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HOW TO BECOME A NOTARY PUBLIC 

1) Ohio law requires that you must be: 

1) A resident of the State of Ohio 
2) Eighteen (18) years of age or older 
3) Of good moral character 
4) Capable of discharging the duties of Notary Public 

 

2) If you believe you qualify, call the Wood County 
Court Administration office at 419-354-9042.  Each 
applicant must fill out an application for appointment, pay 
the appropriate charge, and attend a Notary Public session, 
at which time an examination under the rules and regulations 
prescribed by the Wood County Common Pleas Court will 
be administered.  The sessions are held monthly in the Court 
of the presiding Notary Judge. 

3) The State of Ohio charges a fee of $15.00 for the 
issuance of a Notary Commission. The State charges lawyers 
a one-time fee of $15.00. The Wood County Common Pleas 
Court may assess a fee for the approval of each new or 
renewal application. 

4) If the Judge finds you have met all of the 
qualifications to be appointed a Notary Public, and you 
have passed the Wood County examination, he will then 
approve your application.  

 
 

 
1 

 



5) The signed Application is then mailed to the Ohio 
Secretary of State with the required check or money order. You 
will receive your Official Notary Appointment in approximately 
three weeks.  

 

6) You must then take your Notary Appointment to the 
Wood County Clerk of Court’s Office and have it recorded. 
You must sign the oath (that you will faithfully discharge your 
duties as a Notary) before a Notary or before a Deputy Clerk of 
Courts. The Clerk is required to charge a recording and witness 
fee.  

 

7) A Notary must have available for use the Ohio Notary 
Public Seal available at most office supply stores. The Seal may 
be the type that will stamp ink onto a document or the type that 
embosses the state seal onto the document. The words ‘Notary 
– State of Ohio’ must appear around the outer edge of the seal 
and the State seal must be placed in the center. If your seal does 
not comply with these requirements, you cannot use it. The 
notary seal should be affixed near the signature you are 
notarizing. 

 

8) You may also wish to obtain a Rubber Stamp containing 
your printed name, the words ‘Notary Public – State of Ohio,’ 
and the expiration date of your commission.  You may also 
include a line for “Recorded in Wood County”. 
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LENGTH OF NOTARY APPOINTMENT 
 Except for lawyers, a notary public is appointed for a 
term of five years. Lawyers admitted to the practice of law in 
this State are appointed for as long as the lawyer is a resident of 
this State or has his or her practice in this State.  
  

To renew your Notary Appointment, you must reapply 
approximately two months prior to the date your commission 
expires.   Call the Court Administration office to obtain a 
renewal form and instructions.  A judge must approve the 
Notary Application prior to renewal.  If your commission has 
been expired over six months, you must attend a notary session 
and reapply.  
 

A NOTARY PUBLIC MAY DO THE FOLLOWING 
 

1) Administer oaths and affirmations 
 
2) Take and certify acknowledgments and jurats 
 
3) Take and certify depositions 
 
4) Notarize documents anywhere in the State of Ohio. 
 

TYPES OF OATHS 
Notaries frequently administer oaths. There are two 

kinds of oaths: 
1) A promise to fulfill certain duties (such as an oath of 
office) 
2) A promise that something is true 
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OATH OF OFFICE 
 Before someone elected to a public office (such as mayor, 
township trustee, or governor) can assume the office, that 
person must promise to fulfill the duties of that office according 
to law. A notary may administer such promise or oath of office 
unless a special law requires an oath of office to be administered 
by someone else. 
Example: 

Oath of Office 
 I, John Doe, do solemnly swear that I will support the 
Constitution of the United States and the Constitution of the 
State of Ohio, and that I will faithfully discharge the duties of 
Auditor to which office I have been elected for a term of four 
(4) years.  
   
     _____________________ 
     Signature 
 
Sworn to before me and subscribed in my presence this 
______ day of _______, 20___. 
 
_____________        (Printed Name)_____________ 
(Signature of Notary Public)    Notary Public, State of Ohio 
(Seal)          My Commission Expires:_____ 
    
 

OATH OR AFFIRMATION 
 The second type of oath is a statement before a Notary 
or other authorized person: 

1) An oath is a promise to state the truth – before a 
statement is given. 

Example: Do you swear or affirm that you will tell the truth, 
the whole truth and nothing but the truth? 
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2) An Affirmation is a promise that what has been stated is the 
truth – after a statement has been given. 

 
Example: Do you swear or affirm that the statements 
made herein are the truth, the whole truth and nothing 
but the truth? 

 
This type of oath is sometimes called an Attestation and is 
made after the statement is made.  
 

