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Introduction

Electronic real estate recording in the State of Minnesota is based on the utilization of Minnesota Electronic Recording Standards. The volume of documents filed in Minnesota Counties necessitates the need for these standards.  Document submitters and Minnesota Counties will implement systems that will apply a uniform approach for sending and receiving documents electronically.  The Minnesota Electronic Recording Standards were developed and approved by the Minnesota Electronic Real Estate Recording Task Force.

After approval, the standards were tested in five pilot counties across the State of Minnesota.  The standards will periodically be reviewed and updated and then posted on a Minnesota County Officer official website.

This electronic recording guide book has been prepared to aid county officials as they implement electronic recording.  This guide book is currently a dynamic document that will be updated on a frequent basis and is currently in draft form.

Develop Project Plan


Form an Electronic Recording County Team


Consider the possible internal employees and external entities when forming your electronic recording county team.

· County IT staff

· County Departments Recorder, Auditor, Treasurer, Assessor, Planning and Zoning

· Software vendor staff

· Trusted Submitters i.e. Bankers, Attorneys, Title Companies, Real Estate Companies


Identify Project Steps


Include all of the members of your electronic recording county team when creating your project plan.

· Research your options by reviewing other County E-record 

     Project Plans 

· Meet with the staff from a County that has implemented E-record

· Identify the major steps of your plan (*)
· Select Software/Hardware Vendor(s)

· Security

· Development

· Testing

· Validation of Standards

· Implementation

· Go Live!

(* Within each Major Step identify a list of tasks that will need to be completed before proceeding to the next major step)

Define Requirements




    



Prepare Workflow Diagram 



See page 6 for Satisfaction and Certificate of Release Workflow



See page 7 for Assignment of Mortgage Workflow
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Software/Hardware Selection



    


Identify Software/Hardware Team Members 

· County Administration

· County Commissioners

· County IT Staff

· County Recorder Staff

· County Department representation from Auditor, Treasurer, Assessor, Planning and Zoning


Software Vendor(s) Presentation



Invite the software vendors you are considering doing business with to demonstrate their products for your Software/Hardware Team.  


Review Vendor Offerings & Make Selection



Set up a score card to be used be each member of your Software/Hardware Team to rate the products demonstrated by the software vendors.  Tally and review the team’s scorecards and then make your selection.  Once you have made your software vendor selection, ask your County Attorney and Administration to help you review the software vendor contracts and maintenance agreements.  Once you have selected the software, work with your software vendor to determine the hardware you will need to purchase.  Then work with your County IT staff to bid and purchase the needed hardware for your county.

Software/Hardware Installation



Review & Utilization of MN E-Recording Standards




Work with your software vendor to insure your county E-Recording system is utilizing the latest Minnesota E-Recording Standards.  Develop a plan with your software vendor and IT staff to insure you are always running with the latest E-Recording Standards.



Security




Work with your IT staff and your software vendor to develop a security system that will fit your county’s E-Recording needs.  Your IT staff will need to monitor the security systems and periodically review it to make sure you have the latest updates.  The system must have an adequate back up schedule, back ups should checked periodically for accuracy and be stored offsite with a regular rotation.



Testing




Work with your software vendor and your trusted submitter to create test cases to be used to thoroughly test your system.  Plan to test with multiple test cases that will test every aspect of your E-Recording software. Work on each test case and have it working correctly before you take on the next test case.  It works better to test one variable at a time, rather than testing multiple variables and getting caught in a circle.


Implementation




Pick a date to implement your system that will work for all of your team members.  Remember you will need to coordinate with your software vendor, IT staff, trusted submitter staff and the Recorder staff to fully implement your new E-Recording system.  

Go Live




Celebrate Success – take time to recognize and appreciate all of the people who worked on the county e-record project.  Remember to include county staff, software and hardware providers and trusted submitters.   It is very important to take the time to thank all of the people who made this milestone in your county possible.  People need to be recognized for their hard work and dedication.  E-recording is a major milestone in the County Recorder’s department that Recorder’s have not seen since the first computer was installed and before that it was the first copy machine.  

Maintain Standards



The County Recorder’s electronic work is not done, in fact an ongoing new duty will be to insure that the County’s electronic recording process is adhering to the latest Minnesota E-Recording standards.  County Recorders will be responsible for their E-Recording software.  Recorders will need to work closely with any County Recorder State E-Recording committees and task forces, software vendors, and trusted submitters to keep their systems running at the latest version of the Minnesota E-Record standards. 



County Recorders should work with their software vendors to own the source code, or have a perpetual license to the source code, or have the source code maintained in trust with a third party for the product license(s) the county has purchased for E-Record.   By holding the source code in trust the County should be assured the product will be accessible long into the future.
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