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SECTION I.   TAX MAP OFFICE PROCEDURES 

 

A. All instruments of conveyance shall be Pre Approved by the Tax Map Office 
using the “AUGLAIZE COUNTY DESCRIPTION PRE-APPROVAL FORM”, 
before the date of submission for recording. [See Attachments] 
 

1) This form can be found and downloaded by visiting the Auglaize 
County GIS website at https://gis.auglaizcounty.org  

 
B. All Documents must be completely filled out when submitted. 

 
1) When necessary, Plats must accompany appropriate documents. 

 
C. The following documents require Tax Map Office approval prior to being 

recorded: 
 

1) Deeds - including Warranty, Quit Claim, Fiduciary, Survivorship, 
Sheriff’s, Judgement, Certificates of Transfer of Real Estate and 
Affidavits of Transfer of Real Estate. 

2) Corrective Deeds - explanation of corrective actions shall be clearly 
stated. 

3) Lot Splits 
4) Subdivision Plats 
5) Description for Land Contracts 
6) Condominium Plats - dedicator’s plat, legal description. 
7) Vacation Plats of Streets and Alleys. 
8) Dedication Plats 
 

D. The Tax Map Office approval shall be obtained before these documents are 
submitted to the Auglaize County Auditor and the Auglaize County 
Recorder. 
 

E. No document shall be approved if the legal description is not legible. This 
includes, but not limited to, smearing, poor copies, reduced fonts, legal 
written in all capital letters, those not following the surveyor’s original 
formatting (E.g. paragraph format not followed) or poor penmanship. 

 
 
 
 

https://gis.auglaizcounty.org/
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F. Instruments of conveyance shall provide a space of 2 x 2 

inches to permit placement of an “Approval” stamp on a 
page containing the legal description. 

 
 
 

G. A surveyor’s plat must be on file with the Tax Map Office for any instrument 
which contains a legal description based on a new survey. Plat must be full-
scale, clean, legible, and complete as obtained from the surveyor. 
 

H. The following documents DO NOT require Tax Map Office approval: 
 

1) Annexation Plats 
2) Easements 
3) Descriptions for Mortgages and Leases 
4) Mortgage Location Surveys 

 
SECTION II. EXISTING DESCRIPTIONS 
 

“Existing Description” is defined as the legal description which appears on the most 
recent proceeding instrument of conveyance (deed form) on record in the office of 
the Auglaize County Recorder (mortgages, mineral deeds, land contracts, and 
lease descriptions are excluded). 

 
A. If an existing description is ambiguous or deficient, one (1) transfer will be 

allowed and the document will be stamped “New Survey Required Next 
Transfer”. An accurate survey with 
metes and bounds description shall 
be required before any additional 
conveyances can occur. However, if 
an existing description is so poorly 
written or deficient that it cannot be 
adequately located and identified for tax purposes, a survey may be 
required without being allowed the one (1) transfer previously mentioned. 

B. Any parcel previously stamped “New Survey Required Next Transfer” will 
not be allowed additional conveyances without a new survey unless the 
conveyance is the result of the death of a current  owner under a Transfer 
on Death that was officially recorded. 
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C. Descriptions shall not be “reformatted”. In general, existing descriptions 
must be described as witnessed by the previous instrument of record. It is 
sometimes necessary to go back further in the chain of title to find an 
acceptable description before it was reformatted. The correction of 
typographical errors, omissions, or other obvious mistakes will be permitted 
to make the description more accurate. Any correction which significantly 
changes the parcel or its location must reference the previously recorded 
deed in which it was found. 

D. An existing description shall be changed to reflect the revised situate 
(village or township, etc.) when it has been incorporated into a municipality 
or other political subdivision by means of annexation since the previous 
conveyance. 

E. In addition to items listed under sections B and C, descriptions to convey 
condominium units shall refer to the document and plat by which the 
condominium was created. When new phases are added by amendments 
to the original condominium, deed references and plat references to said 
amendments shall be incorporated as part of the description to convey all 
new and existing units. 
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SECTION III.  ALL DESCRIPTIONS 
 

A. All descriptions for conveyance of real estate shall be checked by the Tax 
Map Office to identify and verify the parcels to be conveyed. 
 

