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1.Creating Your Online Account & Logging In

Before you can use our online filing portal, you'll first need to create an account in our online portal.

Important: If you had an account in the old system before January 25, 2024, you'll still need to create a new
account.

Step 1: Go to the Login Page

e Visit the online portal: https://bcs.sos.arkansas.gov
e C(lick Login (top right corner).

=
- Arkdnsas Sl“ etplry of State

Welcome to the online fi ﬂmg portal of the Arkansas:Secretary. of State’s Business and Commercial Services
division. You may: start by selecting any of the online services below.

s e |

Online Filing Services Currently Available in this Porta:

Please returr to the Secretary of State’s website i you are [ooking for an onlfine fiing service not mentioned above.

UCC (Uiform Commercial Code) module faunching in 2025.

<0 Y

% @ Apostille & Certification

Online filings processed through: 6/10/2025 8 Currently working on filings sent on:
oy G202
i“ Free Notary Public Search

Notary Public Handbook (Revised Jan. 2025)  [§#]  Apostille/Certffication Verification
a A Apostille/Certification Brochure

Notary Work Queue &

New Notary - Apply Online Apostille/Certification Work Queue

Renew or Amend - Apply Online | Request Form - Prepare Online

Step 2: Sign In or Create Your Account

If you already have an account:

Creating an Online Account & Logging In
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e Enter your Email and Password.

e Forgot your password? Click "Forgot or Change Password" and follow the instructions to reset it.
(Note - When you receive the email to reset your password, you may see the login screen popup on
the page. Simply close the popup by clicking the “X” in the top right corner of the page.)

Arkansas Login

User Email

example@email.com

Password

& LOGIN

[Forgot or Change Password? :\rd"l
Create an account

If you need to create an account:
e Click Create an account.
e Fillin all required fields.
e Create a password that meets the listed security requirements.

Note: Your password will expire every 90 days. You'll receive an email reminder a week before it expires. At
any time you may reset your password by clicking “Forgot or Change Password?”

(see image on next page)

Creating an Online Account & Logging In
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Create Arkansas Account

First name Last name

n

John Doe

Email

example@email.com

Password

Must be at least 12 characters

Must contain ot least 1 uppercase letter
Must contain ot least one lowercase letter.
Must contain ot least one number.

Must contain ot lzast one special character
(PESHE (1, S a=2T

Confirm Password

CREATE ACCOUNT

Login with existing account

Step 3: Complete Account Setup

e After filling in your information, click Create Account.
e You'll be returned to the Login page. Sign in using your new credentials.

If you run into any issues, contact our office: Phone: (501) 682-340

Creating an Online Account & Logging In
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2.Submitting a New Notary Application (Web Filed)

To apply as a Notary Public in Arkansas, complete and submit the online New Notary Public Application form.
You may follow the following steps in order to complete the form.

Step 1: Find the Form

e Loginto the online portal.
e Go to the Forms page.
e Select New Notary Public Application under the Notary tab.

Arkansas
O Secretary of State
Apostille Facsimile Signature
CoLE JESTER P g Notary

)

Notary Public

C
: ) ) I b
\ “_—@l New MNotary Public Application

Step 2: Fill Out the Application

e Complete all required fields (marked with a red asterisk *).
¢ Indicate whether you are an Arkansas resident.

(image on next page)

New Notary Application (Web Filed)
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Applicant Name

The name listed on the application must match exactly how the name is listed on the Surety Bond.

First Na mo Middle/Initial Last Namo Suffix

Applicant Residential Address

Enter the address of your residence. No PO Boxes are permitted.
Are you an Arkansas residenlg

Yes, | am an Arkansas resident.

No, | am not an Arkansas resident.
/ AddreSQ
&

STE/APT/FL

Attention

af) sat() 2P cod)

AR v

If you are not an Arkansas resident (resident in an adjoining state):
e You must provide a valid Arkansas Employer/Business Address.
e Additional documentation is required. Refer to our Notary Handbook for more details.

If any field of the form is incomplete or has an error, the system will highlight it in red with a description of
what needs to be fixed.

Applicant Name

The name listed an the application must match exactly how the name is listed on the Surety Bond.

irst Name* Middle/Initial Last Name * Suffix

lense enter o full nome. ‘

Troubleshooting Note: If you do not list the name the same in both the Applicant Information and Required
Documents sections of the form, you will receive an error message.

