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Preface

There are many reasons why someone would seek to be a notary public. You might be
the owner of a small business; you may work in an office where clients and customers
have frequent need of a notary's services; you may enjoy the official nature of the duties,
or it may be arequirement of your job.

No matter what the reason, appointment as a notary public is a serious undertaking. The
notary isa"public official," a person given a public trust, a person whose duties and
responsibilities cannot be taken lightly. The notary serves avita role in the execution of
awide range of documents. Whenever individuals see a document that has been
"notarized," they should be confident that the notarial act has been performed correctly.

Asanotary public it is your responsibility to use intelligence and judgment, and always
perform your duties as required by Connecticut State law. Y ou must remember that
others are relying on your honesty and integrity. It is up to each and every notary public
to provide quality service. By doing so, notaries earn the confidence and respect of those
who use their services.

This revised and expanded manual has been prepared by the Office of the Secretary of
the State as atool to assist you in the performance of your duties. It contains valuable
information and should be the first place you look whenever you have a question. It has
been designed to answer the most common questions asked by notaries and to provide
concise, helpful explanations of the issues notaries deal with on adaily basis. Please
keep the manua handy and use it.

If you have comments or suggestions, please forward them to this office. If you find you
have gquestions that are not addressed in the manual, feel free to contact this office at
(860) 509-6100.

Working together, we can provide quality public service that we can al point to with
pride.

5 7 -
g zzcnn-—u/{:.--}gg"u*"'q"‘g,)
Susan Bysiewicz
Secretary of the State
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INTRODUCTION
1.0 TheNotary Public
1.1 A Public Official

The notary public is a public officid gppointed by the Secretary of the State through the power
vested in the secretary by date law. The notary has the power to administer oaths, take
acknowledgments and perform other duties as permitted by law. It is very important that notaries
aways remember the public nature of the office they hold. It is the duty of al notaries to serve the
public and they may not unreasonably refuse to perform a notaria act for any member of the public who
tenders the statutory fee and meets al requirements prescribed by statute. However, the notary must
exercise equd care not to exceed the authority of the office by offering opinions or advice to persons
requesting performance of notarid acts.

Integrity and skill are required of dl notaries when discharging their duties The mere
mechanica performance of the duties and respongibilities of this office cannot insure the high levd of
performance and reliability that must be the halmark of each notarid act. The notary must dways
comply with Connecticut sate law and provide high qudity service, while remembering that a notary
public does not have the training or authority to prepare legd documents or recommend a course of
actionin legd transactions. Any person who isin need of such assistance should be advised to consult
an atorney.

1.2 History

The office of notary public has aproud and ancient heritage. Asearly asthe days of the Roman
Empire there is mention of its fore-runners; the "scriba’, "notarii”, "tabularii” and "tabdliones” Origindly
the "notarius’ was a mere scribe taking notes or minutes and drafting various insruments.  Since few
people could write and commercia agreements were made oraly, the services of the "notarius’ were
sought to reduce these agreements to a definite written record.  With the growth of commerce and
organized civil life, these same services were needed for instruments of contract, disposition of property,
and court records, etc. Practicaly al documents of importance since the early Roman Empire were, at
onetime, drawn by notaries.

The English notary is an ecclesadtica officer, dthough his duties are mainly secular, having a
one time been appointed by the Popes and subsequently by the Archbishop of Canterbury. On
October 25, 1639, Thomas Fugill, a member of Connecticut's New Haven Colony, became the first
notary public in America.

In 1784, the governor of Connecticut was empowered by statute to gppoint as many notaries as
commercid interests rendered necessary or convenient. During this time, a notary was used by the
merchants and shipmagters in atesting writings and in the certifying to acts done by him or in his
presence, proof of which might be required in distant places or in foreign countries.

Chapter XXVII of the acts of 1833, notaries were given the power to administer oaths, take
depositions and acknowledge deeds. Statutes were passed at this time providing that acknowledgments
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of foreign grants, deeds, and mortgages by notaries of foreign jurisdictions would be accepted as vdid
inthisdae.
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In 1800, there were fifteen notaries in Connecticut; in 1812, thirty-two; 1827, sixty-four; 1932,
ten thousand seven hundred eighty-nine; and in 2001, approximatdly fifty-nine thousand.

2.0 Application for Appointment asa Notary Public
2.1 Application and Fee

Any person who is a resdent of Connecticut or who has higher principa place of busnessin
Connecticut and is eighteen years of age or older, may apply to become a Notary Public in the State of
Connecticut. The gpplication for gppointment as notary public must be completed in the applicant's
own handwriting, and filed, dong with the nonrefundable satutory fee of sixty dollars ($60.00), with the
Office of the Secretary of the State. | ncomplete and photocopied applications will be returned.

All applicants mugt provide their resdence address. Applicants who are non-residents must
also provide the address of their principa place of businessin Connecticut, which must be kept current
because it affects your datus as a notary public according to datutory requirements.  All
correspondence will be sent to your resdence address. A business address will not be used. Mail can
be sent to a Post Office Box only if mal ddivery isnot avalable at your residence address.

2.2 Examination

The examination is incorporated into the notary public application form and must be completed
by each applicant. All questions on the exam must be answered correctly before an gpplicant will be
gppointed a notary public. The questions may vary from gpplication to gpplication, but each verson of
the exam is intended to be a comprehensive test of the applicant's knowledge and ability to perform
higher duties and respongbilities as a notary public.

2.3 Applications Returned for Additional Information

An gpplication may be returned to an gpplicant for error or incompleteness. A returned
gpplication will be accompanied by a letter identifying the error or omission. It will be the responsibility
of the applicant to make the necessary additions or corrections and return the gpplication to this office.
No additiona feeis required when resubmitting an gpplication, unless one of the reasons for return was
nonpayment or underpayment of the statutory application fee.

2.4 Denial of Appointment

The Secretary of the State may deny an gppointment to any individua who has been convicted
of afdony or a crime; who has had a previous commission revoked; or who has engaged in some form
of notarid misconduct. Such actions could indicate that the individua would have difficulty meeting the
high sandard of honesty and integrity that al notaries public must maintain.  The secretary may aso
deny renewd of an appointment for the same reasons.
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3.0 Appointment of the Notary Public

3.1 Certificate of Appointment

Each notary public is gppointed by the Secretary of the State for aterm of five years, beginning
on the date of appointment and ending on the last day of the anniversary month five years later. The
gppointment is evidenced by a certificate bearing the notary's name and the facamile sgnature of the
Secretary of the State and countersigned by the Secretary's executive assistant. The certificate is
evidence of the public office that the notary holds and should be kept in a safe place. We recommend
that notaries display their certificates where they perform their notarid duties. If the certificate is lost or
destroyed, a duplicate may be obtained through this office for afee of five dollars ($5.00). Please refer
to section 3.5 of this manud for further information.

3.2 Recording of Appointment and Oath of Office

Upon receiving the Certificate of Appointment, and before performing any notaria act, the
notary must take an oath of office. The appointment and oath of office must be recorded within thirty
(30) days of having received the Certificate of Appointment with the town clerk in the town inwhich
the notary resdes. If the notary is a non-resident, the recording must be made with the town clerk of
the town in which the notary's principa place of businessislocated. When taking the oath of office, the
gpplicant who is now the notary public would Sgn the Certificate of Appointment and the officer
adminigtering the oath of office would complete the jurat section of the certificate. The recording of the
oath and gppointment must aso be confirmed by the town clerk on the certificate.

After completing the mandatory recording described above, notaries may aso record their
certificate with the town clerk in other towns. This secondary recording is an option. Thefiling fee for
recording the notary's commission and oath is ten dollars ($10.00), set by Section 734a of the
Connecticut General Statutes. The form of oath prescribed in Section 1-25 of the Connecticut Generd
Statutes is reproduced below and Section 1-24 of the Connecticut Genera Statutes identifies who may
administer oaths.

Oath Taken by the Notary Public

"You do solemnly swear (or affirm, as the case may be) that you will support the Condtitution of the
United States, and the Condtitution of the State of Connecticut and that you will faithfully discharge,
according to law, the duties of the office of notary public to the best of your abilities. So help you God."

3.3 Application for Renewal of Appointment
Three months prior to the expiration date of an gppointment, an gpplication for renewd of

appointment as notary public will be mailed to each notary to hisher last reported residence address
on record with the Secretary of the State's Office. If the gpplicant wishes to continue to be a notary, the



Notary Public Manua

gpplication must be completed in full and returned to this office with the Satutory application fee of Sixty
dollars ($60.00).

A new Certificate of Appointment will be issued to the notary, and, as with an origind
gppointment, the notary must take the oath of office and record their commission and oath of office
with the town clerk. Each term of gppointment of a notary public is separate and the same procedure
must be followed for each term. Please refer to section 3.2 above for details.

It is the notary public's responghility to inform this office of al changes of name or address.
Failure to do so may result in non-delivery of the renewa notice and eventua expiration of the notary's
gopointment.  Please refer to section 3.4 for information on renewing an gppointment after it has
expired.

3.4 Late Renewal

A notary public's gppointment expires a midnight on the "commisson expiration date’ that
appears on higher Certificate of Appointment. An individud whose commisson has expired is no
longer a notary public and cannot perform notarid acts. When renewing, a notary should return his’her
renewal application as soon as possble to the Secretary of the State's Office.

