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A. COPYRIGHT NOTICE: Copyright © 2021 — Property Records Industry Association (“PRIA”). All rights
reserved.

B. LICENSE: This completed PRIA work product document (the “Completed Work”) is made available by
PRIA to members and the general public for review, evaluation and comment only. This document is
under development and not a final version.

PRIA grants any user (“Licensee”) of the Completed Work a worldwide, royalty-free, non-exclusive
license (“License”) to reproduce the Completed Work in copies, and to use the Completed Work and all
such reproductions solely for purposes of reviewing, evaluating and commenting upon the Completed
Work. NO OTHER RIGHTS ARE GRANTED UNDER THIS LICENSE AND ALL OTHER RIGHTS ARE EXPRESSLY
RESERVED TO PRIA. Without limiting the generality of the foregoing, PRIA does not grant any right to: (i)
prepare proprietary derivative works based upon the Completed Work, (ii) distribute copies of the
Incomplete Work to the public by sale or other transfer of ownership, or (iii) display the Completed
Work publicly. Comments on the Completed Work must be sent to PRIA.

Any reproduction of the Completed Work shall reproduce verbatim the above copyright notice, the
entire text of this License and the entire disclaimer below under the following header:

This document includes Completed Works developed by PRIA and some of its contributors, subject to
PRIA License. “PRIA” is a trade name of the “Property Records Industry Association.” No reference to
PRIA or any of its trademarks by Licensee shall imply endorsement of Licensee's activities and products.

C. DISCLAIMER: THIS COMPLETED WORK IS PROVIDED "AS IS.” PRIA AND THE AUTHORS OF THIS
INCOMPLETE WORK MAKE NO REPRESENTATIONS OR WARRANTIES (i) EXPRESS OR IMPLIED,
INCLUDING, BUT NOT LIMITED TO, WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR
PURPOSE, TITLE OR NON-INFRINGEMENT; (ii) THAT THE CONTENTS OF SUCH COMPLETED WORK ARE
FREE FROM ERROR OR SUITABLE FOR ANY PURPOSE; AND, (iii) THAT IMPLEMENTATION OF SUCH
CONTENTS WILL NOT INFRINGE ANY THIRD-PARTY PATENTS, COPYRIGHTS, TRADEMARKS OR OTHER
RIGHTS. IN NO EVENT WILL PRIA OR ANY AUTHOR OF THIS COMPLETED WORK BE LIABLE TO ANY
PARTY FOR ANY DIRECT, INDIRECT, SPECIAL OR CONSEQUENTIAL DAMAGES FOR ANY USE OF THIS
COMPLETED WORK, INCLUDING, WITHOUT LIMITATION, ANY LOST PROFITS, BUSINESS
INTERRUPTION, LOSS OF PROGRAMS OR OTHER DATA ON ANY INFORMATION HANDLING SYSTEM OR
OTHERWISE, EVEN IF PRIA OR THE AUTHORS OR ANY STANDARD-SETTING BODY CONTRIBUTORS TO
THIS COMPLETED WORK ARE EXPRESSLY ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.
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Before You Take Office

There are things to take care of before being sworn into office as the new recorder in your jurisdiction:

v" Make sure your bond is in place. Any official who handles money and/or jurisdiction property
must be bonded. Your jurisdiction’s government typically pays for this bond; therefore, you
should not be responsible for your bond. Contact your jurisdiction’s legal department or
governing board members to obtain your bond. You may be responsible for recording and
preserving the bonds for all jurisdiction officials, including your own.

v’ Select your Chief Deputy. It is likely you have already done this. Your “first mate” should be a
person you trust, who is capable of learning and performing the job of recorder when
necessary. Give your Chief Deputy copies of this Guide and any Recorders’ Manuals you have
received.

v Contact your software vendor(s). Reach out to your software vendor for them change the
name on the Land Records Management System (LRMS) and any other digital recording
stamp, effective the first day of your term. It is essential to establish contact with your
vendor before taking office, so you are both ready to work together smoothly for any record
repository, database issues, or record policies.

What is a Recorder’s Job?
By law, a recorder’s job is to record public documents that are searchable records within the county.

Further elaboration of a recorder’s duties along with recording documents include:

Record documents: a verb indicating receipt and filing of a document, most often by imprinting
on the document:
* Date and time recorded (not received)
* Asequential number indicating the order in which documents are recorded, often
referred to as instrument or document number
* Sometimes a book and page indicator (a carryover from the days when documents were
copied into bound books)
*  Amount paid for the recording of the document
* Name of the recorder and jurisdiction

Authorized by law: Each individual state’s statutes list all the documents entitled to be
recorded. The listing of documents and any requirements for each document type are never
listed in just one convenient spot, but rather are scattered throughout the state statutes.
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Public records: Recorded documents in the United States have always been considered ad
documents belonging to the public, not to the recorder. Therefore, the content of the
documents has always been available to the public, to read, research, print, and copy.

