
WHAT’S NEW! 

 UPDATED EMAIL TEMPLATE 6-30-2025
Updated the email template for Vance North Carolina.  

 BOOKMARK UPDATES 6-23-2025
Resolved some missing bookmarks.

 TENNESSEE UPDATE 6-17-2025
Effective July 1, 2025, Tennessee state legislature  
mandates that all submitters must be an approved 
entity type. Please see Tennessee in this guide for  
additional information.

For ePrepare Users Managing Submitter Agreements
Most of the counties in our eRecording network are available for customer use. 
This guide outlines the counties that have specific notations or require submitter 
pre-authorization.

JULY 1, 2025

https://cscglobal.sharepoint.com/teams/CLSService/RealEstate/Submitter_Support/Shared%20Documents/Creating%20New%20Submitter%20Accounts%20Checklist.pdf?target=_blank&lightbox=0
https://cscglobal.sharepoint.com/teams/CLSService/RealEstate/Submitter_Support/Shared%20Documents/Creating%20New%20Submitter%20Accounts%20Checklist.pdf?target=_blank&lightbox=0
https://cscglobal.sharepoint.com/teams/CLSService/RealEstate/Submitter_Support/Shared%20Documents/Creating%20New%20Submitter%20Accounts%20Checklist.pdf?target=_blank&lightbox=0


 Monday – Friday  •  8:00 a.m . –  8:00 p.m. ET

  1-855-200-1150 option 2

  csc-mouprocessing@cscglobal.com

ePrepare® Chat with a Support Team representative

Interactive
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How to use this guide 
While most counties in our eRecording network are immediately available for use, the 
counties listed in this guide require submitter pre-authorization or may have specific 
recording or fee requirements. For those that require authorization, some accept an 
informal email request, while others may require a signed formal submitter agreement, 
known as a Memorandum of Understanding ( MOU ).

Can I submit to counties in this guide if I’m not authorized?
If pre-authorization is required by the county, no, you will not be able to submit until 
we receive confirmation of your approval. However, you can still create packages and 
prepare documents for submission while awaiting authorization.

How long does authorization take?
The timeframe varies by county. Some respond to email requests within a few hours, 
while most provide a response within 48 hours. Any exceptions are noted.

Can I use approvals received through other eRecording vendors?
It’s possible! Simply email us at csc-mouprocessingcsc-mouprocessing@@cscglobal.comcscglobal.com  with your approval 
details, and we’ll let you know which can be transferred to us.

Can I self-manage my authorizations?
Yes! ePrepare allows you to easily register approvals as you receive them. For more 
details, please refer to our online Managing JurisdictionsManaging Jurisdictions guide.

Can I save this guide to my desktop?
Of course. But since this guide is regularly updated, we recommend referring to the 
online versiononline version  to ensure you have the most current information.

Hyperlinks found in this guide
The following icons represent relevant submitter agreements and forms, or preconfig-
ured email templates to facilitate your requests for authorization:

        County submitter agreement or a relevant form,

        You must have a default email client assigned in order to use our templates.

       County Portal Acknowledgment for submitter pass-through fees.

What if I have questions?
Our expert CSC eRecording Support Team is ready to help you!

Welcome to CSC eRecording! 
ePrepare is our secure, web-based eRecording solution that enables submitters to 
electronically record real estate documents with county recording offices nationwide.

Welcome to CSC eRecording! 
ePrepare is our secure, web-based eRecording solution that enables submitters to 
electronically record real estate documents with county recording offices nationwide.
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mailto:csc-mouprocessing%40cscglobal.com?subject=I%20Have%20Questions%21
mailto:csc-mouprocessing@cscglobal.com?subject=Request%20to%20use%20approvals%20received%20from%20other%20vendors&body=If%20you%20have%20received%20submission%20approvals%20through%20other%20eRecording%20vendors,%20please%20provide%20us%20below%20with%20a%20list%20of%20applicable%20counties,%20their%20associated%20IDs,%20and%20the%20vendor.%20We%20will%20verify%20the%20information%20and%20let%20you%20know%20which%20are%20transferrable%20to%20CSC.
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/CSC%20County%20Authorization%20Guide.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(CeRTNA).pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.pdf?target=_blank&lightbox=0
mailto:csc-help%40cscglobal.com?subject=


Arkansas  
COUNTIES MOU  EMAIL INSTRUCTIONS

Cleburne Attach the completed MOU to the email template.

Crawford Attach the completed MOU to the email template.

Saline Attach the completed MOU to the email template.

Sebastian Attach the completed MOU to the email template.

Washington Complete the email template to send your request.

California                        CeRTNA and SECURE Document Queues                                                                                      

CeRTNA PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future CeRTNA counties.

  COUNTIES  MOU  EMAIL INSTRUCTIONS                                                                                                                       

     
 

A.  Download the MOU which includes a detailed instructions page and two supplemental forms. 
B.  Attach all completed forms to the email template or email csc-mouprocessing@cscglobal.com.

 

                                             
  COUNTY  MOU  EMAIL INSTRUCTIONS                                                                                                                            

             

  UP TO 12 WEEKS

2  San Francisco     

 

In addition to the MOU and other CeRTNA forms above, this county requires the submission of their 
own county-specific MOU and a Certificate of Insurance. 

This county accepts digital signatures by DocuSign®. Email the completed and digitally-signed MOU 
and your Certificate of Insurance. If you do not use DocuSign®, email a completed but unsigned MOU  
and we'll return it to you with instructions for using an acceptable digital signature.

SECURE PORTAL                 CeRTNA and SECURE Document Queues 
COUNTIES                          MOU      EMAIL      INSTRUCTIONS                                   

Attach completed forms and documentation to the email template or email us the information 
directly at csc-mouprocessing@cscglobal.com. If submitting a Certificate of Insurance,  
SECURE requires a physical address for your company ( PO Boxes are not accepted ).

 

                                               
  

SECURE may temporarily deactivate any authorized submitter after six months of inactivity. If your account is suspended for this reason, no action 
on your part is required. The next time your organization submits documents to any member county, CSC takes the needed steps to reinstate your 
account with SECURE. In such cases, there may be a short processing delay while we wait for SECURE's confirmation of reinstatement.

          UP TO 1 BUSINESS DAY

        UP TO 3 WEEKS

Alameda

Butte

Calaveras

El Dorado

Glenn

Humboldt

Inyo

Kern

Lake

Madera

Modoc

Mono

Monterey

Napa

Placer

Plumas

San Francisco 2

San Luis Obispo

Santa Cruz

Sonoma

Stanislaus

Tehama

Tuolumne

Yolo

Yuba

CeRTNA IDs are not transferrable from other eRecording agents. 
To submit documents with us, your ID must be associated with CSC. 

          UP TO 1 WEEK

Contra Costa

Fresno

Imperial

Kings 

Los Angeles

Marin

Merced

Nevada

Orange

Riverside

Sacramento

San Benito

San Bernardino

San Diego

San Joaquin

San Mateo

Santa Barbara

Santa Clara

Shasta

Solano

Sutter

Tulare

Ventura

SECURE IDs are not transferrable from other eRecording agents. 
To submit documents with us, your ID must be associated with CSC. 

