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COMMON NOTARY QUESTIONS 
 
 1.  After I have passed the Notary Exam 
and received my Commission Certificate, 
where do I record it?   
    You must record the commission with the 
Brown County Clerk of Court’s Office for $6.00 (cash, 
check or money order). 
 
 2.  Is my Commission good only in 
Brown County? 
    As of 1977, your commission became 
statewide.  However, it is advised that you apply and 
record your commission in your resident county. 
 
 3.  When notarizing a document must a 
person appear before me personally? 
 Yes, they must personally appear and show 
proper identification. 
 
 4.   What is the most money I can charge 
as a Notary? 
 $1.50 for each signature. 
 
 5.   Can I notarize a document when the 
person refuses to take the oath or “swear to 
God” because of religious reasons” 
 You must ask the person “to affirm” that the 
facts stated are true, to the best of his or her 
knowledge. 
 
 6.   How do I renew my Notary 
Commission?  
 You should renew your commission in the 
county in which you reside by filling out the 
Application.  There must be an examination and 
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approval of application.  You cannot use your notary 
after your expiration date. 
 
This list of questions is for your general information 
only; to be used for quick reference.   
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I 
 

INTRODUCTION 
  
 The Commission of a Notary Public is not a 

license to practice law.  A notary should not draft 

legal documents or offer legal advice. 

 A notary is a public officer of the State of 

Ohio, a position created by the Legislature.  The Ohio 

Constitution provides that no person may be 

appointed to public office in Ohio unless he/she is a 

citizen eighteen years of age or older and qualified to 

vote at every election in the county in which he/she 

resides.  “Qualified to Vote” mean “Registered to 

Vote”. 

 This guidebook is intended to help you 

understand the basic functions and duties of a notary 

public in Ohio. 

 The Brown County Court of Common Pleas 

would like to emphasize some thoughts a notary 

should keep paramount in his or her mind during the 

performance of his or her duties: 

1.   A notary commission is not a license to 

practice law.  This was stated earlier in this 

introduction, but cannot be stated too often.  This 

includes giving legal advice, as well as drafting 

documents; 

2.   The person making an oath, by affidavit or 

otherwise, MUST appear before the notary 

when making the oath.  This is the most common 
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violation of notaries.  There are many instances 

where notaries have had to pay thousands of dollars 

for this violation; 

3.   Notaries fail to fill in the date or the county 

instruments they sign.  It is not practicing law or 

breaking any other law to fill in blanks that are 

obvious and need completion, especially in the jurate 

(the sentence or paragraph that the notary signs); 

 

4.   Know the person who is signing.  Fraud is 

rampant these days.  Know the person or check 

his/her  identity with a photo ID.  This is especially 

important now.  Previously, many legal documents 

required witnesses.  Since February 1, 2002, 

witnesses are not required, thus a heavy burden is 

placed on the notary to know the identity of the 

person giving his or her oath and signing. 

These are simple rules.  Keeping them in mind will 

avoid future aggravation and financial liability. 
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II 

HOW TO BECOME A NOTARY PUBLIC IF 

YOU ARE A BROWN COUNTY RESIDENCE 

Ohio Revised Code 147.01 
Appointment of Notaries Public; Revocation. 

(A)   The secretary of state may appoint and 
commission as notaries public as many persons who 
meet the qualifications of Division (B) of this section 
as the secretary of state considers necessary. 
 
(B)  In order for a person to qualify to be 
appointed and commissioned as a notary public, the 
person must satisfy both of the following: 
 (1)  The person has attained the age of 

 eighteen years; 

 (2)   One of the following applies: 
 (a)  The person is a legal resident of  this 

 state who is not an attorney admitted to the 

 practice of law in this state by the Ohio 

 Supreme Court; 

 (b)  The person is a legal resident of  this 
 state who is an attorney admitted to the 
 practice of law in this state by the Ohio 
 Supreme Court; 
 (c)  The person is not a legal resident of this 

 state, is an attorney admitted to the practice 

 of law in this state by the Ohio Supreme 

 Court, and has the person’s principal place 

 of business or the person’s primary practice 

 in this state. 
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(C)    A notary public shall be appointed and 
commissioned as a notary public for the state.  The 
secretary of state may revoke a commission issued to 
a notary public upon presentation of satisfactory 
evidence of official misconduct or incapacity. 
 

Ohio Revised Code 147.02 
Certificate of Qualifications. 

