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TRANSFER AND CONVEYANCE STANDARDS 

OF THE FRANKLIN COUNTY AUDITOR 

AND THE FRANKLIN COUNTY ENGINEER 

AS ADOPTED UNDER OHIO REVISED CODE SECTION 319.203 

EFFECTIVE JULY 1, 1996  

AMENDED JULY 14, 1997  

AMENDED MARCH 1, 2006 

AMENDED MAY 11, 2012 

AMENDED JANUARY 1, 2018 

AMENDED JANUARY 22, 2020 
 

Section 1. Application of Transfer and Conveyance Rules. 
 

(A) The Auditor and Engineer may reject any conveyance that is not in compliance with the 

Ohio Revised Code (O.R.C.) or Ohio Administrative Code (O.A.C.).  These rules apply 

to any transfer and conveyance of an interest in real property made by conveyance, 

partition, devise, descent, court order, certificate of transfer, affidavit, or any other 

document that would cause any of the following: 
 

(1) Change in Ownership of Land. 
 

Any document that creates, transfers, or terminates any interest in land or minerals 

that would cause the County Auditor to change the name of the owner or any one of 

the owners must be presented to the County Auditor under O.R.C. 319.20; 
 

(2) Change in Description. 
 

Any document that changes, corrects, or amends the description of any parcel of land 

must be presented to the County Auditor under O.R.C. 319.20; 
 

(3) Transfer of Interest That May Affect True Value. 
 

Any document that creates, transfers, or terminates any interest in land that may 

affect the true value of a parcel for real property tax purposes must be presented to the 

County Auditor under O.R.C. 319.20. 
 

(B) Payment Requirements. 
 

(1) Accepted forms of payment: 

(a) Cash; 

(b) Business Check; 

(c) Money Order; 

(d) Certified Check; and 

(e) Online ACH transactions from approved vendors. 
 

(2) The payment of Conveyance Tax and Transfer Fees by check may not exceed the 

total amount due for the Conveyance Tax and Transfer Fee(s) per transaction.  

Checks in excess of specified amount due will be rejected. 
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(3) Individual Conveyance Tax payment with multiple checks will not be accepted. 
 

(4) Multiple Conveyance Tax transactions collectively paid with one check will not be 

accepted. 

 

(5) Multiple Transfer Fees collectively paid with one check will not be accepted. 
 
 

 

(C) Rental Registration. 
 

If question number 10 on DTE Form 100 or question number 8 on DTE Form 100EX is 

checked “NO” and the grantee will not occupy the real property as their place of 

residence, either a rental registration form or a rental exception form must accompany 

conveyance. 

 

Section 2. Supplemental Document Requirements for Transfers and Non-Transfers. 
 

 

(A) Transfers That Require Additional Documentation 

(1) Transfer by Affidavit of Next Of Kin. 
 

A transfer under the law of descent and distribution shall be made pursuant to 

affidavit under O.R.C. 317.22.  A certified copy of the death certificate (as specified 

by law) or other official acknowledgement of death must be attached to the affidavit. 

 

(2) Transfer of Survivorship Interest. 
 

A transfer of a survivorship interest shall be made pursuant to O.R.C. 5302.17, only 

upon certificate of transfer or upon affidavit and certified copy of a death certificate 

of the deceased joint tenant. 

 

(3) Deeds in Lieu of Foreclosure 

 

Exemptions under Letter B on the DTE Form 100EX in addition to the mandatory 

affidavit of facts must include a notice of acceptance in the form of an affidavit from 

the bank or primary lender to accompany the form. 

 

(B) Non-Transfers that Require Additional Documentation 
 

(1) Affidavits of Facts under O.R.C. 5301.252. 
 

(a) Affidavits filed under 5301.252 do not transfer any title.  These affidavits help 

explain facts or circumstances that may affect title when the real property is 

transferred in the future.  

(b) A change of the name of the owner or any one of the owners, that does not 

change actual ownership may be made by affidavit pursuant to O.R.C. 

5301.252 (B) (1);. 
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(c) The correction of a legal description may be made by affidavit pursuant to 

O.R.C. 5301.252 (B) (4) and (B) (5). 

 

(2) Affidavits Related to Descriptions of Property. 

 

Affidavits changing any dimensioning of tax parcels, street names, subdivision or 

condominium names shall be submitted to and approved by the County Engineer. 
 

(3) Corrective Deeds. 
 

All deeds conveying an interest in real property shall conform to the requirements of 

O.R.C. Chapter 5301.  Any deed submitted to correct a prior deed of record shall, 

where reasonably appropriate, at the sole discretion of the Auditor, be accompanied 

by an affidavit setting forth the facts which support the correction of the previously 

recorded deed. 
 

(4) Affidavit Requirements for certain Exemption Declarations. 
 

