Notary Public Procedure

In order for the Hardin County Common Pleas Court to consider issuance of a Notary Public
Commission, you must be at least eighteen (18) years of age and a resident of Hardin County. If
you are not a resident of Hardin County, you should contact the Clerk of Courts in the county in
which you reside.

The following is the process for consideration by the Court in the issuance of Notary Public
commissions.

1.

Upon inquiry, a copy of the Revised Code of the Ohio Governing Notaries Public,
Application and Examination for Certification will be provided for you.

You must read the sections of the Revised Code and complete the Application and
Examination for the Certification. All this can be done in the privacy of your own home.

Upon the completion of the Application and Examination for the Certification, you will
call the Court Administrator's Office at (419) 674-2256 to schedule an appointment to
return the Application and Examination for the Certification.

At the scheduled appointment, the Examination for the Certification will be reviewed for
the required passing grade. Upon approval of the passing grade, the Court Administrator
will complete the necessary paperwork for approval of your Notary Public Commission.
If you do not attain the 90% passing grade, you may begin the process for consideration

again at any time.

When you appear for your scheduled appointment, be prepared to remit a check or money
order in the amount of $15.00 payable to the Ohio Secretary of State.

Your paperwork will then be submitted the Judge for final approval of you Notary
Commission. Upon approval, the paperwork will be delivered to the Clerk of Courts to be
forwarded to the State of Ohio Notary Commission.

Once you receive your paperwork from the Ohio Secretary of State, you must file it with
the Clerk of Courts, where a fee of $5.00 will be assessed. You cannot notarize any
documents until you have filed this paperwork with the Clerk of Courts.






EXAMINATION FOR CERTIFICATION

You may use the copy of the Ohio Revised Code which was provided to you
in completing this Examination for Certification. You must achieve a score of
90% or above in order for the Court to authorize the issuance of a notary
commission to you.

Circle Answer

1. As a Notary Public, my commission expires in three years. True/False
2 Notarizing a document when I know that my notary
commission has expired is legal. True/False

[ can notarize a document even if [ don’t witness the

J

person sign the document. True/False
4. [ can notarize documents containing my own signature. True/False
5 [ can notarize documents anywhere in the State of Ohio. True/False
6. The fees I can charge as a notary are set by law. True/False
7. In order to become a Notary Public, I must be eighteen

years of age or older. True/False
8. Before I can become a Notary Public, | must record my

commission with the Clerk of Courts. True/False
9. [ must personally know an individual acknowledging a

signature or have satisfactory evidence that he is who

he says he is . True/False
10.  As a Notary Public, I cannot give legal advice to anyone. True/False

Signature of Applicant

Date:
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document signed by him. A notary public shall also provide himself with an official register in which shall
be recorded a copy of every certificate of protest and copy of note, which seal and record shall be exempt
from execution. Upon the death, expiration of term without reappointment, or removal from office of any
notary public, his official register shall be deposited in the office of the county recorder of the county in
which he resides.

Effective Date 08-23-1977

147.05 Commission to be recorded - fee.

(A) Before entering upon the duties of the office of notary public, a notary public shall leave the notary
public's commission with the oath endorsed on the commission with the clerk of the court of common
pleas of the county in which the notary public resides. The clerk shall record the commission in a book
kept for that purpose. The clerk shall endorse on the margin of the record and on the back of the
commission the time that the clerk received the commission for record and make a proper index to all
commissions so recorded. For recording and indexing a commission, the fee of the clerk shall be as
provided in division (R) of section 2303.20 of the Revised Code.

(B) The secretary of state shall maintain a record of the commissions of each notary public appointed and
commissioned by the secretary of state under this chapter and make a proper index to that record.

The governor's office shall transfer to the secretary of state's office, on or after June 6, 2001, the record
of notaries public formerly kept by the governor’s office under section 107.10 of the Revised Code. The
secretary of state’s office shall maintain that record together with the record and index of commissions of
notaries public required by this division.

(C) If a notary public legally changes the notary public's name or address after having been
commissioned as a notary public, the notary public shall notify the secretary of state and the appropriate
clerk of courts within thirty days after the name or address change. Notification to the secretary of state
shall be on a form prescribed by the secretary of state.

(D) A notary, other than an attorney, who resigns the person’'s commission shall deliver to the secretary of
state, on a form prescribed by the secretary of state, a written notice indicating the effective date of
resignation.