 
(A) Before the appointment of a notary public is 
made, the applicant shall produce to the secretary of 
state a certificate from a judge or justice of the court 
of common pleas, court of appeals, or the supreme 
court that contains the following: 
 (1)  A statement that the applicant is of good 
 moral character; 
 (2)  If the applicant is not an attorney 
 admitted to the practice of law in this state 
 by the Ohio Supreme Court, a statement 
 that the applicant is a citizen of the county 
 in which the applicant resides; 
 (3)  If the applicant is an attorney admitted 
 to the practice of law in this state by the 
 Ohio Supreme Court, a statement that the 
 applicant is possessed by sufficient 
 qualifications and ability to discharge the 
 duties of the office of notary public. 
 
(B) No judge or justice shall issue a certificate 
required by Division (A) of this section until the judge 
or justice is satisfied from personal knowledge that 
the applicant possesses the qualifications necessary 
to a proper discharge of the duties of the office or 
until the applicant has passed an examination under 
any rules that the judge or justice may prescribe. 
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(C) If the applicant is a citizen of this state who is 
an attorney admitted to the practice of law in this 
state by the Ohio Supreme Court, the judge or justice 
also shall certify this fact in the certification required 
by Division (A) of this section. 
 
(D) If the applicant is not a citizen of this state but 
is an attorney who is admitted to the practice of law 
in this state by the Ohio Supreme Court and whose 
principal place of business or primary practice is in 
this state, the judge or justice also shall certify these 
facts in the certification required by Division (A) of 
this section. 
 
(E) For the purposes of sections 147.03, 147.04, 
147.05, and 147.13 of the Revised Code, the county in 
which an attorney who is not a citizen of this state 
and who is a notary public has the attorney’s 
principal place of business or the attorney’s primary 
practice shall be deemed the county in which the 
attorney resides.   
 
Although notaries are now commissioned for the 
entire State of Ohio, persons who wish to become 
notaries should still apply through the county of their 
residency.  A Brown County resident may obtain an 
application form through the Brown County Common 
Pleas Court or by visiting the Brown County Common 
Pleas Court’s website  
 
Change of Name 

 
A notary who changes his or her name during their 
tenure of office may make application for a 
commission in their new name when they seek 
renewal of their commission.  If a notary wishes to 
have a commission issued in his/her new name prior 
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to the expiration date of their present commission, 
they must fill-out the forms as provided by the Notary 
Public Office, pay a fee, and return their commission.  
If a notary does not wish to have a commission issued 
in their new name, they may continue to perform 
their duties as a notary.  He or she must, however, 
indicate both names on each document notarized 
with the name in which the commission was issued in 
parenthesis. 
 

EXAMPLE:  Carol A. Suhre (O’Connor) 
 

Ohio Revised Code 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 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. 
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(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.  Notifications 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, a written notice indicating the 

effective date of resignation. 

 

 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. 

 

The Clerk of the Brown County Common Pleas Court 

is located in the Brown County Courthouse.  The 

clerk will administer the oath of the office of Notary 

Public before he/she records the commission.   
 

 

III 
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HOW TO RENEW A NOTARY PUBLIC 

COMMISSION IF YOU ARE A BROWN 

COUNTY RESIDENT. 

 

A Notary Public Commission is valid for only five 

years then it must be renewed.  An exception is made 

for attorneys who have lifetime commissions. 

 

Ohio Revised Code 147.03 
Term of Office; Bond; Oath; Removal. 

 
Each notary public, except an attorney admitted to 
the practice of law in this state by the Ohio Supreme 
Court, shall hold office for the term of five years 
unless the commission is revoked.  An attorney 
admitted to the practice of law in this state by the 
Ohio Supreme Court shall hold office as a notary 
public as long as the attorney is a resident of this 
state or had the attorney’s principal place of business 
or primary practice in this state, the attorney is in 
good standing before the Ohio Supreme Court, and 
the commission is not revoked.  Before entering upon 
the duties of office, a notary public shall take and 
subscribe an oath to be endorsed on the notary 
public’s commission. 
 
A notary public who violates the oath of office 
required by this section shall 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, and the court, upon 
removing a notary public from office, shall certify the 
removal to the secretary of state.  The person so 
removed shall be ineligible for reappointment to the 
office of notary public. 
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Ohio Revised Code 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 [sic], 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.   
 

Ohio Revised Code 147.10 
Notary Public Acting After Commission Expires 

 
No notary public shall do or perform any act as a 
notary public knowing that the notary public’s term 
of office has expired or that the notary public has 
resigned the notary public’s commission. 
 

Ohio Revised Code 147.11 
Notary 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. 

 
Application for renewal of a Notary Public 
Commission is available for free at the Brown County 
Common Pleas Court, 101 S. Main St., Georgetown, 
OH. 45121.   
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Notaries who would like to renew their commission 
should apply at least two weeks before their present 
commission expires.  You have a 30-day grace period 
after the expiration date to renew before having to 
take another examination.  You cannot use your 
notary after your expiration date. 
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IV 

DUTIES OF THE NOTARY PUBLIC 

 

A notary public is an officer of the State of Ohio and 

has the authority and the duty to use an official seal.  