Exemptions under letter M on the DTE Form 100 EX require a supporting affidavit.  

The affidavit must detail the following: 

 

(a) Relationship between Grantor and Grantee; 

(b) That No money or other valuable and tangible consideration readily 

convertible into money is paid or to be paid; 

(c) That the transaction is not a gift; and 

(d) The factual explanation of transfer, such as: 

i. Capital Contribution 

ii. Lender Requirement 

iii. Estate Planning 

 

Exemptions under letter G on the DTE Form 100 EX requires a supporting affidavit.  

The affidavit must detail the reasoning for the exemption.  Examples include but are 

not limited to: 

  

(a) Reorganization 

(b) Dissolution of a Corporation 

(c) Distribution in Kind 

 

(5) Conveyances for Less Than Appraised Value. 

 

All Conveyance transfers where the transfer price is less than 2/3 of the Auditor’s 

appraised value must include either of the following: 

 

(a) A signed closing disclosure or other statement reflecting the actual terms of 

the transfer; or  

(b) An affidavit detailing the sales/purchase price of the property signed by both 

the Grantor and Grantee. 
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Section 3. Specific Requirements for All Documents of Transfer. 
 

All documents transferring an interest in real property that are subject to O.R.C. 319.20, 

including all court orders and certificates of transfer, shall contain all of the following: 
 

(A) Reference to Prior Instrument of Record. 
 

A reference to the volume and page of the record of the last preceding recorded 

instrument or instruments by or through which the grantor claims title, as required by 

O.R.C. 319.20. 
 

(B) Tax Mailing Address of Grantee. 
 

A statement of the complete tax mailing address of the grantee or any one of the grantees, 

as required by O.R.C. 319.20; 
 

(C) Identification of Interest Conveyed. 
 

(1) The grantor shall inform the County Auditor in writing whether the grantor is 

conveying less than the grantor's current interest in the land. 
 

(2) The Auditor may request written documentation outlining the designation of each 

owner’s interest on multiple owner parcels.  
 
 

(D)  Document Of Transfer Shall Include Parcel Number And Address. 
 

The document of transfer shall include the County Auditor's parcel number(s) of the land 

and the current site address of the property, if any.  Each and every tax parcel on a 

conveyance must be listed individually, either in the instrument of conveyance, or as an 

attachment thereto. 
 

(E)  Conveyance Forms. 
 

No instruments will be transferred unless accompanied by a properly completed DTE 100 

or DTE 100EX conveyance form.  Franklin County DTE 100 and 100EX forms can only 

be found under the Form Center on the website of the Franklin County Auditor. 

 

When filling out any of the address information on the DTE form, the full address shall 

be included.  It is not permissible to write “same” or “same as above” on any of the lines.  

When the full address information is not provided, the form will be returned to the 

presenter to be corrected. 

 

The following information provides definitions and explanations which may be helpful 

while completing the conveyance forms, and can reduce the number of rejected forms.  

Rejected forms delay the processing and recording of real estate transfers. 

 

DTE 100 Instructions 
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1. Grantor’s Name:  The name of the current owner (Seller). 

2. Grantee’s Name:  The name of the new owner (Buyer). 

(2a) Grantee’s Address: This is the address where the new owner would like to 

receive all future correspondence.  It is not the residence the new owner is 

moving from. 

3. Property Address: The address of the property that is currently being transferred. 

4. Tax Billing Address:  Full mailing address where tax bills should be sent by the 

Franklin County Treasurer’s Office. 

5-7. Please be sure to read and answer each question.  Please note that some questions 

require more than one response. 

8. Has the grantor indicated that his property is entitled to receive the senior 

citizen, disabled person or surviving spouse homestead exemption for the 

preceding or current year?  Please check the appropriate box.  If the answer is 

yes, please contact our Homestead Department for assistance. 

9. Has the grantor indicated that this property qualified for current 

agricultural use valuation (CAUV) for the preceding or current tax year?  

Please check the appropriate box.  If yes, please visit the Form Center on the 

Franklin County Auditor’s website, and print off the DTE 102 form, and include 

it with this transfer. 

10. Application for owner-occupancy (2.5% on qualified levies) reduction.  

(Notice: Failure to complete this application prohibits the owner from receiving 

this reduction until another proper and timely application is filed.) 

Will this property be the grantor’s principle residence by Jan. 1 of next year?   

Please check the appropriate box, and if so, please indicate if the property is a 

multi-unit dwelling by checking the appropriate box on that same line. 

Signature:  The DTE Form should be signed and dated by the grantee, or an 

individual authorized to sign on their behalf. 

 

DTE 100EX Instructions 

 

1. Grantor’s Name:  The name of the current owner (Seller). 

2. Grantee’s Name:  The name of the new owner (Buyer). 

(2a) Grantee’s Address: This is the address where the new owner would like to 

receive all future correspondence.  It is not the residence the new owner is 

moving from. 

