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PURPOSE:

· To provide instructions for creating Trouble Letters.
GENERAL INFORMATION:
Pursuant to ARS 25-123, the Clerk of Superior Court is required to record all marriage licenses issued within Maricopa County.  If any of the information required by ARS 25-125 is missing or incomplete on the returned license, a trouble letter is prepared and sent to the parties to correct the record so that the license may be recorded.
PROCEDURES:
Long Form - Utilize the long form to create a trouble letter if the date of the ceremony is prior to the date the license was issued.

1. Create the trouble letter if any of the following information is missing on the returned marriage license: 
a. Date of ceremony. 
b. City of ceremony. 
c. Signatures of two (2) witnesses. 
d. Signature of official performing ceremony. 
2. Access the trouble letter template, “Return Certificate for Correction – Long Form initials”. 
3. Type the required address and salutation information, the license number and select (check box) the area(s) specific to the missing information on the license. 
4. Print an envelope as follows: 
a. Select “Mailings” on the toolbar. 
b. Select “Envelopes or Labels”. 
c. Select “Envelopes”.  The mailing address will populate with the address listed in the return field of the trouble letter. 
5. After printing the letter, return to the top of the screen to print the next letter. 
6. Access ML 2000 and click on the “Issue/Record” button. 
7. Under the Recording Information section, in the “Notes” field, type the following:  “Trouble Letter Sent”, the date of the entry and a brief description along with the clerk’s initials. 
8. Make a copy of the original license and trouble letter.  The license copy will be retained in Recording Services with a copy of the letter.   
a. The original of the license will be sent to the parties along with the original trouble letter. 
b. Place the trouble letter, original license and a return envelope into one of the prepared envelopes and mail to the customer. 
9. Enter the amount of created trouble letters on the daily stat sheet. 
10. Staple the license copy length-wise to the left side of the trouble letter along with the affidavit and all accompanying documentation. 
11. File the trouble letter in alphabetical order by the groom’s name in the Trouble Letter File drawer. 
12. When trouble letters are returned: 
a. Remove the copies from the Trouble Letter file. 
b. Record the license utilizing the updated information and file with the other recorded licenses. 
c. Remove the trouble letter note from ML 2000. 
d. Enter the total amount of trouble letters received on the daily stat sheet. 
13. If letters are returned undeliverable or with incorrect addresses, make a notation in the “Notes” box under the “Recording Information” section in ML2000. 
a. If/when the customer calls, update the correct address. 
14. Annually review the Trouble Letter file and remove those letters that were not resolved.

15. These letters go to the Court Operations Supervisor in Marriage License and Passport to be scanned into the S-drive. 

Short Form - Do not use the short form if the date of the ceremony is prior to the issue date.  Use the short form for any situation that involves more detailed instructions, such as a license that has arrived damaged in the mail or an affidavit that arrived from a Justice Court with insufficient funds.

1. Create the trouble letter if any of the following situations occur: 
a. Insufficient funds were received with the affidavit from the Justice Court. 
b. If the bottom portion was damaged during mail delivery. 
c. If notified that the names were misspelled (NOTE:  If the license has not been recorded, follow the procedure for “correction to marriage license prior to recording—if the license was recorded, they must obtain a minute entry (ME) from a CV Court Commissioner. Couple should be directed to CV Court Admin by calling 602-506-1497). 
2. Access the trouble letter template, “Return Certificate for Correction – Short Form initials”. 
3. Type the required address and salutation information, the license number and a brief synopsis of why the letter was sent.  Also, indicate what is required to correct the problem. 
4. Print an envelope as follows: 
a. Select “Mailings” on the toolbar. 
b. Select “Envelopes or Labels”. 
c. Select “Envelopes”.  The mailing address will populate with the address listed in the return field of the trouble letter. 
5. Access ML2000 and click on the “Issue/Record” button. 
6. Under the Recording Information section, in the “Notes” field, type the following:  “Trouble Letter Sent”, the date of the entry, and a brief description along with the clerk’s initials. 
7. Make a copy of the original license and trouble letter.  The license copy will be retained in Recording Services with a copy of the letter. 
8. Place the trouble letter, original license and a return envelope into one of the prepared envelopes and mail to the customer. 
9. Enter the amount of created trouble letters on the daily stat sheet. 
10. Staple a copy of the trouble letter to the license copy, affidavit and all accompanying documentation.   
11. File the trouble letters in alphabetical order into the appropriate alphabetical file folders using the groom's last name.  
12. When trouble letters are returned: 
a. Remove the copies from the Trouble Letters file. 
b. Record the license utilizing the updated information and file with the other recorded licenses. 
c. Remove the trouble letter note from ML2000. 
13. If letters are returned undeliverable or with incorrect addresses, make a notation in the “Notes” box under the “Recording Information” section in ML2000. 
a. If/when the customer calls, update the correct address.   
14. Review the folders annually and send all trouble letters along with the unused affidavits to the Marriage License and Passport Supervisor.

Unrecordable Marriage Licenses – Utilize this trouble letter when the date of the ceremony is identified to be prior to the date the license was issued.

1. Open and screen all incoming correspondence. 
2. Batch and sort all marriage licenses and pull applicable affidavits from main sorted file. 
3. Match marriage license with applicable affidavit. 
4. Review both marriage license and affidavit for completeness. 
a. Review affidavit for signatures from both bride and groom. 
b. Review marriage license for signatures from bride, groom, witnesses and marriage officiant. 
5. Once identified that the marriage license was issued AFTER the annotated wedding date, place both affidavit and marriage license aside and continue with remaining batch/mail. 
6. For any marriage license where the ceremony took place before the license was issued, DO NOT RECORD THESE MARRIAGE LICENSE(S). 
a. The Recording Services staff will return the bottom portion of the marriage license, Record of Marriage, along with a formatted trouble letter to the couple indicating the fact that the marriage license is not a valid recordable license as the ceremony took place prior to the marriage license being issued, which is contrary to Arizona law. 
b. Retain a copy of the trouble letter and a copy of the unrecorded returned Record of Marriage. 
c. If the couple contacts the Marriage License & Passport Supervisor, the Supervisor will reiterate the statutory requirements and suggest the couple seek legal advice. 
d. If the bottom portion of the marriage license is returned to COC and it appears as though the ceremony date has been changed to reflect a date after the marriage license was issued, the marriage license is to be recorded. 
7. Process the affidavit, trouble letter, copy of returned Record of Marriage, and any other documents for routine scanning and/or filming.

POLICIES / RELATED DOCUMENTS:
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· ARS 25-125: Marriage ceremony; official; witnesses; marriage license; covenant marriages
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ML2000
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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