New Notary Application (Web Filed)
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Step 3: Upload Required Documents

You will need to upload the following:
e Surety Bond (.PDF format)
o Must be a $7,500 bond from an authorized surety insurer or qualifying Arkansas business.
o In most cases your Surety Bond will include a Commission Start Date - use that on the online
form.
= Otherwise, use the current date.
» If you have questions about this, contact our office.
o Certificate of Arkansas Notary Exam Completion
o Must be completed via Classmarker.

Certificate of Arkansas Notary Exam Completion Upload

The Notary Exam must be completed through Classmarker. Once you have refgeived your certificorte, you must uplood it below.

Upload the Certificate of Arkansas Notary Exam Completion - Must be .P@IF format* @

& Select a file to upload (.pdf) &

Troubleshooting Note: If you receive an error that says Upload Failed, check to make sure that you are still
logged in. The system will “time out” after a period of inactivity.

New Notary Application (Web Filed)
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Step 4: Navigate Through the Remaining Sections of the Form

Step 5: Electronic Signature

e Sign your application electronically by typing your name.
e Your name must match exactly across all sections of the form and in this signature field.
Signature* Date*
SIGNATURE HERE 06/24/2025
@/ |, the undersigned, respectfully make application as an Arkansas notary public for a commission of ten (10) years
and further state that the information contained in this application is true and correct.®
Please verify the name you list on the signature line matches the nome listed in the Applicant Information.
Step 6: Submit & Pay
¢ Click File Online.
e You'll be redirected to the payment processor to pay the $20 filing fee.
e Download your receipt after payment.

Step 7: Record Your Oaths

Arkansas

CoLE JESTER

% Home

Track your filing status in the My Notary Work Queue page.
Once approved by the Secretary of State's office, print two copies of your Notary Oath of
Commission.

o Troubleshooting Tip: Use a desktop or laptop when sending to printer.
Take the certificates and your Surety Bond to your county’s Recorder of Deeds (most of the time it is
your County Clerk) for official recording.

Apostille Facsimile Signature Notary

My Notary Work Queue Search My Work Queue

Results: 1

Form Information File Number Status Status Date Submission Date Actions

NEW NOTARY TEST

FD00024515 Approved 04/22/2025 04/22/2025 &

Dupiicate Certificate of Commission Request

New Notary Application (Web Filed)
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Step 7: Submit Recorded Oaths

Mail the recorded oaths to:

Arkansas Secretary of State
Business and Commercial Services
500 Woodlane Avenue, Suite 256
Little Rock, AR 72201

You may also drop off the recorded oaths to:
Victory Building

1401 W Capitol Avenue, Suite 250

Little Rock, AR 72201

Important Note: Your commission is not active until our office receives and processes your recorded Oath
of Commission.

At this time, oaths cannot be submitted online.

New Notary Application (Web Filed)
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3. Submitting a Notary Renewal Application - Web Filed

You can renew your notary commission online if your current record is expired or within 60 days of
expiration.

Step 1: Start the Renewal Process
e Log into the online portal: https://bcs.sos.arkansas.gov
e Use the Notary Search to locate your notary record.
e Search by your name or commission number.
e Select the correct information in the results grid.
¢ In the slide out drawer, select File Amendment.
e From the list of amendments, select Notary Public Renewal.

Secretary of State

e Notary Staff Search

) Home

Notary Search
Search for a Notory Public by name, Notary Public Commission number, city, or by Special
Services offered.

B Forms

i you are renewing or amending a notary record, you must bgin by searching for the record,
Then you may click “File Amendment” after the record has been selected. You must be logged

in to do this.
24 Workview Manager

ER My Work Queue

2% My Records

Arkansas
Secratary of State
CoLE JesTER

5 Home NEW NOTARY TEST

Notary  StaffSearch

Q Search Search for o Notory Public by name, Nozary Public Commission number, city, or by Special ———__’ @
Services offered. .
Amendment
&) Forms f you are renewing or amending @ notary record, you must begin by searching for the record.
Then you may ciick “File Amendment” after the record has been selected. You must be logged Notary Name | NEW NOTARY TEST
in to do this Commission® 12708007
ity | Lictie Rock
new notary test g s | Good Standing
Advanced v Comm 782019
esuits: 5 Expir 7iE12029
PRyps S Notary Public
Name c Date Commission City of Residence Notary Status ~
Spect e NotApplicable
=) Forms Manager
NEW NOTARY TEST bd 62012019 12:00 M 12707867 Little Rock Good Standing
$ Accounting NEW NOTARY TEST bd 6/20/2019 1200 AM 12707868 Little Rock Good Standing

