. There is no charge to the customer for these certified copies.  
4. Provide the customer with a “Marriage License Correction” flyer. 
a. This flyer contains information on how to request a correction and that they need to pay the current filing fees with Superior Court. 
5. Name to be corrected – filing fees may be assessed for a marriage license correction to a name: 
a. The individual whose name is incorrect on the marriage license must contact CV Court Administration at 101 E. Jefferson Street, ECB – 3rd Floor, Phoenix, AZ 85003.  For questions or to make an appointment, the phone number is (602) 506-1497.   
b. CV Court Administration will assign a Commissioner to review the request.  
c. The individual must meet with the Commissioner.  
d. They must bring the certified copies of the affidavit and marriage license when meeting with the Commissioner. 
e. The individual must provide a driver’s license or other valid photo ID along with a certified birth certificate or passport. 
6. Date to be corrected – filing fees may be assessed for a marriage license correction to a date: 
a. The couple must contact CV Court Administration at 101 E. Jefferson Street, ECB – 3rd Floor, Phoenix, AZ 85003.  For questions or to make an appointment, the phone number is (602) 506-1497. 
b. CV Court Administration will assign a Commissioner to review the request.  
c. Both parties must be present and bring the affidavit and marriage license when meeting with the Commissioner. 
d. The parties must provide a notarized affidavit from the person that performed the marriage ceremony (clergy or Justice of the Peace) and/or notarized affidavits from both the first and second witnesses (they must be the same persons that signed the original Certificate of Marriage). 
e. The parties must provide a driver’s license or other valid photo ID. 
7. NOTE:  These corrections will not replace the existing marriage license.  It will be an amendment to the original marriage license. 
VI. Making corrections AFTER the marriage license has been signed and a wedding ceremony has taken place AND the license has NOT been recorded AND a TROUBLE LETTER was sent –  
1. Name, date, location of marriage to be corrected:
a. The couple whose name, date of marriage or location of marriage is incorrect will receive a trouble letter via USPS from Recording Service staff. 
1) The letter will explain the situation and will include the original bottom portion of the marriage license.
2) The couple may also pick up the original license at the Customer Service Center (CSC) located at 601 W. Jackson if they are aware of the problem prior to receiving a trouble letter.
b. Once the couple contacts CSC or the Public Records Administrator and explains that the name, date or location is actually incorrect, they will need to purchase a blank duplicate license or file a CV case for a correction.
c. If the couple can obtain the original signatures from all the parties that signed the license at the ceremony, a blank duplicate license can be reprinted with the original ML number.  
1) This license can only be obtained at CSC and the fee is $30.00. 
d. If the couple cannot obtain the original signatures on the marriage license, they will be directed to CV Court Admin to file a case for a marriage license correction and pay the filing fee. 
e. A corrected license can then be sent back to Recording Services or hand delivered to CSC for processing through normal recording procedures. 
f. A license accompanied by a court order directing the Clerk of Court to record the license may also be presented. 
POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage License, Application & Affidavit
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· ARS 25-902: Existing marriages; conversion to covenant marriage; recording requirements
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Marriage License application
· Marriage License affidavit
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all CSC staff only.
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