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RECORDING REQUIREMENTS CHECKLIST
BE SURE YOUR DOCUMENT MEETS THE FOLLOWING RECORDING REQUIREMENTS:

v The document must be original (not a copy) with original signatures.
v A notary’s signature or attorney’s authentication is needed.
v Your document format must conform to Wisconsin Standard Document format with the following requirements:

* A 3x3inch blank space in the upper right-hand corner

* A minimum 1/2 inch margin at the top of each page

* A minimum 1/4 inch margin on the sides and bottom of each page
* A document title within 3 inches from the top of the first page

* Use standard letter or legal-sized white paper (no hinged pages)

* All ink must be black except original signatures can be black or blue ink.

v White out is not acceptable. You may cross out neatly and initial your correction.

v A return name and address must be on the document either under the recording area on the right or on
the left within the top 3 inches of the first page.

~ The document must be legible and reproducible. Everything must be clear, large and dense enough to be
clear copies when scanned and reproduced.

+ Full name of person drafting document is required.

~ Documents pertaining to real estate require a complete legal description. No abbreviations!

* Must include the forties (ie. NW % of the SE %)
* Must include the Section, Township, Range (ie. Section 11, Township 25 North, Range 13 West)
* Must include the “Township”, Pepin County, Wisconsin (ie. Town of Durand, Pepin County, Wisconsin)

* Legal descriptions cannot begin with “commencing”

v Parcel identification number. The number on the document must be the same number as on the Real Estate Transfer
Return. (The Format should be: ### - #itHiHt - H#H)

v A completed Wisconsin Real Estate Transfer Receipt is required for conveyances.

v Include the recording fee of $30.00 per document plus any transfer fee(s) (as applicable).

v When referencing documents recorded prior to October, 2018, you must include a Volume, Page and Document
Number. Documents recorded after October, 2018, were only recorded with a Document Number. (CSM’s need
a full reference with a Volume/Page/Document Number).

v Multiple mortgages, assighments or satisfactions cannot be placed on the same instrument.



https://www.revenue.wi.gov/Pages/RETr/Home.aspx