B. A previously recorded document shall not be used as a new instrument of 
conveyance.  Likewise, a previously recorded document shall not be 
attached as an exhibit in order to create a new instrument of conveyance. 

 
C. Instruments of conveyance shall state grantor, grantee, political location, 

geographical location, book volume and page reference for most recent 
deed by which the grantor took title (denoted as DV or OR), adequate legal 
description of the property, parcel number, plat reference for any parcel 
and/or exception with a recorded survey (identified as either Plat Volume or 
Plat Book), and surveyor’s name and registration number (for parcels with 
new surveys). 
 

D. Description for a lot designated by number in a platted and recorded 
subdivision or town layout shall state the geographic and political location, 
correct lot number, complete name of the subdivision, and plat volume and 
page (identified as either Plat Volume or Plat Book). 

 
E. When an area to be conveyed originated by means of a vacation of any 

road or alley, a specific description by metes and bounds shall be used. 
Existing vacations without metes and bounds are to make reference to the 
record of said vacation proceedings. 

 
F. Vague or inaccurate descriptions will require a new survey next transfer in 

order to transfer. Terms such as “in a northerly direction”, “from thence to 
the place of beginning”, “with the meandering of the stream”, given number 
of acres off an end or any side, etc. that are not a definite or adequate 
description will not be accepted. Parcels must have an acceptable tie to a 
section, quarter-section, or military lot corner. 

G. Town lots or outlots shall be surveyed in cases where the original layout 
has insufficient information with regard to location, size, area, etc... 

H. Any area being conveyed shall have an accurate description, including all 
residual parcels with exceptions to title. If an exception description proves 
to be inadequate, a survey will be required to convey the residual parent 
parcel. 
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I. When a parcel is in more than one section and/or lot, the acreage total and 

an acreage breakdown per section and/or lot shall be noted at the end of 
the legal description. 

 
J. Separate parcels and written descriptions are required when a property 

crosses from one taxing district into another. 
 
K. When a single document contains multiple parcels to be conveyed, the 

grantor(s) shall be identical and the grantee(s) shall be identical for all 
described parcels. 

L. All corrective documents shall explain the corrective action being taken and 
cite the recording information of the document being corrected. This 
explanation shall appear on the face of the document. 

 
M. Parcel numbers shall be included on the instrument of conveyance following 

each parcel described.   
 

a. Parcel numbers consist of 11 digits that contain a letter to represent 
the township (jurisdiction) as the first digit.  The second and third digit 
represent the school district, the fourth, fifth and sixth digit represents 
the section number in unincorporated areas, the seven, eight and 
ninth digits are arbitrary and the final two determining the parcel’s 
split offs.  

b. Current parcel numbers must be identified for existing parcels.  In the 
case of splits, identify the parcel number the split is coming out of for 
example...out of Parcel M3920000500.  In the case of a merge or 
resurvey, identify all parcel numbers involved and if all or part of the 
parent parcel is involved for example…out of Parcel 
M39200005000 and all of Parcel M3920000500. 

 
N. In the case of multiple parcels on one deed, each parcel shall be identified 

as Tract 1 or Parcel 1, etc. The tract or parcel heading, as well as the 
headings for exceptions, shall be in bold type and/or underlined to make 
them prominent in the description. 

 
1) For example: 

Tract 1: and Excepting from Tract 1 the following: 
 



    
 

9 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

O. When a new legal description is put on record for the first time, the 
document of conveyance shall have attached as an exhibit a copy of the 
original signed and sealed metes and bounds description provided by the 
surveyor. The legal description shall not be retyped. These metes and 
bounds descriptions shall conform to the standard guidelines employed by 
the county recorder. The Minimum Standards for Boundary Surveys in 
O.R.C. 315.251 and Standards for Boundary Surveys in O.A.C. Chapter 
4733-37 of the Ohio Administrative Code. 

P. Mineral deeds are subject to these standards. A metes and bounds 
description that is adequate to locate the perimeter of the surface under 
which the minerals are located shall be included on the document. The 
conveyance shall be required to meet the same sufficiency of description 
and survey requirements as surface land. Mineral deeds shall reference the 
auditor’s permanent parcel numbers for the corresponding surface parcels 
described. 
 

