Your Document

10. Ifyou wish to have your original documents returned by

11.

bhad

*

mail, you must furnish an appropriately sized, self-addressed,
and stamped envelope. Otherwise, you may pick your
documents up in Room 111 of City Hall by presenting your
copy of the receipt.

Call 215-686-2260 to determine when your documents will
be available for return. .

4 Most Frequently Occuring
Errors/Omissions That Result in
Document Rejection

Acknowledgements either not dated/pre-dates execution/or
not signed by notary.

Transfer tax forms either missing/or not filled out correctly.
Legal descriptions missing from documents.

Checks in wrong amounts or missing checks for transfer tax
or recording fee.

Note: The Department of Records will hold the original
documents for only one (1) year after the recording date.

All forms needed for Recording a document are
available in Room 111, City Hall and on the Internet at
www.phila.gov

Visit our Website at
www.phila.gov
(search for “Records Department”)
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Recording Your
Documents

Department of Records
City of Philadelphia

City Hall - Room #111
Philadelphia, PA 19107 (215) 686 - 2260
www.phila.gov
Hours: 8am - 2pm, Monday-Friday

"We Keep the Past
and
Record the Future!”
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Helpful Hints for Recording

. Ensure that the document complies with “Philadelphia County
Document-Recording Requirements” (see inner fold of this
page).

Ensure that all pages of a document are sequentially numbered
and in the correct order.

. If the document conveys title to real property, complete two
copies of the Philadelphia Realty Transfer Tax Certification*,

and one copy of the Realty Transfer Tax Statement of Value

Form* required by the Commonwealth of Pennsylvania.

For information related to property tax address or assessed and
fair market value, contact:

Board of Revision of Taxes
34 South 11th Street
Philadelphia, PA 19107
(215) 686-4334

Place riders and realty transfer tax certifications at the end of
their corresponding documents.

. In cases of deeds with subdivisions and consolidations, verify
the legal descriptions in the Department of Records Mapping
Unit (Room 163, City Hall), Monday through Friday from 8:00

a.m. to 2:00 p.m.

. Submit documents for recording to the Department’s
Document-Recording Unit (Room 111, City Hall), Monday
through Friday from 8:00 a.m. to 2:00 p.m.

Resubmit previously rejected documents with their respective
Document Rejection Notices.

Make photocopies of documents before submitting them for
recording.

You can obtain a fee schedule:
— On the Internet at www.phila.gov
— By calling 215-686-2260

- By picking up a copy of the Deparment’s fee schedule in
Room 111 of City Hall

. A document st be typed, legible and capable of phomgraphm rapmduutlon m
All correcﬂons must be initialed by proper authorities; :

- Phlladelphaa County Do ument-

. The dowmem it be dated. The acknowledgment date should not predate the -
‘of the document by the party whose signature is

; The dommm;t musthaveme mmes ofall pames typed in the OR and EE

ﬁmn If claiming an exempnon’fromtbz'mfer w& the
be stated on t!:cse farms :

GIP![OI‘!S.

The names in the OR cup!lnn, the execution and the ud;}howldgme,nt must
conform with each other. A L

_comp ,and\Stiit'f
in duplicate).

.- In the case of a conveyance by a corporatlm, partnershlp. or any entity other

13. Payment of the City tr&hsf@”

than an:individual, a properly ﬁuthonzed oﬂ‘icer is requmd to execute the

recording fees must be made |

in the correct- amounts for the

document.

must be payable to the Commonwealth ofPennsylvm The check for the City tax |

must be payable to the City ofPhﬂadelphl&

Corporate Executions =~

mporman, execution is usually affixed by the
sectct&rylasststant secretary or

he corparation. When other officers or agents

, a resolution or power of attorney must accompany the

14.

Satisfaction nfMor(gage

Effective 2/7/03, whena satisfaction of mortgag
Philadelphia does not mqnire 1) The orig;

‘document authanzmgthe officer to execute on behalf of the. corporauon

. The document must have a formal acknawledgment.(not sworn and subscribed)
by a notary public of the United States o its territories, and must include the
d not pred&teﬂ)e document date); name
of individual, corpora oﬁ‘ icer appearmg, and notary signature;

' adequately describe the property.

ca

mmpiete street address and when necessary, sneh a:her dwm:m tlm wﬂl

Note: The City would not be able to make

notary stamp (where applicable), and expiration date. ‘Instead of a notary

alone would not be sufficient to

: public, the acknowledging officer may be a judge, ‘or clerk or prothonotory (or

determine that an address would be

deputy of either), of a court of record in the U S or its territories; justice of the

dmnptwn be auached

peace, magistrate, or akigm\an‘ﬂf a county of the Cnmmnweaith recorder of

] fies, officer of
higher or civil officer of the U.S.

The acimowledgemm may outside of the United States before 2

commercial attaché or consular agent of the United States accredited to the

country where the acknowledgement is made; ambassador, consul (consul

general or vice consul), counselor 1o or secretary of & 1egatm minister, or

charge d'affairs; or notary public, or mdge or a clerk of a court of record of the

country where the acknowltdgkmm is made.

Pages nmszbepmteam’m

. -AHl duds must have the gr&ntggs addmgs certified by ﬂ\evgt:gn'tee or designee.

Margins. Fnrst page; 3-inch

NOTE:

_and printed in black ink;
Paper stock must be 20-pound ope

= If you do not understand these requlrements, or if you: need legal advncc, please seek: advice from your lawyer. Hyou do not have a | llwyer ind do mt know how to.
get one, contact the Pmladclphu Lawyer Re&rral and Information Service at (215) 238-6333. .