NEW NOTARY TEST bl 7752019 12:00 AM 12705007 Lirsle Rack Good Standing
NEW NOTARY TEST mnp——__m Little Rack Good Standing

NEW NOTARY TEST bl 712120191200 Am 12708035 Little Rock Good Standing

Notary Renewal Application (Web Filed)
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Step 2: Fill Out the Renewal Application

e Complete all required fields (marked with a red asterisk *).
¢ Indicate whether you are an Arkansas resident.

Applicant Name
The name listed on the application must maotch exactly how the nome is listed on the Surety Bond.

First Namo Middle/Initial Last Namo Suffix

Applicant Residential Address
Enter the address of your residence. No PO Boxes are permitted.

Are you an Arkansas residenlo
Yes, | am an Arkansas resident.

No, | am not an Arkansas resident.
/ addresD)

STE/APT/FL

Attention

) sl zip codl)

If you are not an Arkansas resident (resident in an adjoining state):
e You must provide a valid Arkansas Employer/Business Address.
e Additional documentation is required. Refer to our Notary Handbook for more details.

If any field of the form is incomplete or has an error, the system will highlight it in red with a description of
what needs to be fixed.

Applicant Name
The name listed on the application must match exactly how the name is listed on the Surety Bond.

irst Name * Middle/Initial Last Name * Suffix

Flease enter o full nome. <

Notary Renewal Application (Web Filed)
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Troubleshooting Note: If you do not list the name the same in both the Applicant Information and
Required Documents sections of the form, you will receive an error message.

Step 3: Upload Required Documents

You will need to upload the following:
e Surety Bond (.PDF format)

o Must be a $7,500 bond from an authorized surety insurer or qualifying Arkansas business.

In most cases your Surety Bond will include a Commission Start Date - use that on the online
form.

=  Otherwise, use the current date.

» If you have questions about this, contact our office.
e Certificate of Arkansas Notary Exam Completion

o Must be completed via Classmarker.

O

Surety Bond Upload
JUpload a Copy of Your Surety Bond - Must be .PDF format* @

¢P Select afile to upload (.pdf)

Certificate of Arkansas Notary Exam Completion Upload

The Notary Exam must be completed through Clossmarker. Once you have refeived your certificote, you must uplood it below.

JUpload the Certificate of Arkansas Notary Exam Completion - Must be .PQF format* @

@ Select a file to upload (.pdf) &

Troubleshooting Note: If you receive an error that says Upload Failed, check to make sure that you are still
logged in. The system will “time out” after a period of inactivity.

Notary Renewal Application (Web Filed)
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NEW NOTARY TEST
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Step 4: Navigate Through the Remaining Sections of the Form

Step 5: Electronic Signature
e Sign your application electronically by typing your name.

e Your name must match exactly across all sections of the form and in this signature field.

Signature* Date*

SIGNATURE HERE 06/24/2025

@/ |, the undersigned, respectfully make application as an Arkansas notary public for a commission of ten (10) years
and further state that the information contained in this application is true and correct.®

Please verify the name you list on the signature line matches the nome listed in the Applicant Information.

Step 6: Submit & Pay
e C(lick File Online.
e You'll be redirected to the payment processor to pay the $20 filing fee.
e Download your receipt after payment.

Step 7: Record Your Oaths
e Track your filing status in the My Notary Work Queue page.
e Once approved by the Secretary of State's office, print two copies of your Notary Oath of
Commission.
o Troubleshooting Tip: Use a desktop or laptop when sending to printer.
e Take the certificates and your Surety Bond to your county’s Recorder of Deeds (most of the time it is
your County Clerk) for official recording.

