georgia notary handbook

georgia notary handbook is your essential guide to understanding and fulfilling your duties as a
commissioned notary public in the Peach State. This comprehensive resource covers everything from
the initial application process and educational requirements to the specifics of notarial acts, record-
keeping, and legal responsibilities. Whether you are a new notary seeking your commission or an
experienced professional looking to refresh your knowledge, this article will delve into the key areas
outlined in the official Georgia notary handbook, ensuring you perform your duties with accuracy,
integrity, and adherence to state laws. We will explore the qualifications for becoming a Georgia
notary, the process of obtaining and maintaining your commission, the different types of notarial
certificates, and best practices for preventing fraud and ensuring the validity of notarized documents.
Understanding the Georgia notary laws is crucial for any notary public aiming to serve the public
effectively and ethically.
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Becoming a notary public in Georgia is a process that requires adherence to specific legal guidelines
and a commitment to public service. The Georgia notary handbook serves as the authoritative source
for all information pertaining to commissioning, duties, and responsibilities. Understanding the
intricacies of the commission is the first step towards performing your notarial acts correctly and
maintaining the trust placed in you as a notary.

Eligibility Requirements for Georgia Notaries



To be eligible for a Georgia notary public commission, applicants must meet several key criteria.
These requirements are designed to ensure that only qualified individuals are entrusted with the
important responsibilities of notarization. The official Georgia notary handbook details these
requirements, which typically include:

Being at least 18 years of age.

Being a legal resident of the State of Georgia.

Possessing a high school diploma or its equivalent.

Not having been convicted of a felony or any crime involving moral turpitude.

Being able to read and write the English language.

Meeting these fundamental qualifications is paramount before proceeding with the application
process. The Georgia Secretary of State's office oversees the notary public program, and thorough
adherence to these eligibility criteria is expected.

The Application and Examination Process

The process of becoming a Georgia notary public involves a formal application and, for new
applicants, a mandatory examination. The Georgia notary handbook outlines the step-by-step
procedure for submitting an application. This typically includes completing an application form,
paying the required fees, and successfully passing a proctored examination administered by an
approved vendor. The exam assesses an applicant's knowledge of notary laws, ethical practices, and
the proper execution of notarial acts. Maintaining a good standing with the state and understanding
the ongoing requirements is crucial for all commissioned notaries.

Essential Notarial Acts and Procedures

The core of a notary public's role involves performing specific notarial acts. The Georgia notary
handbook provides detailed instructions on how to execute these acts correctly, ensuring the validity
and integrity of the notarized documents. Familiarity with these procedures is vital to avoid errors and
uphold the standards of the notary profession.

Performing Acknowledgments

An acknowledgment is a notarial act in which a notary certifies that a signer personally appeared
before the notary, was identified by the notary, and acknowledged that they signed the document
voluntarily for its intended purpose. The Georgia notary handbook specifies the required elements for
a valid acknowledgment certificate. This includes the notary's seal, signature, commission expiration
date, and the venue (county and state where the notarization occurred). Proper identification of the



signer is a critical component of this process.

Administering Jurats

A jurat is a notarial act in which a notary certifies that a signer personally appeared before the notary,
was identified, and subscribed to an oath or affirmation in the notary's presence. This is commonly
used for affidavits and other documents requiring sworn statements. The Georgia notary handbook
emphasizes that the oath or affirmation must be administered before the signature is affixed to the
document. The jurat certificate must include language indicating that the oath or affirmation was
administered and that the signer signed the document in the notary's presence.

Witnessing Signatures

While not always requiring an oath or acknowledgment, a notary may be asked to witness a
signature. The Georgia notary handbook clarifies the circumstances under which a notary can witness
a signature and the difference between witnessing a signature on a document that requires
notarization and simply observing someone sign a document. The notary's role is to confirm the
identity of the signer and the fact that the signing occurred on a particular date.

Performing Copy Certifications

In Georgia, notaries public are generally prohibited from certifying copies of certain documents, such
as birth certificates, death certificates, and marriage certificates, unless specifically authorized by
law. The Georgia notary handbook clearly defines which documents can and cannot be certified. For
permissible documents, the notary must typically appear before the notary, and the notary must
certify that the copy is a true and accurate reproduction of the original document.

The Notary Journal and Record Keeping

Maintaining an accurate and detailed notary journal is a fundamental requirement for Georgia
notaries. The Georgia notary handbook stresses the importance of this record for accountability, fraud
prevention, and as evidence in case of disputes. A well-maintained journal provides a chronological
record of all notarial acts performed.