Searchable records: With documents being recorded on a continuous basis, it is the duty and
responsibility of the recorder to create and maintain an index so the documents can be located.
For index search accessibility, recorders have typically listed the parties to the document (both
the “to” and the “from” contained in the words of the document), the date/time recorded, and
the type of document. Recorders can add additional information such as legal descriptions to
enhance search accuracy.

Jurisdiction: the geographic area for which a recorder is responsible. Throughout most of the
United States, the jurisdiction is the county. In Alaska and Hawaii, the jurisdiction is statewide.
In Connecticut, Rhode Island and Vermont, the jurisdiction is the town or city. Louisiana
jurisdictions are called parishes.

What is Recorded?

The three primary documents recorded are deeds, liens, and releases.*

A recorder is not responsible for determining whether these documents adequately, completely, or
partially transfer ownership or an interest in the property.

There are multiple kinds of each document type. Recorders are not responsible for legality, adequacy,
or specification of document type. Recorders must record documents to meet state standards.

Deeds are the legal documents that transfer property. Two examples include quit claim
deeds and warranty deeds. Although there are several variations on deeds, simply label them
all “deed.”

Liens are the legal documents by which one person has a claim on the property of another to
ensure payment of a debt. Examples include mortgages, construction liens, judgement liens,
and tax liens. Although there are several variations on liens, it is okay to label as a “lien.”

Releases are legal documents from a lender stating its interest in the property is completed.
Examples include partial releases, releases of deeds of trust, and satisfactions.

Find the requirements for each document type in your state statutes. It is important to know the
statutes and court cases, which govern the operations of your office. Your state association of
recorders is an organization to which you can turn for information and clarity. However, your own

1 See the Glossary for New Recorders for simplified explanations of these terms.
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reading of statutes and advice from a real property attorney are often important, as statutes are
seldom clearly worded, and a court case affecting one jurisdiction may or may not impact your
jurisdiction.

For any additional term definitions, please see PRIA’s glossary: Resource Library | Property Records
Industry Association (pria.us)

Collecting and Disbursing Recording Fees

Find the fees for each recorded document in your state guidelines. You need to become familiar with
the fees associated with recording a document and your obligation to disburse the funds correctly. Be
aware that the money collected for the act of recording often does not accrue or stay with the
recorder. Portions of recording fees may be transferred to the state, or the governing body of the
jurisdiction. However, for most recorders, the recording fees fund your operations. It is also good
practice to verify that recording costs are posted publicly for view, and clearly define any mortgage
state tax.

Before You Take Office

There are things to take care of before being sworn into office as the new recorder in your jurisdiction:

v" Make sure your bond is in place. Any official who handles money and/or jurisdiction property
must be bonded. Your jurisdiction’s government typically pays for this bond; therefore, you
should not be responsible for your bond. Contact your jurisdiction’s legal department or
governing board members to obtain your bond. You may be responsible for recording and
preserving the bonds for all jurisdiction officials, including your own.

v’ Select your Chief Deputy. It is likely you have already done this. Your “first mate” should be a
person you trust, who is capable of learning and performing the job of recorder when
necessary. Give your Chief Deputy copies of this Guide and any Recorders’ Manuals you have
received.

v Contact your software vendor(s). Reach out to your software vendor for them change the
name on the Land Records Management System (LRMS) and any other digital recording
stamp, effective the first day of your term. It is essential to establish contact with your
vendor before taking office, so you are both ready to work together smoothly for any record
repository, database issues, or record policies.

Day 1: Starting Out

v Get in touch with your banker. Have your name added to your account(s) and remove the
outgoing recorder. You will need written verification you are the newly elected official. Ask your
auditor, commissioners’ office, or legal department to provide this.

v Return the outgoing recorder’s cash, including any cash drawers. Be sure the money is
returned to the auditor or treasurer. You will want to make sure the finances of the office are


https://member.pria.us/i4a/doclibrary/index.cfm?pageid=3281&showTitle=1
https://member.pria.us/i4a/doclibrary/index.cfm?pageid=3281&showTitle=1
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audited and balanced. You may need to obtain a check to take to the bank to get cash for your
operations.

Obtain copies of all the keys or keypad codes to your office. Retrieve the keys or keypad codes
from the previous official.

If you have a safe, make sure you know the combination(s).

Obtain your jurisdiction ID cards. The human resources or information technology department
will provide IDs for you and your chief deputy.

Contact the payroll department. Understand the process for filing payroll documents and
make sure you know when the next pay period ends.

Talk to your IT department. Have them explain the data backup solutions your office has in
place. In addition to data backup verify and learn about security measures and/or any processes
in place to follow for security. If there are no backups or security guidelines, it would be prudent
to rectify immediately.

