NEW YORK STATE NOTARY PORTAL
REFERENCE GUIDE — ALLEGANY COUNTY, NY

To Apply or Renew your Notary Public, go to:

https://www.businessexpress.ny.qov/app/answers/cms/a id/2561/kw/notary

AVERAGE PROCESSING TIME

gggasr)y Public Commission (DOS- 3.5 Business

Days

SEE DETAILS

Public officers that take acknowledgements and administer oaths require this commission.

ﬁ Business Express Start Your Business Run Your Business Creating Opportunity Search Applications

Overview

Notary Public Commission (DOS-0033)

Public officers that take acknowledgements and administer oaths require this commission.
Requirements

Overview

How to Apply
Grants the appointee limited power as a public officer to the extent of being able to take acknowledgements and administer oaths within the State of New York.

Form(s) #remote-notarization-fags for information on Electronic Notarization

Fee(s)

Requirements

Duration & Processing ublic#written-exam for exam information

1. Written Exam, Sometimes Required. If applying for an original commission, you may need to take and pass a written exam before applying. See: https//dos.ny.gov
2. Court clerks appointed after taking the qualifying civil service exam and Attorneys admitted to the NYS Bar are exempt from the written exam

Additional Info 3. Applicant must be at least 18 years of age

4. County Clerks are exempt from fees with proof of employment.

Find Assistance

How to Apply

1. You may apply online
2.Sign in or create a NY.gov account
3. After you apply, log in to check your application status.

Apply Online for Traditional Notary Public Click here to apply for a brand new
notary commission

Apply Online for Electronic Notary Public

Apply Online to Renew Traditional Notary Public Click here to renew your notary

Select to apply for a Traditional (brand new notary commission) or Renewal.


https://www.businessexpress.ny.gov/app/answers/cms/a_id/2561/kw/notary

NEW
YORK -
%ATE Services News Government

ﬁ Business Express Start Your Business Run Your Business Creating Opportunity Search Applications

& Login | Register

GET STARTED

To apply online
Login or Register with NY.gov

| Have a NY.GOV ID | Need a NY.GOV ID

/
Login Here Register Here

1 forgot my usemame
1 forgot my password

If you are having difficulty registering your business please call the NYS Business
Information Center at 518-485-5000. Monday through Friday 8:30am — 4:30pm for assistance

Create a NY.GOV ID# (if you do not already have one).

You are leaving NY Business Express

You have clicked a link that will take you away from the
NY Business Express website. Your current session will
remain active. Would you like to proceed?

Proceed

Click “Proceed.”




NY.gov ID Business Account Self Registration

First Name”*

Last Name®

Email address is needed for password recovery.

Email*

Confirm Email®

Username must be at least 4 characters long, can be up to 128, and must be unique.
Must contain only alphanumeric characters. @ - _ and . may also be included. Do NOT use spaces.

Create a Username®

Create Account

Enter your information to create a NY.GOV ID#, then click “Create Account.”

Return to the original “Get Started” screen. Now that you have your NY.GOV ID#, you can click
“Login Here” where it says “l HAVE A NY.GOV ID.”



& NY.GOVID

Secure Access to New York State Services

Username

Password

Forgot Username? or Forgot Password?

Create an Account

Need help? Get Assistance

This site is protected by reCAPTCHA and
the Google Privacy Policy and Terms of
Service apply

Enter your login credentials and click “Sign In.”



New York Business Express
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My Dashboard

Individual Identification

v Individual Profile Please enter information for the Individual
First Name* M.l. Last Name* Suffix
@ Introduction
- Select One - v
Individual Identification
SSN
O Contact Information
O DOS Notary Application
Date of Birth®
(O Ready to Submit YYYY || MM [v| | DD ¥

Back Save & Continue

Exit Application

Enter your information where prompted and click “Save & Continue.”



New York Business Express
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My Dashboard

Contact Information

v Individual Profile All correspondence, including your licenses/certificate, will be sent to the mailing address listed below:

Address Line T°
@ Introduction

@ Individual Identification Address Line 2

@ Contact Information

City*
(O DOS Notary Application
(O Ready to Submit Country* State*
United States v New York v
Zip Code® Zip+4
County*
- Select One - v

g >y
@ \Veiidate Address )

Enter your information where prompted and click “Validate Address.”



Enter 10-digit phone number with area code as XXX-XXX-XXXX. You do not need to include a 1 before your area code.

Phone*

© This field is required.

E-mail Address*

€© This field is required.
—

Back Save & Continue .

Exit Application

Enter your information where prompted and click “Save & Continue.”

New York Business Express
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My Dashboard

Current New York State Notary Commission

Individual Profile To Claim your notary commission and renew, enter your information as it appears on your New York Notary Commission identification card

v DOS Notary Application
Commission Number* Expiration Date*

s

Current New York State

Notary Commission

Current Commission County of Commission*
Information
elect County v

Qualifications

First Name* Middle Name Last Name* Suffix
Oath of Office ~

-SelectOne- W

Attestations

Date of birth (YYYY/MM/DD)*

(O Ready to Submit % 24 -

SSN

Back Save & Continue

Exit Application

Enter your information where prompted and click “Find my Commission.”