Q. Division of any parcel of land shall require a new survey, a plat, and a written 
metes and bounds description on a document of conveyance. 

 
R. The conveyance of a portion of a lot in a town layout shall be by metes and 

bounds description and include a reference to a verified fixed monument 
when possible. 

 
S. The portion of any alley or street to be vacated shall be described by 

metes and bounds and shall be shown on a plat. In cases where the 
portion vacated is bounded by more than one property owner, separate 
descriptions are required to reflect the areas reverting to the appropriate 
adjacent property owners. 

 
T. All conveyances must meet requirements under the Auglaize County 

Subdivision Regulations. 
 

U. When the owner of a parcel has obtained a new boundary survey of the 
property, the legal description of said survey shall be placed on record by 
recordation of a deed and plat prior to approval of any further splits 
therefrom. 

 
V. No document shall be approved that creates a landlocked parcel, which is 

any tract of land that has no public road frontage. Transfers of previous 
landlocked parcels will require a Perpetual Ingress/Egress Easement for 
any future transfers. 
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W. All divisions of an existing parcel of land governed by Chapter 711 of the 
ORC shall be approved, stamped and signed on the original survey by 
either Auglaize County Regional Planning; for plats not within a 
Municipality, of St. Marys City, Wapakoneta City, Minster Village, New 
Bremen Village, New Knoxville Village, Waynesfield Village, or Buckland 
Village authority. 
 

X. When a survey plat indicates that a parcel is intended “to go to adjoiner”, 
or similar language is used, said surveyed parcel shall be deeded to the 
exact name as is currently on record for the parcel to which it adjoins. This 
statement, “to go to adjoiner”, shall be considered a restriction as per the 
survey plat and will be enforced on all subsequent conveyances of said 
parcel until a new plat removes the restriction. 

 
Y.  Conveyances that meet the acceptable standards under ORC, such as 

Certificates, Affidavits, and Court 
Orders, will be reviewed by the Tax 
Map Office, if these descriptions 
are found to be insufficient in 
accuracy or detail these legal 
descriptions will be stamped “ Survey Recommended Before Next 
Transfer”, with the following conveyance to receive the “New Survey 
Required Next Transfer” stamp.  
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SECTION IV.  EXCEPTIONS 
 

“Exception” is defined as any tract of land excluded from the description of the 
parent tract. 

 
A. Exception descriptions shall be placed immediately following the parcel 

from which they are excepted. If the exception is out of more than one 
parent tract the exception description shall follow the last described parent 
tract and the tract numbers shall be identified in the exception statement. 

1) For example: 
Excepting from Tracts 1 and 2 the following: 

 

B. If an exception comes out of more than one parcel, all parent parcels shall 
be described. If this is not possible due to transfers or new surveys of one 
or more of the parent parcels, the residual parcel will require a new survey 
in order to transfer. 

C. An exception description shall be recited verbatim as it appeared on the 
original deed by which it was first conveyed, state the total area excepted 
out, and include the volume and page of any recorded plat (identified as 
Plat Volume or Plat Book). 

D. Exceptions shall be accurate and easily located on the Tax Map with all 
boundaries clearly defined. If an exception description is deemed 
inaccurate, the parent parcel shall be resurveyed in order to transfer. 

E. A new parcel cannot be created by means of an exception or reservation. 

F. Each parent parcel shall have no more than four (4) exception descriptions. 
More than four (4) exception descriptions will require a new survey of the 
remaining acreage when the balance of said parent parcel is conveyed. A 
Parent Parcel is any tract of land with a metes and bounds survey over 5 
acres or an original government survey description ex: The Southeast 
Quarter of the Northwest Quarter of Section number Twenty-nine (29), 
Township Five (5), Range Four (4) East, containing Forty (40) acres. 
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SECTION V.  COURT DEEDS 

 
A. Court ordered conveyances resulting from Federal Court, Bankruptcy 

Court, Probate Court, Court of Common Pleas, Sheriff’s deeds, deeds upon 
foreclosure, partition (divorce or dissolution), and by a trustee in bankruptcy 
shall be accepted even when the description was previously stamped “New 
Survey Required Next Transfer”. It shall be clearly stated on the face of the 
document that it is a court ordered conveyance and cite a reference to 
where said order can be found. 