Ohio law provides that a notary public must have a 

seal before performing the duties of the office.  Seals 

are available from any office supply store. 

 

If the seal does not contain the notary’s name, 

the notary must be certain to print, type or 

stamp his or her name legibly near his 

signature on each document notarized.  The 

notary must also write, type or stamp the 

expiration date of his or her commission on 

each document notarized.  Most notaries 

satisfy these requirements by purchasing a 

stamp containing their name, the words 

“Notary Public, State of Ohio” and the 

expiration date of their commission. 

 

Ohio Revised Code 147.04 
Seal and Register of Notaries Public 

 
Before entering upon the discharge of his or her 
duties, a notary public shall provide himself or herself 
with a seal of a notary public.  The seal shall consist 
of the coat of arms of the state within a circle one 
inch in diameter and shall be surrounded by the 
words, “Notary Public,” “Notarial Seal,” or words to 
that effect, the name of the notary public and the 
words “State of Ohio.”  The seal may be of either a 
type that will stamp ink onto a document or one that 
will emboss it.  The name of the notary public may, 
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instead of appearing on the seal, be printed, 
typewritten, or stamped in legible, printed letters 
near his or her signature on each document signed by 
him or her.  A notary public shall also provide himself 
or herself 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 or her official register shall be 
deposited in the office of the county recorder of the 
county in which he or she resides. 
 

_______________________ 
 

A registry for Notary Publics may be used to keep a 
list of each notarial act including the person’s name, 
type of document, and date. 
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V 
 

JURISDICTION AND POWERS OF NOTARY 
PUBLIC 
 

Ohio Revised Code 147.07 
Powers; jurisdiction 

 
A notary public may, throughout the state, administer 
oaths required or authorized by law, take and certify 
depositions, take and certify acknowledgments of 
deeds, mortgages, liens, powers of attorney, and 
other instruments of writing, and receive, make, and 
record notarial protests.  In taking depositions, he or 
she shall have the power that is by law vested in 
judges of county courts to compel the attendance of 
witnesses and punish them for refusing to testify.  
Sheriffs and constables are required to serve and 
return all process issued by notaries public in the 
taking of depositions. 
 
1.  Administering Oaths 

An oath is a formal declaration or promise to perform 

an act faithfully and truthfully or an affirmation of 

the truth of a statement. Oaths are usually given for 

three purposes: (1) That a statement is the truth; (2) 

That the testimony he or she will be giving will be the 

truth; (3) That he or she will faithfully perform the 

duties of a public office.  
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Sample Oaths  

Notary: Do you solemnly swear that the statements contained in this affidavit 

are true to the best of your knowledge and belief? 

Affiant: I do. 

Notary: Do you solemnly swear that the testimony that you are about to give 

will be the truth, the whole truth, and nothing but the truth. 

Affiant: I do. 

 

Notary Public's Oath of Office  

 State of Ohio 
 County of Brown  Ss 

I do hereby 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 the 

position to which I have been appointed according to 

law, and the best of my ability. 

                                  Signature  

 
Sworn to before me in and for the County 
aforesaid, this _____ day of ___________, 20_ 
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A notary public is often called upon to administer an 
oath or affirmation in connection with the execution 
of an affidavit.  An affidavit is a written statement of 
facts, the truth of which is sworn to or affirmed 
before a person authorized to administer oaths, and 
followed by an official statement of the person taking 
the oath that the affidavit was signed and sworn to or 
affirmed in his or her presence. 
 
In certifying to an affidavit the notary must do the 
following: 
 
(1) Administer an oath or affirmation to the 
affiant (the person giving the affidavit) whereby the 
affiant is asked to state that the facts set forth in the 
affidavit are true.  (examples: “Do you swear that the 
facts set forth in this affidavit are true, so help you 
God?” or “Do you affirm that the facts set forth in the 
affidavit are true?”); 
(2) Have the affiant sign the affidavit in the 
presence of the notary; 
(3) Complete and execute the certification on the 
instrument below the signature of the affiant. 
 

Note that the affidavit must be signed in the 
presence of the notary, after the oath is administered, 
and cannot merely be acknowledged in the presence 
of the notary.  Also, note that the notary must 
administer the oath or affirmation.  Failure to do so 
can result in the notary’s removal from office. 
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Ohio Revised Code 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. 
 

Ohio Revised Code 147.99 
Penalties 

 
(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. 
 
As was true with taking acknowledgments on 
documents, the notary must either know the person 
making the affidavit or have satisfactory evidence 
that he/she is the person whose name appears as 
affiant on the affidavit. 
 
