NOTARY'S RESPONSIBILITIES
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Demand personal appearance

Identify your customer

Review the document for blank spaces
and the notary wording

If you find verification on
oath or affirmation wording,
administer an oath or
affirmation and listen for
your customer’s affirmative
response
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Watch your customer sign
the verification on oath or
affirmation
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Compare the signature on the
document to the signature on
the presented identification,
if the presented identification
contains a signature
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Complete the notary wording
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Apply your official stamp and
signature on the document
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Make a complete entry
in your journal
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If you find acknowledgment
wording, confirm your
customer’s understanding
and willingness
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Witness or authenticate your
customer’s signature
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Compare the signature on the
document to the signature on
the presented identification,
if the presented identification
contains a signature
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Complete the notary wording
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Apply your official stamp and
signature on the document
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Make a complete entry
in your journal
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If you find witnessing or
attesting a signature wording,
watch your customer sign
the document

v

Compare the signature on the
document to the signature on
the presented identification,
if the presented identification
contains a signature
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Complete the notary wording
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Apply your official stamp and
signature on the document

v

Make a complete entry
in your journal
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