INSTRUCTIONS FOR V.I. MARRIAGE LICENSE
There seems to be a lot of information on the internet that if you fill these forms out wrong, your application will be rejected and you’ll have to start over which can delay the process. This is not true. While it’s nice to avoid mistakes the first time, the courthouse will simply correct any errors when you arrive at the courthouse. The marriage application process should not be stressful. Do not fret over filling out the information incorrectly.


There are two forms needed - an Application for Marriage License and License and Certificate of Marriage. We will review your documentation before it is submitted to make sure everything nothing is missing. The applications must reach the court house office a minimum of 8 days prior to the wedding.  You must submit your paperwork to Island Bliss Weddings at least 10 days prior to your wedding. We recommend a 30 day lead. If you are within 8 days of your wedding, and you have not submitted paperwork, call your minister or wedding planner right away to make special arrangements. It’s not too late to get married, but it does take a little extra effort, if your paperwork isn’t in on time
VERY IMPORTANT! Check to make sure the date you are planning to pick up your paperwork is not a holiday. The courthouse may be closed, have limited hours, or charge an extra fee. Please check the schedule at the end of this document.  
How much is the application fee and how do I pay that? 
Please mail in both forms with a certified check or money order in the amount of $200 made out to the Superior Court of the Virgin Islands – A PERSONAL CHECK IS NOT ACCEPTED. You will also need to mail in a short note informing the courthouse of your wedding date and the day you would like to pick up the marriage license. Please ask your wedding planner for a sample if you have not already been given one. It should have been emailed to you along with this instruction sheet and the application forms.

What needs to be included in the mailing? 
When mailing in the forms, be sure to check that you have the:

· completed application for marriage license

· completed license and certificate of marriage form

· divorce or death certificate from most recent marriage, if applicable 

· Certified check or money order for $200 made out to the Superior Court of the Virgin Islands (certified check & money orders MUST be from a US bank or institution. If you are not in the US, please let your wedding planner know to make other arrangements)
· brief letter to the courthouse with the date of your wedding and date that you will visit to pick-up the paperwork (ask wedding planner for an example if not already emailed to you) 
Where do I mail my application?
Please note that our address is a private mail center, not our office. If you send your paperwork with tracking information, it does not necessarily mean that we have your paperwork just because it shows it has been delivered. We check our mail center 2 to 3 times a week and will email a confirmation once it has been received in our office. 
Send the forms to the address below:

	 
	Island Bliss Weddings

Attn: Ms. Janelle Scott
4605 Tutu Park Mall

Suite 133, PMB 150
St. Thomas, USVI 00802



Please waive the signature requirement if you are mailing the items by Certified Mail. USPS Priority Flat Rate Envelopes are the best way to send the documents. 
We do email you after the paperwork has been processed so that you know everything is all set. This can be up to a week after the paperwork has arrived in our office. 
If you are less than a month from your wedding date, please mail the paperwork directly to the courthouse (it is best to send in a flat rate envelope that comes with tracking):
	
	Superior Court of the Virgin Islands 
5400 Veterans Drive
St. Thomas, USVI 00802


Please waive the signature requirement if you are mailing the items by Certified Mail. USPS Priority Flat Rate Envelopes are the best way to send the documents. 
How do I fill out these forms? 
It is highly preferred that the forms are typed. If you are having a problem filling in the space on your computer, you may need to update your Adobe software (this seems to be the quick fix for our clients in the past). If you can’t type the forms for any reason, you may fill them out in BLACK ink VERY NEATLY. No scribble chicken scratches! 

None of the forms need to be signed! You can send them in without signatures, as you will have to sign them at the courthouse. If you already signed them, no big deal! The courthouse retypes the applications anyway so it’ll be blank when you arrive at the courthouse. 

I. APPLICATION FOR MARRIAGE LICENSE
This form must be filled out in its entirety by both you and your fiancé.

· Under "Permanent Residence" and "Usual Residence", please provide your complete physical address with zip code. 

· Do not use any abbreviations. Your state should be spelled in full, not abbreviated. Do no use middle initials but full middle names. 

· Previous marital status refers to that of the individuals applying for a license. 