3. Property Address: The address of the property that is currently being transferred. 

4. Tax Billing Address:  Full mailing address where tax bills should be sent by the 

Franklin County Treasurer’s Office. 

5. No conveyance fees shall be charged because the real property is transferred: 

Please indicated which exemption (a-y) applies to the attached transfer. 

6. Has the grantor indicated that his property is entitled to receive the senior 

citizen, disabled person or surviving spouse homestead exemption for the 

preceding or current year?  Please check the appropriate box.  If the answer is 

yes, please contact our Homestead Department for assistance. 
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7. Has the grantor indicated that this property qualified for current 

agricultural use valuation (CAUV) for the preceding or current tax year?  

Please check the appropriate box.  If yes, please visit the Form Center on the 

Franklin County Auditor’s website, and print off the DTE 102 form, and include 

it with this transfer. 

Are there building(s) on the land?  Please check the appropriate Yes or No box. 

8. Application for owner-occupancy (2.5% on qualified levies) reduction.  

(Notice: Failure to complete this application prohibits the owner from receiving 

this reduction until another proper and timely application is filed.) 

Signature:  The DTE Form should be signed and dated by the grantee, or an 

individual authorized to sign on their behalf. 
 

(F) Multi-Parcel transfers on a single instrument of transfer will only be accepted if the 

grantee(s) are identical and grantor(s) are identical for all described properties.  Please 

include all attachments for Multi-Parcel transfers that will not fit on a single DTE form. 
 

Section 4. Document Standards. 
 

The County Auditor will approve no transfer unless the documents presented to the County 

Auditor meet all of the following requirements: 
 

(A) Original Required. 
 

The document of transfer must have the original signature of the grantor or affiant.  In 

most cases, a copy of a court order will be accepted, but the copy must bear the signature 

of a judge and show on its face that it has been filed with clerk of courts or be a certified 

copy from the clerk of courts.  Signatures submitted and verified electronically via 

County approved online portals are considered original signatures for purposes of these 

standards. 
 

NO COLOR COPIES WILL BE ACCEPTED 
 

(B) Poor Original Not Accepted. 
 

No document of transfer will be accepted which has attached to it a previously recorded 

document that is identified as a "Poor Original." 
 

(C) Illegible Writing. 
 

No document of transfer will be accepted in which the document or attachment to it is 

illegible as determined by the County Auditor or County Engineer. 
 

Section 5. Sufficiency of Descriptions. 
 

(A) Identification. 
 

All descriptions of record shall be sufficient to allow the County Auditor and County 

Engineer to identify the land that is being transferred.  Clerical errors that do not affect 

the County Auditor's or County Engineer's ability to identify the property will be 

disregarded, but clerical errors that cannot be resolved may cause the County Auditor to 

disapprove the transfer. 
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(B) New Tax Parcel Descriptions. 
 

One of the following descriptions shall be used when filing documents that create an 

ownership interest in a tax parcel: 
 

(1) Platted Lot. 
 

A platted lot shall be described by its lot number or other designation, the name of the 

subdivision as platted, and the recording reference as required by O.R.C. 711.01. 
 

(2) Condominium Unit. 
 

A condominium unit shall be described by its unit number or other designation and 

the name of the condominium project as set forth in the declaration and the number of 

the volume and initial pages of the declaration and the recording reference of the 

drawings as required by O.R.C. 5311.10.  
 

(3) Metes and Bounds Description. 
 

Each tract of land that is not a platted lot or condominium unit shall be described by a 

metes and bounds description in accordance with these rules and must be approved by 

the County Engineer, prior to transfer by the County Auditor. 
 

(C) No More Than Three Exceptions in Description. 
 

(1) No transfer will be approved where the description of the land sets forth more than 

three (3) exceptions to any metes and bounds description.  An exception describes 

land that is included in the general description, but that is not being transferred and is 

excepted out and identified by a separate description of its own.  The following 

transfers shall not be subject to this conveyance standard: 
 

(a) Transfers ordered by the Probate Court or by Certificate of Transfer. 
 

(b) Transfers from individual(s) to one or more of the same individuals or one or 

more of the same individuals and others, in connection with the creation or 

dissolution of a co-tenancy or the filing of a Transfer on Death deed. 
 

(c) Transfers in completion of a previously recorded land contract using the same 

legal description. 
 

(d) Transfers terminating a life estate using the same legal description. 
 

(e) Any other transfer which in the opinion of the Auditor or Engineer would be in 

furtherance of a valid court order, from a court of competent jurisdiction, 

transferring the real property, including without limitation a decree of foreclosure. 
 