 
B. When the legal description does not meet these Standards for Conveyance, 

said description will be allowed to transfer one (1) time only on the court 
deed. Any subsequent transfer shall require a new survey, plat, and legal 
description. 
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SECTION VI.  LAND INSTALLMENT CONTRACTS  
 
 
A. The Tax Map Office shall review and stamp descriptions on all land 

contracts prior to submittal to the Auditor’s Office and Recorder’s Office for 
recording. 

 
B. Legal descriptions which appear on any land installment contract shall be 

for existing parcels of record which will be reviewed for compliance with 
these minimum conveyance standards. 

 
C. Land installment contracts shall contain a legal description of the property 

conveyed and be by metes and bounds or lot numbers of a recorded plat 
and include a description of any portion of the property subject to an 
easement or reservation, if any. 

 
D. Recording of the land contract does not waive the requirements of any 

governing authorities which may be in effect at the time of transfer. 
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SECTION VII.  NEW SURVEY PLATS 
 
A. All survey plats shall be filed with the Tax Map Office.  Additionally, the 

surveyor shall submit a metes and bounds description for each parcel on 
said plat. 
 

B. The Tax Map Office shall determine the sufficiency of all survey plats and 
descriptions submitted for transfer and recording. 

 
C. A surveyor shall prepare a scale drawing for new metes and bounds 

descriptions created by survey. 
 

D. Plats shall be drawn on 8 ½” x 14” up to a maximum size of 24” x 36”.  Space 
shall be provided on all plats to accommodate approval and recording 
stamps.   

 
E. As specified by the Auglaize County Recorder’s Office, Subdivision, 

Condominium, Vacation, Annexation and Dedication Plats shall be drawn 
and submitted on 18” x 24” paper in a medium that does not rub or flake off. 

 
F. Newly created Survey plats shall meet and include the requirements listed 

on the Auglaize County Tax Map Survey Plat and Legal Description Review 
Checklist as follows: 

 
a) A title such that the general location of the subject survey can be 

readily identified and page number if more than one page. 
b) The quarter-section, section number, township and range number, 

Virginia military survey # and political subdivision in which the parcel 
is located 

c) A north arrow and scale of the plat 
d) A clear statement as to the basis of the bearings (GPS shall be used 

if available through the County Engineer) 
e) A beginning point referenced to a known monumented point such as 

a section corner, quarter-section corner, sixteenth section corner, or 
a lot corner of a recorded subdivision. 

f) Existing and proposed property lines described by bearings (DMS) 
and distances to the nearest 1/100th foot. 

g) All monumentation either found or set, together with a legend of the 
symbols used to identify the type, size and material of each 
monument, iron pins to be set at, or referenced to, the corners and 
the intersection of all property lines with existing road right of way 
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lines. 
h) Adjoining landowner’s names, deed volumes and page numbers 
i) Names and references to all roads, rivers, streams, railroads, or 

easements that cross or occupy the subject parcel 
j) The acreage of existing road right of way that occupies the subject 

parcel 
k) Whenever a new metes and bounds description encompasses two 

existing parcels, two sections or two taxing districts, a breakdown of 
the total area must be shown 

l) The professional surveyor’s printed name, address and registration 
number 

m) A surveyor’s clause stating that the plat represents an actual survey 
and the date it was performed 

n) The original ink signature of the professional surveyor and the date 
singed 

o) The surveyors seal with his or her name and registration number 
p) References to other pertinent documents used to prepare the plat 
q) The name and registration number of the professional surveyor and 

any other referenced survey 
r) The listing of state plane coordinates is optional but may be 

requirement of future standards as part of a county-wide network. 
s) Signatures if required: Health Department, Township Zoning & 

Regional Planning 
t) Show FEMA Flood Hazard Zones, statement property is or is not in 

FEMA Flood Hazard Zone, specify FEMA panel Map and date. 
 

G. When a new survey is found to have significant differences from the 
document of record or from surrounding parcels, the surveyor shall place a 
note of explanation on the survey plat citing the differences and data used 
to support the new survey.  
 

