Guidelines for Instrument Recording

THE FOLLOWING CRITERIA MUST BE MET BY ANY INSTRUMENTS TO BE RECORDED IN THE DEED AND
MORTGAGE RECORDS OF THE SEBASTIAN COUNTY RECORDER’S OFFICE.

FORT SMITH/GREENWOOD DISTRICTS: INSTRUMENTS AFFECTING TITLE TO LANDS LYING WITHIN THE
BOUNDARIES OF THE CITY OF FORT SMITH SHOULD BE RECORDED IN THE FORT SMITH DISTRICT. ALL
OTHER SEBASTIAN COUNTY PROPERTIES SHOULD BE RECORDED IN THE GREENWOOD DISTRICT. THE
MAILING ADDRESS FOR THE FORT SMITH DISTRICT IS: P.O. BOX 1089, FORT SMITH, AR 72902, (479) 782-
5065. THE MAILING ADDRESS FOR THE GREENWOOD DISTRICT IS: P.O. BOX 428, GREENWOOD, AR
72936, (479) 996-4195.

DOCUMENTS MUST BE ORIGINALS. WE WILL NOT FILE COPIES.

ACKNOWLEDGMENT: THE DOCUMENT MUST HAVE AN ACKNOWLEDGMENT BY A NOTARY PUBLIC.

PREPARER OF DEED: IT MUST BE STATED ON THE FACE OF THE DEED “THE INSTRUMENT PREPARED BY”
WITH THE NAME AND ADDRESS OF THE PREPARER.

REVENUE STAMPS: DEEDS MUST HAVE THE CERTIFICATION SIGNED BY THE GRANTEE OR AGENT THAT
THE CORRECT AMOUNT OF REVENUE STAMPS ARE AFFIXED TO THE FACE OF THE DOCUMENT OR THAT
NONE ARE REQUIRED. IF A MONETARY EXCHANGE WAS INVOLVED, THE REVENUE STAMPS MUST BE
PURCHASED FROM THE ARKANSAS DEPARTMENT OF FINANCE AND ADMINISTRATION AND AFFIXED TO
THE FACE OF THE DEED.

MARGINS: A TWO & ONE/HALF (21/2”) INCH MARGIN AT THE TOP OF THE FACE OF THE FIRST PAGE OF
THE DOCUMENT IS REQUIRED. THE CERTIFICATE OF RECORDING LABEL SHOWS THE TIME AND DATE OF
RECORDING AND DOCUMENT NUMBER, INCLUDING A BARCODE, WITH THE LABEL BEING 1”X5”. THIS
LABEL (CERTIFICATE) MUST BE PLACED ON THE FIRST PAGE OF THE DOCUMENT TO ENABLE SCANNING
AN IMAGE OF THE DOCUMENT INTO THE COMPUTER SYSTEM. NO INSTRUMENTS OR ATTACHMENTS
THERETO LARGER THAN 81/2”X11” CAN BE RECORDED IN THE DEED RECORDS.

THE FEE FOR RECORDING IS $15.00 FOR THE FIRST PAGE PLUS $5.00 PER PAGE FOR ANY ADDITIONAL
PAGES. ANY CONTEXT PRINTED ON THE REVERSE IS CONSIDERED ANOTHER PAGE.

DOCUMENT NUMBER VS BOOK AND PAGE: AS OF SEPTEMBER 1, 1999, THE “BOOK AND PAGE”
NUMBER WAS REPLACED BY A “DOCUMENT IDENTIFIER” NUMBER. THE DOCUMENT IDENTIFIER
NUMBER IS PRINTED ON THE BARCODE LABEL. ANY OTHER PAGE NUMBERS STAMPED ON THE
DOCUMENT ARE FOR INTERNAL USE ONLY AND SHOULD NOT BE USED TO REFERENCE THE DOCUMENT.




PLATS, SURVEYS, SITE PLANS AND OVERSIZED DOCUMENTS: PLATS AND SURVEYS SHOULD BE FILED
SEPARATELY FROM INSTRUMENTS AFFECTING TITLE TO REAL ESTATE AND SIMPLY REFERENCED IN THE
LATTER DOCUMENTS AS TO THE RECORDING OF SUCH PLAT OR SURVEY. ANY DOCUMENTS LARGER
THAN 81/2”X14” CANNOT BE RECORDED IN THE DEED AND MORTGAGE RECORDS. ANY ATTACHMENTS
TO THOSE INSTRUMENTS MUST NOT EXCEED 81/2”X14” AND MUST BE REDUCED TO THAT SIZE.