A notary may not certify his or her own affidavit or 
any affidavit in which he or she is a party.  For 
example, a notary who signs the certificate of title to 
his or her car as the seller cannot certify either his or 
her own affidavit (on the top of the form) or the 
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affidavit of the buyer (on the bottom of the form).  A 
notary may certify affidavits of the notary’s family if 
the notary has no interest in the subject of the 
affidavit. 
 

The Notary Public Committee does not 
recommend that spouses notarize each other’s 
signatures. 

 
2.  Taking  and Certifying Acknowledgments                              
      of Documents 
 
An acknowledgment is a formal declaration by a 
person executing a document, made to an official 
authorized by law to take an acknowledgment (such 
as a notary public), that the person executed the 
document freely and voluntarily for the purpose set 
forth in the document.  The ceremony of taking an 
acknowledgment adds a measure of solemnity to the 
execution of the document, especially now that 
witnesses are not required on most documents.  
(Note: Wills in Ohio are not notarized and Living 
Wills and Durable Powers of Attorney can have either  
two witnesses or a notarization.) The Brown County 
Recorder requires Durable Powers of Attorney that 
will be recorded must be notarized. 
 
No oath is required in taking an acknowledgment. 
 
The word “acknowledgment” is commonly applied to 
both the act of the person making it and the written 
evidence thereof. 
 
Ohio law requires that some documents be 
acknowledged to be valid and to be entitled to be 
recorded.  For example, deeds, mortgages, land 
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contracts and leases for a term exceeding three years 
are required to be acknowledged. 
 
A person who wishes to acknowledge his or her 
signature on a document may bring the document to 
a notary and then acknowledge to the notary that the 
signature is his or her own and that he or she signed 
the instrument voluntarily and without duress.  The 
notary must either know the person seeking notarial 
services or must obtain satisfactory evidence that he 
or she is the person describe in, and who executed, 
the document.  The notary then signs his or own 
name certifying that the document was acknowledged 
in his or her presence. 
 
Example: 

State of Ohio 
County of Brown  Ss: 

On this, the____ day of __________, 20____, before 
me a notary public, the undersigned officer, personally 
appeared________________, known to me (or 
satisfactorily proven) to be the person whose name is 
subscribed to the within instrument, and acknowledged 
that  s/he executed the same for the purposes therein 
contained. 
 
In witness hereof, I hereunto set my hand and official 
seal. 

(signed) _______________________ 
    YOUR NAME 
(Seal Affixed Here)  Notary Public 
    State of Ohio 
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Note that the person acknowledging his 
signature on a document must personally 
appear before the notary.  An acknowledgment 
may not, for example, be taken over the 
telephone.  Nor can a notary certify a document 
which is brought to the notary by a third person. 

Naturally, a notary cannot truthfully certify that 
John Doe appeared before him unless he is 
reasonably certain that the person who signed 
the instrument actually is John Doe.  If the 
signer is not known to the notary, proof of the 
individual’s identity must be presented.  This 
proof is often satisfied by examination of a 
driver’s license or other identification card 
(preferably one with a picture).  Proof may also 
include introduction of the individual by a third 
person whom the notary knows and trusts. 

 
Ohio Revised Code 147.53 
Taking an Acknowledgment  

 
The person taking an acknowledgment shall 
certify that: 

 
(A) The person acknowledging appeared 
before him and acknowledged he executed the 
instrument; 
 
(B) The person acknowledging was known 
to the person taking the acknowledgment, or 
that the person taking the acknowledgment had 
satisfactory evidence that the person 
acknowledging was the person described in and 
who executed the instrument. 
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It bears repeating that the only way a signature 
can be acknowledged is in the presence of a 
notary public who  has satisfied himself or 
herself as to the identity of the person signing 
the instrument and who then takes the 
acknowledgment and certifies it. 
 
Some additional facts regarding 
acknowledgments are as follows: 
 
(A) Although a person must personally 
appear before the notary to acknowledge 
his/her signature on a document, he/she does 
not have to sign the document in the presence 
of the notary public.  (This is true, however, 
only for taking acknowledgments of 
documents; when a notary administers an oath 
or affirmation in connection with the execution 
of an affidavit, the affidavit must be signed in 
the presence of the notary, as explained above.  
No oath is required in taking an 
acknowledgment). 
 
(B) A notary cannot take the 
acknowledgment to an instrument in which he 
has an interest, for example, a deed of real 
estate either to or from the notary.  A notary 
may take the acknowledgment of a relative if 
the notary has no interest in the transaction. 
 
(C) A notary may take the acknowledgment 
of a person who cannot sign his name.  Such 
person executes the instrument by making of 
the mark. Two persons in addition to the 
Notary must witness the making of the mark.   
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EXAMPLE: 
 

 Executed on _____________, 20 _____ 
 
 (signed) ________X________________ 
                    John Doe, by his mark (X) 

 
State of Ohio 
County of Brown Ss 
 
The foregoing instrument was acknowledged 
before me this (date) by John Doe who signed by 
his mark. 
 
