
Other Information
Every document MUST be accompanied by a correr page
generated on our wetrsite. Cover pages are NOT included
in the total page count.

Scanning: A1l recordings in our oIfice are scanned.
Please use black ink, black stamp pads, black typewriter
ribbons and white or manila paper. Do not highlight
over any text or signatures in document. All documents
are scanned into a computer database, marginal notes do
NOT apply in this courty.

Unacceptable Docrments: Only legible documents cepable
of being reproduced through scaru.ring will be acceptable For

recording. If a document submitted to us is unacceptable for
recording for any reason, it will be returned to dre sender
with a letter of explanation and a fee of $5.00 will be charged
the first and any subsequent time it must be returned.

Tiansaction Packaging Tips: In an effort to insure proper
recording ofyour documents, here are a few rips to adhere to
when creating transactions with multiple documents.

1 . If you send a document with a separate transacnon
number, it MUST have its own check. Please do not
splir chccks across transaclions.

2. If multiple documentsthat go together are submitted,
they MUST have dre same uansacdon number, each
with their own PRINTED cover page and be submitted
in the same envelope, not separately. You may submit
one (1) check for all documents.

3. Each document submitted must have an ORIGINAI
COVER PAGE created. NO PHOTOCOPIES.

4. \fle recommend dre following order when creating
cover Pages:
. Add all oF fie documents ihat you would like in

yoLlr transactlon.
. Click on Submit'Iiansaction once you have

received confirmar,on.
. Click on the Cover Page icon (blue) to print each

ofyour cover pages and place them with the correct
docs before you send docs to the Cou-rty for
recording.

NO STAPLE Policy: Please do not staple documents
submitted for recording.

Updated office information, deedsearch, and form
downloads areavailable online at:

Ann M. Hess
Recorder of Deeds

County of Lancaster

Office of Recorder of Deeds

OfficeAddress MailingAddress
150 North Qgeen Street P.O. Box i478

Suite #315 Lancaster, PA 17608-1478
Lancaster, PA 17603

Phone: 7 17-299-8238
Fax:7 17 -299-8393

E-mail: ahess@co.lancaster.pa.us

W'ebsite www. lancasterdeeds.com

FIows:

Monday - Friday u:30 AM - 5:00 PM

Document recording utill conclude at 4:30 PM
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