(f) Transfers pursuant to a previously recorded Transfer on Death deed using the 

same legal description 
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(2) The above-described transfers (if conditionally approved as per this section) will be 

stamped by the County Engineer whose stamp shall read "*CONDITIONAL 

APPROVAL* NEW SURVEY REQUIRED FOR NEXT CONVEYANCE" as shown 

below: 
 

 
 

Section 6. Boundary Survey. 
 

(A) A boundary survey is required when the deed contains a legal description for land which 

is a cut-up or split out of the grantor's one or more existing parcels of land as shown in 

the County Auditor's records, or if the legal description of the land conveyed in the deed 

is different from the legal description shown in the prior deed to the grantor.  An original 

copy of the survey plat and metes and bounds description must be signed, dated and 

stamped with blue ink by a registered Professional Surveyor.  The boundary survey must 

be submitted to the County Engineer for review for a minimum of one working day prior 

to the desired transfer of the instrument(s).  Faxed and poor copies will not be accepted 

for final approval, but will be permitted for preliminary review process.  All new 

boundary surveys must state the total acreage calculated accurately to the nearest 

thousandth of an acre and state on the plat and within the description a breakdown of the 

total acreage within each tax parcel whenever a survey encompasses two or more existing 

tax parcels.  

 

(B) Must Meet Minimum Standards. 
 

All boundary surveys required under 6 (A) must be made in accordance with the 

“Minimum Standards for Boundary Surveys in the State of Ohio”, as defined by Chapter 

4733-37 of the Ohio Administrative Code, along with the current requirements of the 

County Engineer (See Section 12).  

 

 

 

Section 7. Subdivision Plats, Condominiums and Road Right-Of-Way Dedication Plats. 
 

The County Auditor reserves a period of at least 5 business days to review condominium and 

subdivision documents prior to approval. 
 

(A)  Subdivision Plats. 
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(1) All new subdivision plats and road dedication plats must be submitted with a 

title/signature page separate from the page(s) depicting the actual subdivision lots, 

subdivision reserves or road Right-of-Way dedications. 
 

 

(2) Vacating Subdivision Plats. 
 

All subdivision plats to be vacated shall be vacated in accordance with Chapters 711 

and 5553 of the Ohio Revised Code.  Streets, roads and alleys cannot be vacated and 

dedicated on the same plat if in the opinion of the County Auditor or the County 

Engineer the plat does not clearly show or delineate the intent of what is being 

vacated and dedicated. 
 

(3) All reserves and lots must be identified within the situate in a subdivision plat. 
 

(4) All subdivision lots are to be designated by progressive/sequential number series.  All 

subdivision reserves are to be designated by progressive/sequential letter series as per 

Chapter 711 of the Ohio Revised Code. 
 

(5) No portion of a reserve in a subdivision shall be located in more than one taxing 

district. 
 

(6) A table or summary notation, showing in acres and calculated to the third decimal 

place, the total acreage of all lots, reserves and dedicated Right-of-Ways, as required 

by the County Auditor.  

 

(7) All subdivision plats containing more than one contributing owner must indicate 

graphically or by tabular form the interest each party may have in each new lot or 

reserve being created by the plat. 

 

(8) All subdivision plats must contain the specific legislative reference (i.e. Ordinance or 

Resolution number) by the granting authority and date of approval. 

 

(9) The County Auditor requires the original Mylar and 5 copies of the signed Mylar to 

be submitted for review. 
 

(B)  Condominiums. 
 

(1) Condominium amendments must include a set of drawings for the proposed addition 

to the condominium.  These drawings shall be part of the amendment in order to be 

reviewed by the Auditor's office.  Reference to drawings previously recorded in a 

prior declaration, are not acceptable.  Drawing must include the survey drawings and 

graphically show the boundaries, location, designating length, width and height of 

each unit.  The drawings must identify each unit by unit designation, a building 

number if applicable, and identify where it is located.  
 

The set of drawings submitted with a Condominium Declaration or an Amendment to 

the Declaration which adds units to the Condominium must contain both:  
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(a) the certified statement of a registered architect or registered professional engineer 

that the drawings accurately show each building as built or constructed; and 
 

(b) the certified statement of a registered professional surveyor that the drawings 

accurately reflect the location of improvements and recorded easements.  
 

(2) Newly added units within all condominium amendment documents shall be 

designated as such; UNITS ADDED HEREBY: 
 

(3) The County Auditor requires 1 original and 2 copies of the Condominium Declaration 

and Drawings.  In addition, the County Engineer requires one (1) copy of the survey 

drawings of the Condominium Drawings to be submitted for their review. 
 

(4) The termination of a condominium is similar in process to that of the original filing of 

a condominium.  A condominium termination requires a valid metes and bounds legal 

description and survey drawing which meets the County Engineer requirement(s). 
 

(5) The title of the Certificate of Termination/Removal must include the name of the 

Condominium project. 
 

(C)  General Standards. 
 