© 2025 Corporation Service Company. All Rights Reserved.
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https://apps.erecording.com/Quickstart/MOUs/AR/Cleburne,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/AR/Cleburne,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/AR/Crawford,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/AR/Crawford,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/AR/Saline,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/AR/Sebastian,%20AR%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/CA/CERTNA%20ERDS%20SUBMITTER%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/CA/Secure%20Agent%20Form.pdf?target=_blank&lightbox=0
mailto:csc-mouprocessing@cscglobal.com?subject=Cleburne%20AR%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20and%20notarized%20MOU.
mailto:jriggs@crawfordcircuitcourt.org;cjkilgore@crawford-county.org?cc=csc-mouprocessing@cscglobal.com&subject=Crawford%20AR%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20and%20notarized%20MOU.ompleted%20and%20notarized%20MOU.
mailto:kim.schane@salinecounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Saline%20AR%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20and%20notarized%20MOU.
mailto:nbishop@co.sebastian.ar.us?cc=csc-mouprocessing@cscglobal.com&subject=Sebastian%20AR%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20and%20notarized%20MOU.
mailto:jovandiver@washingtoncountyar.gov?cc=csc-mouprocessing@cscglobal.com&subject=Washington%20AR%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
https://apps.erecording.com/Quickstart/StateRequirements/CA%20(SECURE%20and%20CeRTNA%20Document%20Queues).pdf
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(CeRTNA).pdf
mailto:csc-mouprocessing@cscglobal.com?subject=CeRTNA%20Unified%20Request&body=IMPORTANT%20NOTES%0D%0A%20%201.%20Attach%20one%20completed%20CeRTNA%20Unified%20MOU.%0D%0A%0D%0A%20%202.%20No%20handwritten%20information%20is%20permitted%20on%20the%20form,%20except%20for%20signatures.%0D%0A%0D%0A%20%203.%20On%20page%2018,%20if%20you%20identify%20as%20"other%20authorized%20submitter",%20then%20you%20must:%0D%0A%0D%0A%20%20%20%20%20%20%20**%20%20Include%20a%20Certificate%20of%20Insurance,%20evidencing%20an%20amount%20not%20less%20than%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20$1%20million%20of%20general%20liability%20insurance,%20and%0D%0A%0D%0A%20%20%20%20%20%20%20**%20%20The%20Certificate%20of%20Insurance%20must%20show%20CSC%20as%20the%20certificate%20holder:%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Corporation%20Service%20Company%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20919%20North%201000%20West%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Logan,%20UT%2084321%0D%0A%0D%0A%20%20%20%20%20%20%20**%20%20Your%20company%20name%20on%20the%20COI%20must%20match%20the%20name%20on%20the%20CeRTNA%20MOU.%0D%0A%0D%0A%20%204.%20You%20will%20receive%20an%20email%20with%20a%20case%20number.%20Reference%20this%20number%20in%20any%0D%0A%20%20%20%20correspondence%20when%20asking%20for%20assistance%20with%20this%20request.%0D%0A%0D%0A%20%205.%20Once%20CeRTNA%20assigns%20your%20company%20a%20CeRTNA%20ID,%20we%20will%20forward%20it%20to%20you%20via%20email.%0D%0A%0D%0A%20%206.%20CSC%20will%20notify%20you%20via%20email%20as%20each%20member%20county%20approves%20you.%0D%0A%0D%0A%20%207.%20San%20Francisco%20also%20requires%20that%20you%20submit%20a%20county-specific%20MOU%0D%0A%20%20%20%20%20and%20all%20submitters%20must%20surrender%20a%20Certificate%20of%20Insurance.%0D%0A%20%20%20%20%20See%20our%20County%20Authorization%20Guide%20for%20details.%0D%0A%0D%0AESTIMATED%20PROCESSING%20TIME%0D%0AUp%20to%205%20Weeks
https://apps.erecording.com/Quickstart/MOUs/CA/San%20Francisco,%20CA%20-%20CERTNA%20MOU.pdf?target=_blank&lightbox=0
mailto:csc-mouprocessing@cscglobal.com?subject=San%20Francisco%20CA%20MOU&body=IMPORTANT%20NOTES%0D%0A%20%201.%20San%20Francisco%20County%20requires%20that%20all%20submitters%20include%20a%20Certificate%20of%20Insurance:%0D%0A%20%20%20%20%20%20**%20Attach%20your%20Certificate%20of%20Insurance%20to%20this%20email:%0D%0A%20%20%20%20%20%20**%20Your%20company%20name%20on%20the%20Certificate%20of%20Insurance%20must%20match%20the%20company%20name%20on%20the%20county's%20MOU.%0D%0A%20%20%20%20%20%20**%20CSC%20must%20be%20listed%20as%20the%20Certificate%20Holder:%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Corporation%20Service%20Company%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20919%20North%201000%20West%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Logan,%20UT%2084321%0D%0A%0D%0A%20%202.%20IF%20YOU%20USE%20DOCUSIGN%20(https://go.docusign.com):%0D%0A%20%20%20%20%20%20**%20Sign%20the%20completed%20MOU%20with%20DocuSign%20and%20attach%20it%20to%20this%20email%20(no%20handwritten%20information%20is%20permitted).%0D%0A%0D%0A%20%203.%20IF%20YOU%20DO%20NOT%20USE%20DOCUSIGN%20BUT%20WOULD%20LIKE%20TO%20SIGN%20WITH%20A%20DIGITAL%20SIGNATURE:%0D%0A%20%20%20%20%20%20**%20Attach%20the%20completed%20unsigned%20MOU.%20We%20will%20return%20it%20to%20you%20with%20further%20instructions.%0D%0A%0D%0A%20%204.%20IF%20YOU%20WOULD%20PREFER%20TO%20WET-SIGN%20THE%20MOU:%0D%0A%20%20%20%20%20%20**%20Use%20this%20email%20to%20send%20your%20Certificate%20of%20Insurance.%20Then%20send%20the%20completed,%20wet-signed%20MOU%20to:%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Corporation%20Service%20Company%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20919%20North%201000%20West%0D%0A%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20Logan,%20UT%2084321%0D%0A%0D%0AESTIMATED%20PROCESSING%20TIME:%20Up%20to%205%20Weeks%0D%0A&target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/StateRequirements/CA%20(SECURE%20and%20CeRTNA%20Document%20Queues).pdf
mailto:csc-mouprocessing@cscglobal.com?subject=Customer%20of%20SECURE%20Agent%20Form&body=In%20order%20to%20process%20your%20request,%20please%20attach%20the%20following%20two%20items:%0D%0A%0D%0A%20%20%201.%20Completed%20Customer%20of%20SECURE%20Agent%20Form%0D%0A%20%20%20%20%20%20(This%20form%20is%20to%20be%20completed%20onscreen;%20do%20not%20print%20or%20scan%20it).%0D%0A%0D%0A%20%20%202.%20Evidence%20of%20Eligibility%0D%0A%20%20%20%20%20%20(For Certificates of Insurance, SECURE requires your company's physical address (No PO Boxes)).%0D%0A%0D%0AHOW%20DOES%20AUTHORIZATION%20WORK?%0D%0ACSC%20will%20forward%20these%20forms%20to%20SECURE%20on%20your%20behalf,%20and%20we%20will%20notify%20you%20via%20email%20when%20SECURE%20approves%20you.%0D%0A%0D%0APROCESSING%20TIME:%20Up%20to%201%20week.
mailto:csc-help%40cscglobal.com?subject=


Connecticut   

CITIES OR TOWNS OF …    EMAIL INSTRUCTIONS

Berlin Complete the email template to send your request.

Bristol Complete the email template to send your request.

Danbury Complete the email template to send your request.

Ellington Complete the email template to send your request.

Farmington Complete the email template to send your request.

Griswold Complete the email template to send your request.

Manchester Complete the email template to send your request.

Montville Complete the email template to send your request.

New Britain Complete the email template to send your request.

New Milford Review the email template for instructions.

Newington Complete the email template to send your request.

North Branford Complete the email template to send your request.

North Canaan Review the email template for instructions.

Simsbury Complete the email template to send your request.

Southington Complete the email template to send your request.

Stonington Complete the email template to send your request.

West Hartford Complete the email template to send your request.

Westport Complete the email template to send your request.

Wilton Complete the email template to send your request.

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

CITY OR TOWN OF …    INSTRUCTIONS

Avon              Pass-through fee reminder. This county does not require authorization.

Delaware    

COUNTIES MOU  EMAIL INSTRUCTIONS

Kent Attach the completed MOU to the email template. 

New Castle Attach the completed MOU to the email template ( CSC does not require a paper copy ).

Florida  

ALLIANCE PORTAL                
A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Alliance counties.

COUNTIES    INSTRUCTIONS

Seminole        Pass-through fee reminder. This county does not require authorization.

Union        Pass-through fee reminder. This county does not require authorization.

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY
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https://apps.erecording.com/Quickstart/MOUs/DE/Kent,%20DE%20-%20KCC%20Electronic%20Filing%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/DE/New%20Castle,%20DE%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Alliance%20Renewable%20Technologies).pdf
mailto:kwall@town.berlin.ct.us?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Berlin%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:townclerk@bristolct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Bristol%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:l.todman@danbury-ct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Danbury%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:dhosey@ellington-ct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Ellington%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:frinkm@farmington-ct.org?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Farmington%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:assistanttownclerk@griswold-ct.org?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Griswold%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:mcruz@manchesterct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Manchester%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:townclerk@montville-ct.org?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Montville%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:celimar.davila@newbritainct.gov;joshua.broekstra@newbritainct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20New%20Britain%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-mouprocessing@cscglobal.com?subject=Town%20of%20New%20Milford%20CT%20-%20eRecording%20ID&body=1.%20Call%20the%20Town%20of%20New%20Milford%20at%20(860)%20355-6020%20and%20request%20an%20eRecording%20ID.%0D%0A2.%20Enter%20your%20eRecording%20ID%20below%20and%20use%20this%20email%20template%20to%20send%20it%20to%20CSC%20for%20activation:%0D%0A%20%20%20%20Our%20eRecording%20ID%20for%20the%20Town%20of%20New%20Milford%20is:%20
mailto:townclerk@newingtonct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Newington%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:TCOffice@northbranfordct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20North%20Branford%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-mouprocessing@cscglobal.com?subject=Town%20of%20North%20Canaan%20CT%20-%20eRecording%20ID&body=1.%20Call%20the%20Town%20of%20North%20Canaan%20at%20(860)%20824-7313%20x106%20and%20request%20an%20eRecording%20ID.%0D%0A 2.%20Enter%20your%20eRecording%20ID%20below%20and%20use%20this%20email%20template%20to%20send%20it%20to%20CSC%20for%20activation:%0D%0A%20%20%20%20Our%20eRecording%20ID%20for%20the%20Town%20of%20North%20Canaan%20is:%20
mailto:csc-mouprocessing@cscglobal.com?subject=Town%20of%20Simsbury%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:townclerk@southington.org?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Southington%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:clerk@stonington-ct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Stonington%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:Madonna@WestHartfordCT.gov;Carol.Foley@WestHartfordCT.gov;Nadia.Khan@WestHartfordCT.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20West%20Hartford%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:tclerk@westportct.gov?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Westport%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:townclerk@wiltonct.org?cc=csc-mouprocessing@cscglobal.com&subject=Town%20of%20Wilton%20CT%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:recorder@co.kent.de.us?cc=csc-mouprocessing@cscglobal.com&subject=Kent%20DE%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Kent%20DE.
mailto:michael.kozikowski@newcastlede.gov?cc=csc-mouprocessing%40cscglobal.com&subject=New%20Castle%20DE%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20New%20Castle%20DE.
mailto:csc-help%40cscglobal.com?subject=


Hawaii   
HAWAII BUREAU OF CONVEYANCES ( BOC )

COUNTIES                 EMAIL INSTRUCTIONS

Complete the email template to send your authorization request.

Do not contact the Hawaii Bureau of Conveyances ( BOC ) directly. Email csc-help@cscglobal.comcsc-help@cscglobal.com or call CSC at 1-855-200-1150 option 2.

Illinois   
COUNTIES  MOU  EMAIL INSTRUCTIONS

Lake Attach the completed MOU to the email template. 

McLean Complete the email template to send your authorization request.

Kansas  
COUNTIES MOU  EMAIL INSTRUCTIONS

Jefferson Attach the completed MOU to the email template.

Johnson Mail completed MOU to: John A. Bartolac  (913) 715-0775 
 Director, Dept. of Records & Tax Administration 
 111 S. Cherry Ste 1200 
                                                 Olathe, KS 66061

Linn                For instructions, see Missouri on page 8.

Wyandotte Attach completed MOU to the email template   

Kentucky   

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTIES FORM INSTRUCTIONS

Boyd            Pass-through fee reminder. Download the form for authorization instructions.

Christian            Pass-through fee reminder. Download the form for authorization instructions.

Cumberland            Pass-through fee reminder. This county does not require authorization.

Knott          Pass-through fee reminder. Download the form for authorization instructions. 

Nelson            Pass-through fee reminder. This county does not require authorization.

Pulaski            Pass-through fee reminder. Download the form for authorization instructions. 