What to Record in the Notary Journal

The Georgia notary handbook mandates specific information that must be included for each notarial
act recorded in the journal. This typically includes:



e The date and time of the notarization.

e The type of notarial act performed (e.g., acknowledgment, jurat).

e The title or type of document notarized.

e The printed name and signature of the person whose signature is being notarized.

e The printed name and signature of any witness.

e The method of identification used to verify the signer's identity (e.g., driver's license, passport).
e The fee charged for the notarial service.

e The notary's signature.

Properly documenting each transaction in the notary journal is a critical responsibility that protects
both the notary and the public.

Retention and Security of the Notary Journal

The Georgia notary handbook also provides guidance on the retention period for notary journals.
Notary records must be kept for a specified number of years after the last notarization entry, typically
five years in Georgia. It is also essential to store the journal securely to prevent unauthorized access
or tampering. A locked cabinet or a secure digital storage solution is recommended.

Fees and Charges for Notarial Services

Understanding the allowable fees for notarial services is crucial for Georgia notaries. The Georgia
notary handbook clearly outlines the maximum fees that can be charged for each type of notarial act.
It is important to note that notaries cannot charge for a notarial act that they do not perform.
Transparency with clients regarding fees is a best practice.

Understanding Fee Limitations

The Georgia notary handbook sets statutory limits on the fees a notary can charge for specific
services. For instance, the fee for an acknowledgment or a jurat is typically a set amount per
signature or per notarial act. Notaries are permitted to charge for travel expenses only if agreed upon
in advance with the client and are not part of the notarial fee itself. It is the notary's responsibility to
be aware of and adhere to these fee regulations.



Prohibited Acts and Disciplinary Actions

Performing unauthorized acts or engaging in misconduct can lead to disciplinary action from the
state. The Georgia notary handbook details prohibited activities that can jeopardize a notary's
commission.

Common Prohibited Activities

The Georgia notary handbook lists several actions that are considered prohibited and can result in
sanctions. These often include:

Notarizing a document in which the notary has a direct beneficial interest.

Notarizing a document signed in the notary's presence by someone other than the principal
signer.

Notarizing a document that is blank or incomplete.

Allowing another person to use the notary's seal or signature stamp.

Failing to administer oaths or affirmations when required.

Failing to identify the signer properly.

e Charging fees in excess of the statutory limits.

Adhering strictly to the guidelines in the Georgia notary handbook is the best way to avoid any
disciplinary issues.

Consequences of Notary Misconduct

The consequences of notary misconduct can be severe. Depending on the nature and severity of the
offense, a notary public in Georgia may face penalties such as a written reprimand, suspension of
their commission, or permanent revocation of their notary commission. In some cases, legal action or
fines may also be imposed. The Secretary of State's office is responsible for investigating complaints
and taking appropriate disciplinary measures.

Keeping Your Georgia Notary Commission Current

Maintaining an active and valid notary commission requires ongoing attention to renewal
requirements. The Georgia notary handbook provides guidance on the renewal process to ensure that
notaries can continue to serve the public without interruption.



The Renewal Process

Commissioned notaries in Georgia must renew their commission before it expires. The renewal
process typically involves completing a renewal application and paying a renewal fee. While a renewal
examination is generally not required for subsequent commissions, it is essential to stay informed
about any changes in notary laws or procedures. It is advisable to begin the renewal process well in
advance of the expiration date to avoid any lapse in commission status.

Resources for Georgia Notaries

To stay informed and up-to-date, Georgia notaries have access to various resources. The official
website of the Georgia Secretary of State is the primary source for the most current version of the
Georgia notary handbook, application forms, and updates on notary laws and regulations. Professional
notary organizations also offer valuable training, resources, and support for notaries across the state,
ensuring they are well-equipped to perform their duties effectively and ethically.

Frequently Asked Questions

What are the eligibility requirements to become a notary
public in Georgia?

To become a notary public in Georgia, you must be at least 18 years old, be a legal resident of
Georgia, be able to read, write, and understand English, not have been convicted of a disqualifying

felony, and reside in the county where you plan to apply. You must also be able to present a valid
government-issued identification.

What is the term of a notary commission in Georgia?

A notary commission in Georgia is valid for a term of four years.

What is the maximum fee a Georgia notary can charge for
notarizations?

The maximum fee a Georgia notary can charge for most notarizations is $2.00 per notarization, with
specific exceptions for certain acts like administering an oath or affirmation for a public school
student's enrollment, which is often waived. It's crucial to consult the Georgia Notary Handbook for
the most up-to-date fee schedule, as these can be subject to change.

Does the Georgia Notary Handbook detail the different types
of notarizations a notary can perform?

