
 

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. 
 

2. 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. 
 

3. 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. 
 

4. 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. 
 

5. 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. 
 

6. 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. 
 

7. 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. 
































