
Remote Notary Services Checklist


The Notary and signer communicate simultaneously through the use of real time audio-video communication technology at the time of notarization.
Quality of audio-visual technology allows for clear audio sound so the individual words of names and attestations of all participants can be distinctly heard and identified.
Quality of audio-visual technology allows for clear visual observation of the face of each participant and clear visual observation of the identification being provided so all wording can be read and identified.
Initiate audio/visual recording of the notary service.
The Notary states his/her name in a clear, distinct manner, and identifies him/herself as the notary for the transaction.
The Notary obtains permission of all parties to record the transaction.
The Notary attests to his/her physical presence within the State of Georgia.
Identification.
Identifies the remotely located signer by one or more of the following methods:
Two types of identity proofing
The type of identification required for physical presence notarizations remains the same for remote notarizations.
Oath or affirmation of a credible witness either in the physical presence of the Notary or signer, or who is able to communicate with the Notary and signer remotely by sight or sound electronically at the time of notarization
Personal knowledge
Any credible witness who identifies a signer must be personally known to the signer and either personally known to the Notary or identified by two forms of identity proofing.
Each participant, to include credible witnesses, displays two forms of acceptable identification, both front and back, to the viewing window so that all information, to include the photograph, is clearly readable and identifiable.
To further ensure a better match between identification provided and individual on screen, notary can ask the participant to hold his/her identification up next to his/her face within the viewing window, and state the name for the record.
Ensure the identification has not expired; confirm the expiration date and not the issuance date on the ID.
Each participant states his/her name in a clear, distinct manner while displaying identification.
Each Signer and credible witness attests to his/her physical presence in the State of Georgia.
Each Signer confirms the nature of the document being signed.
Each signer signs document within the viewing window.
Each witness confirms that he or she witnessed the signer(s) sign the document.
Log (1) the name of the signer, (2) the identification he/she produced, (3) the date/time the notarial act was executed, (4) the document that was witnessed or attested, and (5) the type of real-time audio visual communication technology that was used in your journal.
After a remote notarization, the signer must transmit the signed copy of the document to the Notary for the Notary to complete a notarial certificate with the Notary’s signature and official seal. 
The notarial certificate on the document must be hand-written, imprinted by a stamp or embosser, or both.
The following statement is included on the notary signature block: “This [name of document] was notarized pursuant to Executive Order 04.09.20.01 using [insert technology name] as real-time audio visual communication technology.” 
The Notary retains the recording personally or through a designated repository for at least 10 years unless state law requires otherwise. 