Fallure to return the renewd form in atimely manner could result in alapse in a notary's term of
gopointment.  If a notary's commission expires prior to a new certificate having lkeen issued and
received, the notary would be required to cease performing notaria acts until he/she has received the
new Certificate of Appointment and has taken an oath of office for the new term.

The notary may use the renewa application form when renewing late, aslong asthe formisfiled
within 90 days of their commission expiration date. After 90 days he/she will be required to complete a
new application, including the exam, in order to be regppointed for another term. In ether case, the
notary will retain hisher origind account number.

3.5 Change of Name or Address and Replacement Certificates

All notaries appointed under Connecticut law who change ether their name or resdence
address are required to report that change to the Office of the Secretary of the State within thirty (30)
days. Non-resdent notaries must maintain a principa place of businessin Connecticut and must report
any change in their business address, as well as changes in resdence address.  Forms for reporting
such changes are reproduced in Appendix D of this manud and may be photocopied for use by
notaries. Forms may aso be obtained from the office or from the Secretary of the State's web-dite at
www.sots.gtate.ct.us, and the offices of the town clerks. When completed, they must be filed with the
secretary's office together with afive dollar ($5.00) filing fee.

When the form is processed, a new certificate will be issued. It is not necessary for the notary
to take an oath of office upon receiving a replacement certificate, but if the notary has relocated to a
new town of residence or principa place of business, the replacement certificate must be recorded with
the town clerk of that new town.

If anotary's Certificate of Appointment has been lost, damaged, or destroyed, a replacement
certificate can be obtained by making arequest in writing accompanied by afive dollar ($5.00) fee.
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3.6 Resignation or Death of a Notary Public

A notary may resign hisher commission a any time by advising the Office of the Secretary of
the State, in writing, of hisher intention to resign and the effective date of that resgnation. All notaries
must maintain ether a residence or a principd place of busness in this date in order to continue as a
Connecticut notary public. Notaries who no longer have a residence or principa place of business
located in this state are obligated to resign their commisson at the time they cease to meet the statutory
requirements for gppointment.

As s00n as possible after the death of a notary, the notary's persond representative shall notify
the Office of the Secretary of the State in writing that the notary has died and the date of death. In
ather event, if the notary used a notarid sed, the notary's persond representative must destroy or
deface it to prevent its unauthorized use.

4.0 Duties and Responsibilities of the Notary Public
4.1 Powers of the Notary Public

A notary appointed under Connecticut law is a notary for the entire state and may perform
higher duties anywhere within the sate.  The notay has the power to adminiser oaths, take
acknowledgments, teke depostions in civil actions or probate proceedings, issue, upon request,
subpoenas for the gppearance of witnesses to give depositions in civil matters or probate proceedings,
and issue subpoenas for the appearance before out- of- state commissioners.

It is important for the notary to have a thorough understanding of how to perform each notarid
act, before attempting to do so, because a notary may be liable for losses that result from improper
performance of higher duties.

4.2 Acknowledgments

An acknowledgment is probably the most common notarid act that the notary will be cdled
upon to perform. It is aforma declaration before an authorized officid by the person who executed an
ingrument that such instrument is hisher free act and deed. A typicd instrument requiring an
acknowledgment is a conveyance of land, but virtualy any document that is Sgned, can dso be
acknowledged. The usud acknowledgment form dates that the signer of the ingrument persondly
appeared before the notary and acknowledged having signed the instrument for its stated purpose. For
an acknowledgment to be properly taken, each of the following requirements should be fulfilled. The
sgner must:

(1) personaly appear before the notary.
(2) acknowledge that he/she sgned the instrument in question.

(3) datethat it is higher free act and deed.
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The acknowledgment form is ore type of notarid certificate. Many documents requiring an
acknowledgment will have the appropriate form included in the text, which the notary need only
complete.  Whenever a notary public takes an acknowledgment, it is vitaly important that he/she
complete the gppropriate acknowledgment form, samples of which appear below.
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If there is no such form, the notary may attach and complete an acknowledgment form on the
document. This form can be a preprinted attachment, a rubber stamp, or may be printed or typed on
the document. The completed acknowledgment form clearly indicates what notarial act has been
performed and provides information concerning the execution of the document to anyone who views the
document at alater date.

FORM OF ACKNOWLEDGMENT FOR INDIVIDUAL:

State of Connecticut

County of ss. (Town/City)
Onthisthe day of , 20 , before me, (Name of Notary) , the undersgned

officer, persondly appeared (Name of individud or individuds), known to me (or satisfactorily proven)
to be the person(s) whose name(s)_(is or are) subscribed to the within instrument and acknowledged
that_(he, she or they) executed the same for the purposes therein contained.

In witness whereof | hereunto set my hand.

Signature of Notary Public
Date Commission Expires.

FORM OF ACKNOWLEDGMENT FOR CORPORATION:

State of Connecticut

County of ss. (Town/City)
Onthisthe day of , 20 , before me, _(name of notary) , the undersigned

officer, persondly appeared (name of officer) , who acknowledged himsdf/hersdf to be the (title
officer) of _(name of corporation) a corporation, and that he/she as such (title of officer) , being
authorized so to do executed the foregoing instrument for the same for the purposes therein contained,
by sgning the name of the corporation by himsdf/hersdf as (title of officer).

In witness whereof | hereunto set my hand.

Signature of Notary Public
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Date Commission Expires.
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4.3 Competence

The notary should dways be confident that the individua requesting notarid servicesis
competent. Competence smply means that the individua understands the meaning of higher actions.
The notary should refuse to perform any notarid act for a person who is clearly incompetent. If a
question of an individua's competence arises, the notary may consult that person's physician or atorney.

4.4 Deter mining | dentity

Acknowledgment forms for individuas (see form on page 6) Sate that the notary either
persondly knows or has satisfactorily proven the identity of the Sgner on the bass of documents. If the
notary does not know the signer personaly, Connecticut law (see Section 3-94a(9) of the Connecticut
Generd Statutesin Appendix B) requires that the signer provide the notary with at least two forms of
identification containing the individud's signature, a least one of which should aso have the photograph
of the Sgner or aphysica description.

Remember socid security cards and birth certificates are not to be used as aform of
identification. If anindividud requesting notaria services does not have satisfactory forms of
identification, identity can be established by the oath or affirmation of a credible witness.

4.5 CredibleWitness Acknowledgment

A credible witnessis an individua who is persondly known by the notary and who personaly
knows the signer. For example, anotary could rely on a co-worker known to the notary, to identify a
third party who does not have the required forms of identification. It is essentia that the credible
witness be “personaly known” to the notary. Like al witnesses, the credible-witness should be honest,
competent and idedlly, without interest in the transaction. The notary must administer an oath or
affirmation to the credible witness and can use the following acknowledgment certificate.

FORM OF ACKNOWLEDGMENT FOR CREDIBLE WITNESS:

State of Connecticut

County of ss.(Town/City)
Onthisthe day of , 20 , before me, the undersigned notary public,
personally appeared (dgner) , proved to me on the basis of satisfactory evidence, in the

form of the oathvaffirmation of _(credible witness) , to be the person(s) whose name(s) is subscribed to
the within ingtrument, and acknowledged that (he, she, they) executed the same for the purposes therein
contained. Inwitness whereof, | hereunto set my hand.

Signature of Notary Public

10
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Date Commission Expires:

11
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4.6 Performing Notarial Actsfor Minors

Notarieswill occasondly be asked to perform notarid acts for younger persons. Two issues
arisein such cases that make these transactions different from the usua notarid act. Frequently,
younger persons do not have adequate forms of identification to meet the requirement for satisfactory
proof of identification. One means of addressing this obstacle is to recommend that the notarid act be
performed by a notary who persondly knows the individud.

Another option would be to obtain identification through the oath or affirmation of a credible
witness (see Sec. 4.5 Credible Witness Acknowledgment). The second issue is that of competence.
The notary must be confident that the younger person understands the nature of the document he/sheis

dgning.
4.7 Signature by Mark

If aperson cannot sign his or her name because of a physical handicep or illiteracy amark can
serve asasgnature. A mark usudly an “X, can suffice. Two witnessesin addition to the notary should
be present when a person signs by mark. The name of the person who signs by mark should be written
near the mark by one of the witnesses. The witnesses should aso subscribe their own names to the
document as witnesses, and to the notary’ sjournd. The following form isawidey used sgnature by
mark certificate.

FORM OF ACKNOWLEDGMENT FOR SIGNATURE BY MARK

State of Connecticut

County of ss. (Town/City)
On thisthe day of , 20 , before me, the undersign notary public,
persondly appeared (sgner) , known to me (or proved to me on the basis of satisfactory

evidence) to be the person who made and acknowledged making _(his, her)  mark on the within
ingrument in my presence and in the presence of the two persons indicated below who have sgned the
within instrument as witnesses, one of whom, (name of witness) , dso wrote the name of the signer by
mark near the mark.

Signature of Notary Public
Date Commission Expires.

12
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(Witness's Name and Address) (Witness's Name and Address)

13
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4.8 Oaths and Affirmations

Oaths and Affirmations must be given in person. An oath is an afirmation of the truth of a
gtatement, which renders any person who willfully makes untrue statements subject to the pendties for
perjury or false satement. The term includes dl forms of atestations by which a party Sgnifiesthat heis
bound in conscience to perform the act faithfully and truthfully. The following are the oaths and
ceremony required when administering the oaths.