H. When a surveyed parcel is taken from more than one section, lot, or parent 
tract, these existing divisions shall be shown on the plat in linework 
distinctively different from the survey boundary lines. 

 
I. Separate parcels and written descriptions are required when a survey 

crosses from one taxing district into another. 
 

J. Surveys of town lots can include multiple lots as long as the original lot 
numbers and boundaries are well defined on the plat.  If these combined 
lots are later separated, a new survey of each lot must be provided. 
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K. Any easement that effects or provides access to the land being surveyed, 

or the residual land, shall be shown on the plat.  A description of said 
easement shall be included in the legal description. 

 
L. If an unrecorded survey plat is more than one (1) year past the date of 

survey, the plat must be updated with current information before it can be 
used to convey property. 

 
M. New surveys shall have no exceptions thereto when being placed on record 

the first time 
 
N. Formal subdivision plats shall be subject to these standards and the 

Auglaize County Planning Commission’s “Subdivision Regulations”. 

 
O. A “Plat to Vacate Subdivision” shall be created when any part of a lot, a 

complete lot, or all of the lots in a subdivision are removed from said 
subdivision. The vacation plat shall be signed by owners of all lots in the 
original subdivision and any subsequent additions or re-plats thereof. Since 
vacated lots no longer exist, a new plat and metes and bounds description 
shall be put on record for the resulting parcels immediately following the 
vacation process. 

 
Additionally, all new survey plats, and metes and bounds descriptions shall satisfy 
requirements as set forth in the most current version of The Minimum Standards 
for Boundary Surveys in O.R.C. 315.251 of the Ohio Revised Code and 
Standards for Boundary Surveys in O.A.C. Chapter 4733-37 of the Ohio 
Administrative Code. 
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SECTION VIII.  NEW SURVEY DESCRIPTIONS 

 
A. All new metes and bounds descriptions shall incorporate the following: 

 
1. LEGAL DESCRIPTION: Legal descriptions shall be based upon a 

boundary survey and shall be submitted on 8 ½” x 14” paper survey 
sheets and shall contain the following: 
 

a) The parcel number (for lot splits, use “being a part of” and 
list the original parcel number). 

b) The quarter-section, section number, township and range 
numbers, and political subdivision in which the parcel is 
located. 

c) A beginning point referenced to a known monumented point 
such as a section corner, quarter-section corner, sixteenth 
section corner, or a lot corner of a recorded subdivision. 

d) A metes and bound description of the parcel (unless a 
subdivision lot) which shall have an error of closure ratio of 
not less than 1 to 10,000. 

e) Distances listed to the nearest hundredth foot. 
f) Bearing listed in degrees, minutes and seconds bases upon 

GPS documentation, if available, at the time of the survey, by 
the County Engineer. 

g) Calls to and description of all monuments set or found. 
h) The acreage of the parcel described, to the nearest 

thousandth of an acre, for each quarter section in which the 
parcel is located. 

i) A statement that the description is subject to all legal 
highways and easements of record at the time of recording of 
the instrument. 

j) The deed volume and page number of prior deed reference. 
k) A reference to the basis of bearings used (GPS, if available). 
l) The name and registration number of the professional 

surveyor that prepared the description. 
m) A lot in a recorded subdivision shall have listed the lot number, 

subdivision name, plat book and page number in the 
description. 

n) “Save and except” clauses are not acceptable for new 
descriptions. 
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o) EASEMENT - Any easement that affects or provides access 
to the land being surveyed shall be included in the legal 
description. 
 

B. All new metes and bounds descriptions shall close within a mathematical 
tolerance; in closure of the property boundary does not exceed 0.02 feet in 
latitudes and 0.02 feet in departure. Directional error thus shall not exceed 
one-ten thousandths of a radian or twenty-one seconds of arc. When the 
reported distance is less than two hundred feet, the linear error shall not 
exceed 0.02 feet. 
 

C. See ALL DESCRIPTIONS:  A copy of the original signed and sealed 
surveyor’s description shall be attached as an exhibit on the document of 
conveyance.  The metes and bounds description shall conform to the 
standard guidelines employed by the county recorder. 

