
OFFICIAL RECORDS:
THE JOURNEY OF A DOCUMENT 

                           Front Counter 

Incoming Mail 

• Enter Recording Data 
•    Index Grantor Name
•    Collect Payment
 

Recording - Intake 

Document is picked up by Micrographics for Scanning 
Micrographics

• Read Bar Code 
• Scan Document

Index and Verification
 -Data Entry 

• Party Names 
• Legal Description 
• Reference or Case Number 

(if available) 
• Document Type 
• Consideration Amount

Mailed out to customer 

Visit the Clerk’s Records Service 
Center - Public Search Department 
for assistance with retrieving data 
& document images and copies.

Document is returned to Recording  for indexing/verifying. 

Document is Released to the Public 

CD is created from 
scanned image and 
becomes available for 
purchase by customer. 

Official Record Listing

Visit the Clerk’s website at 
www.mypalmbeachclerk.com,  
Official Record Listing, to retrieve  
data & images electronically and 
print out copies. 
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