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The transfer of any real property takes place in the Auditor’s office. There may be a fee per 

document or per legal description, payable to the Auditor.

The Assessor may also require a sales disclosure, if significant money changed hands.

The Auditor may want to see certain documents, such as easements, transfer-on-death 

deeds, or rights-of-way, even though they do not involve a transfer of property.

Names must be typed or printed below signatures.

Almost all documents must be notarized. Exceptions include surveys, military discharge 

(DD214) forms, and UCC filings.

Likewise, almost all documents that are executed/notarized in Indiana require an 

affirmation that the preparer has taken reasonable care to redact all Social Security 

numbers from the document, as well as an identification of the preparer, which must be a 

person’s name, not a company name. These are usually on or about the last page of the 

main document, although the preparer is sometimes listed on the first page.
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“Deed” here refers to any instrument of transfer – warranty deed, quit claim deed, sheriff’s 

deed, affidavit of survivorship, etc.

The first thing to check for is the Auditor’s stamp, which should be on the first page. This 

indicates that the Auditor has entered the transfer in their books, identifying the new 

owner(s) as the party(s) responsible for paying property tax.

A deed of transfer must identify the grantor(s), which is the current owner/seller, and the 

grantee, which is the buyer or party receiving the property.

A legal description of the property must appear in the body of the document or as an 

attachment. A legal description may be the identification of a lot in a subdivision, or a 

“metes-and-bounds” description of the boundaries of the property. The description may 

also include the total area of the property (in acres), a state parcel number (18-digits), 

and/or the physical address (usually indicated by the phrase “commonly known as…”), but 

these are not required. “Legal description” is often shortened to “legal.”
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As with most documents, a deed must be signed by the grantor(s) in the presence of a Notary Public.

A typical Notary statement and seal are shown here. Notaries Public commissioned after July 1st, 2018, are 

required to have a stamp/seal that includes these mandatory elements:

• Name of the Notary Public

• Commission number of the NP

• County of operation

• State of operation

• Date of commission expiration (Use this to determine when the NP was commissioned. Commissions are 

six years in tenure.)

• The word “SEAL”

Typical language of the redaction affirmation is: “I affirm, under penalties of perjury, that I have taken 

reasonable care to redact each social security number in this document, unless required by law.” The name 

should be printed below the affirmation.

We need to know who prepared the document in case there are problems or questions. This information may 

also be necessary at a later time, such as in a legal case regarding the chain of title, fraud, etc.

A physical mailing address of the new owner must be included on any deed. This is the address to which tax 

bills are to be sent, unless a different address is provided. It cannot be a PO box. The statement must 

substantially include the following information: “The mailing address to which statements should be mailed 

under IC 6-1.1-22-8.1 is [insert proper mailing address]. The mailing address of the grantee is [insert proper 

mailing address].”
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Mortgages are always dated, and you will usually find the date near the top of the first 

page.

The borrower is the grantor, the lender is the grantee. This may seem backwards if you are 

used to phrases like “I got a mortgage.” But the mortgage is not the same as the associated 

loan. You are giving (granting) the lender certain interest in your property in exchange for a 

loan of money. That conveyance of interest is the mortgage.

There may be a nominee associated with the lender. The nominee is also a grantee, as this 

is the party to whom you are giving the mortgage to hold for the lender.

5



Every mortgage will have an amount. Usually that is specified on the first or second page, 

but in some cases it is buried more deeply in the text, and you will have to look for it.

As with a deed, a mortgage must include the legal description of the property that is being 

mortgaged. It may be included in the body of the mortgage text, or as an attachment.

An attached legal description can be in the form of an older deed to the same property, as 

long as that legal description has not changed. The body of the document will say 

something like “See exhibit A, attached.” The deed is appended to the end of the document 

and marked “Exhibit A” at the top.
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As always, the redaction affirmation and preparer information are required, and names 

must be printed below signatures.

A “jurat” is a statement on a document of when, where, and before whom that document 

has been executed.

Jurats often include the abbreviation “SS:”. This stands for “scilicet,” meaning “namely.” It 

does not mean “Social Security,” and if a SSN is included, it must be removed by, or with 

explicit permission from, the submitter before recording.
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Introducing… cross-references! Documents that refer to previously recorded documents 

often may or must include a cross-reference to that document, either by instrument 

number or book & page, or both.

The usual elements are required. A mortgage modification may include a legal description. 

