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PLEASE JOIN ME ON 
“AN APOSTILLE JOURNEY”

Experience first-hand the Apostille process.  

Learn how to diversify your business and add $$$ to your revenue stream.  

Your ticket has a number; you just might have one of the winning tickets.
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WHERE WILL OUR APOSTILLE 
JOURNEY TAKE US?

• First, we will visit the Apostille Agent in 
Philadelphia and see how it works.  

• Next, we head to the Secretary of State 
who will apostille the documents;

• Then off to the DOS in Washington, D.C. 
for legalization of the documents;

• Presentation of documents to the Chinese 
Embassy; and 

• Finally, we return to Philadelphia.  
On this journey you will see first-hand how 
the Apostille process works.  
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VISIT TO THE
OFFICE OF THE 

APOSTILLE AGENT IN 
PHILADELPHIA, PA

THERE WE ARE 
GOING TO SEE HOW 
TO ORDER 
APOSTILLES.  
HOW DO WE DO 
THAT?
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WE ARE HERE 
VISITING 
CENTER CITY 
NOTARY & 
APOSTILLE CO. 
IN CENTER CITY, 
PHILADELPHIA, 
PA TO LEARN 
ABOUT TAKING 
AN APOSTILLE 
ORDER
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Q:  
WHAT IS AN 
APOSTILLE 
AGENT? 

A: An  Apostille Agent is a facilitator of the 
documents, making sure that:

 The job is in order, 
 The documents are properly notarized     

if required, 
 The process is correct whether it is a  

Hague Country or a Non-Hague 
Country, 

 The Cover Sheet is Completed;
 The amount of money is correct; and
 The documents are shipped  correctly.
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QUESTIONS 
FOR THE 
APOSTILLE 
AGENT 

Visiting your “Apostille Agent” will answer 
several questions, including: 

Q:    What is an Apostille? 

A: An Apostille is a Cover that is 
attached to a Document which has been 
Authenticated and/or Legalized Allowing That 
Document to be Used in a Foreign Country.  
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WHAT DOES STATE ORIGINATION 
MEAN?

A:  Every Apostille is issued by the Secretary of State from 
where the document originated (STATE OF 
ORIGINATION).  

Ex: If you are physically located in California, and are 
presented with a Birth Certificate to Apostille 
originating in PA, you must have the Apostille issued 
by the Secretary of State in PA.  
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Q: WHAT 
DOES  
COUNTRY OF 
DESTINATION
MEAN?

A: The COUNTRY OF DESTINATION 
is the Country where the document is 
intended for use. 
An order for Apostilles will be rejected if 
you do not provide a Country of 
Destination. 
Note:  Apostilles are only for documents 
intended to be used abroad.  
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Q: What is the 
Difference 
Between a 

Hague      
Country and a 

Non-Hague 
Country?

A: In 1961 a treaty was 
formed called the Hague 
Convention.  Many 
countries joined the 
Hague Convention which 
have become known as 
Hague Countries.  The 
Countries which have not 
joined the Hague 
Convention are commonly 
referred to as Non-Hague 
Countries.
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Q: WHY IS UNDERSTANDING HAGUE v. 
NON- HAGUE SO IMPORTANT?

A: Hague Countries require state-level authentication or 
apostille.  Non-Hague Countries require a 3-step 
process:

i. State-Level Authentication;
ii. Legalization at the Department of State in 

Washington, D.C 
III. A client will sometimes request that their 

document(s) be presented to the specific 
embassy.
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REASONS WHY PEOPLE MAY 
NEED AN APOSTILLE

12

Going to work in another country Getting married in another country

Going to school in another country Adopting children from another county

POA to someone in another country Establishing a business in another country

FBI Criminal Background Checks Teaching abroad

Making Aliyah to Israel Overseeing Patents

Job Transfers Banking Matters
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DOCUMENTS FOR WHICH PEOPLE 
MAY NEED APOSTILLE

November 18, 2021 13

Birth Certificates Divorce Decrees

Diplomas Transcripts

Contracts Real Estate Documents

Background Checks (State) Powers of Atty

Passports Driver’s Licenses

Deeds Wills

Certificates of Incorporation Certificates of Good Standing
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HOW THE 
APOSTILLE 
AGENT 
TAKES 
THE 
APOSTILLE 
ORDER

QUESTIONS TO ASK A POTENTIAL CLIENT:

1. Name. 
2. State of Residency.
3. What type of document(s) do you need to Apostille or 

Legalize? 
4. What is your timeline for the completion of these 

documents?
5. What is the originating state of your document(s)?
6. What is the country of destination where you will be 

using your document(s)?
7. Have the document(s) already been notarized?