OATHS ADMINISTERED BY NOTARY:

"Do you solemnly swear that the statements contained herein are true to the best of your knowledge and
belief, so hep you God?'
OR
"Y ou solemnly swear that you will faithfully discharge, according to law, your duties
as.......to the best of your ahility, so hep you God?!

The person taking the oath holds up his right hand and the notary administers the oath.
The person to whom an oath is administered should answer "1 do." |f aperson by reason of scruplesor
conscience, objects to such aceremony, or if the notary administering the oath has reason to believe
that any other ceremony will be more binding upon the conscience of the person taking the oath, he/she
may permit or require any other ceremony to be used. For example instead of the usud form of an
oath, asolemn affirmation may be administered to the person(s) as prescribed; that the words "solemnly
and sincerdly affirm and declare’ should be used as a replacement for of the word "swear,” and instead
of the words "so help me God" the words "upon the pains and pendties of perjury or fdse satement”
should be used.

4.9 Affidavits

An affidavit isawritten or printed declaration or statement of facts, made voluntarily and
confirmed by the oath or affirmation of the party making it before an officer having authority to
administer such oath or affirmation. The usud procedure for indicating that an oath has been
adminigtered in connection with an affidavit is as follows

The notary administers an oath to the party making the affidavit. The party then Sgnsthe
affidavit in the presence of the notary. The notary then attaches the following certificate, which is
commonly caled ajurat, to the affidavit:

Subscribed and sworn to before me
this __ day of , 20

Notary Public
Date Commisson Expires.

14
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When you administer an oath and prepare a jur at, the emphasisis on the oath asto the
accuracy of the statements in the document and the signer'sidentity. When you take an
acknowledgment, the emphasis is upon the fact that the act is the free act and deed of the Sgner and the
verification of higher identity.

4.10 Depositions and Subpoenasto Deponents

The average notary is not called upon to perform this duty because it requirestechnica
knowledge of the method and steps to be employed in order to perform this function properly. A
notary should not attempt to issue a subpoena unless he/she is thoroughly familiar with the preparation of
these documents. The notary can refer a person seeking this service to the clerk of the court in which
the action is being heard or to an attorney. Court clerks have the authority to issue subpoenas on behalf
of proseclients. See Appendix C for the rlevant statutory references.

4.11 Certified Copies

Under Connecticut law, notaries have no authority to prepare "certified" or "true’ copies of any
documents. It isavery common request and notaries should be prepared to meet such requestsin a
helpful manner. This office recommends that dl notaries use the following procedure:

The notary should request that the person presenting the document make a photocopy and
prepare awritten statement, that may be attached to or written on the photocopy itself, sating thet it isa
true copy of the origind. The individua then verifies under oath, administered by the notary, that the
datement istrue. The requesting party signs the statement in the notary's presence and the form of jurat
that appears under Sec. 4.9, is attached and completed by the notary.

This procedure will work well with some documents, however it cannot be used in connection
with public records. A "public record” is one filed with and maintained by a public record keeper, such
asatown clerk, court clerk or the Secretary of the State, often pursuant to a statutory requirement.
Copies of public records are "certified”" when the authority having custody of the records confirms that
they are true and accurate copies of the originds.

Section 7-62a of the Connecticut General Statutes (reproduced in Appendix B), entitled "lllegd
issuance of certificates" specificdly prohibits anyone other than atown clerk/regigtrar of vitd datigtics
or the Commissioner of Public Hedlth from preparing certified copies of certificates of birth, marriage,
death or fetd deeth. This provison acts as a safeguard againg the falsfication of information in these
certificates. These records are viewed as critica or "vitd" records and are maintained by public record
keepers to insure the accuracy and integrity of the information they contain. If an individua requiresa
certified copy of such a document, he/she should be directed to the public record keeper who has
custody of those records. A notary should never perform anotarid act in connection with a photocopy
of any such document.

Certain Immigration and Naturalization Service documents dso fdl into this category. If a
notary is asked to perform anotaria act in connection with a document that appears to be a public
record, the notary should try to determine if the copy would be more appropriately prepared by the
public record keeper who has custody of the origindl.

15
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4.12 The Notary's Signature

In any circumstance when anotary's Sgnature is required, it must dways be the original
sgnatur e of the notary signed exactly as the name appears on the notary's Certificate of Appointment.
If ased and/or slamp is not used, the notary should type, slamp or print legibly hisher namein close
proximity to hisher Sgnature. The notary cannot use a Sgnature slamp, and no other person can sign
on behdf of the notary.

4.13 The Notary's Seal

Connecticut state law does not require that notaries obtain and use asedl. Even though the use
of ased isoptiond, state law does prescribe the format of the sedl to be used. The notary sed must
include the notary's name as it gppears on the their certificate of appointment, the words "Notary Public”
and "Connecticut” as shown in Fig. 1. State law does give the notary the option of having the words "My
Commission Expires (commission expiration date)" gppear on the sed. However, most notary’ sfind
that it ismore practical to have their commission expiration date appear on a separate rubber stamp
aong with their name, and title of notary public as shown inFig. 2.

John Q. Notary
Notary Public
My Commission Expires Mon. day, year

Fig. 1 Form of Notary’s Seal Fig. 2 Form of Notary’s Rubber Stamp

All sedls and stamps are obtained from private vendors at the notary's own expense and aways
remain the property of the notary. Thisistrue even if the notary’s employer paid for theseitems. The
only person who has the authority to possess and use anotary's sed and/or stamp is the notary whose
name appears on the sedl.

When using the sedl, the impression should be affixed near, but not over, the notary's signature.
The stamp bearing the words "My Commission Expires' should be placed below the notary's sgnature
and the notary must write in the date on which their commission expires, unless the date gppears on the
gamp. Itisimportant for the notary to remember that he/she must Sgn higher name exactly asit
gppears on his’her certificate of gppointment and notary sedl.

4.14 Changes, Resignations, Lost or Stolen Seals and Stamps

When anotary files a name change with the Office of the Secretary of the State, that change of
name becomes effective the date of issuance of a new Certificate of Appointment. A notary, who uses
ased or stamp, will have to be obtained anew sedl or stamp reflecting the name change. See Sec. 3.5
for ingtructions and Appendix D for the change of name form.

When anotary who uses a sed or stamp resigns hisher commission, or dlows hisher
commission to expire, he/she must destroy or deface his’her sedl or stlamp to prevent its unauthorized
use.

If anotary sedl or samp islost or stolen, the notary should notify both the local police and the
Office of the Secretary of the State. The notary should aso notify the Department of Motor Vehicles,
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Deders, Reparers & Emissons Divison, in writing, at 60 State Street, Wethersfield, CT 06109. The
Secretary's office will record the loss or theft to protect the notary. If the notary choosesto replace the
sedl, some distinguishing eement may be introduced to differentiate the new sedl.

4.15 Influence

A notary must dways remain impartia and cannot advise or influence a person to enter into or
refrain from entering into alawful transaction that involves anotarid act to be performed by the notary.

4.16 Disgualification

A notary is disqudified from performing anotarid act if the notary is a signatory of the
document to be notarized. Persons who only witness the signing of a document are not considered to
be signatories and, therefore, may aso perform notaria acts in connection with documents they have
witnessed.

It isimportant for the notary to remember that adl notarid acts must be performed with
impartidity. The Office of the Secretary of the State strongly recommends that notaries exercise grest
caution when performing notarid acts in transactions where the notary has some beneficid interest, or
which involve family members. In certain ingtances, the notary may choose to voluntarily disqudify
him/hersdf from performing notaria acts in connection with such transactions.

4.17 Prohibited Acts

A notary is prohibited from performing any officid act with the intent to deceive or defraud and
it isthe respongbility of the notary to refuse to perform any such act.

A notary shdl not unreasonably refuse to perform notarid actsin lawful transactionsfor any
requesting person who tenders payment of the statutory fee and meets al other requirements prescribed
by statute.

The notary is dso prohibited from using his’her title or sed in an endorsement or to promote any
product, service, contest, or other offering in any way.

4.18 Notary Public Journals

Connecticut state law does not require that notaries maintain ajourna of their notarid acts.
However, it isthe very strong recommendation of the Office of the Secretary of the State that they do
s0. Thejournd isarecord of the notarid acts performed and could be vital in protecting the notary
from possible liahility. The journa should be a bound book to prevent loss or subgtitution of pages, and
the notary should record the following information for each transaction:

(2) the date and time of the notarid act;

(2) the nature or type of notaria act performed;
(3) adescription of the document or proceeding;
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(4) the dignature, printed name and address of each person for
whom anotarid act is performed;

(5) the method by which a person's identity has been determined;

(6) thefee, if any is charged; and

(7) the place where the notaria act was performed.

419 Willsand " Living Wills'

Performing any notaria act in connection with awill isavery serious matter, because of the
importance of the document itself; the circumstances under which it will be used; and the consequences
that could result from the improper execution of the document. A notary should only perform anotarid
act in connection with awill if the ingrument specificaly provides for such act. (See Section 45a 251 of
the Connecticut Genera Statutes in Appendix B)

If anotary is uncertain asto how to perform anotarid act in connection with awill, the notary
should seek the advice of an atorney or refuse to perform the notarid act. A notary public is not
trained or authorized to assist persons in the execution of wills. If the testator asks the notary for
assstance, the notary should refer that person to an atorney. The notary should be particularly cautious
with regard to holographic, or "handwritten” wills.

