5 Essential Steps of Notarization
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ODbjectives

* Practice essential steps of notarization
» Correctly complete journal entries

* Interpret and complete certificates

* Improve skills

* Feel prepared to serve public




Notary/Signer Relationship

The Notary:

e Screens for willingness and awareness
e Authenticates signer’s identity

* Verifies signer’s signature

* Compels signer to truthfulness
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5 Essential Steps

Require personal appearance
Check document and certificate
ldentify and screen signer
Complete journal entry

Fill in, sign, seal the certificate
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Acknowledgment

The signer:

e Appears in front of Notary
* |dentified by Notary

* “Acknowledges” having signed document
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Jurat or Verification on Oath

The signer:

e Appears In front of Notary

* |dentified by Notary

e Signs document in front of Notary

« Swears to truthfulness of document




Professional Practices

* Use reasonable care

* Avoid unauthorized practice of law:
*DO NOT choose notarization
*DO NOT give advice
*DO NOT fill In document blanks

» Refer signers as appropriate

’.“ MNATIONAL INOTARY ASSOCIATION
T




Scenario Directions

1. Look over document and certificate
Check identification of signer(s)
Perform acknowledgment or jurat
Complete journal entry (charge $X.00)
Complete certificate
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Scenarios

Scenarios take place at your office:

9 Notary Street
Notarycity, Notarystate, 12345
Notarycounty
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Scenario 1

e Sarah Signer appears at your office with a Power of
Attorney dated May 25, 2016, and asks you to notarize
her signature on It.

 The document is complete except for Sarah’s
sighature.

* It has Notary wording acceptable in your state.

« Sarah clearly Is signing the document willingly and is
aware of what’s going on.

e Sarah presents her driver’s license as ID.

e The address on the ID Is current.
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Month/Day/Year/Time Kind or Type of Address Where

of Notarization Notarization/Certificate ~ Notarization Performed Document Kind or Type/Date Name and Address of Signer
Tod3y’s date  |Acknowledgment |My Office, power of Attorney - 5arah Signer
and time a Notary sfreet, | gpecial | 45l Signer Streeet
NOTAryCity, NS 12.345] vecumentose: May 25, 2016 S9Nerville, Az g888%

Identification of Signer Additional Information Notary Fee Signature of Signer Right Thumbprint of Signer

B e ke signer is willing & aware $X.00

Credible Witness(es) — Include signature of each witness

AZ DL; AZ DMV . Saral Signer
exp. 10/07/39; #D0033310 v

Top of thumb here
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Scenario 1

State of WO td’:y State
County of Notowry Counly

On this (date) day of Jume;2017, before me (youwr prinded name), Notawry Public; personally

appeared Souw o S Lg/VLG/V, whose 1dentityGes)-was/were proven to me on the basis of satisfactory
evidence to be the personts}who he/she/they claim(s) to be, and acknowledged that he/she/they signed the above/attached document.

Notary

Your Official Signature
Seal

Notary Signature (Seal)
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Scenario 2
e SImon Signer arrives at your office with an insurance

affidavit for items that were stolen from his house.

* The document is complete, except for Simon’s
signature, Is dated today, and has certificate wording
that I1s acceptable In your state.

* Simon clearly Is signing willingly and i1s aware of what'’s
going on.

e SImon presents his driver’s license as ID.
* The address on the ID Is current.
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Operation of a motor ve icle constitutes consent to any sobriety test required by law.

Month/Day/Year/Time Kind or Type of Address Where Document Kind or Type/Date Name and Address of Signer

of Notarization Notarization/Certificate =~ Notarization Performed
Today’s date  |Jrativerifica- My Office, Florida Tnaurance Simon B. 5igner
and time tion by 08th or |9 Notary Street, | affidavit 45k Signer Street
Atfirmation NOtarycity, NS [2345| oecumenmoneT0OAY 'S d3TE Sgnerville, FL 33333

Identification of Signer Additional Information Notary Fee Signature of Signer Right Thumbprint of Signer
KioGums ~ dusssuncantoon | Siger 16 Willing & aware | $X00
“] Credible Witness(es) — Include signature of each witness =
FLDL ; FL DMV BXp. 3/24/18 SIMON SIGNEK .
#K52.3-503-85-b0lb-0 e
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Scenario 2

State of Notawry State
County of Notawry Counnty

Subscribed and sworn (or affirmed) on this (date) day of Juwne; 2017,

by Simor Signer, whose identity(ies) was/were proven to me.
Notary
Youwr Official Signature Seal
Notary Signature (Seal)
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Scenario 3

« Claudia Pastorelli and Fred Fiance have a Prenuptial
Agreement that they have both signed.