In the presence of: 
 
Richard Roe (signed) 
Mary Roe (signed) 
 
  (signed)  Name (Printed or Typed) 
  Notary Public. State of Ohio                  
  Month/Day/Year 
 

(D) An acknowledgment is invalid that does 
not show the official capacity of the person 
taking it (i.e. notary public) and the state in 
which he or she is commissioned. 
 
(E) A notary merely takes an 
acknowledgment of the “signature” on an 
instrument and need not concern 
himself/herself with the specific contents of the 
instrument this does not mean, however, that a 
notary may acknowledge a signature on a blank 
or partly blank piece of paper.  The notary 
should insist that all blanks be filled in.  Blank 
spaces not used in a legal instrument should 
have a line in ink drawn through them so that 
no one can add to the terms of the instrument 
after it is signed. 
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(F)       A notary may take an acknowledgment 
only within the borders of the State of Ohio.  
The document may, however, refer to property 
or other matters outside the State of Ohio.  For 
example, a notary may take an 
acknowledgment on a deed for real estate 
located in New York if the person signing the 
deed acknowledges his/her signature before a 
notary while in the State of Ohio. 
(G) A person may not always be 
acknowledging an instrument in his/her own 
right, but may rather be acknowledging an 
instrument which he/she signed on behalf of a 
corporation or partnership, as the holder of a 
power of attorney, or as a public officer, trustee 
or personal representative.  If this is the case, 
the notary should check the acknowledgment 
section of the Ohio Revised Code, 147.55; to be 
sure the attorney has set out who is making the 
acknowledgment and in what capacity. 
 
Transfer of Ownership of a Motor Vehicle: 
 
A notary public commissioned in the State of 
Ohio should only notarize the assignment of an 
Ohio title entirely completed by the seller 
of the vehicle.  This assignment must be 
complete and include the following:  purchase 
price, name and address of buyer, mileage of 
the vehicle at the time of assignment, and the 
seller’s signature exactly as it appears on the 
front of the title. 
 
A notary may also notarize an out-of- state title 
if that document calls for a notarized 
assignment.  Again, the assignment must be 
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complete including all the information noted 
above.  The notary must date this assignment, 
indicate the commission expiration date and 
affix the seal. 
 
A notary may also notarize the application for 
title on the bottom half of the back of an Ohio 
title, again making certain all areas of 
information required are complete. 
 
3. Taking and Certifying 
 Depositions 
 
In Ohio, the testimony of witnesses for a trial 
may be taken outside of the courtroom, before a 
notary public by means of a “deposition”.  A 
deposition is the written testimony of a witness 
taken after an oath or affirmation has been 
administered.  It may, under certain 
circumstances, be introduced into the trial; for 
example, if the witness is dead or is unable to 
attend by reason of age, sickness, infirmity, or 
imprisonment.  Although Ohio law authorizes 
every notary public to take and certify 
depositions, usually only court stenographers 
are called upon to do so.  A notary unskilled in 
this practice should consult with and act under 
the supervision of an attorney, a paralegal, or a 
trained court reporter. 
 
4. Receiving, Making, and  
 Recording Protests 
 
 A protest is a formal declaration executed by a 
notary that he/she presented a bill of exchange 
or promissory note to a person for acceptance 
or payment and that it was refused for non-
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acceptance or for nonpayment.  The purpose of 
the protest is to remove uncertainty about the 
instrument having been dishonored and to 
furnish formal evidence that all the necessary 
requisites have been complied with to hold the 
drawers and endorsers liable on the 
instrument.  (Ohio Revised Code 147.09 
 

 
In review, the four powers of a Notary are: 
 

1.  Administer oaths required or authorized      
     by law; 
2. Take and certify depositions; 
3. Take and certify acknowledgements of  
     Deeds, mortgages, liens, and powers of 
     Attorney, and other instruments of writing 
4.  Receive, make, and record notarial     
     protests                                                                                                                                                                             
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VI 

 
FEES CHARGED BY A NOTARY PUBLIC 

 
Ohio Revised Code 147.08 

A Notary Public is entitled to the following fees: 
 

(A) For the protest of a bill of exchange or 
promissory note, one dollar and actual necessary 
expenses in going beyond the corporate limits of a 
municipal corporation to make presentment or 
demand; 
 
(B) For recording an instrument required to be 
recorded by a notary public, ten cents for each one 
hundred words; 
 
(C) For taking and certifying acknowledgements 
of deeds, mortgages, liens, powers of attorney, and 
other instruments of writing, and for taking and 
certifying depositions, administering oaths, and other 
official services, the same fees as are allowed by 
Section 2319.27 of the Revised Code or by law to 
clerks of courts of common pleas for like services; 
 
(D) For taking and certifying an affidavit, one 
dollar and fifty cents. 
 