Louisiana   
PARISHES OF …    EMAIL INSTRUCTIONS

Assumption Complete the email template to send your authorization request.

Evangeline Complete the email template to send your authorization request.

Plaquemines Complete the email template to send your authorization request.

Sabine Complete the email template to send your authorization request. Once approved, the Parish 
will call your company's contact listed on the request form and provide your ID Number for 
eRecording. Please forward your ID Number via email to csc-mouprocessing@cscglobal.comcsc-mouprocessing@cscglobal.com.

Saint Bernard Complete the email template to send your authorization request.

Vernon Complete the email template to send your authorization request.

      UP TO 5 BUSINESS DAYS

Hawaii Honolulu Kalawao Kauai Maui

      UP TO 2 BUSINESS DAYS

      UP TO 5 BUSINESS DAYS

      UP TO 1 BUSINESS DAY

      UP TO 2 BUSINESS DAYS

© 2025 Corporation Service Company. All Rights Reserved.
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CSC COUNTY AUTHORIZATION GUIDE 5

mailto:csc-help%40cscglobal.com?subject=Hawaii%20BOC%20-%20Assistance%20Request
https://apps.erecording.com/Quickstart/MOUs/IL/Lake,%20IL%20-%20eRecording%20Application.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KS/Jefferson,%20KS%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KS/Johnson,%20KS%20-%20Submitter%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KS/Wyandotte,%20KS%20-%20Submitter%20MOU.pdf
https://apps.erecording.com/Quickstart/MOUs/KY/Boyd,%20KY%20-%20Submitter%20Authorization%20Request%20Form.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KY/Christian,%20KY%20-%20Submitter%20Authorization%20Request%20Form.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KY/Knott,%20KY%20-%20Submitter%20Authorization%20Request%20Form.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/KY/Pulaski,%20KY%20-%20Submitter%20Authorization%20Request%20Form.pdf?target=_blank&lightbox=0
mailto:csc-mouprocessing@cscglobal.com?subject=Sabine%20Parish%20LA%20-%20ID%20Number%20for%20eRecording&body=Please%20include%20the%20ID%20Number%20that%20Sabine%20Parish%20provided%20to%20you:%0A%0D______________
mailto:csc-mouprocessing@cscglobal.com?subject=Hawaii%20Submitter%20Authorization%20Request&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION:%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT:%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]%0D%0A%0D%0AEst.%20monthly%20volume%20of%20eRecordings%20you%20anticipate%20submitting%20to%20Hawaii:%20__________%0D%0AEst.%20date%20you%20expect%20to%20begin%20eRecording%20in%20Hawaii:%20___________
mailto:recorder@lakecountyil.gov?cc=csc-mouprocessing@cscglobal.com&subject=Lake%20IL%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Lake%20County%20IL.
mailto:mark.bounds@mcleancountyil.gov;molly.shipley@mcleancountyil.gov?cc=csc-mouprocessing@cscglobal.com&subject=McLean%20IL%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:dheston@jfcountyks.com;kweishaar@jfcountyks.com;crogers@jfcountyks.com?cc=csc-mouprocessing@cscglobal.com&subject=Jefferson%20KS%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Jefferson%20County%20KS.
mailto:blynch@wycokck.org;sayala@wycokck.org?cc=csc-mouprocessing@cscglobal.com&subject=Wyandotte%20KS%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Wyandotte%20County%20KS.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:khue@assumptionclerk.com?cc=csc-mouprocessing@cscglobal.com&subject=Assumption%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-mouprocessing@cscglobal.com?subject=Evangeline%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:fborne@clerk25th.com?cc=csc-mouprocessing@cscglobal.com&subject=Plaquemines%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:sabineclerk@bellsouth.net?cc=csc-mouprocessing@cscglobal.com&subject=Sabine%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:klb@stbclerk.com; mbf@stbclerk.com; cmd@stbclerk.com?cc=csc-mouprocessing@cscglobal.com&subject=Saint%20Bernard%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:vernonclerk@bellsouth.net?cc=csc-mouprocessing@cscglobal.com&subject=Vernon%20Parish%20LA%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-help%40cscglobal.com?subject=


Maine  
COUNTIES  MOU  EMAIL INSTRUCTIONS

Androscoggin Attach the completed MOU to the email template.

Oxford Attach the completed MOU to the email template.

Penobscot Attach the completed MOU to the email template.

Massachusetts  
COUNTIES MOU    EMAIL INSTRUCTIONS

Barnstable Attach the completed MOU to the email template.

Plymouth Attach the completed MOU to the email template.

Worcester Northern Attach the completed MOU to the email template.

MASSACHUSETTS PORTAL                                                                                                                              

COUNTIES                          MOU      EMAIL      INSTRUCTIONS

Attach one completed MOU to the email template for the nine counties listed below :

                                                                                                 

Mississippi   
COUNTY MOU    EMAIL INSTRUCTIONS

Rankin Attach the completed MOU to the email template. 

ALLIANCE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
One submitted acknowledgment covers all current and future Alliance counties.

COUNTIES     INSTRUCTIONS

       Pass-through fee reminder. These counties do not require authorization.

      UP TO 5 BUSINESS DAYS

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

Berkshire Middle

Berkshire Northern

Berkshire Southern

Dukes

Franklin

Hampshire

Nantucket

Suffolk

Worcester Southern

•  I L LUSTRAT E D  H
ERE

 •

• 
UNIQ

UE REQUIREMENTS •

PLEASE READ
The signer's signature must  
appear on the By: line

Submitter:   ABC Title

By:                                                                   

Name:    John Q. Public

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

Calhoun

Clarke

Copiah

Forrest

George

Greene

Harrison J.D. 1, 2

Jones J.D. 1, 2

Lamar

Lauderdale

Lee

Lowndes

Madison

Noxubee

Pearl River

Prentiss

Tishomingo

Wayne

© 2025 Corporation Service Company. All Rights Reserved.
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CSC COUNTY AUTHORIZATION GUIDE 6

https://apps.erecording.com/Quickstart/MOUs/ME/Androscoggin%20ME%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/ME/Oxford%20ME%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/ME/Penobscot%20County%20E-File%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MA/Barnstable,%20MA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MA/Plymouth,%20MA%20-%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MA/Northern%20Worcester,%20MA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MA/Massachusetts%20Portal%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MS/Rankin,%20MS%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
mailto:tchouinard@androscoggincountymaine.gov?cc=csc-mouprocessing@cscglobal.com&subject=Androscoggin%20ME%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Androscoggin%20County%20ME.
mailto:ccrockett@oxfordcounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Oxford%20ME%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Oxford%20County%20ME.
mailto:sbulay@penobscot-county.net?cc=csc-mouprocessing@cscglobal.com&subject=Penobscot%20ME%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Penobscot%20County%20ME.
mailto:efile@barnstabledeeds.org?cc=csc-mouprocessing@cscglobal.com&subject=Barnstable%20MA%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Barnstable%20County%20MA.
mailto:white@plymouthdeeds.org?cc=csc-mouprocessing@cscglobal.com&subject=Plymouth%20MA%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Plymouth%20County%20MA.
mailto:fitchreg@sec.state.ma.us?cc=csc-mouprocessing@cscglobal.com&subject=Northern%20Worcester%20MA%20-%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Northern%20Worcester%20County%20MA.
mailto:csc-mouprocessing@cscglobal.com?cc=legalmatter@cscinfo.com&subject=Massachusetts%20Portal%20MOU&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20the%20Massachusetts%20Portal.
mailto:cjohnson@rankincounty.org?cc=csc-mouprocessing@cscglobal.com&subject=MOU%20-%20Rankin,%20MS&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Rankin%20County%20MS.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Alliance%20Renewable%20Technologies).pdf
mailto:csc-help%40cscglobal.com?subject=


Missouri  
iCOUNTY TECHNOLOGIES PORTAL

NOT INTERESTED IN ANY OF THE SIX MOU COUNTIES BELOW? SKIP TO STEP 2 OF 2.

To request authorization for any of these six counties, send each county’s completed MOU  
as instructed below. 

MOU  COUNTIES  MOU  EMAIL INSTRUCTIONS

Boone   Attach the completed MOU to this email template or email it to: 
recorder@boonecountymo.org and cc: csc-mouprocessing@cscglobal.com

Buchanan   Send completed MOU to: Becky Dunlap, County Recorder   ( 816) 271-1437 
  411 Jules Room 103 
  St Joseph, MO 64501

Cass            Send completed MOU to:  Mike Medsker, County Recorder   (816) 380 - 8123 
  1st Floor Courthouse, 102 E Wall St 
  Harrisonville, MO 64701

Clay             Send completed MOU to: Sandra Brock, County Recorder   (816) 407-3550 
  1 Courthouse Square, PO Box 238 
  Liberty, MO 64068

Greene      Attach the completed MOU to this email template or email it to: 
cdawson@greenecountymo.gov and cc: csc-mouprocessing@cscglobal.com

Jackson      Send completed MOU to:  Diana Smith, County Recorder   (816) 881-4483 
  112 W Lexington Ste 30 
  Independence, MO 64050

ALL COUNTIES  EMAIL INSTRUCTIONS

Complete this email template to request authorization to submit to all counties using this portal. 

