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INSTRUCTIONS FOR EFILING A PRAECIPE TO ISSUE ORDER OF SALE.

REQUIRED DOCUMENTS AND INFORMATION

1. Praecipe to Issue Order of Sale.

2. Copy of the Judgment with Approved Legal Property Description.

3. If requesting an appraisal, an Order of Appraisal is required.

4. If the use of a private selling officer is requested, then a Copy of the Order
Granting Motion to Appoint Private Selling Officer.

5. Filing should also include a one-time Online Auction Fee of $500 per case with
the following exceptions:
e No Online Auction fee if the property is being sold through a private seller.
e No Online Auction fee for the Prosecutor’s Office.

Page 2: eFiling instructions for an Order of Sale to be sold by the Sheriff’'s Office

Page 3: eFiling instruction for an Order of Sale to be sold by a Private Selling Officer
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eFiling instructions for an Order of Sale to be sold by the Sheriff’s Office:

Please Note: Each required document should be saved and uploaded as its own
separate PDF document.

Logon to eFiling account and eFile all required documents listed above.

Search eFile Orders Calendar Cases Manage

¢ Input the case number.
e Click Create Subsequent Filing——_, JEE ]
Select “On Behalf Of”
Add all necessary documents as follows:
1. Add Document 1 and upload (Select 1 of the following):
Praecipe to Issue Order of Sale — NO Appraisal
OR
Praecipe to Issue Order of Sale — WITH Appraisal ($225.00)
2. Add Document 2 — ONLY with appraisal and upload:
Praecipe for Appraisal Filed.
3. Add Document 3 — NO upload (will add the auction fee):
Praecipe to Issue Order of Sale — Auction Fee ($500.00)
4. Add Document 4 and upload: Approved Property Description Form
5. Add additional documents as needed.
Once all documents have been added to the case, scroll to bottom of the page —
Click Continue with Filing Button I3 EEIINotILry
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eFiling instructions for an Order of Sale to be sold by a Private Selling Officer:

Please Note: Each required document should be saved and uploaded as its own
separate PDF document.

Logon to eFiling account and eFile all required documents listed above.

Search eFile Orders Calendar Cases Manage

¢ Input the case number.
e Click Create Subsequent Filing——_, JEE ]
Select “On Behalf Of”
Add all necessary documents as follows:
6. Add Document 1 and upload (Select 1 of the following):
Praecipe to Issue Order of Sale — NO Appraisal
OR
Praecipe to Issue Order of Sale — WITH Appraisal ($225.00)
7. Add Document 2 — ONLY with appraisal and upload:
Praecipe for Appraisal Filed.
8. Add Document 4 and upload: Approved Property Description Form
9. Add additional documents as needed.
Once all documents have been added to the case, scroll to bottom of the page —
Click Continue with Filing Button I3 EEIINotILry