Notaries may aso be asked to take acknowledgments in connection with "Living Wills."
These documents are not wills, but rather an expression of an individua's wishes concerning any aspect
of higher hedlth care. Notaries may take acknowledgments in connection with these documents using
the usual procedures for that notaria act (see Sec. 4.2, 4.3 and 4.4).

5.0 Additional Useful Information for Notaries Public

In the course of performing your duties and responghilities, you will certainly be confronted with
unusud requests and Stuations. In the following paragraphs you will find information about some of the
more common problems you might encounter as a notary public.

5.1 Notaries Public Appointed in Other Jurisdictions

Each date of the United States and virtualy every other country in the world aso appoint
notaries. The duties, repongbilities and authority of notaries gppointed in other jurisdictions may vary
consderably from Connecticut gppointed notaries. Thisis particularly true of notaries gppointed in
other countries. For example, in many Spanish speaking countries, the "notario publico” is empowered
to perform certain services that are reserved to the legd profession in the United States.

Notaries public appointed by the State of Connecticut should never use aforeign language term
to describe their office. The use of such aterm could midead a person seeking notaria services, into
believing that the notary had the authority to provide services, which are not dlowed under
Connecticut's notary law.
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5.2 Certification of Corporate Facts

Once again Connecticut notaries cannot certify any documents. Notariesin certain foreign
countries are empowered to prepare certificates ating facts about corporations. It is common for
these certificates to confirm that a corporation exists and that certain individuas have been duly eected
as officers, and that the notary's review of the corporate by-laws confirms that the corporation is
authorized to act in certain transactions.

Connecticut notaries have no authority to certify corporate facts. The usua procedure in the
United States is for the president, secretary or another officer of a corporation to certify the accuracy of
corporate information, including the incumbency of officers. That certificate can then be acknowledged
or sworn to before a Connecticut notary public.

5.3 Trandations

It isimportant for notaries to recognize that a notary public has no authority to certify
trandations. If anotary public has the ability to prepare trandations of documents from one language to
another he/she cannot notarize the trandation. The statement as to the accuracy of the trandation can
be made under oath. However, the oath and notaria certificate must be completed by another notary
or by another person authorized to administer oaths. The notary cannot perform both actsin
connection with the same document.

5.4 Foreign Language Documents

On occasion, notaries public will be asked to perform notarid actsin connection with
documents prepared in alanguage that they do not understand. The notary should use hisher best
judgment when deciding whether or not to perform a notaria act under these circumstances.

If the notary decides to proceed with the notaria act, he/she should at a minimum, be able to
determine the nature of the document(s) and if the notary keeps ajournd this notaria act should be
noted in higher journa. When performing a notarial act in connection with documents that he/she
cannot understand, he/she should only sign anotarid certificate, (the form of acknowledgment or jurat);
in alanguage he/she can read and understand.

5.5 Authentication

On occasion, particularly when documents are to be used outside of this country, the gppointing
authority will be asked to confirm the appointment and term of anotary public. This processis often
described as"authentication.” The Secretary of the State' s office prepares and attaches a certificate to
the originaly and properly executed document(s).

The certificate can only be prepared for Connecticut public officias, whose term of office or
record of gppointment is on file with the Secretary of the State' s office. The notary public who
performed the notaria act on a particular document requiring an authentication should contact or refer
the individuas to the Secretary of the States office for additiona information at (860) 509-6135.
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6.0 Liability, Bonding and I nsurance

A notary isliable to any person for damages that result from the misconduct of the notary. The
notary may elect to at least partidly protect themsalves from actions seeking damages by purchasing a
bond or errors and omissons insurance. These products are available through insurance agents and
notary organizations, in varying amounts. The notary should discuss the nature and extent of the
protection available through a bond, with the provider.

An employer of anotary isaso ligble to any person for damages that result from the misconduct
of the notary, if the employer ordered or gpproved of the notary's misconduct, either in the specific
transaction or implicitly by previous actionsin at least one prior transaction.

If the notary's misconduct resulted from athreat of dismissal or demotion made by the employer
in connection with a particular notaria act, or implicitly by previous actionsin at least one prior
transaction, the employer isliable to the notary for damages recovered from the notary. The employer
isaso liable to the notary for damages caused by dismissal, demotion, or other action taken againgt the
notary resulting from the notary's refusa to commit officiad misconduct.

7.0 Disciplinary Action

The Secretary of the State is empowered by state law to issue a written, officid warning and
reprimand to a notary, or may temporarily suspend or permanently revoke a notary's commission for an
act of officid notarial misconduct, for any reason for which an application might be denied, or for a
violation of any provison of the generd datutes.

The notary who isthe subject of a charge or complaint, will be given an opportunity to respond
prior to any disciplinary action being taken, in accordance with the provisons of the Uniform
Adminigtrative Procedures Act, Sec. 4-166 through 4-189 of the Connecticut Generd Statutes. In the
event that a notary's commission is either suspended or revoked, the town clerk of each town in the
state will be notified by the Secretary of the State's Office.

8.0 Notary Fees

Effective July 1, 2000, the fee for any act performed by a notary public, in accordance with the
provisons of the generd dtatutes, is five dollars ($5.00) plus an additiond thirty-five cents ($.35) for
esch mile traveled.

9.0 The Office of the Secretary of the State

Asthe appointing agent, the Secretary of the State has authority over notaries public in the State
of Connecticut. Any individua who needs to communicate with this office regarding notaries and the

duties and responsibilities of notariesin this state, should write to Office of the Secretary of the State, 30
Trinity Street, Hartford CT 06106, Attention: Notary Public Unit, or call (860) 509-6137.

22



Notary Public Manua

Special Notes

Paying close attention to details safeguards and eliminates the reason for rejection,
delay and notarial errors of an improperly executed document.

Examples:

1.

Improper: Documents that do not have preprinted or handwritten notarial
certificates attached to them.

Proper: The notary should always place a notarial certificate on the document that
requires notarization.

Improper: A notarial certificate not signed by the notary or a notarial certificate
with a seal and/or stamp, but not signed by the notary.

Proper: In any circumstance when the notary signature is required, it must be the
original signature of the notary signed exactly as the name appears on the notary’s
certificate of appointment. The notary cannot use a signature stamp. No other
person can sign on behalf of the notary. If a seal and/or stamp is not used the
notary’s name should be typed, stamped or printed legibly in close proximity to the
signature.

Improper: A notarial certificate signed by the notary without his/her date of
commission expiration.

Proper: The notary public must always sign and provide their date of commission
expiration, which indicates he/she is currently commissioned a notary public.

Improper: A document not signed by the intended signer.

Proper: A notary must always witness a signature on a document. The signature
cannot be a photocopy. The signer must always appear in person.

Improper: The notary public certifies or attests that the document is a true copy of
the original. The notary public certifies to information that is issued to an
individual or maintained or issued, by a company or a public record keeper.

Proper: A notary must witness and notarize the signature of the individual or
authorized person providing the information. Connecticut notaries have no
authority to prepare “certified” or “true” copies of any documents. See Sec. 4.9
Certified Copies, for more information.
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Improper: The notary public signs a public record and/or certifies a public record.
Public records are: certificates of birth, death, fetal death, marriage, court certified
documents such as judgements, certain town records and certain immigration and
naturalization documents.

Proper: Copies of public records can only be certified when the authority having
custody of records confirms that they are true and accurate copies of the original. It
is illegal for Connecticut notaries to perform notarial acts in connection with any

such documents.

MY NOTES:
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Appendix A
Questions Commonly Asked by Notaries

How many witnesses are there to a deed?
Usudly two.

Can anotary who is not an atorney assist in the completion of legal forms?

No. The notary must dways remain impartid and should not assst aclient in the completion of any
forms. If theformisalegd insrument, the notary's assistance could be determined to be
unauthorized practice of the law.

How important is a notary journal?
Very important. Itisarecord of the notary's acts and can be used to demondtrate that a notaria act

was properly performed.

Can anotary acknowledge his own signature?
Absolutdy not. It isimpossible for a notary to be awitnessto hisown act. It isgtrictly prohibited
by Connecticut law.

Can a Connecticut notary perform anotarid act outside of the state?

No. A Connecticut notary is gppointed for the State of Connecticut only. They may perform
notarid acts anywhere within the sate, but a no time can they perform such acts outsde of the
state.

When isit proper to refuse to perform anotaria act?

Asapublic officid, anotary cannot unreasonably refuse to perform anotarid act for anyone who
tenders the satutory fee and meets al other requirements prescribed by statute. However, if the
notary serioudy questions the identity or competence of the signer, or if the instrument in question
isblank, contains afase statement, or isintended to deceive or defraud, the notary may and
should refuse to perform the notarid act.

Does notarization mean that the document is “true’ or “legd”?
No, notaries are not respongible for the accuracy or legdity of documents they notarize. Notaries
verify the identity of Sgners. The Sgners are respongble for the content of their documents.

What does the ss., in the venue of anotarid certificate mean?

