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| Want to Submit a Renewal DC Notary Public Application

Thank you for your interest in continuing to serve as a DC Notary Public. All DC Notary Public applicants are
required to submit applications, including renewals.

e Apply within 90 to 30 days before the current commission expiration date for the commission dates
to be concurrent.

e |If there is not a competed application on file at least 30 days before the current commission
expiration date, the application may be accepted, but the commission dates will NOT be concurrent.

Please submit a renewal online application here: Apply to be a DC Notary Public-Renewals

Applications are typically reviewed within five (5) business days, and all notifications will be sent via email to
the email address provided on the application.
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Eligibility Requirements
e 18yearsorolder
e U.S. citizen or permanent legal resident
e Residential Notary: Must live in the District of Columbia
e Business or Government Agency Notary: Primary place of employment is in the District of Columbia
e 2 references- non-familial

Costs

e $75: Traditional Notary Public Commission Application
e $60: IPEN/Remote Online Notary Endorsement Request/Notification
o Ifinterested, renewal applicants are eligible to add the IPEN/RON endorsement to the
traditional commission.

Application Process

e Complete online application. Apply to be a DC Notary Public
e Application Submission Acknowledgement emailed
o Applications are reviewed within five (5) business days of submission
o ***|f the application has been submitted for a business commission, all email
communications will be via the business email address.
e ONCA emails the link to Submit Letter of Request after review for eligibility,
e Approval or Denial email sent
e Payment request link email sent
Applicant submits payment
Receive Provisional Commission Letter, Surety Bond Form, and DC Notary Oath Form via email
Purchase the required notary supplies (Listed in the Provisional Commission Letter)
Obtain Surety Bond (Requirements are listed in the Provisional Commission Letter)
e Complete DC Notary Public Oath Form
e Email completed DC Notary Public Oath Form to ONCA
o Send to: notary@dc.gov
o Subject: Oath Submission (*****The review will be delayed if the incorrect subject is used).
¢ Receive invitation to the DC Notary Public Oath Session
o The DC Notary Public Oath must be completed by the start date on the Provisional
Commission Letter to “claim the commission”
o There are multiple sessions within each commission window from which to choose a
convenient session
¢ Receive the DC Notary Public Commission Certificate via email
*** Notarial acts may not be performed unless the DC Notary Public Certificate has been issued

About the Letter of Request for Renewal Applicants

Please ensure the letter includes:
e Business or Government Agency: The letter must be on letterhead and signed by a supervisor.
e Acurrent date: ONCA may not accept letters that are not dated within 3 months of the application
submission.
e The letter may be sent as a word document or PDF: photos, screen shots, etc. may not be accepted
¢ Name of prospective DC Notary Public exactly as it will appear on the notary seal
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e Commission type

e DC Phone number

e DC address where services will be provided

e Hours that services will be provided

e Justification: Why is it necessary to provide notarial services?
Supplies

Supplies may only be purchased after receiving the Provisional Commission Letter.
ONCA may not refer to vendors.

e Embosser: notary sealer, seal & inker

e Inker

e Jurat Stamp (Short certificate stamp)

¢ Notary Journal

Surety Bond

e The Surety Bond form is included with the Provisional Commission Letter (See page 3 of the emailed
document).

e Select a bond company for a Surety Bond of $2000 (coverage cost is approximately $50).

e Provide Notary Provisional Commission Letter and the Surety Bond form to the Surety Bond
company.

Commission Details

e Term length: Five years.
e Renewal process: Same as initial application, but orientation is not required
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