See page ___of The Apostille Agents’ Survival Guide.
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WE NOW HAVE A COMPLETED ORDER

We now have a completed order, and we are ready to travel: 
(a) One document, to be used in Spain, a Hague Country 

and which needs to be authenticated by the SOS.  
(b) One document, to be used in China, a Non-Hague 

Country which will be authenticated by the SOS, then 
we will take it to the DOS for legalization for use in 
China.  

(c) Last, we will visit the Chinese Embassy.
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REMOTE NOTARIZATION and 
APOSTILLES

While completing our visit with the Apostille Agent, we received a 
phone call – the client needs an additional document for China 
which is critical.  We will need to get it done remotely so we can 
take it with us on our trip to get it authenticated by the SOS and 
legalized by the DOS. 
We make a choice to call CYBERIZEIT (www.cyberizeit.com) and 
get it done remotely, before our train even departs for the DOS.

http://www.cyberizeit.com/
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Getting Documents to SOS

• We have now created Apostille Direct USA (“ADUSA”).   
This is a group from across the country who are ready 
to get apostilles delivered in various states. 

• All couriers are independent contractors. ADUSA will 
recommend someone who we think is the closest in 
proximity to you.  
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OUR NEXT 
DESTNATION IS THE

OFFICE OF 
SECRETARY OF STATE

There, we will see 
how we are going to 
get our documents 
AUTHENTICATED or 
APOSTILLED.
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OFFICE OF PENNSYLVANIA
SECRETARY OF STATE

• With regard to state-level 
authentication, in most instances 
there is a window at the Office of 
the Secretary of State and one 
can walk up to the window and 
have his or her documents 
authenticated or apostilled.  
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VISIT TO THE OFFICE OF THE SOS (cont.)

Since the pandemic, things have changed. In some states 
you may need an appointment.  In other states, there is a 
drop-box and you can leave the documents with a return 
label to have them returned to you when completed.  It is 
suggested that you check with the receiving SOS office to 
ascertain what they presently require.  
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NEXT STOP … 
U.S. DEPARTMENT OF 

STATE IN DC

THERE WE ARE 
GOING TO HAVE 
OUR DOCUMENTS 
LEGALIZED
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THE U.S. DEPARTMENT OF STATE

Legalization is a three tier-process:  

1. Remember, first, the document(s) is authenticated by the 
SOS of the State of Origination. (That was our first stop)

2. The document(s) now needs to be legalized by the 
Department of State in Washington, D.C.  That can take 
3-4 weeks.  

3. After that, often the client will ask you to present the 
document(s) to the Embassy for which the document is 
intended for use. (That will be our next stop)
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VISIT TO THE U.S. DEPARTMENT 
OF STATE  (Cont.)

Since the pandemic, things changed radically. The DOS was 
completely shut down.  Sometimes documents took 8-11 weeks 
for completion.  
At this time, the office is open but things are running 4-6 weeks.  
It is suggested that you check with the DOS office to ascertain 
how they are running.
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LAST, WE WILL STOP 
BY THE CHINESE 

EMBASSY

Normally we would not 
have documents to take to 
the embassy because they 
take 3-4 weeks at the DOS.  
But for purposes of this 
presentation, we have 
them.
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VISIT TO CHINESE 
EMBASSY

First, this is an example.  Every 
Embassy has their own requirements.  It 
is important that you check with the 
specific Embassy of the Country of 
Destination to be sure you understand 
their specific requirements.  

You must make an appointment to visit 
the Chinese Embassy.



© 2022 National Notary Association 

VISIT THE 
CHINESE 
EMBASSY 
(con’t)

Your client must complete a form known as an 
Application Form of Consular Legalization.  Without 
that form the job will be rejected.

Your client must also provide a copy of his or her 
passport.
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TRAIN RETURNS 
TO PHILADELPHIA

The Apostille Agent awaits 
return of documents from both 
the Department of State and 
the Chinese Embassy.  
Once the documents are back 
and they have been done 
correctly, then he or she can 
deliver a completed job to the 
client.
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Completed Documents are Returned;
Delivered to the Client –

Apostille Agent Gets Paid 
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REFERENCE 
MATERIALS

• Be sure to always have your NNA 
Notary Primer in your toolbox. You 
must always check your state-state 
guidelines to make sure you are 
processing an Apostille correctly.

• Also make sure you have your copy 
of “The Apostille Agents’ Survival 
Guide” with you.  You will find many 
valuable answers to your questions.
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THANKS FOR BEING PART OF 
THE APOSTILLE JOURNEY
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Questions?
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Judi Lawrence, CEO
Lawrence Institute for Notaries

judi@lawrenceinstitutefornotaries.com
www.lawrenceinstitutefornotaries.com

215-870-3103

mailto:judi@lawrenceinstitutefornotaries.com
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Rate this 
workshop
Please tap the NNA 2022 App to rate this 
presentation. If you have questions about 
the app, visit us at the NNA Hub.

Thank you for attending!
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