      UP TO 14 BUSINESS DAYS, MINIMUM

  STEP 1 OF 2

  STEP 2 OF 2

Andrew

Barry

Barton

Bates

Benton

Boone MOU

Buchanon MOU

Caldwell

Callaway

Camden

Carroll

Carter

Cass MOU

Cedar

Chariton

Christian

Clark

Clay MOU

Clinton 

Cole

Cooper

Crawford

Dade

Dallas

Daviess

DeKalb

Dent

Douglas

Dunklin

Franklin

Gasconade

Greene MOU

Henry

Hickory

Holt

Howell

Jackson MOU

Jasper

Jefferson

Johnson

Laclede

Lawrence

Lewis

Lincoln

Linn

Linn Kansas

Livingston

Maries

Marion

McDonald

Miller

Mississippi

Moniteau

Monroe

Morgan

Newton

Nodaway

Oregon

Osage

Ozark

Pemiscot

Pettis

Platte

Polk

Pulaski

Putnam

Ralls

Randolph

Ray

Saint Clair

Saline

Schuyler

Scott

Shannon

St Francois

Ste Genevieve

Stoddard

Stone

Taney

Texas

Vernon

Washington

Wayne

Webster

Wright
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https://apps.erecording.com/Quickstart/MOUs/MO/Boone,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MO/Buchanan,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MO/Cass,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MO/Clay,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MO/Greene,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/MO/Jackson,%20MO%20-%20Electronic%20Recording%20Agreement.pdf?target=_blank&lightbox=0
mailto:recorder@boonecountymo.org?cc=csc-mouprocessing@cscglobal.com&subject=MOU%20for%20Boone%20MO&body=Please%20attach%20the%20completed%20Memorandum%20of%20Understanding%20(MOU).
mailto:cdawson@greenecountymo.gov?cc=csc-mouprocessing@cscglobal.com&subject=MOU%20for%20Greene%20MO&body=Please%20attach%20the%20completed%20Memorandum%20of%20Understanding%20(MOU).
mailto:csc-mouprocessing@cscglobal.com?subject=iCounty%20Technologies%20Authorization%20Request&body=To%20process%20your%20authorization%20request%20for%20all%20counties%20using%20this%20portal,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]%0D%0A%0D%0A********************%0D%0A%0D%0AIMPORTANT%20NOTE%20FOR%20BOONE,%20BUCHANAN,%20CASS,%20CLAY,%20GREENE,%20JACKSON,%20OR%20PLATTE%0D%0AIf%20you%20wish%20to%20submit%20to%20any%20of%20these%20seven%20counties,%20do%20not%20send%20this%20email%20unless%20you%0D%0Ahave%20allowed%20them%20a%20minimum%20of%2024%20hours%20processing%20time%20after%20receipt%20of%20each%20MOU.%0D%0A%0D%0ASince%20these%20counties%20require%20the%20submission%20of%20a%20county-specific%20MOU,%20the%20portal%0D%0Aautomatically%20excludes%20them%20from%20authorization%20unless%20these%20counties%20have%20notified%0D%0Athem%20of%20your%20interest.
mailto:csc-help%40cscglobal.com?subject=


New Hampshire 
COUNTY                             MOU EMAIL INSTRUCTIONS

Rockingham Send completed MOU to:     REGULAR MAIL     Cathy Stacey, Register of Deeds  
                      P.O. Box 896 
                       Kingston, NH 03848

                                                   OVERNIGHT      Cathy Stacey, Register of Deeds                                
                                    10 Route 125 
                                     Brentwood, NH 03833

New York   
COUNTIES                              EMAIL INSTRUCTIONS

Clinton Follow the form’s instructions.

Rockland Complete the email template to submit your authorization request.              

North Carolina   
COUNTIES MOU  EMAIL INSTRUCTIONS

Alamance Follow the instructions found in the email template.                                     SEE FOOTNOTE 1

Alexander Attach the completed MOU to the email template.

Alleghany Attach the completed MOU to the email template.

Anson Attach the completed MOU to the email template.                    

Avery Attach the completed MOU to the email template.

Bladen Attach the completed MOU to the email template.

Buncombe Attach the completed MOU to the email template, or use the MOU‘s eSubmit button.

Cabarrus Attach the completed MOU to the email template. SEE FOOTNOTE 2

Carteret Attach the completed MOU to the email template.

Catawba Attach the completed MOU to the email template.

Chatham Attach the completed MOU to the email template. SEE FOOTNOTE 1

Cherokee Attach the completed MOU to the email template. SEE FOOTNOTE 2

Cumberland Attach the completed MOU to the email template. SEE FOOTNOTE 1

                                    

Davie Attach the completed MOU to the email template.

Durham Attach the completed MOU to the email template.

Gaston Send completed MOU to: Susan Lockridge, ROD    
  P.O. Box 1578 
  Gastonia, NC 28053

Granville Attach the completed MOU to the email template.

      UP TO 5 BUSINESS DAYS

THIS MOU REQUIRES A WET-INK SIGNATURE. 

QUESTIONS ABOUT YOUR APPROVAL STATUS ?
 

This county requests that you contact CSC . 
Email csc-mouprocessing@cscglobal.comcsc-mouprocessing@cscglobal.com 
Or call 1-855-200-1150 option 2.

      UP TO 2 BUSINESS DAYS

      UP TO 4 BUSINESS DAYS

      UP TO 2 BUSINESS DAYS

               
By:   ABC Title                                   (COMPANY)

Name:  John Q. Public

Title:    Officer

Date:   11/19/2024





The company name must appear on the By: line

The signer’s printed name and signature  
must appear on the Name: line

•  I L LUSTRAT E D  H
ERE

 •

• 
UNIQ

UE REQUIREMENTS •

PLEASE READ

      UP TO 7 BUSINESS DAYS, MINIMUM

2 Your company name on this MOU must match how your 
company name appears in its Articles of Incorporation. 

    An example for a limited liability company would be: 
The ABC Company, LLC

1 Your company name on this MOU must match your company name in ePrepare ( including spaces and punctuation).  
In ePrepare, account administrators can view their company name with the following steps:

       1.  Hover your mouse cursor over your name in the upper-right corner 
       2.  When the user menu appears, click    Settings 
       3.  Scroll to the bottom, click Requesting Party , refer to the field Legal Name

© 2025 Corporation Service Company. All Rights Reserved.
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https://apps.erecording.com/Quickstart/MOUs/NH/Rockingham,%20NH%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NY/Clinton,%20NY%20-%20Submitter%20ID%20Request%20Form.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Alamance,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Alexander,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Alleghany,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Anson,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Avery,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Bladen,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Buncombe,%20NC%20-%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Cabarrus,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Carteret,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Catawba,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Chatham,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Cherokee,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Cumberland,%20NC%20-%20Submitter%20Agreement.doc?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Davie,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Durham,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Gaston,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Granville,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
mailto:csc-mouprocessing%40cscglobal.com?subject=Update%20Request%20on%20Pending%20Approval%20for%20Rockingham%20County%20NH
mailto:GregoryJ@co.rockland.ny.us?cc=csc-mouprocessing@cscglobal.com&subject=Rockland%20NY%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information%20about%20your%20company:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Our%20Company's%20Name%20as%20it%20appears%20on%20our%20CSC%20eRecording%20Account]%0D%0A[Our%20Company's%20Street%20Address]%0D%0A[Our%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%20INFORMATION%0D%0A[Contact%20Person's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]%0D%0A%0D%0AESTIMATED%20PROCESSING%20TIME:%20UP%20TO%204%20BUSINESS%20DAYS%0D%0A%0D%0AIMPORTANT%20NOTES%0D%0A1.%20Please do not contact the county with inquiries about the status of your authorization request.%0D%0A2.%20When%20you%20receive%20an%20email%20from%20the%20county%20with%20your%20assigned%20Submitter%20ID#,%20please%20ensure%20that%20CSC%20is%20cc:'d%20on%20the%20email.%20Otherwise,%20forward%20the%20email%20with%20your%20Submitter%20ID#%20to%20csc-mouprocessing@cscglobal.com
mailto:csc-mouprocessing@cscglobal.com?subject=Alamance%20NC%20-%20MOU&body=STEP%201%20OF%202%0D%0APlease%20attach%20completed%20MOU%20for%20Alamance%20NC%20and%20send%20this%20email.%0D%0AWe will forward it to the county for processing, which may take up to 1 business day.%0D%0AThen complete the next step.%0D%0A%0D%0ASTEP%202%20OF%202%0D%0AContact%20the%20county%20directly%20at%20(336)%20570-6565%20or%20(336)%20570-6567%0D%0Aand%20confirm%20your%20eRecording%20authorization.%20Then%20email%20your%20confirmation%20to%20CSC%20at%0D%0Acsc-mouprocessing@cscglobal.com%20and%20we%20will%20enable%20you%20in%20our%20system.%0D%0A%0D%0AREMINDER:%20Your%20company%20name%20on%20this%20MOU%20must%20match%20how%20it%20appears%20in%20ePrepare%0D%0A(including%20spaces%20and%20punctuation).%20ePrepare%20account%20administrators%20can%20view%20their%0D%0Acompany%20name%20in%20ePrepare%20with%20the%20following%20steps:%0D%0A%0D%0AClick%20the%20Admin%20(gear)%20icon,%20click%20Requesting%20Party,%20see%20Legal%20Name.
mailto:ROD_Staff@alexandercountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Alexander%20County%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Alexander%20NC.
mailto:csc-mouprocessing%40cscglobal.com?subject=Alleghany%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Alleghany%20NC.
mailto:teudy@ansoncountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Anson%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Anson%20NC.
mailto:erin.grindstaff@averycountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Avery%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Avery%20NC.
mailto:bcrod@bladenco.org?cc=csc-mouprocessing@cscglobal.com&subject=Bladen%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Bladen%20NC.
mailto:Drew.Reisinger@buncombenc.gov;Cattleya.Gaines@buncombenc.gov;Russ.Farmer@buncombenc.gov;Lizeth.Huerta@buncombenc.gov?cc=csc-mouprocessing@cscglobal.com&subject=Buncombe%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Buncombe%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Cabarrus%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Cabarrus%20NC.%0D%0A%0D%0AIMPORTANT%20NOTE:%0D%0AThis%20county's%20MOU%20requires%20your%20company's%20full%20legal%20name.%20If%20your%20company's%20name%20in%20ePrepare%20is%20different%20(or%20your%20company%20has%20multiple%20ePrepare%20accounts),%20please%20complete%20page%204%20of%20the%20MOU%20and%20list%20the%20various%20names%20of%20your%20company.
mailto:csc-mouprocessing%40cscglobal.com?subject=Carteret%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Carteret%20NC.
mailto:mou@catawbacountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Catawba%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Catawba%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Chatham%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Chatham%20NC.%0D%0A%0D%0AREMINDER:%20Your%20company%20name%20on%20this%20MOU%20must%20match%20how%20it%20appears%20in%20ePrepare%0D%0A(including%20spaces%20and%20punctuation).%20ePrepare%20account%20administrators%20can%20view%20their%0D%0Acompany%20name%20in%20ePrepare%20with%20the%20following%20steps:%0D%0A%0D%0AClick%20the%20Admin%20(gear)%20icon,%20click%20Requesting%20Party,%20see%20Legal%20Name.
mailto:csc-mouprocessing@cscglobal.com?subject=Cherokee%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Cherokee%20NC.%0D%0A%0D%0AREMINDER:Your%20company%20name%20on%20this%20agreement%20must%20exactly%20match%20how%0D%0Ayour%20company%20name%20appears%20in%20your%20Articles%20of%20Incorporation.%20An%20example%0D%0Afor%20a%20limited%20liability%20company%20would%20be:%20The%20ABC%20Company,%20LLC.
mailto:csc-mouprocessing%40cscglobal.com?subject=Cumberland%20NC%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20MOU%20for%20Cumberland%20NC.%0D%0A%0D%0AREMINDER%201:%20This%20county%20requires%20your%20company%20name%20to%20appear%20on%20the%20BY%20line,%0D%0Aand%20the%20signer's%20printed%20name%20and%20signature%20on%20the%20NAME%20line%20(see%20page%206%20of%20the%20MOU).%0D%0A%0D%0AREMINDER%202:%20Your%20company%20name%20on%20this%20MOU%20must%20match%20how%20it%20appears%20in%20ePrepare%0D%0A(including%20spaces%20and%20punctuation).%20ePrepare%20account%20administrators%20can%20view%20their%0D%0Acompany%20name%20in%20ePrepare%20with%20the%20following%20steps:%0D%0A%0D%0AClick%20the%20Admin%20(gear)%20icon,%20click%20Requesting%20Party,%20see%20Legal%20Name.
mailto:csc-mouprocessing%40cscglobal.com?subject=Davie%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Davie%20NC.
mailto:tredfearn@dconc.gov?cc=csc-mouprocessing@cscglobal.com&subject=Durham%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Durham%20NC.
mailto:angela.balmer@granvillecounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Granville%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Granville%20NC.
mailto:csc-help%40cscglobal.com?subject=