The ss,, isan abreviation of the Latin word “scilicet,” meaning “namely,” or more particularly the
exact location or the designated particular place within a city and/or county where the officid
notaria act was performed.
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Appendix B

Statutes Affecting Notaries Public
CHAPTER 4*

OATHS

Sec. 1-22. Ceremony. The ceremony to be used, by persons to whom an oath is administered, shall
be the holding up of the right hand; but when any person, by reason of scruples of conscience, objects
to such ceremony or when the court or authority by whom the oath is to be administered has reason to
believe that any other ceremony will be more binding upon the conscience of the witness, such court or
authority may permit or require any other ceremony to be used.

Sec. 1-23. When affirmation may be used. When any person, required to take an oath, from
scruples of conscience declinesto take it in the usua form or when the court is satisfied that any person
caled as awitness does not believe in the existence of a Supreme Being, a solemn affirmation may be
adminigtered to him in the form of the oath prescribed, except that instead of the word "swear” the
words "solemnly and sncerdly affirm and declare" shdl be used and instead of the words "so help you
God" the words "upon the pains and pendties of perjury or fase satement” shall be used.

Sec. 1-24 Who may administer oaths. The following officers may administer oaths. (1) The clerks
of the Senate, the clerks of the House of Representatives and the [chairmen] chairpersons of
committees of the Generd Assembly or of ether branch thereof, during its sesson; (2) date officers as
defined in subsection (t) of section 9-1, judges and clerks of any court, family support magigtrates,
judtices of the peace, commissioners of the superior court, notaries public, commissoners gppointed by
the Governor to take acknowledgment of deeds, town clerks and assstant town clerks, in dl cases
where an oath may be administered, except in a case where the law otherwise requires; (3)
commissioners on insolvent estates, auditors, arbitrators and committees, to parties and witnesses, in dl
cases tried before them; (4) assessors and boards of tax review, in cases coming before them; (5)
commissoners gppointed by governors of other sates to take the acknowledgment of deeds, in the
discharge of their officid duty; (6) the moderator of a school district meeting, in such meeting, to the
clerk of such didtrict, as required by law; (7) the first selectman, in any matter before the board of
selectmen; (8) the chief medica examiner, deputy medica examiner and assstant medica examiners of
the office of the medica examiner, in any matter before them; (9) regidrars of vitd gatidtics, in any
matter before them; (10) any chief ingpector or ingpector gppointed pursuant to section 51-286; (11)
registrars of voters, deputy registrars, assistant registrars, and moderators, in any metter before them;
(12) specid assgtant regigtrars, in matters provided for in subsections (b) and (c) of section 9-19b and
section 9-19¢; (13) the commissioner of public safety and the chief, acting chief, superintendent of
police, mgor, captain, lieutenant and sergeant of any loca police department or the divison of state
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police within the department of public safety, in al affidavits, Satements, depositions, complaints, or
reports made to or by any member of any loca police department or said division of state police or any
congtable who is under the supervision of sad commissioner or any of such officers of said divison of
dtate police and who is certified under the provisions of sections 7-294ato 7-294e, inclusive, and
performs crimina law enforcement duties; (14) judge advocates of the United States Army, Navy, Air
Force and Marine Corps, law speciaists of the United States Coast Guard, adjutants, assistant
adjutants, acting adjutants and personne adjutants, commanding officers, executive officers and officers
whose rank is lieutenant commander or mgjor, or above, of the armed forces as defined in section 27-
103 to persons serving with or in the armed forces as defined in said section or their spouses; (15)
investigators, deputy investigators, investigative aides, secretaries and clerical assstants employed by or
assigned to the public defender services commisson in the performance of their assigned duties; (16)
ball commissioners, assstant bail commissioners and secretaries and clerical assstants employed in the
office of the ball commisson in the performance of their assigned duties; (17) juvenile matter
investigators employed by the [Judicia Department] Divison of Crimind Justice in the performance of
their assgned duties; (18) the [chairman] chairperson of the Connecticut Sting council or [hig] the
chairperson’ s designee; (19) the presiding officer at an agency hearing under section 4-177b; (20)
family relations counsglors of the Family Divison of the Superior Court, support enforcement officers
and investigators employed by the Department of Socid Services Bureau of Child Support Enforcement
and the Judicia Department in the performance of their assigned duties, and (21) the [chairman, vice-
chairman| chairperson, vice-chairperson and members of the Board of Parole, parole officers and
parole supervisors in the performance of their assigned duties.

Note: See Sec. 1-25 of the Connecticut General Statutes for Form of Oaths.

CHAPTER 6*

UNIFORM ACKNOWLEDGMENT ACT

Sec. 1-28. Permissible forms of acknowledgment. Any instrument may be acknowledged in the
manner and form now provided by other laws of this State, or as provided by this chapter.

Sec. 1-29. Acknowledgmentswithin state. The acknowledgment of any instrument may be madein
this sate before: (1) A judge of acourt of record or afamily support magistrate; (2) aclerk or deputy
clerk of acourt having ased; (3) acommissioner of deeds or town clerk; (4) anotary public; (5) a
justice of the peace; or (6) an attorney admitted to the bar of this Sate.

Sec. 1-30. Acknowledgmentsin other states, territoriesor possessions. The acknowledgment

of any instrument may be made without the state but within the United States or aterritory or insular
possession of the United States and within the jurisdiction of the officer, before: (1) A clerk or deputy

27



Notary Public Manua

clerk of any federd court; (2) aclerk or deputy clerk of any court of record of any state or other
jurigdiction; (3) anotary public; (4) acommissioner of deeds; (5) any person authorized by the laws of
such other jurisdiction to take acknowledgments.

Sec. 1-31. Acknowledgmentswithout United States. The acknowledgment of any instrument may
be made without the United States before: (1) An ambassador, minister, charge d'affaires, counsglor to
or secretary of alegation, consul generd, consul, vice consul, commercid attaché, or consular agent of
the United States accredited to the country where the acknowledgment is made; (2) anotary public of
the country where the acknowledgment is made; (3) ajudge or clerk of a court of record of the country
where the acknowledgment is made.

Sec. 1-31a. Acknowledgments by attorney outside state. An acknowledgment of any insrument
pertaining to red property located in this state or a power of attorney may be made outside the state
before an attorney admitted to the bar in this Sate.

Sec. 1-32. ldentification of person making acknowledgment. The officer taking the
acknowledgment shdl know or have satisfactory evidence that the person making the acknowledgment
is the person described in and who executed the instrument.

Sec. 1-33. Married women. An acknowledgment of amarried woman may be made in the same
form as though she were unmarried.

Sec. 1-34. Certificate of officer. An officer taking the acknowledgment shal endorse thereon or
attach thereto a certificate subgtantidly in one of the following forms;

(1) Byindividuds

State of ...
County of ....

Onthisthe.... day of ...., 20.., before me, ...., the undersigned officer, personally appeared ...., known
to me (or satisfactorily proven) to be the person whose name .... subscribed to the within instrument and

acknowledged that .... he .... executed the same for the purposes therein contained.

In witness whereof | hereunto set my hand.

Title of Officer.
(2) By acorporation:

Stateof ....
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County of ....
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Onthisthe.... day of ...., 20.., before me, ...., the undersigned officer, persondly appeared .... who
acknowledged himsdlf to bethe .... of ..., acorporation, and that he, as such ...., being authorized so to
do, executed the foregoing instrument for the purposes therein contained, by signing the name of the
corporation by himsdf as....

In witness whereof | Hereunto set my hand.

Title of Officer.
(3) By an attorney in fact:

State of ...
County of ....

Onthisthe ... day of ...., 20.., before me, ...., the undersigned officer, personally appeared ...., known
to me (or satisfactorily proven) to be the person whose name is subscribed as attorney in fact for ...,
and acknowledged that he executed the same as the act of his principd for the purposestherein
contained.

In witness whereof | hereunto set my hand.

Title of Officer.

(4) By any public officer or deputy thereof, or by any trustee, adminigtrator, guardian, or executor:

State of ...
County of ....

Onthisthe.... day of ...., 20.., before me, ...., the undersigned officer, personaly appeared ...., of the
State (County or City asthe case may be) of ..., known to me (or satisfactorily proven) to be the
person described in the foregoing instrument, and acknowledged that he executed the same in the
capacity therein stated and for the purposes therein contained.

In witness whereof | hereunto set my hand.
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Title of Officer.
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Sec. 1-35. ldentification of acknowledging officer. The certificate of the acknowledging officer
shdl be completed by his signature, his officid sed if he has one, thetitle of his office and, if he isa
notary public, the date his commission expires.

Sec. 1-36. Authentication. (1) If the acknowledgment is taken within this state or is made without the
United States by an officer of the United States no authentication shall be necessary.

(2) If the acknowledgment is taken without this Sate, but in the United States, or aterritory or insular
possession of the United States, the certificate shdl be authenticated by a certificate asto the officiad
character of such officer, executed, if the acknowledgment is taken by aclerk or deputy clerk of a
court, by the presiding judge of the court or, if the acknowledgment is taken by a notary public, or any
other person authorized to take acknowledgments, by aclerk of a court of record of the county, parish
or didtrict, or the clerk of the town, in which the acknowledgment is taken. The signature to such
authenticating certificate may be afacsamile printed, stamped, photographed or engraved thereon when
the certificate bears the sed of the authenticating officer. A judge or clerk authenticating an
acknowledgment shal endorse thereon or attach thereto a certificate in subgtantidly the following form.

