Steps to Vetting the Packet of Documents Received for Recording

· Stamp the date and time of receipt of documents for record.
· Is the money correct?  If not, do the items in the packet match what is listed on the cover sheet?  If a Discharge for more than one document, then there should be a per page fee for each document affected.
· Enter it in your Daybook Register.
· Is the image quality good, and font size is readable?
· Documents are signed and dated by the principles and the notaries? (If not, reach out as courtesy)
· Are Schedule A or Exhibits included where noted?
· Are you in possession of any referenced survey dated July 1, 1988, or after? (27 V.S.A. 341)
· Deeds and judgement orders include a Vermont Property Transfer Tax Return? (PTTR) (cover SS#s) Person processing the mail can place the Grand List information on the PTTR, then the person recording can review it (creates a checks & balance).
· Stamped date and time changes if the packet is incomplete.
· Postage paid envelopes are NOT	 required per 24 V.S.A. § 1154 (a)
· Certain Rejection: lack of payment, PTTR not included, Referenced Survey not included
· If the packet needs to be returned – check to see if there were rejecting instructions enclosed with the packet, have a rejection letter/notice to send back with the packet, keep copy of rejection and cover letter to have as a reference.
· The seller prepares the deed paperwork and passes it to the buyer.  The buyer’s counsel is usually the one to share the packet on to the Town Clerk and will be the party to return the original documents to after recording.
· All goes well – record the document and return it to the referenced individual 
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