· The lines "License issued this…", "Filed this…" and "By Deputy Clerk are to be left blank.
For the parent information, the forms should be filed out as:

Present Name: Father’s Full Name

Maiden Name: Mother’s Full Maiden Name (her current name is not needed)

Place of Birth: If they were born in the same state, just list the state once. If they were born in different states, just add a “/” between the states. Example: New York/California 

Related to Other Applicant: put “no”

In what degree: put “not applicable”
II. LICENSE AND CERTIFICATE OF MARRIAGE

· Lines 1a through 14b and 27a-30b must be filled out by both you and your fiancé.
· Please note on lines 4a and 11a the CITY AND STATE must be spelled out and is required.
· Please note on lines 4b and 11b the month must be spelled out.
· Please TYPE or Print neatly and do not use any abbreviations.
· The complete street address, city and zip code are required on lines 3a and 10a
· 3b asks for your COUNTY not country 
III. IN CASE OF DISSOLUTION OF PRIOR MARRIAGE
· If either applicant has had a prior marriage the courts require a CERTIFIED divorce decree. This must be the complete decree and must be CERTIFIED with a judge's signature, a copy of a certified will not do. The Territorial Courts must keep the decree so if you do not wish to give up your original you can order another CERTIFIED decree by contacting the court that issued the divorce.
· If either applicant has been widowed, a copy of the death certificate must be attached. 
No physical examination or blood test is required. 
· DIVORCE CERTIFICATES FROM THE RECORDS OF VITAL STATISTICS IS NOT ACCEPTED


To pick up your marriage license: 
Once you arrive on St. Thomas a quick trip to the courthouse is required to pick up your marriage license in person.  You will need to bring a Government issued photo ID for your appearance before the Clerk of the Court (Driver's License or passport). Both bride and groom are required to appear, but are not required to appear together if you would like to avoid seeing each other on your wedding day.  You must visit the courthouse prior to the ceremony, but you may go a few days in advance, if you would like to avoid going on the wedding day itself. 

The courts are open 8 to 5 Monday to Friday 
Saturday 10am to noon. – call to verify
Sunday 9:30am to 11am. – call for appt, an extra $150 charge applies.
Make sure to check for holiday hours: http://islandblissweddings.com/2014-holiday-schedule/.html 
What happens next?


After you receive your papers from the court house then you can get married! After your ceremony your minister & witnesses will sign the papers. Then one of the signed papers needs to be returned to the court house. Your court concierge will do this for you although you can do this yourself if you’d like to leave the island with the certified copies in hand. Two certified copies will be mailed to you within 30 days. Additional certified copies are $2 each.
Directions to Courthouse:

The courthouse is on the corner of Waterfront Blvd and Veterans Drive. You'll exit the airport and turn right at the first stop light. This is the road that the courthouse is on, it's just a few miles down the road. You'll pass the downtown shopping district, the tent village where they sell souvenirs and then the old Fort (all of this will be on your left, the water will be on the right). Once you pass the tent village and fort, you'll see a big parking lot on your left. At the next light, make a left and then park in that parking lot. The courthouse is the large yellow Federal Building that you see. If you are getting a cab, the driver will know where to take you when you say, "we need to pick up our marriage license at the courthouse".

PLEASE NOTE:

There is a strict dress code for the courthouse. This is a professional building where court proceedings take place very close to the marriage counter. We ask that you stay quiet and remain respectful to all employees. Women cannot wear short shorts, miniskirts or bare shoulders (with the exception of a strapless wedding gown). Men should have a collared shirt or polo shirt on. Just pretend you are meeting your future mother-in-law for the first time! ( 
2015 Holiday Schedule
Please note: on days that there is a $150 fee, the hours are also limited to 9:30 to 11:30. If the hours are given for a particular date below, there is NO additional fee, just limited hours.
January 1st








Closed

January 2nd








Closed

January 5th








Closed

January 6th








Closed

January 19th







$150 fee

February 16th







$150 fee

March 31st 








$150 fee

April 2nd








$150 fee

April 3rd








Closed

April 6th








$150 fee

April 29th








8 to noon

April 30th








8 to noon

May 1st








Closed

May 2nd








Closed

May 25th








Closed

July 3rd








$150 fee

July 4th








Closed

September 7th







Closed

October 12th







$150 fee

November 11th







Closed

November 26th & 27th






Closed

December 24th







8 to noon

December 25th & 26th






Closed

December 31st







8 to noon