North Carolina   |    CONTINUED  

COUNTIES MOU  EMAIL INSTRUCTIONS

Halifax Attach the completed MOU to the email template.

Haywood Attach the completed MOU to the email template.

Iredell Please complete both steps listed below: 

1.  Print the completed MOU and add a wet-ink signature on page 5, as indicated below. 
Attach a copy of the signed MOU to the email template.    

2.  Since the county requires a wet signature on this MOU ( see below ), 
please also mail the completed agreement with a wet-ink signature to: 

Stacy Johnson, Register of Deeds Senior Deputy    
211 Constitution Lane 
Statesville, NC 28677

               
By:   ABC Title                           (COMPANY)

Name:  John Q. Public

Title:    Vice President

Date:   12/09/2024





The company name must appear on the By: line

The signer’s printed name and wet-ink signature  
must appear on the Name: line

Jackson Attach the completed MOU to the email template.

Lee Attach the completed MOU to the email template.

Macon Attach the completed MOU to the email template.

Martin Attach the completed MOU to the email template.            

McDowell Attach the completed MOU to the email template.                           WET-SIGN ONLY — NO DIGITAL SIGNATURES

Mecklenburg Attach the completed MOU to the email template.

Mitchell Attach the completed MOU to the email template.

Moore Attach the completed MOU to the email template.

Nash Attach the completed MOU to the email template.

New Hanover Attach the completed MOU to the email template.                         SEE FOOTNOTE 1  

Northampton Attach the completed MOU to the email template.

Onslow Attach the completed MOU to the email template.

Pamlico Attach the completed MOU to the email template.

Pitt Attach the completed MOU to the email template.

Robeson Attach the completed MOU to the email template.

Rowan Complete the email template to send your request.

Sampson Attach the completed MOU to the email template.              THIS MOU REQUIRES AN ELECTRONIC SIGNATURE

Stokes Attach the completed MOU to the email template.

Swain Attach the completed MOU to the email template.

Translyvania Attach the completed MOU to the email template.

Union Attach the completed MOU to the email template.

      UP TO 2 BUSINESS DAYS

      UP TO 7 BUSINESS DAYS, MINIMUM

    

•  I L LUSTRAT E D  H
ERE

 •

• 
UNIQ

UE REQUIREMENTS •

PLEASE READ

1 Your company name on this MOU must match your company name in ePrepare ( including spaces and punctuation).  
In ePrepare, account administrators can view their company name with the following steps:

       1.  Hover your mouse cursor over your name in the upper-right corner 
       2.  When the user menu appears, click    Settings 
       3.  Scroll to the bottom, click Requesting Party , refer to the field Legal Name

© 2025 Corporation Service Company. All Rights Reserved.
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https://apps.erecording.com/Quickstart/MOUs/NC/Halifax,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Haywood,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Iredell,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Jackson, NC - Submitter Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Lee,%20NC%20-%20Submitter%20Agreement.doc?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Macon,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Martin,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/McDowell,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Mecklenburg,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Mitchell,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Moore,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Nash,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/New%20Hanover,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Northampton,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Onslow,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Pamlico,%20NC%20-%20Submitter%20Agreement.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Pitt,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Robeson%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Sampson,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Stokes,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Swain,%20NC%20-%20Submitter%20Agreement.doc?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Transylvania,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Union,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
mailto:AvensC@Halifaxnc.com;LashleyK@Halifaxnc.com;ReeseM@HalifaxNC.com;DavisC@Halifaxnc.com?cc=csc-mouprocessing@cscglobal.com&subject=Halifax%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Halifax%20NC.
mailto:sherri.rogers@haywoodcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Haywood%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Haywood%20NC.
mailto:stacy.johnson@iredellcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Iredell%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Iredell%20County%20NC.%0A%0DPLEASE REVIEW THE FOLLOWING REQUIREMENTS:%0A%0D1.%20This%20county%20will%20expedite%20your%20approval%20once%20they%20receive%20the%20completed%20MOU%20via%20email.%0A%0D2.%20However,%20since%20this%20county%20requires%20a%20wet-ink%20signature%20on%20the%20MOU%20(Memorandum%20of%20Understanding),%20they%20also%20require%20that%20you%20mail%20a%20completed%20copy%20to%20the%20county%20at%20the%20following%20address:%0A%0DStacy%20Johnson,%20Register%20of%20Deeds,%20Senior%20Deputy%0D%0A211%20Constitution%20Lane%0D%0AStatesville,%20NC%2028677
mailto:deeds@jacksonnc.org?cc=csc-mouprocessing@cscglobal.com&subject=Jackson%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Jackson%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Lee%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Lee%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Macon%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Macon%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Martin%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Martin%20NC.
mailto:lydia.effler@mcdowellgov.com?cc=csc-mouprocessing@cscglobal.com&subject=McDowell%20NC%20- MOU&body=Please%20attach%20completed%20MOU%20for%20McDowell%20NC.
mailto:MeckRODMOU@mecknc.gov?cc=csc-mouprocessing@cscglobal.com&subject=Mecklenburg%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Mecklenburg%20NC.
mailto:kathy.laws@mitchellcounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Mitchell%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Mitchell%20NC.
mailto:rodinfo@moorecountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Moore%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Moore%20NC.
mailto:sandra.davis@nashcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Nash%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Nash%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=New%20Hanover%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20New%20Hanover%20NC.%0D%0A%0D%0AREMINDER:%20Your%20company%20name%20on%20this%20MOU%20must%20match%20how%20it%20appears%20in%20ePrepare%0D%0A(including%20spaces%20and%20punctuation).%20ePrepare%20account%20administrators%20can%20view%20their%0D%0Acompany%20name%20in%20ePrepare%20with%20the%20following%20steps:%0D%0A%0D%0AClick%20the%20Admin%20(gear)%20icon,%20click%20Requesting%20Party,%20see%20Legal%20Name.
mailto:robin.phillips@nhcnc.net?cc=csc-mouprocessing@cscglobal.com&subject=Northampton%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Northampton%20NC.
mailto:Angela_Toteno@onslowcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Onslow%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Onslow%20NC.
mailto:csc-mouprocessing%40cscglobal.com?subject=Pamlico%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Pamlico%20NC.
mailto:lisa.nichols@pittcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Pitt%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Pitt%20NC.
mailto:jenny.britt@robesoncountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Robeson%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Robeson%20NC.
mailto:shane.aldridge@rowancountync.gov;shelia.walker@rowancountync.gov;belinda.corl@rowancountync.gov;joleen.davis@rowancountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Rowan%20NC%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:alane@sampsonnc.com?cc=ajordan@sampsonnc.com;csc-mouprocessing@cscglobal.com&subject=Sampson%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Sampson%20NC.
mailto:medodson@co.stokes.nc.us;bhooker@co.stokes.nc.us?cc=csc-mouprocessing@cscglobal.com&subject=Stokes%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Stokes%20NC.
mailto:csc-mouprocessing%40cscglobal.com?subject=Swain%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Swain%20NC.
mailto:beth.landreth@transylvaniacounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Transylvania%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Transylvania%20NC.
mailto:crystal.gilliard@unioncountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Union%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Union%20NC.
mailto:csc-help%40cscglobal.com?subject=


North Carolina   |    CONTINUED  

COUNTIES MOU  EMAIL INSTRUCTIONS

Vance Attach the completed MOU to the email template.

Wake Attach the completed MOU to the email template.

Wayne Attach the completed MOU to the email template.

Wilkes Attach the completed MOU to the email template.

Wilson Attach the completed MOU to the email template.

Yadkin Attach the completed MOU to the email template.

Yancey Attach the completed MOU to the email template.

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTIES    INSTRUCTIONS

Beaufort Pass-through fee reminder. This county does not require authorization.

Burke Attach the completed MOU to the email template.

Caldwell Send completed MOU to: Wayne L. Rash, ROD  
 905 West Avenue N.W. 
 Lenoir, NC 28645

Chowan Attach the completed MOU to the email template. 

Cleveland Attach the completed MOU to the email template.

Craven Attach the completed MOU to the email template.

Currituck Attach the completed MOU to the email template.

Dare Attach the completed MOU to the email template.

Duplin Attach the completed MOU to the email template.