Week 1: Warming Up

v

v

Get physical and digital stamps made. You will want your name on a signature stamp, certified
document stamp (if you use a personalized one), and a check signature stamp.

Order a nameplate and stationery. You will need letterhead (or create an electronic template),
pre-printed envelopes, and business cards (for yourself and your Chief Deputy), and new
interior and exterior signage.

Contact your IT department with updates. Change the information on the office website,
including your contact information, photo, a bio, and any staff changes that may have occurred
during the transition.

Process the office’s end-of-year reports. Provide these to your jurisdiction auditor or treasurer.
Process your first report-of-collections. Ensure it balances with the jurisdiction auditor or
treasurer. Wait until your first bank statement is received and reconciled.

Get in touch with purchasing agents. Become familiar with who is involved in the purchasing
process in your jurisdiction. Examples may include commissioners, the finance department, and
the IT department. You are also a purchasing agent and in charge of appropriate use of your
funds.

Learn about contracts for your office. Your office may have contracts with various vendors, title
plants, and/or title agents. Make sure any contracts scheduled for renewal have been approved
and signed.

Understand your recorder budget. Understand how your budget works and when your
financial fiscal year begins. Contact the budget liaison to discuss future expectations.

Read your Recorder Manuals. Contact your state recorder association or mentor with any
questions.
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Month 1: Getting Comfortable

v Review the written policies in place in your office. Assess the current policies and familiarize
yourself with them and make any adjustments. Assign updates or modifications to your chief
deputy or the HR manager.

Approve clear monetary policies and internal controls for your office.

Establish clear and reasonable policies for your customers.

Make sure you have a written job description for every position in your office.

Become familiar with records retention schedules. There is additional training available for all
matters pertaining to your records management responsibilities, including training sessions offered
by a state department or a local chapter of Association of Records Managers and Administrators
(ARMA) International.

AN N NN

v Contact state legislators for your jurisdictions. Help them understand the responsibilities and
needs of your office.
v' Become familiar with any required education credits.

o Training courses are available from your state association of recorders, the state
association of counties, and other agencies.

o During your first year, many states require you to complete 15-20 credit hours of training.
Find out who offers training, which classes count towards your needed credits, and how to
obtain training certifications.

o You may also need to complete additional hours of training in subsequent years. Again,
find out what training is offered, who offers the training, which classes count towards your
needed credits, and how to get training certifications.

o Familiarize yourself with all your office funding and budgets. o General Fund — salaries for
you and your staff, often operating funds for travel, training, and office supplies.

o Recorder’s Special Fund(s) — often referred to as a records modernization, technology, or
preservation fund with limited and specified options for spending.

o Elected Officials Training Funds — such funds often exist for conferences and training
seminars approved by a state agency.

o Vendor Contract Funds - which funds are used to pay for vendor contracts, what the
contracts cover and their usefulness, when those contracts are up for renewal, and how
long the contracts have existed.

Months 2 — 12: Expanding Your Knowledge

v" Network! Get to know the other recorders in your area, especially those jurisdictions surrounding
you. Create a core group of 20-25 other recorders upon whom you can call for advice and counsel.
You will want a cadre of recorders from larger, same size, and smaller jurisdictions, as well as
seasoned recorders and other new recorders. Not all your network needs to be from your state.

v’ Join the Property Records Industry Association (www.pria.us). It is a national organization
involving recorders, lenders, title searchers, software vendors, and other business partners.
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v' Become familiar with your county’s history. When were your county’s boundaries defined? What
important dates are significant in your county and why? Know your jurisdiction population and
size. Get to know other elected and appointed officials in your jurisdiction.

v' Become familiar with your office’s history. What additional duties, beyond recording land
records, have been added to your office and why?

v' Become familiar with the history of recording documents. Know this information for your
jurisdiction and for those around the country. Do you still have the “old books?” What is the
status of your microfilm? How are your records preserved?

v" Know what cross training your staff has received. Be sure they are consistently processing
documents and answering questions.

v Sit down with your staff and get to know the specifics of your recording process. Become familiar
with your software and Land Records Management System (LRMS). What challenges have the staff
encountered? Who resolves those issues?

PRIA Contacts

Congratulations on becoming your county’s recorder. On behalf of all PRIA and related members, we wish you
the best during your term serving your community. Below you will find PRIA contacts from the record industry
that are available to assist you:

Christie Adams — EPN Recording, christie@goepn.com (Electronic Recording)

Brent Blankenship - Granicus, brent.blankenship@granicus.com (Land Records Management System)

Leena Alsalem- Property Insight, leena.alsalem@propertyinsight.biz (Real Estate Title Industry)

Shawnyne Garren — Douglas County, NV, sgarren@douglasnv.com (County Recorder)

With thanks to the Indiana Recorders’ Association and the Washington Auditor/Clerk/Recorder Association for
their primary information, which was edited for a national recorder perspective.
Document revised February 2, 2022
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