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Account owners on the Notarize℠ platform can add and manage a team of IHNs from the 
“Team” tab within their account. Once added to an account, IHNs can create transactions, 
send eSign or notarization requests, and connect with signers – all from a single dashboard.

An In-House Notary (IHN) works on behalf of an employer to execute transactions for internal personnel 
or external customers, oftentimes as part of a broader team of on-staff notaries.

Prior to being added to a Notarize account as an IHN, your employee notaries 
should review their state’s compliance requirements to ensure they meet the 
standards to complete online notarizations.

Specifically, notaries should obtain authorization and approval to complete online 
notarizations from their commissioning entity. An online notarization commission is 
different from a traditional notary commission, and the authorization process may 
require additional fees, supplemental training, or an increase in the notary’s bond or 
errors and omissions (E&O) insurance.

Detailed, state-specific information can be found by selecting your state from our 
map on www.notarize.com/ihn.
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When a notary has the proper authorization, the Account Administrator should add 
the notary as a user on the account.

The notary will receive an invitation to build their Notary Profile, which will capture 
and reflect their notarial information. A step-by-step guide to complete the Notary 
Profile can be found here.

Here’s how you can add IHNs to your Notarize account: 
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How to Become an In-House 
Notary on the Notarize Platform

http://www.notarize.com/ihn
https://support.notarize.com/hc/en-us/articles/4408314972439
https://support.notarize.com/hc/en-us/articles/4408314972439
https://support.notarize.com/hc/en-us/articles/4410483423639
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About NotarizeSM

Notarize is the leader in online notarization, which is simpler, smarter and safer than notarizing documents on paper. From buying 
or selling a home to adopting a child, Notarize is bringing trust online 24/7 for life’s most important moments. For more information, 
please visit notarize.com. 
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When ready, the notary can submit their Notary Profile for review by Notarize’s 
Notary Partnerships team, which will verify the notary’s commission details. 
Notaries should expect account approval or a request for additional information 
from notarypartnerships@notarize.com within 4 business days.

After submitting their profile for review, the notary will receive access to the 
Notarize Learning Management System to begin notary platform training. 
Completing the platform training is highly recommended but is it not required 
to utilize the Notarize platform.

Once their profile is approved by the Notary Partnerships team, the notary can 
begin completing notarizations for your business as an In-House Notary!
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For more information about the notary onboarding and 
approval process, contact Notarypartnerships@notarize.com 
or visit the Notarize Real Estate Academy.

https://www.notarize.com
mailto:notarypartnerships%40notarize.com?subject=
mailto:Notarypartnerships%40notarize.com?subject=
https://www.notarize.com/academy/real-estate-academy