 The document Is dated May 16, 2015, and has
preprinted certificate wording that is acceptable in your
State.

* Both have acceptable ID documents.
e Claudia’s address Is:
22 Elm Street
Anytown, Anystate 44444
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1 Month/Day/Year/Time
of Notarization

Today's date

Kindor T
Notarization/Certificate

Acknowledgment

Address Where
Notarization Performed

My Office,

pe of

D00363370 | PASSPORT

e PASSEPORT
i 05/01/2032
L PASAPORTE

Date of Birth  05/01/1972

Date of bisth / Date da

.01 JAN 1974 - ip G et
: E_?:',f(ﬁullimlﬂ.nude 2 de nacimiento Sex /Sewe /e x._§
I WASHINGTON, D.C. U. BA P |

Authotity  Auorité / Autoridad
~ Unite

b&_{%

<<
- '<<<1234567890

Date of issue / Dite de wmzhmumm

| FRED FTANCE

S -

——

<P<NUMBER = '
098764321<<USA< 33U3343433834575?38490823848?

Document Kind or Type/Date

Prenuptial Agreement

Name and Address of Signher

Fred Fiance

1] and time

q Notary Street,

111 08k Street

Notarycity, N5 12345

oocumentoste: MY [, 20llo ANytOnN, ANystate 4u444

\|

\!

( clavdia L. pastorelli

27 Elm Sireet

Document Date:

ANYTOWN, ANystate 44444

Identification of Signer Additional Information Notary Fee Signature of Signer Right Thumbprint of Signer
KOG S oo o | SiONET 3Sked about $x00
AZ DL AZ DMV; Willingness/awareness ) FRED FI A NCE E 3
EXp 5/01/32; *D00363310 8
XS Do cncaiomon oo | SIONET 85KEJ SDOVT $x.00 5
US pPassport DOS willingness/awareness ) CMUDIA [ DAQORELU E ,
EXP I/b/20; #3333333 ID name: claudid Lovise 8
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Scenario 3

State of Notawy State
County of Notawy County

This document was acknowledged before me on this (date) of (June) , 2017, by
Claumdiov L. Pastorellii ond Fred Fiounce (name[s[ of principal[s]).

Notary

Yowr Official Signature Seal
Notary Signature (Seal)
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Scenario 4
* Clint Sample asks you to notarize his letter of
consent so his daughter can travel to Canada.

 Clint clearly Is signing the document willingly and is
aware of what’s going on.

* For ID, Clint presents his driver’s license that
contains his current address.

 Clint says that he was told to sign the document in
front of you and swear to it's truthfulness.
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Scenario 4

Month/Day/Year/Time

Kind or Type of

Address Where

Document Kind or Type/Date

%Xaj' DRIVER LICENSE

| . ..o. 12345678
s (1) 18/I110é2/c1) 19 080
S SR

2 SAMPLE

9 Classc ;
a exp 08/15/2018

8 2120 SUN VALLEY DRIVE
e ANYTOWN TX 12345-8413

12 Restrictions NONE 9a End NONE

16 Hat 5-9 15Sex M 18 Eyes BRO
5 DD 22345678900000000000

CLINT SAMDLE

Name and Address of Signer

of Notarization

T008y's date  |Juraf

Notarization/Certificate

MNotarization Performed

My Office,

Letter Of Consent 10

Chnt Sample

aNd Time

9 Notary Streef,

Travel

2120 5N Valley Drive

Identification of Signer

Additional Information

Notary Fee

Signature of Signer

Notaryeity, NS 12.345] ooeumenose:TOGRY 'S DAE ANYTOMN TX 12.345-84i3

Right Thumbprint of Signer

Personally Known by the Notary
X ID Cards — Describe each card below
Credible Witness(es) — Include signature of each witness

signer is willing & aware

dX00

X DL ; X DMV

LOO&e certificate attached

LCLINT SAMPLE

EXp. g/I5/18  *12.345b18

Top of thumb here
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Scenario 4

State of Notawy State
County of Notawry Couwnlty

Subscribed and sworn to (or affirmed) on this (date) day
of June 2017, by Clint Sample

whose i1dentityfes)-was/were proven to me.

