
 
 
 
                                                                                   

         panotaryacademy       Student Information Form      
 

 
Name__________________________________________________________________________ 
 
Home Address ____________________________________________________________________ 
 
City ________________________________State____ Zip +4_____-___ County_________________  
 
Municipality, Boro, Township, _________________________________________________________ 
 
Phone Number_________________________________________ Fax _______________________ 
 
Email__________________________________________________________________________ 

 
                           Mail in Registration Information 

 
 Thank you for downloading the pay by mail package. This process is vey simple. Please choose the package 
or course you wish to attend remember to list the seminar location and date for live seminars. Fill out the student 
information form above and two (2) State Notary Public applications that are included. Return the completed 
packet by regular mail with payment.  Only checks or money orders are accepted by mail. DO NOT fax or email 
this package.  The state will not accept copies or faxed forms. 
  

 When filling out your state application the name to be listed on your commission can be your full first name 
and last name, full first name, with middle initial and last name, initial first name, full middle name and last name 
or full first name, full middle name and last name. No nicknames or other abbreviations can be used. This name 
must match your drivers’ license for identification purposes.  

 

All correspondence from the state in regards to your application and commission will be sent to your address 
of record. This will be your employers address, or your home address. This information will become public 
record. If you wish all correspondence to be directed to your home instead of your employers then fill ALL 
employer info with N/A, leaving no blanks lines or spaces on the application.  

 

When listing the addresses include the physical street address, a P.O. Box alone is not acceptable. Please 
include the four digit code for your zip codes. List your municipality, boro, or city information also. This is not 
the mailing address. This would be the governing entity of the address listed.  

 

Finally the bottom three questions should be answered and checked. Please check yes for the first question in 
regards to the mandatory education program. You will be attending this course through your purchase. DO NOT 
FORGET TO SIGN IT! Your signature MUST match the name on the application.                           

 

 Once we have received this completed package we will begin processing your courses and paperwork. If you 
purchased an online course, you will receive two emails. The first will be a verification email with your student 
ID number and User ID. A second will follow password and the link to the course purchased. Please keep the 
emails for future use if needed. All additional forms will be attached to these emails. If you purchased a live 
seminar, you will receive one confirmation email. Please keep that email for future use if needed.  

 

If you purchased a Full Commission Processing package, after your completion or attendance of the course, 
we will send then your application through the State Department for processing. In a few weeks you will receive 
a letter from your State Senator stating your application has been approved and forwarded to the appropriate 
authorities. In about two – three weeks after that you will receive your blank bond and letter of appointment. 
Please forward both letters to us at the address below IMMEDIATELY UPON RECEIPT. 

 

  We will execute your bond and return it to you with the final set of instructions. You will present this to your 
county recorders office. There you will record your bond, and sign your commission.  After you have recorded at 
your local county office, you must fax a copy for your commission to (866) 703-9798. We will then manufacture 
and mail your stamp to you. 
 

          If you have any questions please call us and we will advise you on the information needed. 412.607.0219. 
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Providing educational services for Pennsylvania Notaries Public 

 



 
 
 
 
 
 

Basic Notary 101                         

Online  ____ $40.00 Course Only   _______ $200.00 Online Basic Notary 101 & Commission Processing  
Live     ____ $50.00 Course Only   _______ $210.00 Basic Notary 101 Seminar & Commission Processing 
Live Seminar Date_______ Location__________________________________________________________ 
 

 

Notary Reappointment 

Online  ____ $40.00 Course Only   _______ $200.00 Online Reappointment & Commission Processing  
Live     ____ $50.00 Course Only   _______ $210.00  Reappointment Seminar & Commission Processing       
Live Seminar Date_______Location___________________________________________________________ 
 

 

Full Scope Notary 

Online  ____ $200.00 Course Only   _______ $360.00 Full Scope Notary Online & Commission Processing  
Live     ____ $225.00 Course Only   _______ $360.00 Basic Notary 101 Seminar & Commission Processing 
Live Seminar Date_______ Location__________________________________________________________ 
 

 

ASA Accredited Signing Agent 

Online  ____ $75.00   Course Only                                               
Live     ____ $100.00 Course Only      
Live Seminar Date_______Location___________________________________________________________ 
 

 

DMV Agent 

Online  ____ $75.00   Course Only    
Live     ____ $100.00 Course Only        
Live Seminar Date________Location__________________________________________________________ 
    
 
 
 
 
 

   Please make check or money order payable to PA Notary Inc.  Total Enclosed $_________ 

• Registration email and link access for online courses will be sent to the email address listed above upon receipt.  

• Cancellations for live seminars: Cancellations requests must be received by us five days prior to the scheduled class by the following 
methods for full refund. By email, by Fax at (866) 703-9798 or telephone at 412.607.0219. Also by US Mail to 341-D Baltimore Street 
Gettysburg, PA 17325. Cancellations must be acknowledged by us via email or telephone to receive a full refund. Transfers to other 
classes are accepted one day prior to class. That can be done by phone or email. 

• Cancellations or refunds for our online courses:  Refunds for online seminars are non-refundable once ANY class has been accessed. 
Refunds are not available for a commission processing package for anyone who fails to finish the procedure for any reason. If a student 
fails to execute their bond in the time frame allotted, we will resubmit their application for an additional $40.00. Refunds are not 
available for a commission processing packages either with a course or alone, for anyone who is rejected by the state. 

                        Mail To: PA Notary Inc. 341-D Baltimore Street Gettysburg, PA 17325 
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