King County PERMITS

Local Services

Document Recording

As a condition of permit issuance, the Department of Local Services, Permitting Division, may require
certain legal documents be recorded on a parcel. Documents must be signed, notarized, and
submitted to the King County Recorder’s office, and a King County recording number obtained.

Please follow the instructions carefully. Documents rejected by the Recorder’s Office will
delay permit issuance.

1. How will | get the documents?

e Permitting will provide you with electronic copies of necessary documents.
e There may be more than one document required to be recorded prior to permit issuance.

2. Printing Instructions

e Documents formatted for legal size paper (8.5 x 14) should be printed on legal size
paper. They should not be printed on letter size paper (8.5 x 11) which will result in formatting
issues. Most Declaration of Covenants are formatted for legal size (8.5 x 14).

e If you need to have your documents printed for you, you can go to a service location such as
Staples, the UPS Store, etc.

e Do not change the content or formatting in any way.
¢ Print single-sided, on white paper.
e Documents should not contain streaks, shading, or illegible print.
3. Notarization Instructions
e Documents must be signed by the current owner(s)/principal of the property and signatures
notarized by a licensed notary.
e Do not make any marks in any of the margins or cover existing content. This includes
signatures and the notary stamp.
4. Submit documents directly to the King County Recorder’s Office
e Follow the Recorder’s Office instructions for location, required fees, and payment information:
Record a document - King County, Washington
e Documents must be completed, properly formatted, and notarized.

e Submit completed document(s) in person, by drop box, or by mail along with the recording
fees.

e Obtain a copy of the recorded document with the recording number.
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Document recording, options & instructions, continued
5. Notify Permitting of document recording number(s)

e Scan or copy recorded documents so that the content is fully readable and upload all pages to
your permit application via one of the following:

o Avolve ProjectDox (APD) OR MyBuildingPermit.com if your application is not in APD

o If your application is not in one of these systems, email a copy to
PermitCenter. DPER@kingcounty.gov

e Alternatively, you may mail copies to our office or submit in person during customer service
hours: Permitting customer service location and hours.

Additional Resources and Information

King County DLS, Permitting Division

To get copies of recorded documents, go to the Recorder’s Office web page and search based on the
parcel number.

King County Recorder’s Office

2015. Jackson St., Suite 204

Seattle, WA 98104
In-Person Hours: 8:30 am. - 4:30 pom. weekdays

Recording ends at 3:30 p.m.

206-477-6620
TTY Relay 711

Phone Hours: 9 am. = 2 p.m. weekdays

KCROCust@kingcounty.gov
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