 
ACKNOWLEDGMENT 

 An acknowledgment is done when you as the notary are 
presented with a document that has been signed or is signed in 
your presence and does not require an oath or affirmation. The 
signer must confirm his or her identity and that he or she 
willingly signed the document for its intended purpose. The 
signer must also appear before you, even if the signature is not 
done in your presence.  
 
Example: 
State of Ohio 
County of ______ 
 

This instrument was acknowledged before me on _____ 
(date) by _______ (name of person).  
 
_____________        (Printed Name)_____________ 
(Signature of Notary Public)    Notary Public, State of Ohio 
(Seal)          My Commission Expires:_____ 
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JURAT 
 A jurat is done when the signer is required to swear or 
affirm the contents of a document are truthful such as an 
affidavit or deposition. Jurats are executed only after an oath 
or affirmation is given. The signature must always be done in 
your presence.  
 
Example: 
State of Ohio 
County of _____ 
 
 Signed and Sworn (or affirmed) before me on ______ (date) 
by _________ (name of person) 
 
_____________        (Printed Name)____________ 
(Signature of Notary Public)    Notary Public, State of Ohio 
(Seal)          My Commission Expires:_____ 
 
 If the signer is unsure of which certificate to use the 
notary may explain the formats, but may not give advice on 
which should be used. Such recommendation is considered 
legal advice and the notary violates his or her duties by giving 
any such guidance to the signer.  
 

RECORD OF NOTARIAL ACTS 
 Ohio notaries are required to keep an official register of 
records of every certificate of protest and note (usually 
associated with the banking business). Upon a notary’s death, 
expiration, or removal from office, this register is to be 
deposited in the County recorder’s office where the notary 
resides as proof of these notarizations. Most notaries do not have 
the opportunity to notarize signatures on those documents. 
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OTHER IMPORTANT FACTS 
  A notary cannot notarize a document in which he or she 
has an interest. A notary may notarize the signature of a relative 
such as a wife or husband, again, as long as the notary has no 
self-interest in the transaction. 

 A notary may act as a witness to and notarize the 
same document. For instance, a notary may notarize the mark 
‘X’ as the signature of a person who cannot sign his name. Such 
person signs a document by marking an ‘X’ in the presence of 
two witnesses, one of which may be the notary.  

 If, by marriage or otherwise, a notary changes his or her 
name, the notary may still notarize, but must indicate the name 
in which the commission was issued in parenthesis. 

Example: Mary Smith marries Mr. Brown. When she 
notarizes, she must sign her new married name and her 
old name. 

Mary Brown (Smith) 

 You may also submit an Application for Amendment to 
the Ohio Secretary of State notifying them of the name change. 
This application is also used for address changes and duplicate 
certificates.   
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WARNINGS 
 A notary public shall NOT certify a jurat without 
administering the oath or affirmation to such person. A 
notary public who violates this section may be removed 
from office by the Court of Common Pleas of the county in 
which the conviction was had. 

 As a public officer, the Notary Public is liable, 
personally, to any person who suffers damage because of his 
negligence. 

 A notary who performs any act after expiration of his 
term of office, knowing that his term has expired, shall 
forfeit not more than $500.00 in a suit brought by the State. 
You will be ineligible for reappointment. 

 A notary who negligently notarizes a signature may be 
personally liable in money damages to anyone who is 
damaged thereby. 

 

 A NOTARY SHALL NOT PREPARE LEGAL 
DOCUMENTS OR GIVE ADVICE AS TO THEIR 
CONTENTS UNLESS THE NOTARY IS ALSO AN 
ATTORNEY. Deeds, mortgages, affidavits, power of 
attorney, and contracts are types of legal documents creating 
rights and duties between parties. 
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FREQUENTLY ASKED QUESTIONS 

1. Can I notarize for a relative? 

Yes, if you have no interest in the transaction. 

2. Can I notarize and witness the same document? 

Yes, you can witness and notarize the same document. 

3. Can I notarize a document that has not been 
completed or blanks are left? 

No, you should insist that all blanks are filled in or 
crossed out. 

4. Can I notarize if my name has changed and is 
different from that on my notary commission (i.e. 
married)? 

Yes, just include both last names in your signature . . . 
Mary Smith (Jones). 

5. Must I require identification before I notarize 
someone’s signature? 

Yes, if the person is unknown to you. 

6. If I live in Wood County, but work in Lucas County, 
can I notarize someone’s signature in Lucas 
County? 

Yes, your Commission is for the State of Ohio and you 
can notarize anywhere in the State. 

7. Can I notarize my own signature? No.       
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