California Notary Public
Becoming a Notary Public is one way to open the door to your own profitable business. This class is approved by the Secretary of State and satisfies the "6-hour" class requirement for new applicants and notaries who are renewing their appointment. As of July 1, 2005, all new applicants to become a Notary Public must take a State approved 6-hour Notary Public class. This law also applies to all renewing notaries who have never taken a State approved 6-hour Notary Public class. A Certificate of Completion will be awarded at the end of class to all those who attend the entire session. You must present the Certificate of Completion in order to take the state exam. The state proctored Notary Public exam is offered immediately following the 6-hour class. Laugh while you learn with Mr. Holoubek's unique instructional style! Mr. Holoubek is President of the business consulting firm  Bottom Line Impact, Inc, a commissioned Notary Public, a certified notary public instructor (by the state Bureau for Private Postsecondary and Vocational Education, certificate #COAFS-04-373651), and has his own loan document signing business. He also teaches the Loan Document Signing class. 
 
Who should attend? Particularly valuable to those in the real estate, legal, and human resources professions. Open to everyone at least 18 years of age. U.S. citizenship is not required. Must be able to read, write and understand English. Must not have been convicted of a felony or disqualifying misdemeanor. 

Students must bring to class: 
1) A valid California driver's license or ID card, or valid driver's license from another state, or a valid passport, and 
2) A strong desire to learn and improve their lives is also highly recommended.
If the student is going to take the state exam immediately following the class (strongly recommended) they must also bring:

3) Two sharpened "number 2" pencils (for the Scan Tron answer sheet), and

4) A check or money order made out to the "Secretary of State" in the amount of $40.00 (cash and credit cards are NOT accepted by the state proctors).
Tuition:  $90.00
Materials Fee $20.00
The materials fee for the State Approved Study Guide will be collected by College of the Sequoias along with the tuition. Old versions of the Study Guide are not acceptable. 
The next class will be held on Saturday September 22, 2007.  To secure a seat in  this class  send a check in the amount of $110.00 payable to College of the Sequoias Attn: Workforce Development Dept– 915 S Mooney Blvd – Visalia Ca 93277.  If paying by credit card, call Scott Manes – Director of Workforce Dev. at (559) 737-4838 
This class will be held in room IM204  No parking permit needed on Saturday.
Class Schedule: 
Sign In = 8:00  (It is important to arrive as close as possible to 

8:00 to be sure that you get a good seat!)



Class Starts = 9:00 Sharp! In order to comply with state law, no one 

     will be admitted after 9:00 even if they have pre-registered! 




Lunch = 12:00 to 1:00




Class resumes = 1:00 Sharp!




Class ends = 4:30




State proctored Notary exam = 5:00 to 7:00 
Refund Policy

State law requires that an approved education vendor publish the refund policy:

A) This notice is to comply with California Code of Regulations Section 20800.9: A full tuition refund will be made within 30 days of a scheduled class date to any notary applicant who registered to attend an approved class if one of the following occurs:


1. The instructor fails to appear at the scheduled time, date and place 

of the class, or…


2. An approved class is delayed in starting more than fifteen(15) 

minutes after the scheduled time and the notary applicant or notary immediately informs the approved vendor of his or her request for a refund, and leaves the approved class prior to  it starting.

B) If a notary applicant arrives after the scheduled start time of the approved class, the applicant will not be allowed to attend the class even if they have previously registered and paid for the class. In this event, within five (5) working days of the scheduled class date the applicant must contact College of the Sequoias and request either a full tuition refund or permission to take another approved class at a later date.

 *  We will be having a ‘Loan Document Signing’ class on Friday September 21, 2007 from 5:00 to 10:00 p.m. Room Number IM 204 Contact Scott Manes for details at 737-4838.  Tuition for this class is $80.00.  This class provides formal documentation testifying to the fact that the Notary has been trained and tested by examination in how to process loan document signings.  (proof of training is now required by many title and escrow companies).
**  Because of new regulations from CPS (the state proctoring company) anyone wanting to take the September 22, 2007 Notary class should register one week before the class date 
FAQ Sheet for the Notary Public Class

and the Loan Document Signing class

Prepared by: Andy Holoubek, Bottom Line Impact, Inc.

If there are any questions that are not answered in this

 document, please contact Andy directly at 661.435.6196

EFFECTIVE August 1, 2005

Please destroy all previous FAQ sheets.  Thank You!