Ohio Revised Code 147.13 
Removal for receiving excessive fees 

 
A notary 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, shall be removed from office 
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by the court of common pleas of the county in which 
he or she 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. 
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VII 
 

LIABILITIES OF A NOTARY PUBLIC 
 

Notaries public may be fined and/or imprisoned as 
well as removed from office for abuse of their notarial 
power.  Notaries may be held liable in civil 
lawsuits to people who have been damaged by their 
negligence or misconduct. 
 
Notaries must always administer an oath or 
affirmation before certifying an affidavit.  The penalty 
for not doing so is a fine of up to $100.00, 
imprisonment for up to 30 days, and ineligibility for 
reappointment for 3 years. 
 
If a notary knowingly performs acts after expiration 
of his or her commission, he or she is subject to a 
$500.00 fine and is ineligible for reappointment.   
Notary’s act is still valid in these cases. 
 
If a notary charges excessive fees, the individual is to 
be removed from office with no chance for 
reappointment. 
 
Notaries are not expected to have legal knowledge or 
to guarantee the validity of a document or the 
identity of persons.  The standard most often applied 
in court decisions is that the notary has the duty to 
act with the same care that a reasonably prudent 
person would exercise under the same or similar 
circumstance. 
 
To state a civil claim against a notary, one must prove 
either negligent performance or lack of skill. 
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The notary must be shown evidence of the person’s 
identity, such as a driver’s license.  The notary is not 
liable if the person shows false or stolen 
identification. 
 
A document required by law to be acknowledged but 
which is defectively acknowledged by the notary, may 
be invalid and may not transfer legal rights.  The 
document may not be recorded by a county recorder 
and may not be admissible in court to prove transfer 
of legal title or rights.  For these reasons, a notary 
who takes or certifies an acknowledgment improperly 
may be held legally responsible for resulting 
damages. 
 
Complaints that a notary public has improperly 
performed his/her duties are investigated and acted 
upon by the Judge’s committee. 
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VIII 
 

NOTARY PUBLIC EXAMINATION 
 

1. Any person applying for the first time for a notary 

 commission, any person whose commission is 

 due to renew, or their commission has expired, 

 shall fill out an Applicant Information Form and 

 further sign an affidavit stating they have certain 

 qualifications to hold the title of Notary Public.  

2. Any person applying for the first time for a notary 
 commission, any person whose commission is 
 due to renew, or a person who has allowed their 
 commission to expire, and they have not 
 previously taken a written exam, shall take a 
 written examination.   

3. Applicant is entitled to one Manual for 
 Notaries Publics with each application. 
 
4. All applicants will be expected to sign an 
 affidavit stating that they are of good moral 
 character. 
 
5. Determinations on character fitness may be 
 made thereafter and applicants will be 
 notified if their notary commission will or 
 will not be issued. 
 
 6. Within seven days of an examination, 
 applicant will be notified if his or her 
 application  has been approved or 
 disapproved. 
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7. An applicant who is deemed by the Court to 
be unqualified for appointment after his/her 
first examination may re-schedule for a 
second examination another day.  If it is 
deemed that the applicant is unqualified upon 
the second examination, then the applicant 
shall not be permitted to apply no sooner than 
fourteen (14) days.  If it is deemed that the 
applicant is unqualified upon the third 
examination, then the applicant shall not be 
permitted to apply for re-examination any 
sooner than three months.   

8. If an applicant fails to appear for a 
 scheduled examination, without notifying 
 the examiner, then he/she shall not be able 
 to re-schedule for 30 days.   
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IX 
 

CERTIFICATES  

A notary public may certify that a document is an 

accurate copy of an original document, or that a 

statement is true. The notary public must make sure 

that the copy is exactly the same as the original.  

Ohio notaries public may not certify certain Federal, 

State or County records. Only the agencies where 

these records are filed may certify copies, because 

they alone hold the original documents or records. 

This would include the following types of documents:  

o Birth records  

o Death records  

o Marriage records  

o Corporate records, i.e. Articles of 

Incorporation  

 
Sample Certificate 
State of Ohio 
County of Brown  Ss: 
I certify that the attached copy of a ____________dated  

 

_______ is a true, correct and complete copy of the original. 

In witness whereof, I hereunto set my hand and official seal. 

(signed)  Name (Printed or Typed) 

  Notary Public. State of Ohio                  
  Month/Day/Year 
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X 
 

SAMPLE FORMS 

The following pages contain samples of title-related 

forms that may be required to transfer an Ohio 

Certificate of Title. 