(1) Metes and Bounds Description. 
 

Each tract of land that is to be created into a newly platted subdivision or 

condominium development shall be described by a new metes and bounds description 

for all affected tax parcels in accordance with the requirements defined in the Chapter 

4733-37 of the Ohio Administrative Code, and shall be placed of record prior to the 

transfer of said condominium or subdivision plat. 
 

(2) Plats that have been approved and stamped by the Auditor must be recorded in 

Recorder's office.  The Auditor will not process any plat that has not been recorded 

the same business day as the Auditor's stamp states.  
 

(3) School district boundary lines must be shown on the survey if the plat or 

condominium is located in more than one taxing district. 
 

(4) Certifications and acknowledgements must have been made within one year of the 

date the plat or condominium is presented to the Auditor for approval. 
 

(5) Whenever a subdivision plat or condominium encompasses two or more tax parcels, a 

breakdown of the total area must be recited for each tax parcel on the plat or 

condominium drawings and description. 
 

(6) Named private streets are to be properly located and identified on all plats or 

condominium drawings. 
 

(7) Chapter 4733-37-07 (B) of the Ohio Administrative Code states the minimum 

acceptable requirements for monumenting subdivisions.  In the event these 

requirements are not met, the County Engineer reserves the right to require additional 
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monuments be set to clarify any boundary in order to satisfy Chapter 4733-37-07 (B) 

of the Ohio Administrative Code. 
 

Section 8. Breaks in the Chain Of Title. 
 

Because the County Auditor needs to determine the ownership of each tract, lot, or parcel of 

real property and because the County Auditor maintains ownership history of each tax parcel: 
 

(A) Grantor is Not Prior Grantee. 
 

No transfer will be approved where a grantor is not a prior grantee, unless the document 

itself or an affidavit that satisfies the requirements of O.R.C. 5301.252 is provided to the 

County Auditor that explains to the County Auditor's satisfaction why there is a break in 

the chain of title.  The County Auditor may also require additional evidence when 

necessary to establish the correct ownership of the property. 
 

(B) Minor Differences in Names. 
 

Differences in the name of the grantor and a prior grantee based upon the inclusion or 

omission of middle names or initials, or different versions of first names (e.g. Charles, 

Charley), or due to change in name, and similar differences of a minor nature, must be 

explained in the document itself or an affidavit, as required by O.R.C. 5301.252 (B) (1).  
 

(C) Any transfer, for the purpose of a lot-split in which the ownership of the real property is 

to remain in the name of the original grantor, must first be conveyed to a separate grantee 

and re-conveyed to the original grantor to establish a valid chain of title for the premises. 

Conveyances from owner/original grantor to the owner/grantee for lot-split purposes will 

not be accepted by the Auditor for transfer.  
 

Section 9. Planning Commission Approval of Parcel Split. 
 

Planning Commission/Authority approval stamps must be affixed to each corresponding 

legal description(s). 
 

(A) Subdivision of Existing Parcel. 
 

Any transfer or conveyance that causes a tax parcel to be split into a new parcel may be 

required to be approved by the appropriate planning commission.  If approval is 

necessary it must be approved prior to it being accepted by the County Auditor and the 

appropriate Planning Commission/Authority approval must be affixed to each 

corresponding legal description(s).  
 

(B) Auditor Will Not Determine Exemptions From Planning Commission Approval. 
 

The County Auditor will not determine whether any split is exempt from planning 

commission approval, and will accept only a communication from the appropriate 

planning commission that the split is exempt. 
 

(C) No Transfer by Plat. 
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The County Auditor will not transfer (change the name of any owner of) any real 

property pursuant to a plat, except by dedication of the property to a public purpose and 

upon acceptance by a political subdivision that is set forth on the plat or in a separate 

document.  

 

 

 

Section 10. Land That is Divided by or Contained in Multiple Taxing District Boundaries. 
 

(A) Where a tract of land that is described by a single metes and bounds description is located 

in more than one county, the Franklin County Auditor shall consult with the County 

Auditor(s) of the other county to determine the treatment of the land for real property tax 

purposes. 
 

(B) The County Auditor will not create a single tax parcel that is located in different taxing 

districts.  Any land with a single metes and bounds description that is split by taxing 

district lines shall be made into separate tax parcels by the County Auditor.  Any platted 

lot that is located in different tax districts shall be placed in the district in which the front 

of the parcel is located, determined by street address, or in which the greater part of the 

parcel is located if a taxing district line crosses through the front of the lot.  No portion of 

a reserve in a subdivision shall be located in more than one taxing district. 
 

(C) Current tax parcels that will be split by new annexation boundaries shall require a new 

metes and bounds survey (Sec. 6 A), (Sec. 12) of both the split creation and the residual 

tracts.  The new split shall be subject to the appropriate planning commission approval 

(Sec. 9).  The title of the associated survey description and plat shall include the language 

"Annexation Split". 
 