Apostille Facsimile Signature Notary

My Notary Work Queue Search My Work Queue

Results: 1

Form Information File Number Status Status Date Submission Date Actions

FD00024515 Approved 04/22/2025 04/22/2025 &

Dupiicate Certificate of Commission Request

Notary Renewal Application (Web Filed)
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Step 7: Submit Recorded Oaths

Mail the recorded oaths to:

Arkansas Secretary of State
Business and Commercial Services
500 Woodlane Avenue, Suite 256
Little Rock, AR 72201

You may also drop off the recorded oaths to:
Victory Building

1401 W Capitol Avenue, Suite 250

Little Rock, AR 72201

Important Note: Your commission is not active until our office receives and processes your recorded Oath
of Commission.

At this time, oaths cannot be submitted online.

Notary Renewal Application (Web Filed)
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4. Submitting a Notary Amendment (Web Filed)

You can update your contact information (county of commission, address, or email) online if you are a

Notary in Good Standing. Below are the steps on how this can be done:

Step 1: Start the Amendment Process
e Loginto the online portal: https://bcs.sos.arkansas.gov
e Use the Notary Search to locate your notary record.
e Search by your name or commission number.
e Select the correct information in the results grid.
e Inthe slide out drawer, select File Amendment.
e From the list of amendments, select Notary Public Renewal.

Natary Staff Search
Notary Search
Search for o Notary Public by nome, Notary Public Commission number, city, or by Special
Services offered
Farm If you are renewing or amending o notory record, you must begin by seorching for the record.
Then you may click “File Amendment” after the record has been selected. You must be logged
in to do this.
Aioriciew Manager
Gueue
Advanced ¥
My Records
Notary Statt Search
Notary Search
Search for o Notory Public by nome. Notary Pubiic Commission number, oy, or by Special
Servaces offered.
Ferme f you ore renewing or Gmending @ notary record, you must begin by seorching for the record
Then you may click “File Amendment” aféer the record has been seleceed. Vou muse be logged
i to do this.
Woriies Manager
new notary test a
Advanced ¥
ity of Reshdence Notary Statiss
NEW NOTARY TEST Lirte Rock Good Swanding
§ asoumsng WEW NOTARY TEST Pt Linte Rk Good Standing
NEW NOTARY TEST 12708007 Lirgie Rk Gaoed Standing
quave
NEW NOTARY TEST ! Lt Roock Good Standing
R NEW NOTARY TEST 1270803 Listie Rock Good Standing

Notary Public Amendment Filings (Web Filed)
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Step 2: Select the Information to be Amended

You can update:
¢ Residential or Mailing Address: Check "l need to update my address."

e Employer/Business Address (for non-residents): Check "I need to update my Employer/Business
Address."

e Email Address or Phone Number: Update these fields directly.

Notary Information

First Mame Middle/Initial Last Name Suffix
NEW NOTARY TEST

Commission Number:

12707867

Commission Expiration Dgjs
06/20/2029

I need to update my addresses.

I need to update my Employer/Business Address (only applicable for nonresidents to Arkansas).

Important: Name changes cannot be submitted online. You must complete a paper application and include
certified documentation (e.g., marriage license, divorce decree).

Paper applications for name changes can be mailed or dropped off at:

Arkansas Secretary of State
Business and Commercial Services
1401 W Capitol Avenue, Suite 250
Little Rock, AR 72201

Notary Public Amendment Filings (Web Filed)
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Step 3: Submit the Amendment
e Review your changes carefully.
e Click File Online to submit.

Step 4: Track Your Amendment
e Check the status of your filing and download any updated documents from your My Notary Work

Queue page.

Apastille Facsimile Signature Notary

My Notary work Queue Search My Work Queue

Form Information File Number Status Status Date Submission Date Actions

NEW NOTARY TEST

b F000024519 Approved 04/22/2025 04/22/2025 BE &
Duplicote Certificote of Commission Request

Notary Public Amendment Filings (Web Filed)
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5. Preparing an Apostille/Certification Filing Online

You can submit requests for Apostille or Certification of Authentication through the online portal. You may
complete the following steps to submit this request.

Step 1: Access the Request Form
e Loginto the online portal: https://bcs.sos.arkansas.gov
e Go to the Forms page.
o Select Apostille/Certification of Authentication Request Form under the Apostille tab.