Yes, the Georgia Notary Handbook outlines the various notarial acts a commissioned notary can
perform, including acknowledgments, jurats (oaths or affirmations), and witness attestations.



Where can | find the official Georgia Notary Handbook?

The official Georgia Notary Handbook is typically available on the website of the Georgia Secretary of
State's office. It's important to download the most current version to ensure you have the latest
information.

What are the requirements for a notary's seal in Georgia?

Georgia notaries are required to have an official seal. The seal must be imprinted with the notary's
name, the words 'Notary Public,' the county where the notary is commissioned, and the commission
expiration date. The seal must also be legible and contain the notary's seal stamp and ink stamp.

What is the process for renewing a Georgia notary
commission?

The renewal process for a Georgia notary commission typically involves completing a renewal
application, paying the required fee, and submitting it to the Secretary of State's office before the
current commission expires. The handbook will provide specific details on the application and
submission methods.

What should a Georgia notary do if they lose their commission
or seal?

If a Georgia notary loses their commission or official seal, they must immediately notify the Secretary
of State's office. The handbook will outline the specific procedures and requirements for obtaining a
replacement commission and/or seal.

Does the Georgia Notary Handbook cover ethical conduct and
prohibited activities for notaries?

Yes, the Georgia Notary Handbook details ethical guidelines and prohibited activities for notaries. This
includes instructions on avoiding conflicts of interest, not notarizing documents in which they have a
beneficial interest, and ensuring they do not perform acts that constitute the unauthorized practice of
law.

Additional Resources

Here are 9 book titles related to the Georgia Notary Handbook, each starting with :

1. The Essential Georgia Notary Public Act & Resource Guide

This comprehensive guide serves as a vital companion for anyone seeking to understand and practice
as a notary public in Georgia. It meticulously breaks down the Georgia Notary Public Act, ensuring you
grasp the legal framework governing your duties. The book also offers practical advice on common
notarial acts, ethical considerations, and how to avoid potential pitfalls.

2. Navigating Georgia Notarial Law: A Practical Handbook
Designed for both new and experienced notaries, this handbook offers a clear and accessible



exploration of Georgia's notarial laws. It clarifies complex legal terminology and provides step-by-step
instructions for performing various notarial functions, from acknowledgments to oaths. The
publication emphasizes best practices and the importance of maintaining accurate records.

3. Becoming a Certified Georgia Notary: Your Step-by-Step Manual

This book is tailored for individuals aspiring to become commissioned notaries in Georgia. It guides
you through the entire application process, from understanding eligibility requirements to submitting
your application correctly. You'll find detailed explanations of the oath of office, notary powers, and
essential knowledge needed to pass any required examinations.

4. Georgia Notary Public: Duties, Responsibilities, and Best Practices

This title delves deep into the core responsibilities and ethical obligations expected of every Georgia
notary. It highlights the crucial role notaries play in preventing fraud and ensuring the integrity of
important documents. The book emphasizes diligent record-keeping and provides strategies for
maintaining professionalism in all your notarial activities.

5. The Georgia Notary's Toolkit: Forms, Procedures, and Legal Updates

This practical resource equips Georgia notaries with the tools they need for daily practice. It includes
sample notarial certificates, explanations of proper document execution, and information on how to

handle different types of notarizations. The book also addresses the importance of staying informed
about any legislative changes affecting notary laws.

6. Understanding Georgia's Notary Seal and Journal Requirements

This focused guide concentrates on two critical elements of a Georgia notary's practice: the official
seal and the notarial journal. It explains the legal requirements for using your seal correctly and the
vital role of a well-maintained journal in documenting all notarial acts. Proper use of these tools is
essential for legal compliance and the credibility of your services.

7. Georgia Notary Law Explained: A Clear and Concise Reference

This book offers a straightforward explanation of the statutes and rules governing notaries in Georgia.
It aims to demystify the legal jargon, making it easier for notaries to understand their authority and
limitations. This reference is perfect for quick lookups and ensuring compliance with all state
regulations.

8. The Commissioned Georgia Notary: Ethics, Etiquette, and Legal Compliance

Beyond the basic procedures, this book explores the ethical considerations and professional etiquette
expected of a commissioned Georgia notary. It addresses common ethical dilemmas and provides
guidance on maintaining impartiality and confidentiality. The publication stresses the importance of
legal compliance in every aspect of notarial service.

9. Georgia Notary Public Handbook: A Comprehensive Study Guide

This book serves as a comprehensive study guide specifically designed for those preparing to become
or renew their commission as a Georgia notary public. It covers all essential topics found in the official
handbook, including notary powers, prohibited acts, and proper record-keeping. It's an excellent
resource for self-study and ensuring you are fully prepared.
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