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Indiana Notary Public Application Checklist 
 

(Mail your application and a copy of this checklist in a standard business window envelope. Make certain the address below shows through the window) 
 
Did you… 
� Print Page 1 and Page 2 on the front and back of a single piece of paper? 
� Check your application for accuracy and completeness (compare to color-coded instructions)? 
� Sign as the “Applicant” in Section 9 and as the “Principal” in Section 10? 
� Have your signatures notarized in Sections 9 and 11? Did your notary place their seal where they signed? 
� Consider Notary Public E & O insurance to protect yourself against innocent mistakes plus defense costs? 

• $10,000 coverage for eight years - $  65.00 (only $8.13 per year!) 
• $15,000 coverage for eight years - $  84.50 (only $10.56 per year!) 
• $25,000 coverage for eight years - $104.00 (only $13.00 per year!) 

� Enclose your payments? (One check payable to the Secretary of State; One check payable to G. A. MacDonald Associates) 
 

� Standard Service  
With Standard Service, your application is processed within two (2) business days and forwarded to the 
State via first class mail.  Standard Service clients typically experience a seven (7) to ten (10) business 
day turnaround from the date their application is received in our office to the date they receive their 
commission via first class mail 
 
 One check payable to Secretary of State   $   ___  5.00 
 One check payable to G. A. MacDonald Associates  $         ___      

� WAIVE all Notary Public E & O Coverage   $  50.00 
� ADD $10,000 coverage for eight years      $115.00 
� ADD $15,000 coverage for eight years       $134.50 
� ADD $25,000 coverage for eight years      $154.00 

 
� Priority Service 
With Priority Service, your application is processed and sent to the Secretary of State’s office via 
FedEx® the same business day it is received.  Our office will notify you via e-mail when your 
application is forwarded to the State and when your commission is issued with your commission 
number and expiration date.  Priority Service clients typically experience a two (2) to four (4) business 
day turnaround from the date their application is received in our office to the date we confirm issue by e-
mail: 

One check payable to Secretary of State   $    ____ 5.00 
 One check payable to G. A. MacDonald Associates  $__________             

� WAIVE all Notary Public E & O Coverage   $  65.00 
� ADD $10,000 coverage for eight years      $130.00 
� ADD $15,000 coverage for eight years       $149.50 
� ADD $25,000 coverage for eight years      $169.00 

 
Please provide your e-mail address for confirmation:   __________________________________ 

    Your e-mail address 
   ______________________________________ 
   ______________________________________ 
   ______________________________________ 
   ______________________________________ 
 
     G. A. MacDonald Associates     G. A. MacDonald Associates 
     Attn: Notary Department     Attn: Notary Department 
     2200 Lake Avenue, Suite 120     2200 Lake Avenue, Suite 120 
     Fort Wayne, IN  46805      Fort Wayne, IN 46805 
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