 
Additionally, all new survey plats, and metes and bounds descriptions shall satisfy 
requirements as set forth in the most current version of The Minimum Standards 
for Boundary Surveys in O.R.C. 315.251 of the Ohio Revised Code and 
Standards for Boundary Surveys in O.A.C. Chapter 4733-37 of the Ohio 
Administrative Code. 
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SECTION IX.  CONDOMINIUMS 

 
A. Condominiums will generally be viewed as subdivisions. 

 
B. A surveyor shall create a plat showing the land to be held in the 

condominium name and include a legal description of the same to be used 
in the document creating said condominium. 
 

C. Drawings shall be included for recording that show the square feet of units, 
unit location, common area, and limited common area of the condominium. 

 
D. In addition to items listed under sections B and C, descriptions to convey 

condominium units shall refer to the document and plat by which the 
condominium was created. When new phases are added by amendments 
to the original condominium, deed references and plat references to said 
amendments shall be incorporated as part of the description to convey all 
new and existing unit. 
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SECTION X. AUGLAIZE COUNTY AUDITOR’S OFFICE 

 

The following documents/transfers require the Auditor’s Office approval: 

All documents for conveyance of real estate Formal Subdivision plats and 
Condominium plans 

Documents and plats for dedication and vacation 

Life Estates 

Land Contracts Mineral Deeds 

Easements/Rights-of-way for ingress and egress Transfer of Manufactured 
Homes and Mobile Homes 

 

SECTION XI.  AUDITOR’S OFFICE PROCEDURE 

A. The Auditor’s Office will make every effort to check documents for sufficiency 
and complete the process “on demand”. However, it should be understood that 
this is not always practical and more time may be necessary for complicated 
transactions. 
 

B. The document of conveyance must have the original signature of the grantor 
or affiant. For a court order, a copy may be used so long as the copy bears the 
signature of the judge and shows on its face that it has been filed with Clerk of 
Courts or is a certified copy from the Clerk of Courts. 

 
C. All documents shall provide a space of sufficient size to permit placement of 

the appropriate Auditor’s Office stamp. 
 
D. Prior to processing, the Auditor’s Office will verify the existence of Tax Map 

Office approval stamp. Said documents will only be processed if properly and 
completely stamped. 

 
E. The Auditor’s Office will not transfer a Manufactured Home or Mobile Home 

without the Auglaize County Treasurer’s stamp showing the taxes have been 
paid on said home. 
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SECTION XII.  FORMS 

All forms cited below are available at the Auglaize County Auditor’s Office. 
 

A. All instruments of real estate conveyance shall be accompanied by one or 
more of the following properly completed forms as they apply: 
 

1. DTE 100 Conveyance Fee Statement of Value and Receipt – This 
form is used when the conveyance includes a sale of the property for 
a dollar amount. The form must be completely, accurately, and 
legibly filled out and submitted to the Auditor’s Office along with the 
legal document and any other required documentation (for example 
– an affidavit or a signed closing statement). 

2. DTE 100 EX Statement of Reason for Exemption from Real 
Property Conveyance Fee – This form is used when the transaction 
is exempt from conveyance fees. This form must be completely, 
accurately, and legibly filled out and submitted to the Auditor’s Office 
along with the legal document.  
 
**Please note, an affidavit or other documentation may be required for 
any exemption reason. Said affidavit must be signed by a person who 
knows the facts of the transaction and that signature must be notarized. 
 

3. CAUV (Current Agricultural Use Value) – If the grantor (seller) was 
qualified for CAUV for the preceding or current tax year, mark “YES” 
and complete DTE Form 102. If the grantor was not eligible, mark 
“NO”. 

4. Homestead Exemption – If the grantor (seller) was qualified for the 
Homestead reduction for the preceding or current tax year, mark 
“YES” and complete DTE Form 101. If the grantor was not eligible, 
mark “NO”. 
 

B. All transfers of Manufactured Homes and Mobile Homes must comply with 
ORC Section 4503.06. Said transfer shall be accompanied by a properly 
completed form as applies: 
 

1. DTE 100M Manufactured or Mobile Home Conveyance Fee 
Statement of Value and Receipt 

2. DTE 100M EX Statement of Reason for Exemption from 
Manufactured and Mobile Home Conveyance Fee 
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SECTION XIII.  MINERAL DEEDS 

A. Any conveyance of minerals or mineral rights is subject to these standards. 
 

B. Any severance of Mineral Rights, whether by conveyance or reservation, is 
an absolute conveyance and will cause the Auditor’s Office to create a 
separate tax parcel for the Mineral Rights. 
 