(D) Any annexation that results in a split annexation shall require the split be filed prior to the 

filing of the annexation.  
 

Section 11. Requirements for Combinations. 
 

The permanent parcel numbering system is maintained by the Franklin County Auditor for 

the purpose of creating the tax duplicate, therefore all combinations and splits of parcels are 

at the sole and complete discretion of the Franklin County Auditor. 
 

Parcels will not be combined unless all parcels are uniformly assessed by the Franklin 

County Auditor, including but not limited to parcels subject to special or unusual tax status 

such as Tax Increment Financing (TIF) or tax abated parcels. 
 

(A) Parcels must show identical ownership. 
 

(B) Parcels must be contiguous. 
 

(C) Parcels must be in the same taxing district. 
 

(D) Parcels within a condominium cannot be combined by this process.  If the original 

declaration describes unit(s) as expandable then appropriate documentation must be 

submitted through the condominium process. 
 



Page 14 of 19    

Effective January 22, 2020 

Section 12. Requirements of Conveyance by the County Engineer. 
 

(A) All new metes and bounds descriptions, and all plats of survey must incorporate the 

principals and minimum standards of good surveying, engineering and draftsmanship, 

and must meet the "Minimum Standards for Boundary Surveys in the State of Ohio", as 

defined by Chapter 4733-37 of the Ohio Administrative Code. 
 

 

(B) Requirements for All Recorded Lot(s) of Record. 
 

(1) All instruments conveying a recorded lot or other designation in a municipality or 

recorded subdivided area must designate the lot number or other designation, the 

official recorded name, the recording reference and the prior recorded deed reference 

if any exists.  
 

(2) Any parcel, out lot or portion of a recorded lot or other designation must have an 

accurate description to enable the County Engineer and County Auditor to determine 

the residue or balance left, based on existing available records. 
 

(3) Any area being conveyed in what is commonly known as an "Unrecorded Plat" must 

have an accurate metes and bounds description.  
 

(C) Requirements for Existing Metes and Bounds Descriptions of Record. 
 

(1) All existing metes and bounds descriptions of record will be checked by the County 

Engineer to verify and identify to the County Auditor the tax parcel(s) to be 

conveyed. 
 

(2) All existing metes and bounds descriptions of record must be described verbatim as 

witnessed by the instrument of previous record and transfer. All descriptions should 

maintain paragraph formatting, spacing and use of upper case and lower case letters 

as the existing description contains.  Scrivener’s errors proven within the chain of title 

must be corrected regardless of the prior description.  
 

(3) Any existing metes and bounds description which, since the previous conveyance, has 

been incorporated into a municipality or other political subdivision by means of 

annexation must be changed to reflect its new corporate location within the situate of 

the subject instrument of conveyance. 
 

(4) All instruments of conveyance attempting to convey the remainder or balance of an 

existing tax parcel(s) from which out lots or exceptions exist must incorporate the 

following requirements: 
 

(a) Each out lot or exception of the original tract(s) must be described verbatim as set 

forth by the original document of partition. 
 

(b) Each documented exception must refer to its recorded source, if any, by which it 

can be verified. 
 

(c) All instruments of conveyance using exceptions to convey the balance or 

remainder of a tax parcel(s) must incorporate a statement identifying the tax 

parcel(s) and district to be conveyed, and the current taxable area as set forth on 

the County Auditor's tax list for the subject conveyance. (i.e., it is the intent of 
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this instrument to convey all of Tax Parcel(s) number and district, containing 

acreage or footage, as shown by the County Auditor's records). 
 

(5) The County Engineer will make the necessary marginal notations on the instrument of 

conveyance to verify the tax parcel(s) to be conveyed and will stamp the instrument 

with a stamp that shall read "DESCRIPTION VERIFIED" as shown below:  
 

 
 

(6) Legal descriptions may be submitted for preapproval prior to the creation of the final 

instrument of transfer. 
 

(D) Requirements for New Metes and Bounds Descriptions for Conveyance. 
 

(1) All new metes and bounds descriptions, not previously recorded, must be prepared, 

signed, dated and stamped with blue ink by a registered Professional Surveyor and 

must be in compliance with Chapter 4733-37 of the Ohio Administrative Code. 
 

NO COLOR COPIES WILL BE ACCEPTED 
 

(2) In addition, the following items shall be required: 
 

(a) The situate must denote the state, county and municipality and/or civil township, 

quarter township, lot (USML), township, range, section, half section, or Virginia 

Military District Number, etc. 
 

(b) The situate must denote recorded title and deed reference as to the tract(s) of 

origination. 
 

(c) All descriptions must be referenced to an established and monumented point of 

beginning such as centerline intersections of streets or roads of record, 

platted/subdivision property corners of record, section and or quarter section 

corners or lines, or Virginia Military District corners or lines, etc.  
 