State of ....
County of ....

l.... (judge or clerk) of the..... in and for said county, which court is a court of record, having a sedl, (or
, clerk of thetown of .... in said county,) do hereby certify that ... by and before whom the foregoing
(or annexed) acknowledgment was taken, was at the time of taking the same a notary public (or other
officer) residing (or authorized to act) in said county, and was authorized by the laws of said sate to
take and certify acknowledgmentsin said sate, and, further, that | am acquainted with his handwriting
and that | believe that the Sgnature to the certificate of acknowledgment is genuine.

In testimony whereof | have hereunto set my hand and affixed the sed of the court this..... day of ...,
20...

(3) If the acknowledgment is taken without the United States and by a notary public or ajudge or clerk
of acourt of record of the country or the clerk of the town where the acknowledgment is taken, the
certificate shdl be authenticated by a certificate under the great sed of State of the country, affixed by
the custodian of such sedl, or by a certificate of a diplomatic, consular or commercid officer of the
United States accredited to that country, certifying asto the officid character of such officer. The
officer authenticating an acknowledgment shal endorse thereon or attach thereto acertificate in
subgtantiadly the form prescribed in subsection (2) of this section.

Sec. 1-37. Acknowledgment in compliance with law of other jurisdiction. Notwithstanding any
provision in this chapter, the acknowledgment of any instrument without this state in compliance with the
manner and form prescribed by the laws of the place of its execution, if in a Sate, aterritory or insular
possession of the United States, or in the Didtrict of Columbia, verified by the officid sed of the officer
before whom it is acknowledged, and authenticated in the manner provided by subsection (2) of section
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1-36, shdl have the same effect as an acknowledgment in the manner and form prescribed by the laws
of this state for instruments executed within the state.

Sec. 1-38. Acknowledgment of person in armed forces. In addition to the acknowledgment of
ingruments in the manner and form and as otherwise authorized by this chapter, persons serving in or
with the armed forces of the United States or their dependents, wherever located, may acknowledge the
same before any commissioned officer in active service of the armed forces of the United States with the
rank of second lieutenant or higher in the army, air force or marine corps, or ensign or higher in the navy
or coast guard. The instrument shdl not be rendered invdid by the fallure to date therein the place of
execution or acknowledgment. No authentication of the officer's certificate of acknowledgment shdl be
required but the officer taking the acknowledgment shal endorse thereon or attach thereto a certificate
subgantidly in the following form:

Onthisthe.... day of ...., 20.., before me, ...., the undersigned officer, persondly appeared ....(Serid
No.) (if any)...., known to me (or satisfactorily proven) to be (serving in or with the armed forces of the
United States) (a dependent of ...., (Serid No.) (if any)...., aperson serving in or with the armed forces
of the United States) and to be the person whose name is subscribed to the within instrument and
acknowledged that .... he .... executed the same for the purposes therein contained. And the
undersigned does further certify that he is at the date of this certificate a commissioned officer of the
rank stated below and isin the active service of the armed forces of the United States.

Rank and Serid No. of Officer
and Command to which attached.

Sec. 1-39. Prior acknowledgments unaffected. No acknowledgment taken prior to October 1,
1961, shdl be affected by anything contained in this chapter.

Sec. 1-40. Interpretation of chapter. This chapter shal be so interpreted as to make uniform the
laws of those states which enact it.

Sec. 1-41. Citation of chapter. This chapter may be cited as the Uniform Acknowledgment Act.

CHAPTER 8

UNIFORM RECOGNITION OF ACKNOWLEDGMENTSACT

Sec. 1-57. Definitions. Authorized officers. For the purposes of this chapter, "notarid acts' means
acts which the laws and regulations of this Sate authorize notaries public of this sate to perform,
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induding the adminigering of oaths and affirmations, taking proof of execution and acknowledgments of
ingruments, and atesting documents. Notarid acts may be performed outside this Sate for usein this
gate with the same effect asif performed by a notary public of this Sate by the following persons
authorized pursuant to the laws and regulations of other governments in addition to any other person
authorized by the laws and regulaions of thisstate: (1) A notary public authorized to perform notarid
actsin the place in which the act is performed; (2) ajudge, clerk, or deputy clerk of any court of record
in the place in which the notarid act is performed; (3) an officer of the foreign service of the United
States, a consular agent, or any other person authorized by regulation of the United States Department
of State to perform notarid actsin the place in which the act is performed; (4) acommissioned officer in
active service with the armed forces of the United States and any other person authorized by regulation
of the armed forces to perform notarid actsif the notarid act is performed for one of the following or his
dependents. A merchant seaman of the United States, a member of the armed forces of the United
States, or any other person serving with or accompanying the armed forces of the United States; or (5)
any other person authorized to perform notaria actsin the place in which the act is performed.

Sec. 1-58. Proof of authority to perform notarial act. (8) If the notaria act is performed by any of
the persons described in subdivisons (1) to (4), inclusive, of section 1-57, other than a person
authorized to perform notarid acts by the laws or regulations of aforeign country, the sgnature, rank or
title and serid number, if any, of the person are sufficient proof of the authority of a holder of that rank
or title to perform the act. Further proof of his authority is not required.

(b) If the notarid act is performed by a person authorized by the laws or regulations of aforeign
country to perform the act, thereis sufficient proof of the authority of that person to act if: (1) A foreign
service officer of the United States resident in the country in which the act is performed or a diplométic
or consular officer of the foreign country resident in the United States certifies that a person holding that
office is authorized to perform the act; or (2) the officid sed of the person performing the notarid act is
affixed to the document; or (3) thetitle and indication of authority to perform notarid acts of the person
gppears ether in adigest of foreign law or in alist customarily used as a source of such information.

(c) If the Notarid act is performed by a person other than one described in subsections () and (b),
there is sufficient proof of the authority of that person to act if the clerk of a court of record in the place
in which the notarid act is performed certifies to the officid character of that person and to his authority
to perform the notarid act.

(d) Thedgnature and title of the person performing the act are primafacie evidence that heis a person
with the designated title and that the Sgnature is genuine.

Sec. 1-59. Certification by person taking acknowledgment. The person taking an
acknowledgment shall certify that: (1) The person acknowledging appeared before him and
acknowledged he executed the instrument; and (2) 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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Sec. 1-60. Form of certificate. Theform of a certificate of acknowledgment used by a person whose
authority is recognized under section 1-57 shal be accepted in this state if: (1) The certificateisina
form prescribed by the laws or regulations of this sate; (2) the certificate isin aform prescribed by the
laws or regulations gpplicable in the place in which the acknowledgment is taken; or (3) the certificate
contains the words "acknowledged before me," or their substantid equivalent.

Sec. 1-61. " Acknowledged before me" defined. Thewords "acknowledged before me' mean: (1)
That the person acknowledging appeared before the person taking the acknowledgment; (2) that he
acknowledged he executed the ingrument; (3) that, in the case of: (i) A natural person, he executed the
instrument for the purposes therein stated, (ii) a corporation, the officer or agent acknowledged he held
the pogtion or title set forth in the instrument and certificate, he signed the instrument on behdf of the
corporation by proper authority, and the instrument was the act of the corporation for the purpose
therein stated, (iii) a partnership, the partner or agent acknowledged he signed the instrument on behaf
of the partnership by proper authority and he executed the instrument as the act of the partnership for
the purposes therein stated, (iv) a person acknowledging as principal by an attorney in fact, he executed
the ingtrument by proper authority as the act of the principa for the purposes therein stated and (v) a
person acknowledging as a public officer, trustee, administrator, guardian, or other representetive, he
sgned the instrument by proper authority and he executed the insrument in the cagpacity and for the
purposes therein stated; and (4) that the person taking the acknowledgment either knew or had
satisfactory evidence that the person acknowledging was the person named in the instrument or
certificate.

Sec. 1-62. Statutory short formsof acknowledgment. The forms of acknowledgment set forthin
this section may be used and are sufficient for their respective purposes under any law of thisstate. The
forms shal be known as " Statutory Short Forms of Acknowledgment™ and may be referred to by that
name. The authorization of the formsin this section does not preclude the use of other forms,

(1) For anindividud acting in his own right:

State of ...
county of ....

The foregoing instrument was acknowledged before me this (date) by (name of person acknowledged.)
(Signature of person taking acknowledgment)

(Title or rank)
(Serid number, if any)

(2) For acorporation:
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State of ...
County of ....

The foregoing instrument was acknowledged before me this (date) by (name of officer or agent, title of
officer or agent) of (name of corporation acknowledging) a (state or place of incorporation)
corporation, on behaf of the corporation.
(Signature of person taking acknowledgment)
(Title or rank)
(Serid number, if any)
(3) For apartnership:

State of ...
County of ....

The foregoing instrument was acknowledged before me this (date) by (name of acknowledging partner
or agent), partner (or agent) on behaf of (name of partnership), a partnership.

(Signature of person taking acknowledgment)
(Title or rank)
(Serid number, if any)
(4) For an individua acting as principa by an attorney in fact:

State of ...
County of ....

