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1. To determine the Property Index Number (PIN), search the address of the property on the Cook County 
Assessor’s Office website. Search by house number, street name and city and then choose the correct 
address to obtain the PIN. 
http://www.cookcountyassessor.com/Search/Property-Search.aspx 
 

2. To determine the legal description, search the PIN at the Cook County Recorder of Deeds website. View 
any of the available images of the recent deeds to locate the legal description, which will consist of the 
Section, Township and Range (S-T-R) numbers, the Subdivision name, Block number and Lot number. 
http://cookrecorder.com/search-our-records/ 
 

3. Using the Tract Index Book, navigate to the pages corresponding with the S-T-R numbers and locate the 
Subdivision name. This will provide the Subdivisions of Sections Book number. 
 

4. The Subdivisions of Sections Book will have a front index to help locate the proper Subdivision name, 
making it easier to find the correct listing with the Block and Lot numbers. These books provide the 
following information: a Subdivision plat, the Document Number, Grantor, Grantee, Instrument*, the Date 
of Instrument and the Date of Filing. 
*See attached Abbreviation Sheet provided by Recorder of Deeds. 
 

5. Using the Document Number, find the entry in the proper Deed Index Book. The Document Number must 
be read from right-to-left, separated by three digits and then two: 12-34-567: 12 would be Deed Index Book 
12, with 34 and 567 being the page and entry numbers. This provides the Deed Book and Deed Page 
number. 
 

6. Fill out the Microfilm Copy Order Form* from the Microfilm Department (across the hall) to request the 
Document Number you’re researching. Once given the microfiche, attempt to review them on the 
microfiche readers further down the hall on the left, to verify they are correct and to determine the page 
span. Request copies at the desk, where staff will created cleaned-up digital scans that are then sent to the 
Certified/Non-Certified Copies printers upstairs. 
*See attached copies of Microfilm Copy Order Form provided by the Microfilm Department. 
 

7. Go to the Certified/Non-Certified Copies area to pay for your copies, which is directly ahead from the top 
of the stairs 
 
Fees: Certified: Non-Certified: 

$20.00/1st two pages, $10.00/1st two pages, 
$2.00 for remaining pages $1.00 for remaining pages 

http://www.cookcountyassessor.com/Search/Property-Search.aspx
http://cookrecorder.com/search-our-records/


 



 
  



 