If it does, that should be indexed, but do not chase down the original mortgage to copy the 

legal if it is not present on the modification. It may also include the original loan principal 

amount and/or a new principal. If both are present, index the new principal. Otherwise, do 

not index any amount.
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When a loan is paid off, the lender or agent should issue a release of the mortgage. A cross-

reference to that mortgage is required. This clears the chain of title for purposes of that 

mortgage, as a title abstractor will be able to find the release linked from the mortgage.

The usual elements are required. The parties’ sides are switched, because now the lender is 

granting the interest in the property back to the borrower. Include only the party who is 

executing the document as a grantor, unless the signature line specifies another party to 

which the releasing party is a nominee, trustee, successor, etc.

A release rarely will include a legal description. However, a partial release that only frees a 

portion of the subject property from the mortgage must include a legal description of the 

portion to be released. (For example, if multiple adjacent or proximate parcels are 

mortgaged, the lender may release one or more, but not all, of those parcels.)

Similarly, a partial release may release one or more, but not all, parties from their debt 

obligation. Only the released parties are to be indexed as grantees.
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Sometimes a lender will sell their interest in a property to a different lender, who will then 

receive the loan payments. This can happen multiple times to the same mortgage.

As with a release or modification, an assignment requires a cross-reference to the original 

mortgage. Only the original mortgage should be cross-referenced – all assignments will be 

discoverable by looking at the cross-references in the original.

In this case, the borrower and current lender are to be listed as grantors, and the new 

lender/mortgage holder is the grantee. All the other usual elements are required as well. A 

legal description is usually not included.

Assignments can be a little overwhelming at first, especially if they have been assigned 

previously and all the previous mortgage holders are listed out. You only need to include 

the borrower and the current and new lenders as parties. Take your time with these, as 

they can be easy to mis-index, but don’t panic!
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UCC filings (or “fixture filings”) are strange ducks, with their own Chapters in the Indiana Code, their own 

requirements (minimal), and their own fee structure ($6 for a 1- or 2-page document, $10 for 3 or more 

pages). They represent loans for the various fixtures within a structure, such as hardware, lighting, etc. Those 

fixtures are usually not specified, and neither is the amount of the loan.

As with any loan document, the borrower is the grantor (party 1) and the lender is the grantee (party 2).

They may include a legal description, based on certain conditions. They do not require notarization, redaction 

affirmation, preparer, or even any dates or signatures. There is often no more information to index than the 

parties. The document date is simply the date of recording.

An amendment to a UCC filing can be a termination (release), a continuation, or an assignment to another 

lender. Amendments require a cross-ref to the original filing.

UCC filings typically expire (or “lapse”) automatically after five years. A continuation extends a filing for five 

years from the time of filing of the amendment.

UCCs are retained on paper in the Recorder’s office, and have a retention period of six years after termination 

or lapse.
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A Power of Attorney (POA) grants signature authority from one person or agency to 

another, for general or specific purposes. We do not need to worry about whether a POA is 

general, limited, durable, or whatever else. They are all POAs to us.

The person granting signature authority is the grantor. The person being designated as the 

“attorney in fact” is the grantee.

A POA that is limited to certain real estate transactions will usually include one or more 

legal descriptions of the subject property(s).

All the usual elements are required.

If a deed or other instrument, signed by an attorney-in-fact, accompanies the POA for 

recording, the POA must be recorded first, and then cross-referenced by the document(s) 

signed by the AIF.
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DBAs are mostly required by banks for purposes of opening an account under the assumed 

business name.

The proprietor or partners is/are the grantor(s). We need their addresses. The business 

name is the grantee.

They must be signed by all partners, notarized, and include the affirmation of redaction and 

name of the preparer, which is usually the proprietor.
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What we call a Mechanic’s Lien is really a letter/statement of intent to file a lien for work 

performed or materials provided but not paid for.

Like any other lien, the property owner is the grantor, and the person or company who did 

the work and/or supplied materials (the “mechanic”) is the grantee.

These require all the usual elements, as well as the amount owed and a legal description of 

the property on which the work was performed. They may also include supporting 

matereials, such as invoices and bills of sale.

We are required to mail a copy of the letter/statement to the property owner, as well as 

returning the original to the submitter. This is a first class mailing and must be done within 

three business days. If it is to be mailed to additional owners at other addresses, then a $2 

fee applies for each additional mailing.

Note that the mechanic’s lien is always filed against the property owner, even if the 

“mechanic” was hired by a contractor who was paid by the owner but did not pay the 

“mechanic.”
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