 Judicial Sales Procedure
Opening a Judicial Sale File 

The plaintiff or plaintiff’s attorney will provide the judicial sales staff a certified copy of the Judgment of Foreclosure.  The order must be signed by the issuing Judge and must be file stamped and certified by the Circuit Clerk’s Office.  The plaintiff is responsible for all newspaper publications prior to the sale. 

The Judgment of Foreclosure must include:

a) The legal description of the property

b) Property identification number (PIN)
c) The common address of the property

The Judicial Sales staff will then create all necessary computer records and open a Judicial Sales File.  
The Morning of the Sale

The officer conducting the sale will check the Judicial Sales Division mailbox, and fax machine for last minute plaintiff bids.  Only plaintiff's bids will be accepted via fax.  
Selling officer will confirm the sales file includes:

a) Proof of Publication

b) Receipt or payment of the Sheriff’s Commission Fee
c) Certified Copy of Judgment of Foreclosure.

At 9:00 AM, the selling officer will announce the Sheriff’s Sale to anyone present in the sheriff’s office main lobby area. This is to guarantee that all persons present are aware that the sale is about to commence. 
Prior to beginning the sale, the selling officer will announce conditions of the sale and register all potential bidders by confirming their certified funds.  

All persons bidding, except for the Plaintiff, must have on their person, in certified funds (Cashier’s check, money order or cash) equal to 10% of the amount of their bid.  The sale will be conducted in an open bidding format, with the plaintiff making the opening bid either written, faxed or spoken.

Conducting the Sale

Announce the case by name - For example (State Bank vs. Joe Smith)
Announce the case by case number - For example (08CH0000)
Ask plaintiff attorney if they will waive reading of the legal description of the property. 

If they agree, read the common address, city and state.  Announce the following verbatim:

“I now offer any part, parcel or portion of the real estate in satisfaction of the debt”
If there are multiple properties to be sold from this order and someone wishes to bid on only one of them, this is where they will bid. Conduct the sale on this property first.  After conducting the sale on the portion of the one property, and any other single portions where someone wishes to bid, proceed to conduct the sale on the remaining portions in their entirety as per below, stating: 
“I now offer the remaining real estate in its entirety in satisfaction of the debt”.

If no one wishes to purchase a portion of the properties then state the following:

“Not having heard a bid on any part, parcel or portion, I now offer the real estate in its entirety in satisfaction of the debt”

If the plaintiff has faxed their opening bid, announce it here. If the plaintiff is present, he or she will announce the opening bid.  Conduct the auction in open bid format accepting bids.  Ensure that bid is covered by the appropriate funding present.  If not, the bid may be refused. 
Announce the current standing bid, and ask if there are any other bids. 

Once there are no further bids, the selling officer will call the final bid three times. 

For example:


“I have a current bid of $90,000.00, are there any other bids? Second call at $90,000.00. Third and final call at $90,000.00. The property is sold to _________ for $90,000.00
Announce any continuances or cancellations.  This will be conducted the same way as you announce the sale.  For cancellations, announce the cancellation.  If the cause is continued, announce date, time and location of the next sale. 

The successful bidder will submit the following documents for the selling officer’s signature.


a) Certificate of Sale – The document issued to a purchaser at a Judicial Sale.

b) Report of Sale – Details the circumstances of the sale, identifies the real estate sold, amounts due to the plaintiff, identity of the successful bidder and the amount bid. 

c) Receipt of Sale – Describes property sold, amount paid by successful bidder.

Prior to signing these documents, the selling officer will verify that the address, PIN number, and all other pertinent information match that on the Judgment Order.  The selling officer will sign each document, keeping a copy for the case file, and returning the originals to the successful bidder. (See:  third party bidder below)  A Judicial Sales Specialist will update the sale information including the final bid in the sheriff’s office data base and judicial sales file.     

Successful Third Party Bidder

The selling officer shall issue a receipt for monies tendered by the third party bidder.  All funds shall be deposited in the Lake County Sheriff’s Trust Account the same day.  The Certificate of Sale will not be signed until the balance of full bid is received.   
Confirming the Sale 

The successful bidder will then take his original copies of the Certificate of Sale, Report of Sale, and Receipt of Sale to court to be approved by the judge.  Once the judge rules that the sale was conducted properly, he or she will issue the Order Approving Sale at a confirmation hearing.  This order authorizes the selling officer to issue the Deed to the holder of the Certificate of Sale.  
Issuing the Deed

The successful bidder will submit the Order Approving Sale to the selling officer, who will verify that all information matches the Judgment Order exactly.  Selling officer will then issue the Deed.  The Deed must include the Sheriff’s Imprint Seal over the signature and include the Sheriff’s name.  Have the deed notarized by a Notary Public of the Sheriff’s Office and return it to the owner.  Complete the Affidavit of Service and all record entries in the computer data base.  Return all paperwork contained in the judicial sales file to the Circuit Clerk’s Office. 

Sale Cancellation

In the event of a cancelled sale, the selling officer will call the case and announce the cancellation.  Since notice has been published, there might be potential buyers there expecting the sale.  There is a cancellation fee of $300.00, paid by plaintiff. 
Sheriff’s Office Trust Account
Any funds disbursed from the Sheriff’s Office Trust Account will only be as directed by Court Order.  
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