These questions are often asked by those inquiring about the classes......

NOTARY CLASS – ONLY
1. Do I have to be a U.S. citizen?

No.  Only a legal resident of California

2. How old do I have to be?

You can take the class at any age, but you must be 18 to take the exam.
3. What is the minimum level of education required?

There is no Minimum (i.e. high school diploma or GED not required)

4. Do I have to be able to speak English well?

No.  The state requirement is that you must be able to “read, write and understand

English”.... because the application, the exam and all correspondence from the state is and will be in English only.  Speaking English well is not a requirement, just read, write and understand.
5. What if I have been convicted of a felony or other crime?
A person must not have been convicted of a felony or other disqualifying misdeameanor.  If you have any questions on what this means,  call the State proctoring service,  Cooperative Personnel Services (CPS), during normal business hours in Sacramento at (916) 263-3520.  However, if you have a conviction in your past, no matter how long ago, it will probably prevent you from being a notary ... but this is not the “official word”, just my recommendation.
6. What does it cost to become a notary?

Typically, less than $250.00 excluding the class and exam.

7. How long does the entire process take?
From the time you take the exam to receiving your notary commission could be anywhere from 12 to 16 weeks, depending on several factors.

8. How long is their term of office?



4 years
9. What if I don’t pass the exam?

You must wait at least 30 days to re-take the exam.  Each re-take of the exam is $20 ($40 is only for the first time).  There is no limit on the number of re-takes allowed.  The test results are valid for 12 months.  All re-takes must be scheduled by the student directly with CPS or the student can re-take the exam the next time the notary public class is offered at your school by either:

A) Paying a $20 admission fee to “Bottom Line Impact, Inc.” (cash, check or    money order only) or:

B) Paying for and taking the six hour notary public class again, followed by the exam.

10. Do I have to take the class in order to take the exam and become a Notary? 
Yes.  As of July 1, 2005, all new applicants and all renewing notaries must take a 6-hour state approved class before they can take the exam.  Once you have taken a state approved 6-hour class at least one time, then you will only have to take a state approved 3-hour class in the future every time you renew your commission.

11. Can I take the State exam without taking the Notary class?

Yes and No .....

A) If you have not taken a state approved 6-hour class, then you must take the class in order to take the exam.  If you did not receive a “completion certificate” at the end of the class, then you did not take a state approved 6-hour class.

B) If you have taken a state approved 6-hour class, but failed the exam and are applying to re-take the exam, then all you need is a letter from CPS with exam results in order to be allowed to re-take the exam.

12. Can I walk-in and take only the exam without taking the notary class?

Yes, providing ....

A) .... you have previously taken a state approved 6-hour notary public class and you have a “completion certificate” to verify that.  By law, you must present the completion certificate for a state approved 6-hour class to the state proctors in order to be allowed to take the exam.   OR ...
B) ... you took the exam after July 1, 2005, and did not pass.  In that case all you need to                     
produce for the state proctors is your letter from CPS with your exam results.  AND ...
C) In either (A) or (B) above, the person must pay and admission fee to “Bottom Line              

Impact, Inc.” in the amount of $20 (cash, check or money order only) in order to walk in and take only the exam (without also attending the notary public class.

13. What is the cost for the state exam?

The student must give a check or money order only (no cash or credit Cards) to the state proctors in the amount of $40.00  The check or money order must be made out to the “Secretary of State”.
14. What happens if I arrive late for the notary public class?

This applies ONLY to the Notary Public class

There is a strict “zero tolerance” policy regarding being on-time for this class. There are state laws and strict instructions from the Secretary of State that the instructor must follow.  The instructor has no choice.  If a student arrives after the published 9:00 start time, that student will not be allowed to take that class even if they have pre-registered and paid for the class.  In that event, the student has 2 options:
A) Within 5 business days they must contact the school’s registration office to either sign-up for the next scheduled notary class, or ...

B) Request a tuition refund, which is at the discretion of the host school.

Please strongly advise students who register that they must
be on time for the 8:00 to 8:45 sign-in!

In addition, the class will start PROMPTLY at the published time 

of 9:00 and no one will be admitted after 9:00!  No exceptions.   The 

instructor has no choice.

Notary Public Class and Exam  Schedule for 2007 is:

Jan 6
March 10

May 5

Sept 22

Loan Document Signing Class schedule for 2007 is:

Jan 5

March 9

May 4

Sept 21
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