C. A reference by volume and page to the document of record by which the 
transferor acquired title to the minerals shall be included on the new 
conveyance document. A copy of the source document must accompany 
the new instrument. (This copy is for informational purposes only and will 
not be recorded.) 
 

D. The same forms apply to the conveyance of Mineral Rights as apply to the 
conveyance of real estate. 
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SECTION XIV. TRUSTS 

A. Before any real property that is in the name of a Trustee of a Disclosed Trust can 
be transferred or conveyed from the trustee, the trustee shall record an Affidavit 
Relating to Title (containing a legal description of the land involved) pursuant to 
ORC 5301.252 or a Memorandum of Trust pursuant to ORC 5301.255. 

(These affidavits relating to title and memorandums of trust do not convey the real property 
but are used to identify the grantor, trustees, and successor trustees as well as the basic 
details of the trust.) 

B. When an Affidavit of Successor Trustee pursuant to ORC 5302.171 is presented 
to the Auditor’s Office in order to remove a trustee(s)’ name from the tax record 
and replace it with a successor trustee, said affidavit shall include a legal 
description of the real property involved and a reference to the deed or instrument 
vesting title in the trustee(s). This affidavit shall be transferred with the Auditor’s 
Office and recorded with the Recorder’s Office. 
 

C. In the event that a successor trustee appears as grantor on a document of transfer 
or conveyance, one of the following shall be required to be recorded at the County 
Recorder’s Office to explain how the person or entity now holds title as successor 
trustee: 
 

1. Affidavit of Successor Trustee pursuant to ORC 5302.171, including a 
legal description of the land involved. 
 

2. Affidavit Relating to Title pursuant to ORC 5301.252, including a legal 
description of the land involved. 
 

3. Memorandum of Trust pursuant to ORC 5301.255. 

 
If said document is already of record, reference to the volume and page of recordation 
shall be noted on the new document of conveyance. A copy of said recorded document 
shall also be presented to the Auditor’s Office for informational purposes. 
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SECTION XV.  FEES 

A. Transfer and conveyance fees are required at the time documents are presented 
to the Auditor’s Office for approval. Checks should be made payable to the 
Auglaize County Treasurer. 

Please do not include payment to other offices (for example – recording fees) in this check. 

B. Fees charged by the Auditor’s Office for mineral documents and easement 
documents are the same as transfer and conveyance fees for real estate. 
 

C. Checks presented to the Auditor’s Office must be accurate. The office is not able 
to provide change for checks written for more than the amount due. The office is 
unable to keep excess funds. Customers may add money to a check amount  
either in cash or an additional check if the original check provided was for a lower 
amount than the amount due. The Auditor’s Office will not accept blank checks to 
be left and filled in by office staff. Please calculate the fees prior to dropping off 
documents for processing. 
 

D. Any person who stops payment on a check, which has been presented to 
transfer property, including transfers relating to the Forfeited Land Sale (and all 
associated fees) will be referred to the Auglaize County Prosecutor’s Office. 
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ATTACHMENTS 

The attached forms are current and effective as of the date of adoption of these standards.  All forms are 
subject to change at any time.  Please ensure you using the updated forms located on Auditor or TaxMap 

website. 

 

 

https://gis.auglaizecounty.org/preapproval/  

https://gis.auglaizecounty.org/preapproval/


    
 

26 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

27 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

28 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

29 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

30 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

31 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

32 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

33 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

34 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 



    
 

35 | P a g e  
Effective May 1, 2026 

 
 

AUGLAIZE COUNTY 
STANDARDS GOVERNING CONVEYANCES OF REAL PROPERTY 

 
https://auditoraccess.auglaizecounty.org/forms/htmlframe.aspx?mode=content/forms.html  

https://auditoraccess.auglaizecounty.org/forms/htmlframe.aspx?mode=content/forms.html
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