Franklin Attach the completed MOU to the email template.

Gates Attach the completed MOU to the email template.

Harnett Attach the completed MOU to the email template.

Henderson Attach the completed MOU to the email template.

Hertford Attach the completed MOU to the email template.

Lincoln Attach the completed MOU to the email template.

Madison Attach the completed MOU to the email template. 

Montgomery Attach the completed MOU to the email template. 

Orange Attach the completed MOU to the email template.

Pasquotank   Attach the completed MOU to the email template. 

Pender Attach the completed MOU to the email template.

Perquimans Attach the completed MOU to the email template.

Person Attach the completed MOU to the email template.

Randolph Attach the completed MOU to the email template.

Richmond Attach the completed MOU to the email template.

Rockingham Attach the completed MOU to the email template.

      UP TO 2 BUSINESS DAYS

      UP TO 1 BUSINESS DAY

      UP TO 7 BUSINESS DAYS

© 2025 Corporation Service Company. All Rights Reserved.
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https://apps.erecording.com/Quickstart/MOUs/NC/Vance,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Wake,%20NC%20-%20Submitter%20MOU%20and%20eMOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Wayne,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Wilkes,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Wilson,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Yadkin,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Yancey,%20NC%20-%20Submitter%20Agreement.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Burke,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Caldwell,%20NC%20-%20eRecording%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Chowan,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Cleveland,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Craven,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Currituck,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Dare,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Duplin,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Franklin,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Gates, NC - Submitter Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Harnett,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Henderson, NC - Submitter Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Hertford,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Lincoln,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Madison,%20NC%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Montgomery,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Orange,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Pasquotank,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Pender,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Perquimans,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Person,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Randolph,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Richmond,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Rockingham,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
mailto:CNeal@vancecounty.org;kchristopher@vancecounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Vance%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Vance%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Wake%20NC%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20attach%20a%20completed%20MOU%20for%20Wake%20NC%20and%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:rodney.perry@waynegov.com; Kedrick.eddlemon@waynegov.com?cc=csc-mouprocessing@cscglobal.com&subject=Wayne%20NC%20-%20Updated%20MOU&body=Please%20attach%20completed%20MOU%20for%20Wayne%20NC.
mailto:csc-mouprocessing@cscglobal.com?subject=Wilkes%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Wilkes%20NC.
mailto:lstith@wilson-co.com?cc=csc-mouprocessing@cscglobal.com&subject=Wilson%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Wilson%20NC.
mailto:awilhelm@yadkincountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Yadkin%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Yadkin%20NC.
mailto:susan.jobe@yanceycountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Yancey%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Yancey%20NC.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:stephanie.norman@burkenc.org;tira.duckworth@burkenc.org;joanna.hester@burkenc.org?cc=csc-mouprocessing@cscglobal.com&subject=Burke%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:csc-mouprocessing@cscglobal.com?subject=Chowan%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:susan.ledford@clevelandcountync.gov;regina.crocker@clevelandcountync.gov;betsy.harnage@clevelandcountync.gov;kathy.greene@clevelandcountync.gov;Jacki.Henry@clevelandcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Cleveland%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:regdeeds@cravencountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Craven%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:emily.castelow@currituckcountync.gov;natalie.twiddy@currituckcountync.gov;iris.parker@currituckcountync.gov;tammy.flowers@currituckcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Currituck%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:csc-mouprocessing@cscglobal.com?subject=Dare%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:anita.savage@duplincountync.com;nikita.mcgee@duplincountync.com;laura.johnson@duplincountync.com;jaimec@duplincountync.com?cc=csc-mouprocessing@cscglobal.com&subject=Duplin%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:bdavis@franklincountync.us;nfaulkner@franklincountync.us?cc=csc-mouprocessing@cscglobal.com&subject=Franklin%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:chorton@gatescountync.gov;ssawyer@gatescountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Gates%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:mwillis@harnett.org;lbabb@harnett.org?cc=csc-mouprocessing@cscglobal.com&subject=Harnett%20NC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Harnett%20NC.
mailto:aeddy@hendersoncountync.gov;lking@hendersoncountync.gov;sschmidt@hendersoncountync.gov;amcmiin-jackson@hendersoncountync.gov;wterry@hendersoncountync.gov;wblair@hendersoncountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Henderson%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:latia.lewter@hertfordcountync.gov;natalie.chapman@hertfordcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Hertford%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:register@lincolncounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Lincoln%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:rodrequest@madisoncountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Madison%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:melissa.pipkin@montgomerycountync.com;lindsay.hancock@montgomerycountync.com;mary.alcaras@montgomerycountync.com?cc=csc-mouprocessing@cscglobal.com&subject=Montgomery%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:amclamb@orangecountync.gov;anwood@orangecountync.gov;mkempa@orangecountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Orange%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:whitec@co.pasquotank.nc.us?cc=csc-mouprocessing@cscglobal.com&subject=Pasquotank%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:swilloughby@pendercountync.gov;dkinto@pendercountync.gov;lkennedy@pendercountync.gov;tcreswell@pendercountync.gov;sgreen@pendercountync.gov;dkinto@pendercountync.gov;dteachey@pendercountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Pender%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:csc-mouprocessing@cscglobal.com?subject=Perquimans%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:csc-mouprocessing@cscglobal.com?subject=Person%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:krista.lowe@randolphcountync.gov;sandy.newlin@randolphcountync.gov; tonya.pollard@randolphcountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Randolph%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:kimberly.roberts@richmondnc.com?cc=csc-mouprocessing@cscglobal.com&subject=Richmond%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:schilton@co.rockingham.nc.us;sswaney@co.rockingham.nc.us?cc=csc-mouprocessing@cscglobal.com&subject=Rockingham%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:csc-help%40cscglobal.com?subject=


North Carolina    |   CONTINUED    

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTIES    INSTRUCTIONS

Stanly Attach the completed MOU to the email template.

Surry Attach the completed MOU to the email template.

Watauga Attach the completed MOU to the email template.

Ohio   
COUNTY                            MOU  EMAIL INSTRUCTIONS

Columbiana Complete the email template to send your request.

Huron Attach the completed MOU to the email template.

Morrow Follow the form’s instructions to obtain authorization.

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTIES    INSTRUCTIONS

Brown  Pass-through fee reminder. This county does not require authorization.

South Carolina   
COUNTY MOU  EMAIL INSTRUCTIONS

Aiken Attach the completed MOU to the email template.                           WET-SIGN ONLY — NO DIGITAL SIGNATURES

Beaufort Attach the completed MOU to the email template.

Greenville Attach the completed MOU to the email template.

Lexington Attach the completed MOU to the email template.

Union Complete the email template to send your request.

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTY    INSTRUCTIONS

Jasper Pass-through fee reminder. This county does not require authorization.

Tennessee      
COUNTY FORM  EMAIL INSTRUCTIONS

All Counties 1.  Beginning July 1, 2025 Tennessee House Bill 1039 will require that only approved entity types 
 are permitted to submit documents for eRecording. Please see the form for more information. 
If you plan to continue eRecording with Tennessee counties after this date, please complete the 
form and attach it to the email template (or email it to csc-mouprocessing@cscglobal.comcsc-mouprocessing@cscglobal.com). 
Include any proof validating your entity type. Allow up to 5 business days for processing.

2.  Please note that a signed and notarized Certificate of Authenticity must accompany each 
document submitted for eRecording. See Tennessee eRecording Special RequirementsTennessee eRecording Special Requirements.

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTY    INSTRUCTIONS

Franklin Pass-through fee reminder. 

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

      UP TO 2 BUSINESS DAYS

      UP TO 1 BUSINESS DAY

      UP TO 1 BUSINESS DAY

© 2025 Corporation Service Company. All Rights Reserved.
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CSC COUNTY AUTHORIZATION GUIDE 11

https://apps.erecording.com/Quickstart/MOUs/NC/Stanly,%20NC%20-%20Submitter%20Agreement%20Editable.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Surry,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/NC/Watauga,%20NC%20-%20Submitter%20Agreement%20Editable.docx?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/OH/Huron,%20OH%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/OH/Morrow,%20OH%20-%20Submitter%20ID%20Request%20Form.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/SC/Aiken,%20SC%20-%20submitter%20agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/SC/Beaufort%20County%20Trusted%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/SC/Greenville,%20SC%20-%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/SC/Lexington,%20SC%20-%20eRecording%20MOU.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/StateRequirements/TennesseeSubmitterAuthorizationRequestForm.pdf
https://wapp.capitol.tn.gov/apps/BillInfo/Default.aspx?BillNumber=HB1039
mailto:csc-mouprocessing%40cscglobal.com?subject=Tennessee%20Authorization%20Request%20Form
https://apps.erecording.com/Quickstart/StateRequirements/TN%20Requirements.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:jhelms@stanlycountync.gov;kroland@stanlycountync.gov?cc=csc-mouprocessing@cscglobal.com&subject=Stanly%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:eRecordings@co.surry.nc.us?cc=csc-mouprocessing@cscglobal.com&subject=Surry%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:Anne.hamby@watgov.org;Lorie.bolick@watgov.org;Denise.jones@watgov.org;Christy.warren@watgov.org;Kim.oliver@watgov.org;Amy.shook@watgov.org; Dina.critcher@watgov.org?cc=csc-mouprocessing@cscglobal.com&subject=Watauga%20NC%20-%20MOU&body=1.%20Please%20attach%20a%20copy%20of%20the%20completed%20MOU.%0D%0A%0D%0A2.%20Please%20type%20your%20company's%20name%20as%20it%20appears%20on%20the%20MOU:%0D%0A%0D%0A%20%20%20%20%20[insert%20your%20company's%20name%20on%20this%20line]
mailto:tfrantz@ccclerk.org;mplegge@ccclerk.org?cc=csc-mouprocessing@cscglobal.com&subject=Columbiana%20OH%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company%27s%20Name]%0D%0A[Your%20Company%27s%20Street%20Address]%0D%0A[Your%20Company%27s%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact%27s%20Name]%0D%0A[Contact%27s%20Phone%20Number]%0D%0A[Contact%27s%20Email%20Address]
mailto:csc-mouprocessing%40cscglobal.com?subject=Huron%20OH%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Huron%20OH.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:csc-mouprocessing%40cscglobal.com?subject=Aiken%20SC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Aiken%20SC.
mailto:csc-mouprocessing@cscglobal.com?subject=Beaufort%20SC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Beaufort%20SC.
mailto:sguan@greenvillecounty.org;JBlackwell@greenvillecounty.org?cc=csc-mouprocessing@cscglobal.com&subject=Greenville%20SC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Greenville%20SC.
mailto:tguerry@lexingtoncounty.sc.gov?cc=csc-mouprocessing@cscglobal.com&subject=Lexington%20SC%20-%20MOU&body=Please%20attach%20completed%20MOU%20for%20Lexington%20SC.
mailto:csc-mouprocessing@cscglobal.com?subject=Union%20SC%20-%20ID%20Request%20from%20CSC%20Submitter&body=To%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company%27s%20Name]%0D%0A[Your%20Company%27s%20Street%20Address]%0D%0A[Your%20Company%27s%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact%27s%20Name]%0D%0A[Contact%27s%20Phone%20Number]%0D%0A[Contact%27s%20Email%20Address]
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:csc-mouprocessing@cscglobal.com?subject=Tennessee%20Authorization%20Request&body=Please%20attach%20the%20completed%20Tennessee%20Authorization%20Request%20Form.%20Allow%20up%20to%205%20(five)%20business%20days%20for%20processing.%20To%20speed%20the%20authorization%20process,%20please%20include%20any%20applicable%20validation%20proofs%20to%20support%20the%20entity%20type%20you%20have%20selected%20for%20your%20organization.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:csc-help%40cscglobal.com?subject=