Q Seard] Apostille & Certificate of Authentication

—| Apostille/Certificate of Authentication Request
| .‘@ Form

Step 2: Complete the Request Form

e Fill out all required fields (marked with a red asterisk *).
e Select the country where your documents will be used. This determines whether an Apostille or
Certification of Authentication will be issued.

(image on next page)

Apostille & Certification Request Form (Web Prepared)
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Document Information:

Flease provide the following information obout your documents. The ariginal documents must be sent to our office with thizs request.

What country will your documents be used in?*

An Apostille or Certificote of Authentication i= not valid for use inside the United Stotes.

Peru L4

Please affirm the following o
I acknowledge this country IS & part of the Hague convention and an Apostille will be generated.
Requested Document Ty
All documents submitted must be an original or certified copy. Please do not submit photocopies.
Background Check
Birth Certificate
Copies
Death Certificate
Diploma
Divorce Decree
Financial - Personal
Legacy Document
Marriage License
Other
Power of Attorney
Proof of Life
School Transcript

Single Status Certificate

¢ Indicate who is submitting the documents (individual, firm, or agency).
e Provide clear return instructions, including:
o Mailing address for return.
o Preferred delivery method.
o Pre-paid return envelope or shipping label (optional but recommended for tracking).

Note: You may also email a pre-paid shipping label to corprequest@sos.arkansas.gov.

Step 3: Submit & Pay (Two Options)

Option 1: Pay Online
e Select Pay Online, then Print and Mail.
e Enter payment information for the filing fee.
e After payment, print your Request Form from your My Apostille Work Queue.

Apostille & Certification Request Form (Web Prepared)
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Note: Filing fees are non-refundable. If your filing is rejected, you must resubmit and pay the fee again.

Option 2: Pay by Check or Money Order
e Select “Send in a check or money order” (without online payment).
e Include your check or money order with your documents when mailing.

>

Payment Method

hoose a payment option: *
Fay online (click pay "pay online, then print and mail" below)

Send in a check or money order with the application

() Print and Mail

By selecting “File Online,” you are submitting an apostille or authentication request to the Secretary of State’s
office.

In order to complete this request, you must send your printed request form and the documents being
authenticated to our office. You may either mail the documents by USP5, send it by expedited shipping through
FedEx or UPS, or drop off the documents to our office. You may send them to the address below:

Arkansas Secretary of State
Business and Commercial Services
1401 West Capitol Avenue, Suite 250
Little Rock, AR 72201

A pre-paid return envelope or shipping label may be provided with the documents that are submitted to our
office. You may also email a pre-paid shipping label may be emailed to our office at
corprequest@sos.arkansas.gov.

If there is no return envelope or pre-paid shipping label provided, the Secretary of State’s office will return the
documents via standard mail e provided mailing address. There will be no tracking or delivery status
provided after it has left office. Qur office is not responsible for lost documents.

ing fees paid in the online portal are non-refundable. Any filing that is rejected must
be resubmj and the subsequent filing fee must be paid as well.

we any further questions, you may contact our office at {(301) 682-3409.
Pay Online, then Print and Mail

Apostille & Certification Request Form (Web Prepared)
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Step 5: Mail or Deliver Your Documents

Send your printed Request Form along with the documents to be authenticated to:

Arkansas Secretary of State
Business and Commercial Services
1401 W Capitol Avenue, Suite 250
Little Rock, AR 72201

¢ We recommend using expedited shipping (FedEx, UPS) for tracking.
¢ You may also mail via USPS or drop off documents in person.

e If no pre-paid shipping label or return envelope is provided, documents will be returned via standard
mail without tracking.

Apostille & Certification Request Form (Web Prepared)
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6. Helpful Links & Contact Information

Quick Links:

e SOSE Online Portal

e Notary Handbook (PDF)

e Arkansas Notary Search

e Apostille/Certification Verification

e Classmarker - Notary Exam

e Apostille/Certification Brochure (PDF)

e Notary Frequently Asked Questions (PDF)

Contact Information:

If you need assistance or have questions, please contact us:
Arkansas Secretary of State

Business and Commercial Services

1401 W Capitol Avenue, Suite 250

Little Rock, AR 72201

Phone: (501) 682-3409

Helpful Links & Contact Information
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