Congratulations! Your license has been claimed. Please click save and continue to continue.

ExP: I
Allegany County

Back Save & Continue '

Exit Application

Select your commission when it appears. You will get the above message. Click “Save &
Continue.”

New York Business Express

ﬁ Business Express Start Your Business Run Your Business Creating Opportunity Search Applications

My Dashboard

Current Commission Information

@ Individual Profile Please review the current information on file for your commission. If anything has changed, please make the update by clicking the box for the information to change and to enter the new
information
v DOS Notary Application Please Note: Addresses are subject to disclosure under the Freedom of Information Law (FOIL). If you do not want your residence address released, you must provide a business address
@ Cument New York State Name:
Notary Commission _
Current Commission W My name has changed ‘ Check box if applicable
Information
First Name Middle Name Last Name Suffix
) Qualifications
| | - -SelectOne- W
) Oath of Office
) Attestations Residence Address:
I
O Ready to Submit C—

I e York HEEE
Allegany County

United States

B Update Residence Address

e ‘ Check boxes if applicable

Update Business Address

Back | Save & Continue '

Exit Application

Verify the information and make any necessary changes. Click “Save & Continue.”



New York Business Express
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My Dashboard

Qualifications

Individual Profile Since your last application for a notary commission, have you ever been convicted of a crime or offense of any of the following types:

e Fraud * Bribery
Forge! Perjui
v DOS Notary Application b gery % ury
« Larceny/Theft (including identity) « Coercion
« Criminal Impersonation « Offering false instrument for filing

@ Current New York State

Notary Commission

Current Commission -

Information

Since your last application for a notary commission are there any new criminal charges (misdemeanor or felony) pending against you in any court in this staate or elsewhere of any of the following
types:

Qualifications

* Fraud « Bribery
Oath of Office » Forgery « Perjury
« Larceny/Theft (including identity) « Coercion
Attestations « Criminal Impersonation « Offering false instrument for filing

Ready to Submit -

Since your last application for a notary license has any license, commission, or registration ever been denied, suspended, or revoked in this state or elsewhere?*

Are you a county clerk employee?*

Back Save & Continue

Exit Application

Answer the yes or no questions, and click “Save & Continue.”



New York Business Express
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My Dashboard Oath of Office

@ Individual Profile To qualify for appointment, an oath of office must be signed in the presence of a NYS commissioned Notary or NYS
County Clerk. A form can be downloaded here. This must be completed and uploaded here to proceed with the

. application.
v DOS Notary Application

*Please do not upload any other documentation here, or any sensitive information (such as social security number) not

@ Current New York State FegueESIR NI On

Notary Commission Upload the Oath of Office Form

Select file to upload*®

Current Commission

Information

Choose a File = Browse

Qualifications

Oath of Office

Attestations Back Save & Continue

Exit Application

(O Ready to Submit

1) Download the oath form.

2) Fill out the form completely and sign in front of a notary public.
3) Scan the signed oath form into the computer.

4) Upload to the webpage where it says “Select file to upload.”

5) Click “Save & Continue.”



New York Business Express
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My Dashboard

Attestations

@ Individual Profile | affirm, under the penalties of perjury, that the statements made in this application are true and correct.

Enter Name*

v DOS Notary Application

@ Current New York State Email Address®

Notary Commission

Current Commission This will be used for communicating regarding the application and for sending your commission.

Information
Qualifications

Oath of Office Back

Attestations Exit Application

(O Ready to Submit

Enter your information where prompted and click “Save & Continue.”



New York Business Express
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My Dashboard

Application Summary

@ Individual Profile

Applicant =

@ DOS Notary Application

Name:

]
v Ready to Submit SSN: T
Date of Birth: ]

@ Application Summary

@ ‘conniae Contact Information £t

Address:

[=——=———1

|

I v York I
Allegany County

United States

Oath of Office Edit

Select a file to upload*

Download Your File: Renewal

Oath of Office - N
C B

Attestations Edit

Attestation

Email Address

Back @

Exit Application

Review your information before submitting. If correct, click “Next.” You will be directed to a
payment page where you will enter your credit card to pay the $60 notary processing fee.



New York Business Express
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My Dashboard > Application Confirmation

Application Confirmation
[

Your NYS Notary Commission Application has been successfully submitted on 03/07/2024 09:32 AM. The confirmation details are listed below. You will also receive this
information via email.

Entity Name: [N
Application ID: NOTARY-RENW- N
You can always visit the Recent Activity section of your dashboard to check the status of your application(s) and to view or print your application(s)/certificate(s).

Thank you for using the New York Business Express portal.

Return to Home Page

Once payment is processed, you will see the above confirmation screen. You may click
“Logout.” A receipt and your notary public identification card will be emailed to you by NYS
Department of State. The identification card may take a few days to arrive.