Texas Texas counties may — at their discretion — reject submissions from entities not specifically  
mentioned in Texas Govt Code Title 6, Subtitle B, Chapter 195.003 ( a-1 through a-7 ) :

(1) an attorney licensed in this state; (4) a person licensed to make regulated loans in this state;
(2) a bank, savings and loan association, savings bank, or credit union doing (5) a title insurance company or agent licensed to do business in this state;
     business under the laws of the United States or this state; (6) an agency of this state; 
(3) a federally chartered lending institution, a federal government-sponsored (7) a municipal clerk
     entity, an instrumentality of the federal government, or a person approved 
     as a mortgagee by the United States to make federally insured loans;

COUNTIES MOU  EMAIL INSTRUCTIONS

Hays Attach the completed MOU to the email template.

                                     

Nueces Send completed MOU to: CSC Submitter Support  
  1 - 855 - 200 - 1150 
  919 North 1000 West 
  Logan, UT 84321  

                                     

Williamson Attach the completed MOU to the email template.

•  Your company name must match the RETURN TO:  name on your documents and 
    as it appears with the licensing authority.

•   Refer to Texas Local Government Code (specifically, Sec. 195.003) which lists  
 who is authorized to file electronically. This county strictly adheres to this statute  
and may reject submissions from parties that do not meet the qualifications. 

Utah  
COUNTIES    EMAIL INSTRUCTIONS

Daggett When you have documents to record, complete the email template to request authorization.

Duchesne

IDs obtained through other  
vendors may be used with CSC.

When you have documents to record, complete the email template or follow these instructions:  
Call the county recorder's office at 1 ( 435 ) 738-1160 to request a Submitter ID. Then register 
your Submitter ID with ePrepare ( for instructions, see Managing Jurisdictions ).

Morgan When you have documents to record, call the county at 1 (801) 829-3277 to request a Submitter ID. 
Use the email template to send us your ID and we will authorize your submissions to this county.

Piute

IDs obtained through other  
vendors may be used with CSC.

When you have documents to record, complete the email template to request authorization. 
Register your Submitter ID with ePrepare ( for instructions, see Managing Jurisdictions ).  

Wasatch

IDs obtained through other  
vendors may be used with CSC.

Call the county recorder's office at 1 ( 435 ) 657-3210 to request a Submitter ID. Then register  
your Submitter ID with ePrepare ( for instructions, see Managing Jurisdictions ).

      UP TO 2 BUSINESS DAYS

•  I L LUSTRAT E D  H
ERE

 •

• 
UNIQ

UE REQUIREMENTS •

PLEASE READ

Company:   ABC Title

By:                                                    John Q. Public         

Title:    Vice President

Date:    11/19/2024

The signer's signature and printed name  
are both required on the By: line

      UP TO 5 BUSINESS DAYS

•  I L LUSTRAT E D  H
ERE

 •

• 
UNIQ

UE REQUIREMENTS •

PLEASE READ

              
ABC Title 

Name:   John Q. Public                 (Authorized Filer)

Title:       Vice President

Signature:    

Date:    11/19/2024





The company name and signer’s printed name  
are both required on the Name: line

An original wet-ink signature is required 
( electronic signatures are not accepted ) 

      UP TO 1 BUSINESS DAY

© 2025 Corporation Service Company. All Rights Reserved.
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CSC COUNTY AUTHORIZATION GUIDE 12

https://texas.public.law/statutes/tex._local_gov't_code_section_195.003#:~:text=In%20addition%20to%20persons%20listed%20under%20Subsection%20%28a%29%2C,of%20understanding%20with%20the%20person%20for%20that%20purpose
https://apps.erecording.com/Quickstart/MOUs/TX/Hays,%20TX%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/TX/Nueces,%20TX%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/TX/Williamson,%20TX%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://statutes.capitol.texas.gov/SOTWDocs/LG/htm/LG.195.htm?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf?target=_blank&lightbox=0
mailto:Countyclerk@co.hays.tx.us?cc=csc-mouprocessing@cscglobal.com&subject=Hays%20TX%20-%20MOU&body=To%20process%20your%20request,%20attach%20a%20completed%20MOU%20for%20Hays%20County%20TX.%0D%0A%0D%0AREMINDER:%0D%0APAGE 07 - The%20county%20requires%20the%20signer's%20printed%20name%20and%20signature%20appear%20on%20the%20By:%20line.%0D%0APAGE%2012%20-%20Please%20add%20your%20company's%20business%20contact%20and%20technical%20contact.
mailto:nrister@wilcotx.gov;kellie.currie@wilcotx.gov?cc=csc-mouprocessing@cscglobal.com&subject=Williamson%20TX%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20the%20completed%20MOU%20for%20Williamson%20TX.%0D%0A%0D%0AREMINDER:%0D%0AYour%20company%20name%20on%20this%20MOU%20must%20match%20the%20RETURN%20TO:%20name%0D%0Afound%20on%20your%20document%20images.
mailto:csc-mouprocessing@cscglobal.com?subject=Daggett%20UT%20-%20ID%20Request%20from%20CSC%20Submitter&body=**%20THIS%20IS%20A%20LOW%20VOLUME%20COUNTY%0D%0A**%20REQUEST%20AUTHORIZATION%20ONLY%20WHEN%20YOU%20HAVE%20DOCUMENTS%20TO%20SEND%0D%0A%0D%0ATo%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-mouprocessing@cscglobal.com?subject=Duchesne%20UT%20Submitter%20ID&body=To%20obtain%20an%20eRecording%20Submitter%20ID,%20call%20the%20county%20directly%20at%201-435-738-1160.%0D%0AIf%20you%20already%20have%20an%20ID%20through%20another%20eRecording%20vendor,%20you%20may%20use%20it%20with%20CSC.%0D%0A%0D%0ATo%20have%20us%20register%20your%20Submitter%20ID%20in%20ePrepare,%20enter%20your%20ID%20here:%20________
mailto:csc-mouprocessing@cscglobal.com?subject=Morgan%20UT%20-%20Submitter%20ID&body=**%20THIS%20IS%20A%20LOW%20VOLUME%20COUNTY%0D%0A**%20REQUEST%20AUTHORIZATION%20ONLY%20WHEN%20YOU%20HAVE%20DOCUMENTS%20TO%20SEND%0D%0A%0D%0AFirst,%20call%20the%20county%20directly%20at%201%20(801)%20829-3277%20and%20request%20a%20Submitter%20ID.%0D%0AThen%20email%20us%20your%20ID%20and%20we%20will%20authorize%20your%20submissions%20to%20this%20county.%0D%0A%0D%0AOUR%20COMPANY%20NAME:%20%0D%0AOUR%20COMPANY%20SUBMITTER%20ID:%20
mailto:mwilbur@piute.utah.gov?cc=csc-mouprocessing@cscglobal.com&subject=Piute%20UT%20-Submitter%20ID%20Request&body=**%20THIS%20IS%20A%20LOW%20VOLUME%20COUNTY%0D%0A**%20REQUEST%20AUTHORIZATION%20ONLY%20WHEN%20YOU%20HAVE%20DOCUMENTS%20TO%20SEND%0D%0A%0D%0ATo%20process%20your%20authorization%20request,%20please%20fill%20out%20the%20following%20information:%0D%0A%0D%0AOUR%20COMPANY%20INFORMATION%0D%0A[Your%20Company's%20Name]%0D%0A[Your%20Company's%20Street%20Address]%0D%0A[Your%20Company's%20City,%20State%20Zip%20Code]%0D%0A%0D%0AOUR%20COMPANY%20CONTACT%0D%0A[Contact's%20Name]%0D%0A[Contact's%20Phone%20Number]%0D%0A[Contact's%20Email%20Address]
mailto:csc-mouprocessing@cscglobal.com?subject=Wasatch%20UT%20Submitter%20ID&body=To%20obtain%20an%20eRecording%20Submitter%20ID,%20call%20the%20county%20directly%20at%201-435-657-3210.%0D%0AIf%20you%20already%20have%20an%20ID%20through%20another%20eRecording%20vendor,%20you%20may%20use%20it%20with%20CSC.%0D%0A%0D%0ATo%20have%20us%20register%20your%20Submitter%20ID%20in%20ePrepare,%20enter%20your%20ID%20here:%20________
mailto:csc-help%40cscglobal.com?subject=


Virginia   
COUNTY   MOU  EMAIL INSTRUCTIONS

Albemarle Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Augusta Attach the completed MOU to the email template. SEE FOOTNOTE 1            
                                                                                                                                      WET-SIGN ONLY — NO DIGITAL SIGNATURES

Bedford Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Bristol Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Caroline Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Chesterfield Attach the completed MOU to the email template. SEE FOOTNOTE 1  

City of Chesapeake Attach the completed MOU to the email template. SEE FOOTNOTE 1  

City of Virginia Beach Attach the completed MOU to the email template. SEE FOOTNOTE 1

Fairfax Attach the completed MOU to the email template.