Effective date: 06-05-2001; 06-30-2005

147.06 Certified copy of commission as evidence - fee.

Upon application, the clerk of the court of common pleas shall make a certified copy of a notary public
commission and the endorsements on the commission, under the seal of the court. The certified copy
shall be prima-facie evidence of the matters and facts contained in it. For each certified copy of a notary
public commission, the clerk shall be entitled to receive a fee of two dollars.

Effective Date: 06-06-2001
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Effective Date: 10-01-1953; 06-30-2005

147.11 Forfeiture.

A person appointed notary public who performs any act as such after the expiration of the person's term
of office or after the person resigns the person's commission, knowing that the person'’s term has expired
or that the person has resigned, shall forfeit not more than five hundred dollars, to be recovered by an
action in the name of the state. Such act shall render the person ineligible for reappointment.

Effective Date: 10-01-1953; 06-30-2005

147.12 Acts done by notary public after term valid.

An official act done by a notary public after the expiration of the notary public’'s term of office or after the
notary public resigns the notary public’'s commission is as valid as if done during the notary public’s term
of office.

Effective Date: 10-01-1953; 06-30-2005

147.13 Removal for receiving excess fees.

A notary public who charges or receives for an act or service done or rendered by the notary public a fee
greater than the amount prescribed by law, or who dishonestly or unfaithfully discharges any official
duties as notary public, shah be removed from office by the court of common pleas of the county in which
the notary public resides, upon complaint filed and substantiated in the court. The court shall certify the
removal to the secretary of state. The person so removed shall be ineligible for reappointment to the
office of notary public.

Effective Date: 06-06-2001

147.14 Removal from office for certifying affidavit without
administering oath.

No notary public shall certify to the affidavit of a person without administering the appropriate oath or
affirmation to the person. A notary public who violates this section shall be removed from office by the
court of common pleas of the county in which a conviction for a violation of this section is had. The court
shall certify the removal to the secretary of state. The person so removed shall be ineligible to
reappointment for a period of three years.

Effective Date: 06-06-2001

147.31 Repealed.

Effective Date: 10-14-1963


















ORC - CHAPTER 147: NOTARIES PUBLIC AND COMMISSIONERS Page 11 of 12
COUTY O rmmmmummrmmsmnsm s T

The foregoing instrument was acknowledged before me this (date) by (name of officer or agent, title of
officer or agent) of (name of corporation acknowledging) a (state or place o incorporation) corporation, on
behalf of the corporation.

(Signature of person taking acknowledgment)
(Title or rank)

(Serial number, if any)"

(C) “For a partnership:

= 7= 2 0] [V
County of coimvmmnvasnam onnesarass

The foregoing instrument was acknowledged before me this (date) by (name of acknowledging partner or
agent), partner (or agent) on behalf of (name of partnership), a partnership.

(Signature of person taking acknowledgment)

(Title or rank)

(Serial number, if any)”

(D) “For an Individual acting as principal by an attorney in fact:
State of v s

COUREY OF bt veiiihs isinssbhmurrne ey prms mmmmmasise

The foregeing instrument was acknowledged before me this (date) by (name of attorney in fact) as
attorney in fact on behalf of (name of principal).

(Signature of person taking acknowledgment)

(Title or rank)

(Serial number, if any)”

(E) "By any public officer, trustee, or personal representative:
State 6f s rarsmmmss s

County of ...
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The foregoing instrument was acknowledged before me this (date) by (name and title of position).
(Signature of person taking acknowledgment)
(Title or rank)
(Serial number, if any)"

Effective Date: 01-01-1974

147.56 Notarial act performed prior to January 1, 1974.

A notarial act performed prior to January 1, 1974, is not affected by sections 147.51 to 147.58 of the
Revised Code. These sections provide an additional method of proving notarial acts and do not diminish
or invalidate the recognition accorded to notarial acts by other laws or regulations of this state.

Effective Date: 01-01-1974

147.57 Uniformity of the law.

Sections 147.51 to 147.58 of the Revised Code shall be so interpreted as to make uniform the laws of
those states which enact it.

Effective Date: 01-01-1974

147.58 Uniform recognition of acknowledgment act.

Sections 147.51 to 147.58 of the Revised Code may be cited as the “Uniform Recognition of
Acknowledgments Act.”

Effective Date: 01-01-1974
147.99 Penalty.

(A) Whoever violates section 147.10 of the Revised Code shall be fined not more than five hundred
dollars,

(B) Whoever violates section 147.14 of the Revised Code shall be fined not more than one hundred
dollars or imprisoned not more than thirty days, or both.

Effective Date: 10-01-1953