(d) Each course of a new metes and bounds description should be a separate 

paragraph, and all courses must be stated in a clockwise direction from the point 

of beginning to the point of termination for the subject description. 
 

(e) Each course of a new metes and bounds description must contain a bearing 

expressed in degrees, minutes and seconds and a distance recited in feet and the 

decimal parts thereof, from point of origination to a point of termination of each 

course and reference the appropriate monumentation.  The surveyor shall set 

boundary monuments so that, upon completion of the survey, each corner of the 

property and each referenced control station will be physically monumented. 

When it is impracticable or impossible to set boundary monuments, the surveyor 

shall set Reference monuments as stated Chapter 4733-37 of the Ohio 

Administrative Code.  Chapter 4733-37-03 (A) of the Ohio Administrative Code 
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states the minimum acceptable requirements for monumenting boundaries.  In the 

event that these requirements are not met, the County Engineer reserves the right 

to require additional monuments be set to clarify any boundary in order to satisfy 

Chapter 4733-37-03 (A) of the Ohio Administrative Code. 
 

(f) Each course must contain the correct names of current adjoining owner(s) 

together with the recorded Deed Book and Page, Official Record, or Instrument 

Number for each.  When a course being described adjoins a recorded platted 

subdivision a call for the record name and recording reference will suffice.  When 

a course being described adjoins a recorded Condominium Development a call for 

the record name, amendment number, declaration reference and recorded drawing 

reference is needed.  Fee ownership of Right-of-Way is considered as an adjoiner 

by the County Engineer.  Courses that adjoin public easement Right-of-Way shall 

contain the correct names of current adjoining owner(s) together with the 

recorded Deed Book and Page, Official Record, or Instrument Number for each 

along with the record document that creates the easement. 
 

(g) Each course must show all other common lines such as centerline of roads, rivers, 

streams, quarter or half section lines, Virginia Military District lines, or any other 

pertinent common line of record or interest as witnessed by the survey for the 

conveyance. 
 

(h) Any course of a new metes and bounds description which is a curve must contain 

the direction (right or left), radius (expressed in feet and decimal parts thereof), 

the central angle (expressed in degrees, minutes and seconds), curve length 

(expressed in feet and decimal parts thereof), chord bearing (expressed in degrees, 

minutes and seconds) and chord length (expressed in feet and decimal parts 

thereof) of the curve. 
 

(i) All references to roads, rivers, streams, etc., must use current or existing names of 

record.  Old or original names should also be mentioned. 
 

(j) All new metes and bounds descriptions must give the area contained within its 

perimeter in acres and calculated to the third decimal place, as required by the 

County Auditor.  Total calculated square footage may also be mentioned, if so 

desired.  In addition, when a Right-of-Way record exists, a statement of the area 

that is currently located within the existing public road Right-of-Way must be 

expressed in acres and calculated to the third decimal place for each affected tax 

parcel within the described boundary. 
 

(k) Whenever a new metes and bounds description encompasses two or more taxing 

districts, or two or more tax parcels, a breakdown of the total area must be recited 

for each tax parcel. 
 

(l) All new metes and bounds descriptions will be subject to computer verification as 

to the accuracy of the traverse closure (1/10,000 minimum allowable traverse 

closure) of the area as described.  The boundary survey documents must be 

submitted to the County Engineer for review of a minimum of one working day 

prior to the desired transfer and recording date of the instruments (faxed and poor 
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copies will not be accepted for final approval, but will be permitted for the 

preliminary review process). 
 

(m) All instruments including new metes and bounds descriptions, which meet all of 

the aforementioned requirements will be stamped "DESCRIPTION VERIFIED" 

(as shown below) and the proper notations will be made on the instrument of 

conveyance, verifying a correct tax structure to the County Auditor.  

 
 

 
 

(n) Whenever the descriptive content of any legal instrument of conveyance is 

determined to be ambiguous, it will require a survey of the parcel(s) being 

described be made and a new description and plat be submitted to the County 

Engineer for approval prior to the transfer of said parcel(s). 
 

(E) Requirements for Plats of Surveys. 
 

(1) All plats must be in compliance with Chapter 4733-37 of the Ohio Administrative 

Code. 
 

(2) A survey plat must be prepared for every new metes and bounds description and must 

be signed, dated and stamped with blue ink by a registered Professional Surveyor. 

The survey plat shall be prepared and submitted in black ink.  An original of the plat 

is to be filed with the County Engineer. 
 

NO COLOR COPIES WILL BE ACCEPTED 
 

(3) All current sources of title of adjoining owners along each boundary line of the 

subject survey must be properly indicated. 
 

