Index to Deed Records via Rolodex Cards (1965 – 1990)

Located in the center of the Records Room is a series of Rolodex type card files. Each Rolodex contains an alphabetical list to the owner names, by the last name.

· Locate the owner name you are searching for within the Rolodex. Each card will have at least one name on the card, and is filed alphabetically. Note the sheet number to the right of the name.

· Locate the Index book containing the sheet you are looking for. These books are the smaller white Deed Index books scattered in many different groups throughout the Records Room.

· Locate the page (or pages) by the sheet number. This sheet describes all purchases & sales of property by this family, as well as several other types of transactions including Power of Attorney and mortgages. 

Tip: Photocopy this page as this information is useful in your biographical research, as you may find other homes owned by this family (and that may still be in the family), may discover that the individual listed with the power of attorney is a child of the family and is still living, or other interesting facts.

· Double check by confirming the property description listed in the brief description column. (Check marks or quotes were used to indicate the material in the column is the same as the line above it).
· Record the Grantor (seller) information on the ownership worksheet, along with the document number. This number refers to the microfilm cartridge and the document number where you will find the Deed. 
· The Date shown on the far left of the page is the date the Deed was recorded. Refer to the actual deed to find the date of the sale.

· To use the microfilm reader you will need to find the reel containing your Deed in either of the two large film cabinets located next to the microfilm viewers. Ask one of the clerks to show you how to load the film, advance it to the page you are looking for, and how to print copies of the Deed. 

· Record the former owners on your ownership worksheet, along with the purchase price of the property and the actual date of the sale.
· Continue searching for previous owners in the Rolodex cards until no more owners can be found in this time period.
Tip: You may want to do all of your ownership checking in the Rolodex cards and Deed Index books you can - before using the microfilm viewers. This will allow you to focus in one area of the Records Room at a time.

Rolodex Index Summary (1965-1990)

· Locate the first owner card in the Rolodex
· Locate the Deed Index book containing the sheet number from the card

· Find the sheet number in the Deed  Index Book
· Record Grantor (Seller) and microfilm number
· Find Deed in the microfilm reels and copy it
