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1. Take and successfully complete the mandatory 3-hour education course.  Register and pay at www.paa.org/seminars. 

2. Print or download training certificate after completion of course. 

3. Submit notary application packet to PAA Notary Service along with proof of completion of course (training certificate). 

4. For new notary public or notary public who has an expired commission, after Department of State approves notary 

application, the notary public must schedule and pass the exam administered by Pearson VUE.  PearsonVue will email 

you regarding this exam.  

5. Once the notary public application has been approved by the Department of State, the applicant will receive the notice 

to appointee and notary bond form via email from ra-notaries@pa.gov to the email address on the notary application.  

6. Forward blank bond form to PAA Notary Service in order to secure the bond and stamp. 

7. PAA Notary Service will execute the bond with the insurance company and return it to you via US mail.   

8. Take executed bond to the Recorder of Deeds office in the county of record.  This process must be completed within 45 

days of appointment. 

9. At the Recorder of Deeds office in the county where the notary public maintains an office, a representative will issue the 

oath of office and record the commission.   

10. After the Recorder of Deeds administers the oath of office, the office will provide the Commission Certificate to the 

Notary Public. 

11. At the same time the applicant must register his/her official signature with the prothonotary of the county in which the 

applicant maintains a business address within the same 45 day timeframe after appointment. 

12. At both offices, the appointee must present satisfactory evidence of identity before taking the oath of office or 

registering an official signature. 

Steps for Obtaining Notary Commission 
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