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DECLARATION RECORDED AS PAPER 

A manual for the County Recorder’s office that provides procedures for re-recording a MyDec declaration that was 
originally recorded as a paper declaration                                                                                         August 23, 2021 



Re-recording a MyDec Declaration Recorded as Paper 
If a Recorder incorrectly records a MyDec Declaration as paper, the transaction for the paper 
declaration must be voided in the MyDec system and the MyDec declaration recorded using the 
same document number.  This is important as it completes the workflow for the MyDec 
document and will ensure that preparers see the correct status for the declaration. 

Assessor Action: 
If the Assessor subsequently completed the data entry of the MyDec declaration as they would 
a paper declaration and: 

1. The Assessor also entered the assessment information and finalized the assessment,
the Assessor must “Unfinalize Assessment”.  If the Assessor only completed the 
data entry and did not f inalize the assessment, proceed to Step 3.
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2. Then click “Submit” to unfinalize the assessment: 
 

 

 

 
 

3. If the Assessor only completed the data entry and did not finalize the assessment, or 
once the assessment is un-finalized, the Assessor will select “Release to Recorder”: 
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4. Identify the reason the declaration needs to be released, and click “Submit” to release 
the declaration: 
 

 

 

 

 
 
 
 
The declaration will be at a status of “Deed Recorded”. 
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Recorder Action: 
 
The Recorder will complete the process via their recording software – contact your software 
vendor for instructions.  The stamps will be voided and the declaration un-recorded.  This will 
free up the document number to be used again for the re-recording.  If your software allows, the 
original recording date should also be used with the original document number.  For questions 
regarding voiding and re-recording through your software, contact your recording software 
vendor. 
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