The foregoing ingrument was acknowledged before me this (date) by (name of attorney in fact) as
atorney in fact on behdf of (name of principa).

(Signature of person taking acknowledgment)
(Title or rank)
(Serid number, if any)
(5) By any public officer, trustee, or persond representative:

State of ...
County of ....
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The foregoing instrument was acknowledged before me this (date) by (name and title of position).

(Signature of person taking acknowledgment)
(Title or rank)
(Serid number, if any)

Sec. 1-63. Prior actsunaffected. Method additional. A notarid act performed prior to October
1, 1969, is not affected by this chapter. This chapter provides an additiond method of proving notaria
acts. Nothing in this chapter diminishes or invalidates the recognition accorded to notarid acts by other
law or regulations of this state.

Sec. 1-64. Uniform interpretation. This chapter shal be so interpreted as to make uniform the laws
of those states which enact it.

Sec. 1-65. Short title. Thischapter may be cited as the Uniform Recognition of Acknowledgments
Act.

Sec. 3-94a. Notaries Public. Definitions. The following terms, when used in sections 3-94ato 3-95,
inclusive, shdl have the following meanings unless the context otherwise requires.

(1) "Acknowledgment" means anotarid act in which a notary public certifies that a sgnatory, whose
identity is persondly known to the notary public or proven on the basis of satisfactory evidence, has
admitted, in the notary public's presence, to having voluntarily signed a document for its stated purpose.

(2) "Jurat" meansanotarid act in which anotary public certifies that a sgnatory, whose identity is
persondly known to the notary public or proven on the basis of satisfactory evidence, has made, in the
notary public's presence, a voluntary signature and taken an oath or affirmation vouching for the
truthfulness of the signed document.

(3) "Notarid act" or "notarization" means any act that a notary public is empowered to perform under
the general statutes.

(4) "Notarid certificate’ or "certificate’ means the part of, or attachment to, a notarized document to be
completed and signed by the notary public.

(5) "Notary public" or "notary” means any person appointed by the secretary of the state to perform
notaria acts.

37



Notary Public Manua

(6) "Oath" or "afirmation” means anotaria act or part thereof in which anotary public certifiesthat a
person has made a vow in the presence of the notary public on penalty of perjury. Inthe case of an
oath, the vow shdl include reference to a Supreme Being.

(7) "Officid misconduct” means (A) anotary public's performance of an act prohibited by the generd
gtatutes or failure to perform an act mandated by the generd statutes or (B) anotary public's
performance of anotaria act in amanner found to be negligent, illegdl or againg the public interest.

(8) "Persond Knowledge of identity” means familiarity with an individud resulting from interaction with
that individua over aperiod of time sufficient to diminate any reasonable doubt that the individud has
the identity claimed.

(9) "Satisfactory evidence of identity” means identification of an individua based on (A) & least two
current documents, one issued by afederd or state government and containing the individud's signature
and either a photograph or physica description, and the other by an indtitution, business entity or Sate
government or the federd government and containing &t least the individud's Sgnature or (B) the oath or
affirmation of a credible person who is persondly known to the notary public and who persondly
knows the individud.

(10) "Secretary" means the secretary of the Sate.

Sec. 3-94b. Appointment and qualification of notary. Application fee. Certificate of
appointment. (a) Except as provided in subsection (€) of this section, the secretary of the State may
gppoint as a notary public any quaified person who submits an gpplication in accordance with this
section.

(b) In order to qudify for gppointment as a notary public, a person shdl:

(1) Beeghteen years of age or older a the time of gpplication;

(2)(a) Be aresdent of the state of Connecticut at the time of gpplication and gppointment, or (b) have
ones principa place of busnessin the Sate a the time of gpplication and appointment;

(3) Pass awritten examination approved or administered by the secretary;

(4) Submit an application, on aform prescribed and provided by the secretary, which the applicant
shdl complete in the gpplicant's handwriting without misstatement or omission of fact. The gpplication
shdl be accompanied by (A) a nonrefundable gpplication fee of sixty dollars and (B) the
recommendation of an individua who has persondly known the gpplicant for at least one year and is not
legdly related to the applicant.

(¢) The secretary may deny an gpplication based on:
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(1) The gpplicant's conviction of afelony or acrime involving dishonesty or mord turpitude;

(2) Revocation, suspension or redtriction of a notary public appointment or professond license issued
to the gpplicant by this state or any other state; or

(3) The gpplicant's officid misconduct, whether or not any disciplinary action has resulted.

(d) Upon approva of an application for gppointment as a notary public, the secretary shdl cause a
certificate of appointment bearing afacamile of the secretary's Sgnature and countersigned by the
Secretary's executive assstant or an employee designated by the secretary to be issued to such

appointee.

(e) A notary public may obtain a replacement certificate of appointment by filing awritten request with
the secretary, accompanied by a nonrefundable fee of five dollars.

Sec. 3-%4c. Term of office of notary. Recording of certificate and oath. (&) A person
gppointed as a notary public by the secretary of the state may exercise the functions of the office of
notary public a any place within the state beginning on the date of such person's appointment and
ending five years later on the last day of the month of appointment, unless (1) such gppointment asa
notary is suspended or terminated by the secretary before the end of such term, (2) the notary resigns
such appointment, or (3) the notary ceases to either be aresident of the state or have one's principal
place of businessin the Sate.

(b) The secretary may, pursuant to regulations adopted in accordance with the provisions of chapter 54
of the general statutes, extend or reduce, by not more than one year, the term of any person serving asa
notary public on the effective date of this act who seeks regppointment after such date, in order for the
new term for each such notary to begin on the effective date of the notary's regppoi ntment.

(c) Within thirty days after receiving a certificate of gppointment from the secretary, a notary public
shall record, with the town clerk of the municipdity in which the notary resides, or, if the notary isnot a
resdent of the Sate, with the town clerk of the municipdity in the state in which the notary's principa
place of busnessis located, such certificate and such notary's oath of office taken and subscribed to by
the notary before some proper authority. Any notary public who is aresident of the state and whose
principa place of busnessisin amunicipdity within the Sate other than the municipdity in which the
notary resides, may also record the notary's certificate of gppointment and oath of office with the town
clerk of such other municipdity. Town clerks or assstant town clerks may certify to the authority and
officid acts of any notary public whose certificate of appointment and oath of office have been recorded
inthe books in their charge. Thefallure of a notary public to so record such certificate of appointment
and oath of office shdl not invdidate any notarid act performed by the notary after the date of such
person's gppointment as anotary public.
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Sec. 3-94d. Reappointment of notary. A notary public may apply for regppointment on aform
prescribed and provided by the secretary, accompanied by a nonrefundable application fee of sixty
dallars, and shadl otherwise comply with dl requirements for being gppointed and serving as a notary
public. Not later than ninety days before the expiration of the term of anotary public, the secretary shall
send the notary a notice of the expiration and a regppointment application form.
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Sec. 3-94e. Appointment of certain state police officersasnotaries. (a) The secretary of the
state may gppoint as notaries public, in accordance with the provisions of sections 1 to 18, inclusive, of
this act, any number of state police mgors, captains, lieutenants and sergeants. The secretary shall not
charge any such person an application fee.

(b) A notary public appointed under this section shdl exercise his authority as a notary public only in
the adminigration of oaths and affirmations and the taking of acknowledgments as pertain to officid
police matters. In such cases the sed of the sate police shdl be the notarid sedl and such notary public
ghall not charge afee for such notary's services as a notary public.

(c) Upon terminating employment with the state police, a notary public appointed under this section
shdl immediately resgn as anotary public, in writing. Such resignation shdl be effective on the date of
such termination of employment.

Sec. 3-94f. Prohibitionsrelawful transactions. A notary public shal not unreasonably refuseto
perform notarid actsin lawful transactions for any requesting person who tenders payment of the
satutory fee.

Sec. 3-%4g. Disgualification of notary. A notary public is disqudified from performing anotarid act
if the notary isa signatory of the document that is to be notarized.

Sec. 3-94h. Prohibited acts. A notary public shdl not (1) perform any officid action with intent to
deceive or defraud or (2) use the notary'stitle or sedl in an endorsement or promotionad statement for
any product, service, contest or other offering.

Sec. 3-94i. Notary'ssignature. In completing anotarid act, anotary public shdl sign on the notarid
certificate only the notary's own name, as it gppears on the notary's certificate of appointment.

Sec. 3-94j. Official Notarial seal. (d) A notary public, except a Sate police mgor, captain,
lieutenant or sergeant appointed as a notary public pursuant to section 5 of this act, may keep and use
an officid notarid sed. Such sed shall not be used by any other person or surrendered to any employer
upon termination of the notary's employmen.

(b) A notary shdl immediately destroy the notary's notaria seal upon resigning as a notary or upon the
revocation, lapse or expiration of such person's gppointment as a notary.

Sec. 3-94k. Notarial certificate. Notarial seal. Stamp. If anotary public utilizesanotarid sed,
the notary shall, near the notary's official signature on anotarid certificate, affix an impression of the
notarid sed, which shdl include: (1) The notary's name exactly as it gppears on the notary's certificate
of gppointment, (2) the words "My commission expires (commission expiration date)”, provided the
notary may elect to have the wordsin subdivison (3) appear on astamp instead of such sedl. If the
notary does not utilize anotarid sed or stamp, the words "Notary Public’ and "My commisson expires
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(commission expiration date)" shall be typed or printed legibly by the notary near the notary's officia
sgnature on anotarid certificae.