If used, these forms must also be completed entirely 

and notarized. 

 

 

 

 

Please contact your local Clerk of Courts’ Title 

Office if you have additional inquires. 
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CERTIFICATE OF TITLE 

A Certificate of Title is one of the most notarized documents in the State of Ohio. 

It is an important legal document, as it officially signifies ownership of a motor 

watercraft vessel. 

The following guideline was compiled by the Ohio Clerk of Courts Association 

and is provided as a courtesy to you.  

It does not cover every specific aspect of notarizing certificates of title. If you 

have any questions concerning the notarization of titles or title-related 

documents, please contact your local county Clerk of Courts’ Title Office for 

guidance. 
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Notarizing an Ohio Title – General Guidelines 

• Do not take the acknowledgment on any instrument wherein 

blanks are left to be filled in later. The legal instrument must 

be completely prepared before notarization is completed. 

 

• When selling a vehicle or watercraft, owner(s) on the front of 

the title must sign and print their name(s) as it appears on the 

face of the title. 

 

• Assignments of ownership must be in the form of legal 

names: 

  -  Clifton J. Smith (not CJ Smith) 

   -  Richard L. Jones Jr. (not Dick Jones) 

 

• Do not, under any circumstances, white out or scribble out any 

errors on the title assignment; this will void the title and a 

replacement must be issued. 

 

• If someone signs the back of a title on behalf of a company or 

other entity, they must state their position with that entity: 

- ABC Trucking Company, John F. Rees, Fleet Mgr. 

- Dixie Candy Corp, Dennis T. Dix, Owner 

- Abel Family Trust, Carol A. Abel, Trustee 

- Estate of Mary Scott, James E. Scott, Executor 

• If the seller or buyer is under 18 years of age, the custodial 

parent or guardian must fill out a notarized minor consent form 

(available from the Clerk of Courts’ Title Office). The minor 

must bring this consent form—along with the certificate of 

title—to the Clerk of Courts’ office, or the parent/guardian 

must appear in person with the minor at the time of transfer. 

The guardian must provide the court document indicating that 

they are the legal guardian of the minor. 

 

• If you take the acknowledgment from a person appointed as 

power of attorney, the notarized power of attorney form 

(available from the Clerk of Courts Title Office) must be 

surrendered at the time of transfer of ownership. 



~ 40 ~ 

 

- A Durable Power of Attorney is acceptable 

- A Health Care Power of Attorney is not acceptable 

• If you take the acknowledgment from a person appointed by 

the Court, the Court Order must bear the Judge’s signature and 

seal, and must be surrendered at the time of transfer of 

ownership: 

- Court Order appointing Executor, Fiduciary, Guardian, etc. 

- Letter of Authority to Transfer 

- Relief from Administration of Estate 

 

• The Ohio ORC #4505.02 requires each applicant to present an 

official photo ID. 
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ASSIGNMENT OF AN OHIO TITLE 

(Top portion of the back of the Title) 

1. Selling price 

2. Date of Sale/Delivery 

3. Minor? (consent form required) 

4. Buyer(s) legal name and address 

5. Odometer reading as shown on vehicle 

6. IF odometer is 5 digits and rolled over, place (X)               

    (in excess of mechanical limits) 

7. IF odometer is broken or any other discrepancy  

8. Check appropriate box, if applicable 

9. Printed name(s) of seller(s) 

10. Signature of seller(s) 

11. Address of seller(s) 

12. Person(s) name who signed in front of you 

13. Notary Date 

14. Commission expiration date 

15. Printed name of Notary Public 

16. Signature of Notary Public 

17. Notary Seal 
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ASSIGNMENT FOR AN OHIO TITLE 

Figure 1  
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Application for an Ohio Title 

 

1. Type of Title 

2. Buyer(s)’ legal name 

3. Buyer(s)’ Social Security Number 

4. Buyer(s)’ physical address 

5. County of residence 

6. Purchase price 

7. N/A (Dealer sale only) 

8. N/A (Dealer sale only) 

9. N/A (Dealer sale only) 

10. If sale is exempt from tax, place (X) in box 

11. Reason for exemption 

12. N/A (Dealer sale only) 

13. N/A (Dealer sale only) 

14. Condition of vehicle/watercraft 

15. Lienholder’s name and address (if applicable) 

• If no liens – state “none” 

16. Minor? (consent form required) 

17A. Buyer(s)’ signature 

17B. Buyers’ acknowledgment of mileage 

18. Choose (X) printed or (X) non-printed 

19. Person’s name who signed in your presence 

20. Notary Date 

21. Commission expiration date 

22. Signature of Notary Public 

23. Notary Seal 
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Application of an Ohio Title 
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State of Ohio - Seller’s Affidavit 
 
Erasures or Alterations Void This Statement 
 

ODOMETER READING DISCLOSURE STATEMENT 
 

Notice to Transfer: You are required by law to enter all 
information required herein, including the odometer reading of 
the motor vehicle in the affidavit immediately following. The 
making of a false statement under oath or affirmation is in 
violation of Section 2921.13 of the Revised Code and is 
punishable by six months imprisonment and a fine of up to one 
thousand dollars, or both. 
 