(4) All pertinent documents used in the boundary resolution, including but not limited to 

Road Records, plats of surveys, affidavits, ordinances, and any other public or non-

public record found in the researching process must be properly indicated. 
 

(5) Chapter 4733-37-05 (C) (3) of the Ohio Administrative Code state the minimum 

acceptable requirements for referencing monument control stations.  The County 

Engineer requires all found monumentation used in the boundary resolution of the 

parcel being shown to be documented on the plat of survey. 
 

(6) Named private streets are to be properly located and identified on all plats. 
 

(F) Requirements for Ties to County Monuments. 
 

(1) All surveys performed in Franklin County for the establishment of new subdivision 

plats, new survey plats and new metes and bounds descriptions for the fee transfer of 

land, not including subdivision lots of record, shall be required to tie into a minimum 

of two (2) County survey control monuments provided the survey is located within 
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1/2 mile of a County survey monument, and a second monument is located within 1/2 

mile of the first monument or within 1/2 mile of the survey being performed.  If only 

one monument is located within these limits, a tie to that monument will suffice.  A 

County survey control monument is defined as a survey monument accepted and 

shown of record by the County Engineer. 
 

(2) The tie to County monuments is required only when the survey is located upon the 

roadway which has monumentation or if the survey is located upon a section line, half 

section line, Township line, VMS line, or Franklin County line where there is 

monumentation. 
 

(3) Should there be an angle point accepted by the County Engineer, between the survey 

being performed and a County monument, a tie to that angle point shall suffice. 
 

(4) Proper identification of County monuments must be denoted on the survey plat or 

subdivision plat, as well as the deed description.  County monuments are usually 

identified by the letters FCGS followed by a four-digit number, i.e. FCGS 8870.  

These County monument identifiers are available at the County Engineer's Office.  
 

(G) Basis of Bearings Statements. 
 

(1) The Basis of Bearing statement on all plats and deed descriptions to be made of 

record within the Franklin County offices must be stated with reference to a deed of 

record, an official record, a plat of record or a road improvement plan of record along 

with the bearing used.  The State Plane Coordinate System, Ohio South Zone, North 

American Datum of 1983, also known as NAD83 (with the adjustment year), may 

also be used as a Basis of Bearing only if the control monuments used along with the 

bearing between them are denoted in the statement.  
 

(2) Assumed bearings may be used provided there are no bearings shown of record.  
 

Examples of acceptable Basis of Bearing statements are available at the County 

Engineer's Office. 
 

(H) Metric Measurements. 
 

(1) Each course of a new metes and bounds description prepared using the metric system 

shall include the following:  
 

(a) Distances shall be recited in meters and decimal parts thereof, along with the 

equivalent distance in feet and decimal parts thereof. 
 

(b) Bearings shall be expressed in degrees, minutes and seconds. 
 

(c) Curves must contain the direction (right or left), radius (expressed in meters and 

decimal parts thereof), the central angle (expressed in degrees, minutes and 

seconds), curve length (expressed in meters and decimal parts thereof) chord 

bearing (expressed in degrees, minutes and seconds) and chord length (expressed 

in meters and decimal parts thereof) of the curve.  
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(2) Area shall be expressed in hectares along with the equivalent area expressed in acres 

calculated to the third decimal place as required by the County Auditor.  
 

(3) The U.S. Survey foot definition shall be used when converting between meters and 

feet. The conversion ratio of 39.37/12 is the U.S. Survey foot multiplier used to 

convert from meters to feet. 
 

(I) Requirements for Descriptions with Vertical Components. 
 

Any description having vertical components being used for conveyance or within 

Declaration of Condominiums must contain the following requirements: 
 

(1) A Basis of Elevation Statement. 
 

A Basis of Elevation statement must be included within the description and plat of 

survey/condominium drawings.  The elevations established have to meet the 

following requirements: 
 

(a) Elevations must be derived from a closed network and referenced to a published 

benchmark within the Franklin County Engineer’s Geodetic Survey Network. 
 

(b) All elevations must be on the North American Vertical Datum of 1988, also 

known as NAVD88, expressed in feet and decimal parts thereof to the nearest 

hundredth of a foot.  All elevations derived from Global Positioning System 

Technology must also reference the geoid used. 
 

(2) A reference benchmark shall be set at a prominent position within close proximity to 

the subject land being described.  The reference benchmark must also be shown and 

referenced to the boundary of the subject land on the plat of survey/condominium 

drawings. 
 

(3) The elevation must be called out or defined in each and every course of the boundary 

throughout the legal description.  You may not call out the elevation limits as a 

header to, or general statement at the end of, the legal description. 
 

(4) Elevations of descriptions having a vertical component normally represent physical 

boundaries of buildings that the elevation limits represent.  Each description, plat of 

survey or condominium drawing shall contain notations of the intent for what each 

elevation represents (i.e. the top of the finished first floor). 

 


