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Recording Requirements 
 

Washington State law requires that all documents submitted for recording must conform to the standards set forth in 
the Revised Code of Washington (RCW 36.18 and 65.04). This includes standards for indexing, margins, page 
size, font size, color, legibility, seals and attachments as more specifically outlined below. A cover sheet is 
required for documents where the first page does not contain the necessary index fields or the three-inch top margin. 
A cover sheet will not relieve you of the responsibility of meeting formatting requirements. Documents that do not 
meet these standards will be returned. Once reformatted, they can be resubmitted for recording. 
 
The following standards are required: 
 

 The first page of the document, or a cover sheet (RCW 65.04.047), must include the following information: 

o Document Title(s) (RCW 65.04.045(1)(c)) 

o Reference Number(s) (RCW 65.04.045(1)(d)) 

o Grantor(s) & Grantee(s) (RCW 65.04.045(1)(e); 65.04.015) 

o Brief Legal Description and Full Legal Description within the document (RCW 65.04.045(1)(f)) 

o 15-digit Assessor Parcel Number (RCW 65.04.045(1)(g)) 

o Return name & address located in the top left corner (RCW 65.04.045(1)(b); 65.04.045(3)) 

 If a cover sheet is not used, the first page must include a three-inch top margin and one-inch bottom and side 
margins. Subsequent pages must have one-inch margins on all sides. (RCW 65.04.045(1)(a); 65.04.045(2)) 
 

 If a cover sheet is used (RCW 65.04.047): 

o Must have a three-inch top margin and one-inch bottom and side margins. Subsequent pages must 
have one-inch margins on all sides. (RCW 65.04.045(1)(a); 65.04.045(2)) 

o All field information must be complete. See attached is not acceptable. 

o An abbreviated legal description is allowable on the cover sheet, but the full legal description must be 
included in the document. The cover sheet shall reference the document page number where the full 
legal is included, if applicable. (RCW 65.04.045(f)) 

 All pages of the document must be legible and capable of being imaged. (RCW 65.04.045(2)) 
 

 Seals must be legible and capable of being imaged. (RCW 65.04.045(2)) 
 

 Attachments, such as stapled, taped or glued notary blocks, are not acceptable. (RCW 65.04.045(2)) 
 

 Margins must be clear of all writing. (RCW 65.04.045(2)) 
 

 Page size must be 8½ inches x 14 inches or less. (RCW 65.04.045(2)) 
 

 Font size must be at least 8 point. (RCW 65.04.045(2)) 
 
Documents that were signed prior to January 1, 1997, may be recorded without re-formatting. However, a cover sheet 
will be required. (RCW 65.04.047(2)).  If the only required standard not met is the minimum margin specification, the 
document can be recorded by including a signed emergency nonstandard cover sheet with an additional fee of $50. 
(RCW 36.18.010; 65.04.047). This form can be found on our website at: www.bentoncountywa.gov/auditor 