• TYPE OR PRINT IN INK 
State of Ohio, ________________County SS: Date 
_________________, 20____ 
Year ______________________ Mfr’s Serial 
No.__________________________ 

Make ______________________ 

Purchaser’s Name 
___________________________________________ 

I (we) certify that the mileage registered on this vehicle at the 
time of assignment is _______________ miles. 

•CHECK ONE OF THE FOLLOWING STATEMENTS. I (WE) 
CERTIFY THAT: 
 

I:l To the best of my (our) knowledge, the Odometer reading 

reflects the actual mileage; 

I:l The Odometer reading reflects mileage in excess of the 

designed mechanical limit 

of 99,999 miles. 

I:l To the best of my (our) knowledge, the Odometer reading is 

not the actual mileage and should not be relied upon. 

 

• CHECK ONE OF THE FOLLOWING. I (WE) CERTIFY THAT, 

WHILE IN MY (OUR) POSSESSION: 
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I:l The Odometer of this vehicle was not altered, set back, or 
disconnected; 
I:l The Odometer of this vehicle was repaired or replaced. 
 

x_____________________________ 
TRANSFEROR’S SIGNATURE 

 
Sworn to before me and subscribed in my presence this 

_____________day of ____________ , 20_____ . My 
commission expires, 

_________________20____. 
 

SEAL 
 
All information must be 
entered before notarization. 
__________________________________________ 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(CLERK, DEPUTY CLERK OF COURTS - NOTARY) 
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Power of Attorney Form 

 
Power of attorney forms for certificates of titles must be 
notarized. 
 

A power of attorney form must always accompany the title 
and becomes part of the permanent title record. 
 
A power of attorney form may only be used for one 
transaction. 
 
An executor of an estate or trustee cannot give power of 
attorney to someone else to sign on their behalf. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



~ 48 ~ 

 

Odometer Statement 

The seller of a motor vehicle is statutorily required to state the true 

mileage of the vehicle at the time the title is assigned to the buyer 

(see feature #5). 

Mileage stated as “in excess” of its mechanical limits should only 

apply to a 5-digit odometer (see feature #6) (For additional 

information, refer to assignment of title p.2). 

Vehicles that register 6 digits on the odometer should not be “in 

excess” of their mechanical limits.  An odometer that is broken, 

inoperable or replaced should be marked as “non-actual” (see 

feature #7) 
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Once an applicant has met the necessary 

requirements for being commissioned in 

the State of Ohio, he/she should not 

hesitate to contact the Brown County 

Common Pleas Court if a question arises 

about notarizing any item.  Our office will 

assist you in determining whether a 

document, paper etc. is properly worded, 

has the proper acknowledgments, etc., and 

help you determine if you should or should 

not notarize an item.  Therefore, do not 

hesitate to contact our office at any time. 
 

 
 
    
 
 
 
 
Sample Seal: 
  

Carol A. Suhre 
Notary Public, State of Ohio 
My Comm. Expires  Nov. 12, 2005 
 
 

 

 

 

 

Ss:  Means Sworn 

Statement 

http://www.thestampmaker.com/Products/Notary-Seal---Pocket-Style---Ohio__NOTARY_SEAL_OHIO_POCKET.aspx
http://www.thestampmaker.com/Products/Notary-Seal---Pocket-Style---Ohio__NOTARY_SEAL_OHIO_POCKET.aspx
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ADDRESS CHANGE? 

 
SEND ADDRESS CHANGES TO: 

 

NOTARY COMMISSION CLERK 

OHIO SECRETARY OF STATE 

P.O. BOX 1658 

COLUMBUS, OHIO 43216-1658 
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NOTES 

1. _________________________________________ 
_________________________________________

_________________________________________

_________________________________________ 

2.  _________________________________________ 

_________________________________________

_________________________________________

_________________________________________ 

3. _________________________________________ 

_________________________________________

_________________________________________

_________________________________________ 

4. _________________________________________ 
_________________________________________

_________________________________________

_________________________________________ 

5. _________________________________________ 

_________________________________________

_________________________________________

_________________________________________ 
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Brown County Common Pleas Court 
101 South Main Street 

Georgetown, Ohio 45121 
 

937-378-4101  
 
 

www.browncountyohiocommonpleascourt.us 
 

http://www.browncountyohiocommonpleascourt.us/