Sec. 3-94l. Liability. (a) A notary public shdl beligble to any person for al damages proximately
caused to that person by the notary's officid misconduct.

(b) Anemployer of anotary shdl be liable to any person for any damages proximately caused to that
person by the notary's officia misconduct related to the employer's business, if the employer directed,
encouraged, consented to, ratified or gpproved the notary's officid misconduct, ether in the particular
transaction or, implicitly, by previous actionsin a least one Smilar transaction.

(¢) Anemployer of anotary shdl be liable to the notary for al damages recovered from the notary asa
result of official misconduct that was coerced by threat of the employer, if the threet, such as athreat of
demotion or dismissal, was made in reference to a particular notaria act, or, implicitly, by the
employer's previous actions in a least one Smilar transaction. The employer shdl dso belidble to the
notary for damages caused to the notary by demoation, dismissa or other action resulting from the
notary's refusa to commit officia misconduct.

Sec. 3-94m. Warning, reprimand, revocation, suspension, resignation. (@) The secretary may
deliver awritten, official warning and reprimand to a notary, or may revoke or suspend a notary's
gppointment, as aresult of such notary's official misconduct or on any ground for which an gpplication
for appointment as a notary may be denied, or for aviolation of any provison of the generd datutes.

(b) Thetermination or lgpse of an appointment as a notary, regardless of reason, shal not stop or
preclude any investigation into such notary's conduct by the secretary, who may pursue any such
investigation to a conduson and issue any finding.

(c) Within thirty days after the resignation, revocation or suspension of a notary's certificate of
gppointment, the secretary shdl notify dl town clerks within the state, in such manner asthe secretary
shdl determine, of such resignation, revoceation or sugpension. Thetown clerk of any municipdity in
which such notary's certificate of appointment or replacement certificate of appointment has been
recorded shal note the resignation, revocation or suspension, and the effective date thereof, on the
origina record of such certificate or replacement certificate.

Sec. 3-94n. Change of address of notary. Fee. Within thirty days after achange of residence
address, a notary public who isaresident of the state shall file with the secretary a sgned, written notice
which shdl include both the old and new addresses. Within thirty days after a change of address of
oné's principa place of business, anotary public who is not aresident of the gate shdl file with the
secretary a Sgned, written notice which shal include both the old and new addresses. Such notice shdl
be accompanied by a nonrefundable fee of five dollars. If the change of addressisto a different
municipdity, the notary shal, within thirty days after issuance of a replacement certificate of appointment
by the secretary, record such certificate with the town clerk of the municipdity in which the new address
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islocated. The failure of anotary to so record such replacement certificate shal not invaidate any
notaria act performed by the notary.
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Sec. 3-940. Change name of notary. Fees. (a8 Within thirty days after achange in the name of a
notary public, the notary shdl file anotice of the change with the secretary, on aform prescribed and
provided by the secretary. The notice shal state the notary's old and new names and the effective date
of the new name, include such proof of the change of name as the secretary shdl require, be signed by
the notary and be accompanied by a nonrefundable fee of five dollars. The notary shdl, within thirty
days after the issuance of a replacement certificate of appointment by the secretary, record such
certificate with the town derk of the municipaity wherein the notary recorded the notary's origind
certificate of appointment and oath of office. The failure of anotary to so record such replacement
certificate shdl not invalidate any notarid act performed by the notary. Any town clerk who is required
by statute to make arecord of the certificate of appointment and oath of office of anotary shdl record
the replacement certificate of gppointment containing the change of name of the notary upon payment of
afee of one dollar by such notary to the town clerk.

(b) Beginning on the date of issuance of such replacement certificate of gppointment by the secretary,
the notary public shall (1) sgn the notary's new name on al notarid certificates and (2) if the notary uses
anotarid sed, use only anotarid sedl that contains the notary's new name,

Sec. 3-94p. Procedurefor resignation of notary. (&) A notary public may resign asanotary by
filing with the secretary a Sgned, written notice of resignation which shal indicate the effective date of
such resgnation.

(b) A notary public who ceases to ether reside within the state or have on€e's principa place of business
in the gate shdl immediately resgn as a notary in the manner provided in subsection (a) of this section.

Sec. 3-94q. Death of notary. As soon as possible after the death of anotary public, the notary's
persond representative shal destroy the notary's officid notarid sed, if any, and file asigned, written
notice, with the secretary of the state, indicating that the notary public has died and the date of desth.

Sec. 3-95. Fees of notary. Thefeefor any act performed by a notary public in accordance with the
provisions of the generd statutes shdl not exceed five dollars plus an additiond thirty-five centsfor each
mile of travel.

Sec. 7-62a. lllegal issuance of certificates. No person other than aregidtrar of vitd Satistics or the
commissioner of public hedth shal issue or cause to be issued any certificate or document which is, or
purports to be, an origina or certified copy of a certificate of birth, death, fetd death or marriage. No
person other than such registrar or said commissioner shdl certify or purport to certify as atrue copy
any certificate of birth, death, feta desth or marriage. Any person who violates this section shal be
fined not more than one hundred dollars or imprisoned not more than one year or both.
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Sec. 45a-251. (Formerly Sec. 45-161). Making and execution of wills. Wills executed outside
the state. A will or codicil shdl not be vaid to pass any property unlessit isin writing, subscribed by
the testator and attested by two witnesses, each of them subscribing in the testator's presence; but any
will executed according to the laws of the state or country where it was executed may be admitted to
probate in this state and shal be effectud to pass any property of the testator Situated in this state.
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Sec. 7-33a; 7-34a

Sec. 33-239

Sec. 47-5a

Sec. 52-148a

Sec. 52-148b

Sec. 52-148c

Sec. 52-148d

Sec. 52-148e

Sec. 52-155

Sec. 52-262

Sec. 53-368

Sec. 53a-156

Sec. 53a-157a; 53a-157b

Appendix C

ADDITIONAL STATUTORY REFERENCES

Generd Statutes of Connecticut

Certification of Authority; Fee for recording commission
and oath of notary

Notary as officer, trustee or member of an electric cooperative that
may take acknowledgment

Acknowledgment of conveyance of land made before notary
Depasitions, taking of

Notice of taking of deposition

Before whom depositions may be taken

Witnesses to take oath. Party subject to taking of deposition
Copies.

I ssuance of subpoenafor taking of depositions. Deposition to be
used outside of the state.

I ssuance of subpoenato compel the appearance of awitness before
an out-of state commissoner

Fee for Sgning process, administering oaths, acknowledgments
Fdse catificate as to adminigtration of oath, pendty for
Perjury

False satements
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Appendix D
Forms

Under section 3-94n or 3-94o of the Connecticut General Statutes notaries are required to file hisher
"change of name" or "change of address’ with the Office of the Secretary of the State. Therefore, the
following forms are provided for the convenience of the Notary Public.

The gppropriate form should be photocopied from the following pages, completed and mailed to the
Secretary of the State' s office, with the fee of $5.00 for processing. A replacement Certificate of
Appointment will be issued and sent to the notary. If you have any additiona questions, please refer
to Sec. 3.5 of the manud.

47



Notary Public Manua

Secretary of the State--Notary Public Unit Do not tear-out pages from this
o booklet. The forms should be
30 Trinity Street .
photocopied, so they are
Hartford CT 06106 available for future use.

(860) 509-6137

Notary Public Change of Name Form

This form will also update a change of address in connection with this name change. Do not
complete a separate form for the address change. Instructions. Photocopy and complete the
form legibly in ink. Send the signed original to the above address along with a nonrefundable
statutory fee of $5.00. Make check payable to "Secretary of the State." Please do not send
cash.

Date: Daytime telephone number:
(areacode & number)

Previous name of notary public:

(name that appears on your current notary public certificate)

New name of notary public:

Notary account number: Date commission expires:

Name changed by reason of (check one): 1 Marriage U Divorce U Petition to Change Name

Current resdence Address. (Must include Street address P.O. Box may be given as additional
information only.) Isthisa change of address? (check box): U

Y ou must complete the Jurat below in front
of anotary public, or other person
empowered by law to administer oaths.

Signature of Notary Public (new name)

State of County of Ss.

(town or city)
Subscribed and sworn to before me this day of , 20
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Notary Pubic—My commission expires.
Or official empowered to administer oaths (specify title)
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Secretary of the State--Notary Public Unit Do not tear-out pages from this
- booklet. The forms should be
30 Trinity Street : i
photocopied, so they are available
Hartford CT 06106 for future use.
(860) 509-6137

Notary Public Change of Address Form

This form is for a change of address only. If you have a change of name you will need to
complete the change of name form. Instructions. Send the signed original to the above
address along with a nonrefundable statutory fee of $5.00. Make check payable to
"Secretary of the State." Please do not send cash.

Date: Daytime telephone number:

(areacode & number)

Name of notary public:

(name that appears on your current notary public certificate)

Notary account number: Date your commission expires.

Previous residence address: Current residence address:

» Non-resident notaries must dso maintain and provide their principa place of busnessin the State
of Connecticut for the term of their appointment.

Previous principa business address: Current principa business address:
(Must include business name) (Must include business name)
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Signature of Notary Public
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