Notary

Youwr Official Signature Seal
Notary Signature (Seal)
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Scenario 5

« Tammie Ang reqguests notarization of a Grant Deed for a
property owned by her & her sister.

* You notice the document Is dated February 23, 2004.
* [t's complete except for two blank signature lines:

one for Tammie & one for her sister, Ruby K. Ang, who Is not
here.

* The certificate Is acceptable in your state, but you notice that
the certificate says, “personally appeared Ruby K. Ang &
Tammie Ang.”

» Tammie presents her driver’s license & clearly Is signing
willingly and Is aware of what's going on.
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Month/Day/Year/Time Kind or Type of Address Where
of Notarization Motarization/Certificate =~ Notarization Performed

Today's date  |Acknowledgment |My Office, Grant Deeg Tammie ANg
and time 9 Notary Street, 23 North Street apt 2

Document Kind or Type/Date Name and Address of Signer

NOtarycity, NS 12345/ bocument mFeera’i 23,2004 | TOPEKS, K5 bbbl2-12.34

Identification of Signer Additional Information Notary Fee Signature of Signer Right Thumbprint of Signer

O 10 Can < Thsutnka i s s 5igner is willing & aware $Y.00
x TAMMIE ANG

Credible Witness{es) — Include signature of each witness

KS DL ; KS DMV
EXp. W5/ *KI72-34-5L18

Top of thumb here
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< - - ~
State of Notawy State
County of Notawry County

On (todaw’s date), before me, (youwr printed nawme,), Notary Public, personally appeared Tammie Ang ané

RubyK-—Ang, personally known to me (or proved to me on the basis of satisfactory evidence) to be the person¢s) whose name¢s) is/are
subscribed to the within instrument and acknowledged that ke/she/they executed the same 1n his/her/their authorized capacityGes), and
that by his/her/thetr signaturets) on the instrument the person¢s), or the entity upon behalf of which the person{s) acted, executed this

instrument.

WITNESS my hand and official seal.

Your Official Signature Notary Seal

Notary Signature (Seal)
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Scenario 6
* Joe Sample brings a Durable Power of Attorney to you

for notarization.
* Everything is in order.

 The document Is dated a couple of days ago, It has
certificate wording that's acceptable in your state, Joe’s
signature Is original, he’s willing and aware, his driver’s
license Is correct.

* You then notice the venue on the certificate says,
“ldaho.” That’s where Joe had the POA drawn up, but
you are NOT an Idaho Notary!
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DRIVER'S
LICENSE

NnumBer: TC1234561
ISSUED: 11/15/2005

g JOE SAMPLE
1234 ANY STREET
APARTMENT 1234
ANYTOWN, ID 12345-1234
DATE OF BIRTH SEX:M

11115!1973 el i} HEIGHT: 510
" WEIGHT: 190

HAIR: BRO

J"oe Samp[e EYES: BRO

DONOR

Scenario 6

of Notarization Notarization/Certificate Notarization Performed

T008y's date  |Acknowledgment |My Office, Durable Power of Atforney | J0€ Sample
and Time 4 NOtary Street, (for Heaitheare 234 ANy STreer Apt. 1234
NOtarycity, NS 12345| socumentoate: M3y 30, 2015 Anyh)vun, 1D 12.345-12.34

Identification of Signer Additional Information Notary Fee Signature of Signer Right Thumbprint of Signer

Personally Known by the Nota . . e (
XD Cards e Describfe each car?:; below 5|gner |6 Wllhm & aware XOO

Credible Witness(es) — Include signature of each witness
ID DL ; 1D DMV Joe Sample

Exp. w/is/n 1C1.34561

‘ Month/Day/Year/Time Kind or Type of Address Where Document Kind or Type/Date Name and Address of Signer

Top of thumb here
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Scenario 6

State of tdahe Notowy StatelYow  initials)
County of Notawy County

On this the (date) day of Jumne; 2017, the principal, Joe Sample .
personally appeared before the undersigned officer and acknowledged to me that he/she/they executed the foregoing document in my

presence for the purposes therein contained.

Notary

Yowr Official Signature Seal

Notary Signature (Seal)
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Wrap Up

* Follow 5 essential steps of notarization
* Properly identify signers

» Use reasonable care

* Avoid unauthorized practice of law
 Call the NNA Hotline for help
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Thank You!

e Questions?
* Presenter contact info:
Amity DeJong
Lead Seminar Instructor
adejong@nationalnotary.org
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