Office of Montgomery County Clerk and Recorder
Historic Courthouse, P.O. Box 595,
Hillsboro, Illinois 62049
(217) 532-9535 or (217) 532-9534 Fax (217) 532-9581
Sandy Leitheiser, County Clerk and Recorder
www.montgomerycountyil.gov

Dear Montgomery County Recording Department Customer:

We would like to provide you the following checklist of Montgomery County document recording
requirements. To avoid delays, please reference this checklist before submitting documents to be
recorded with us.

Deeds
1. Documents must be original (electronic signatures are not excepted) or a certified copy
2. Legal Description
3. Property(s) parcel number in area near legal description
4. Property(s) physical address (if farmland, use nearest cross street and city)
5. Notary stamp/signature
6. MUST USE Montgomery County Plat Act Affidavit (number circled/notarized)
(form can be found on our website)
7. “Mail Tax Bill To:” name/address
8. “Prepared By:” name/address
9. Completed PTAX Form or Exempt Stamp
0. Document must have a font size of at least 12 font
1. Document’s first page must have a 3 in. X 5 in. space at the top right hand
corner for recording information
12. Payment (for current list of fees visit our website listed above)
13. Enclose a self-addressed, stamped envelope for return of your document
**White out is not accepted on any document**

All other documents containing a legal description

1. Documents must be original (electronic signatures are not excepted) or a certified copy

2. Property(s) parcel number

3. Property(s) physical address (if farmland use nearest cross street and city)

4. Notary stamp/signature

5. Document’s first page must have a 3 in. X 5 in. space at the top right hand
corner for recording information

6. Document must have a font size of at least 12 font

7. Payment (for current list of fees visit our website listed above)

8. Enclose a self-addressed, stamped envelope for return of your document

**White out is not accepted on any document**

We hope this information is helpful and if you have any questions, please contact us at (217) 532-
9535 or (217) 532-9534. Thank you for your support of our office!

Sincerely,
Sandy Leitheiser Kowrtney Jenking
Montgomery Co. Clerk/Recorder Montgomery Co. Recording Dept. Head

Revised July 2023


http://www.montgomeryco.com/

THIS IS A LEGAL DOCUMENT - DIRECT ANY QUESTIONS TO PRIVATE LEGAL COUNSEL Rev. 04/10

PLAT ACT — AFFIDAVIT
TO BE FILED WITH ANY TRANSFERS OF LAND DOCUMENTS RECORDED WITH THE COUNTY
CLERK/RECORDER OF MONTGOMERY COUNTY
765 ILCS 205/1 States in part:
“IWHENEVER the owner of land subdivides it into two or more parts, any of which is less than five acres, he must have it surveyed and a Subdivision plat

thereof made by an [llinois Registered Land Surveyor.”  Therefore, before a transfer document is accepted for recording in Montgomery County, IL, this
affidavit must be signed and presented with the transfer document.
State of lllinois ) SS.

County of Montgomery )

Affiant is (agent for) (an officer of) (one of) the grantor(s) in a (deed) (lease) (contract) transferring interest in the real estate described in the
accompanying document,” Affiant further states this transfer is exempt and not in violation of the Illinois Plat Act, 765 ILCS 205/1, for one of the
following reasons: (Except as provided in sub-section (c) of this Section, the provisions of this Act do not apply and no subdivision plat is required in any
of the following instances):

(CIRCLE NUMBER BELOW WHICH IS APPLICABLE TO ATTACHED DOCUMENT)

1. NOT A DIVISION OF LAND (parcel already has an existing county real estate tax identification number and no change of parcel boundary
lines)

(If 1. is circled above, the Recorder will proceed with recording the Transfer Document and no further questions apply. AFFIANT should please sign

below with signature notarized.)

2. A DIVISION OF LAND (requiring a change of parcel boundary lines) meeting one of these exceptions- WRITTEN APPROVAL BY
COUNTY PLAT ACT OFFICER IS REQUIRED BELOW ALONG WITH APPLICABLE FEE PRIOR TO RECORDING:
(If 2. is circled, also circle the category (a. through i.) of exception that is applicable.)

a. The division or subdivision of land into parcel or tracts of five acres or more in size which does not involve any new streets or easements of
access; :

b. The division of lots or blocks of less than one acre in any recorded subdivision, which does not invo'lve any new streets or easements of access;

C. The sale or exchange of parcels of land between owners of adjoining and/or contiguous land;

d. The conveyance of parcel of land or interests therein for use as a right of way for railroads or other public utility facilities and other pipelines

which does not involve any new streets or easements of access;
e. The conveyance of land owned by a railroad or other public utility which does not involve any new streets or easements of access;

f. The conveyance of land for highway or other public purposes or grants or conveyances relating to the dedication of land for public use or
instruments to the vacation of land impressed with a public use;

g. Conveyances made to correct descriptions in prior conveyances;

h. The sale or exchange of parcels or tracts of land following the division into no more than two parts of a particular parcel or tract of land existing
on July 17, 1959 and not involving any new streets or easements of access;

i The sale of a single lot of less than five acres from a larger tract when a survey is made by an Illinois Registered Land Surveyor; provided, that
this exemption shall not apply to the sale of any subsequent lots from the same larger tract of land, as determined by the dimensions and
configuration of the larger tract on October 1, 1973, and provided also that this exemption does not invalidate any local requirements applicable
to the subdivision of land.

(CIRCLE NUMBER AND/OR LETTER ABOVE WHICH IS APPLICABLE TO ATTACHED TRANSFER DOCUMENT
BEFORE RECORDING THE TRANSFER DOCUMENT IN MONTGOMERY COUNTY, IL.)

Affiant further states that to the best of his or her knowledge that the statements contained herein are true and correct and that _he makes this

affidavit for the purpose of indicating to THE RECORDER OF DEEDS OF MONTGOMERY COUNTY, ILLINZIS, that the conveyance by the

attached transfer document is within, and in compliance with, the provisions of the Illinois Plat Act, and is acceptable for recording.

Affiant Signature

Subscribed and Sworn to before me this day of , 20

Notary Public
Subject to any County and City zoning ordinances. Check the following if it applies:
Plat Act Approval is not required because parcel is located wholly within municipal limits of s
which does not require Plat Act compliance.

Affiant Signature
If Division, Document reviewed and approved by PLAT ACT OFFICER/Date approved

NEW PARCEL NUMBER(S) FOR DIVISION(S):

FOR PLAT ACT OFFICER REVIEW/APPROVAL FEE of $25.00, PLEASE MAKE CHECKS PAYABLZ TO MONTGOMERY CO. GIS
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