Fluvanna Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Henrico Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Isle of Wight Attach the completed MOU to the email template. SEE FOOTNOTE 1  

King George Attach the completed MOU to the email template. SEE FOOTNOTE 1   

Montgomery Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Richmond Attach the completed MOU to the email template.                                SEE FOOTNOTE 1

Spotsylvania Attach the completed MOU to the email template. SEE FOOTNOTE 1   

Stafford Attach the completed MOU to the email template. SEE FOOTNOTE 1  

Suffolk Attach the completed MOU to the email template. SEE FOOTNOTE 1              
                                                                                                                                      WET-SIGN ONLY — NO DIGITAL SIGNATURES

West Virginia   

COURTHOUSE PORTAL A PASS-THROUGH FEE APPLIES FOR EACH RECORDED DOCUMENT.  
Submit one completed acknowledgment to cover all current and future Courthouse counties.

COUNTY    INSTRUCTIONS

Hardy Pass-through fee reminder. This county does not require authorization.

      UP TO 2 BUSINESS DAYS

      UP TO 1 BUSINESS DAY

( 1 )  an attorney licensed in this state;
( 2  )   a bank, savings and loan association, savings bank, or credit union doing 

business under the laws of the United States or this state;
( 3  )   a federally chartered lending institution, a federal goverment-sponsored 

entity, an instrumentatility of the federal govern ment, or a person approved 
as a mortgagee by the United States to make federally insured loans;

1 Your company name on this MOU must match your company name in ePrepare ( including spaces and punctuation).  
In ePrepare, account administrators can view their company name with the following steps:

       1.  Hover your mouse cursor over your name in the upper-right corner 
       2.  When the user menu appears, click    Settings 
       3.  Scroll to the bottom, click Requesting Party , refer to the field Legal Name

© 2025 Corporation Service Company. All Rights Reserved.Let’s talk    1 855 200 1150        |        csc-help@cscglobal.com

CSC COUNTY AUTHORIZATION GUIDE 13

https://apps.erecording.com/Quickstart/MOUs/VA/Albemarle,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Augusta,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Bedford,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Bristol,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Caroline,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Chesterfield,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Chesapeake,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/City%20of%20Virginia%20Beach,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Fairfax,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Fluvanna,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Henrico,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Isle%20of%20Wight,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/King%20George,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Montgomery,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Richmond,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Spotsylvania,%20VA%20-%20Submitter%20Agreement.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Stafford,%20VA%20-%20Submitter%20Agreement%20CSC%203-31-2019.pdf?target=_blank&lightbox=0
https://apps.erecording.com/Quickstart/MOUs/VA/Suffolk,%20VA%20-%20Submitter%20Agreement.doc?target=_blank&lightbox=0
mailto:lmorris2@albemarle.org?cc=csc-mouprocessing@cscglobal.com&subject=Albemarle%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Albemarle%20VA.
mailto:csc-mouprocessing%40cscglobal.com?subject=Augusta%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Augusta%20VA.
mailto:csc-mouprocessing%40cscglobal.com?subject=Bedford%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Bedford%20VA.%0D%0A%0D%0ANOTE:%0D%0AThis%20county%20scrutinizes%20incoming%20documents%20for%20the%20RETURN%20TO%20name.%0D%0AIf%20this%20name%20is%20not%20found%20in%20their%20internal%20database%20of%20approved%0D%0Asubmitters,%20the%20submission%20is%20rejected.%20If%20you%20use%20multiple%20RETURN%20TO%0D%0Anames,%20this%20county%20requires%20that%20you%20submit%20a%20separate%20MOU%20for%20each%20name.
mailto:csc-mouprocessing%40cscglobal.com?subject=Bristol%20VA%20-%20MOU&body=This%20county%20requires%20a%20Memorandum%20of%20Understanding%20(MOU)%20effective%20January%201,%202024%0D%0A%0D%0ATo%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Bristol%20VA.%0D%0A%0D%0ANOTE:%0D%0AThis%20county%20scrutinizes%20incoming%20documents%20for%20the%20RETURN%20TO%20name.%0D%0AIf%20this%20name%20is%20not%20found%20in%20their%20internal%20database%20of%20approved%0D%0Asubmitters,%20the%20submission%20is%20rejected.%20If%20you%20use%20multiple%20RETURN%20TO%0D%0Anames,%20this%20county%20requires%20that%20you%20submit%20a%20separate%20MOU%20for%20each%20name.
mailto:sminarchi@vacourts.gov?cc=csc-mouprocessing%40cscglobal.com&subject=Caroline%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Caroline%20VA.
mailto:csc-mouprocessing@cscglobal.com?subject=CSC%20MOU%20for%20Chesterfield%20VA&body=(please%20attach%20a%20completed%20MOU)
mailto:csc-mouprocessing%40cscglobal.com?subject=City%20of%20Chesapeake%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20City%20of%20Chesapeake%20VA.
mailto:tsinnen@vacourts.gov;tbentwisle@vacourts.gov;pwalizer@vacourts.gov?cc=csc-mouprocessing%40cscglobal.com&subject=City%20of%20Virginia%20Beach%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20City%20of%20Virginia%20Beach%20VA.
mailto:ccrhelp@fairfaxcounty.gov?cc=csc-mouprocessing@cscglobal.com&subject=Fairfax%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Fairfax%20VA.
mailto:ttreadway@vacourts.gov?cc=csc-mouprocessing@cscglobal.com&subject=Fluvanna%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Fluvanna%20VA.
mailto:con080@henrico.us?cc=csc-mouprocessing@cscglobal.com&subject=Henrico%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Henrico%20VA.
mailto:csc-mouprocessing@cscglobal.com?subject=CSC%20MOU%20for%20Isle%20of%20Wight%20VA&body=(please%20attach%20a%20completed%20MOU)
mailto:JessicaM@co.kinggeorge.state.va.us;%20MMurray@co.kinggeorge.state.va.us;%20JanineM@co.kinggeorge.state.va.us?cc=csc-mouprocessing@cscglobal.com&subject=CSC%20MOU%20for%20King%20George%20VA&body=(please%20attach%20a%20completed%20MOU)
mailto:jbareford@vacourts.gov;tcouch@vacourts.gov;rnovick@vacourts.gov?cc=csc-mouprocessing@cscglobal.com&subject=Montgomery%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Mongtomery%20VA.
mailto:spierson@vacourts.gov?cc=csc-mouprocessing@cscglobal.com&subject=Richmond%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Richmond%20VA.
mailto:csc-mouprocessing%40cscglobal.com?subject=Spotsylvania%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Spotsylvania%20VA.%0D%0A%0D%0ANOTE:%0D%0AThis%20county%20scrutinizes%20incoming%20documents%20for%20the%20RETURN%20TO%20name.%0D%0AIf%20this%20name%20is%20not%20found%20in%20their%20internal%20database%20of%20approved%0D%0Asubmitters,%20the%20submission%20is%20rejected.%20If%20you%20use%20multiple%20RETURN%20TO%0D%0Anames,%20this%20county%20requires%20that%20you%20submit%20a%20separate%20MOU%20for%20each%20name.
mailto:staffordcocc@gmail.com?cc=csc-mouprocessing@cscglobal.com&subject=Stafford%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Stafford%20VA.
mailto:csc-mouprocessing%40cscglobal.com?subject=Suffolk%20VA%20-%20MOU&body=To%20process%20your%20request,%20please%20attach%20a%20completed%20MOU%20for%20Suffolk%20VA.
https://apps.erecording.com/Quickstart/StateRequirements/Fee%20Acknowledgment%20(Courthouse%20Computer%20Systems).pdf
mailto:csc-help%40cscglobal.com?subject=


 Website Resources

Beginner’s eRecording Guide

Register for ePrepare Training

Remote Online Notarization

Reset Login Password for ePrepare

State Holidays

 Holidays

 Troubleshooting Guides

Adding CSC as a Trusted Website

Clearing Cache and Cookies

Counties Prohibiting Document Editing

ePrepare Package Statuses

Quickstart Toolbar Guide

Removing Headers and Footers

Troubleshooting Tips for ePrepare

 Supplemental Guides

Active County List

County Authorization Guide

ePrepare User Guide

For Administrators or users assigned applicable roles.

ePrepare Administrative User Guide

Managing Jurisdictions

RESOURCES

CSC provides electronic recording ( eRecording ) Real Estate services, allowing clients to quickly 
and securely record documents across the U.S. First to the market with this solution, we provide 
speed and security for real estate transactions. Our web-based application shortens time between 
closing and recordation, eliminates errors that cause rejections, and improves document tracking 
for more efficiency. To learn more about our paper and electronic county recording for seamless 
coast-to-coast coverage, visit cscglobal.com/service/erecording.

© 2025 Corporation Service Company. All Rights Reserved.
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     RESOURCES

https://www.erecording.com/blog/erecording-resources/erecording-beginners-guide
https://attendee.gototraining.com/3x508/catalog/5624268445244858880
https://pria.us/resources/enotarization/
https://ep.erecording.com/LoginHelp
https://www.cscglobal.com/blog/state-holiday-closings/
https://submitters.secure-recording.com/holidays
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Adding%20ePrepare%20as%20a%20Trusted%20Website.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Internet%20Browsers%20-%20clearing%20cache%20and%20cookies.pdf
https://apps.erecording.com/Quickstart/StateRequirements/Counties%20Prohibiting%20Document%20Editing.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/ePrepare%20Package%20Statuses.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Quickstart%20Toolbar%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Internet%20Browsers%20-%20headers%20and%20footers.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Troubleshooting%20Tips%20for%20ePrepare.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.pdf
https://apps.erecording.com/Quickstart/CSC%20County%20Authorization%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/ePrepare%20User%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Administrative%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf?target=_blank&lightbox=0
mailto:csc-help%40cscglobal.com?subject=
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.pdf?target=_blank&lightbox=0
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