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Notaries

* “Notaries are public officers. They are charged to receive acts inter
vivos and wills, and to attribute public faith thereto, they shall be
responsible for their custody and shall give out copies and extracts of
or from such acts or wills” — Article 2 of Chapter 55
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Notaries’ role in the legal system

* Notaries play a vital role in the legal system, particularly in the fields
of property law, civil law, and contract law. They are public officers
entrusted with a range of responsibilities aimed at ensuring the
legality and authenticity of documents and transactions.

* Notaries serve essential functions within the legal framework,
ensuring that legal documents are executed correctly and that
transactions are conducted in a lawful and ethical manner.

* Their responsibilities encompass a wide range of activities, from
drafting and verifying documents to providing legal advice and
facilitating transactions, all while upholding public trust and
maintaining high ethical standards.
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Drafting and Executing Notarial Acts

* Deeds and Contracts: Notaries draft and execute various legal
documents, including deeds of sale, donation, wills, powers of
attorney, and other contracts. Their involvement adds a layer of
authenticity and legal validity to these documents.

 Advisory Role: They advise clients on the legal implications of the
documents being executed, ensuring that parties understand their
rights and obligations.
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Authentication and Verification

» Authenticating Signatures: Notaries verify the identities of the
parties involved in a transaction, ensuring that signatures on
documents are genuine and that the parties have the capacity to
act (e.g., mental capacity, legal age).

* Document Verification: They examine the documents for
compliance with legal requirements and ensure that all necessary
provisions are included.
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Safekeeping of Documents

 Record Keeping: Notaries maintain comprehensive records of all
notarial acts executed, including a register of deeds. This serves as
an official record for future reference and legal verification.

* Secure Storage: They are responsible for the safe custody of
original documents, ensuring they are protected against loss or
damage.
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Facilitating Transactions

* Property Transactions: Notaries are often involved in property
transactions, ensuring that the transfer of property ownership is
conducted legally and efficiently. They ensure compliance with the
law, including tax obligations and registration requirements.

 Mediation and Dispute Resolution: In some cases, notaries may act
as mediators in disputes related to contractual obligations or
property issues, helping parties reach amicable agreements.
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Legal Advice and Guidance

* Client Consultation: Notaries provide legal advice to clients on a
wide range of issues, including property law, family law, and
inheritance matters.

* Legal Requirements: They help clients navigate complex legal
requirements and procedures.
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Compliance with Legal Standards

 Adherence to Legislation: Notaries must comply with the Notarial
Profession Act and other relevant legislation. They are expected to
stay updated on legal developments and changes in regulations.

» Ethical Standards: Notaries are bound by ethical standards and
codes of conduct, ensuring they act impartially, fairly, and in the
best interests of their client
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Public Service and Trust

* Public Trust: As public officials, notaries are entrusted with a
significant level of authority and responsibility. They are expected
to act in the public interest, ensuring transparency and integrity in
legal transactions.

* Impartiality: Notaries must remain neutral in transactions, acting as
unbiased facilitators rather than advocates for any particular party.
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Involvement in Wills and Inheritance
MERE

* Drafting Wills: Notaries assist clients in drafting wills, ensuring
compliance with legal requirements and clarity in the distribution of

assets.

* Succession: They may also be involved in probate (where someone
has died and left a will. It's a court document that confirms a
person's last will and testament and allows the executors of the will
to deal with assets left behind.) proceedings, helping execute the
wishes of the deceased and ensuring proper administration o
estate.
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Collaboration with Other Professionals

* Interdisciplinary Collaboration: Notaries often work alongside
lawyers, accountants, and other professionals to provide
comprehensive legal services to clients.

* Referral Services: They may refer clients to specialized
professionals when necessary, ensuring clients receive the best
possible guidance.
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Further powers of the notary

(a) To sign applications or other acts relating to matters cognizable by a court of voluntary jurisdiction;
(b) To receive on oath "acts of notoriety” in civil and commercial matters, and dying declarations;

* (c) to administer oaths to experts or referees or translators or other persons in connection with any extra-judicial report or
reference or translation of any act or document or with any declaration relating to capitals, stocks and shares and relative
coupons, when the parties desire to have such report, reference, translation or declaration verified on oath;

* (d) to authenticate signatures in private writings, or the mark of_an¥] person who is unable or does not know how to sign, affixed
to any such writing by way of approval of the contents thereof in the presence of two qualified witnesses, after such
contents have been explained to the parties by the notary;

* (e) to give out on the demand of any person certificates in proof of the life or existence of such person;
* (f) to draw up protests for non-acceptance or non-payment of bills of exchange or promissory notes, for money or goods;

+ (g) to give out certificates attesting the accuracy of copies of or extracts from books or documents produced by the parties, as
compared with the originals of such books or documents;

+ (h) to give out certificates attesting the faithful translation of acts or documents from one language into another provided both
languages are known by the notary;(i) to act as mediators;

* (j) ex -officio to act as Commissioners for Oaths for the purposes of the Commissioners for Oaths Ordinance;

* k) toissue a European Certificate of Succession in terms of Regulation (EU) No. 650/2012 of the European Par
?:f fclhée gounal of 4 July 2012 in accordance with the provisions of Sub-title IV of Title Ill of Part Il of Book Secoj
ivil Code;

* (1) generally, to exercise such other powers as are assigned to them by law.
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Record keeping

* Notarial Registers: Notaries are required to maintain registers of all
acts they execute. These registers serve as official records and
include details about the parties involved, the nature of the act, and
the date of execution.

* Archiving: Notarial acts must be archived properly. Maltese law
stipulates that notarial deeds should be stored securely to ensure
their preservation and prevent unauthorized access.
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Accessibility

* Client Access: Clients have the right to request copies of notarial
acts executed on their behalf. Notaries must ensure that copies are
provided upon request, maintaining confidentiality and compliance
with data protection laws.

* Public Access: Certain notarial acts may be made available to the
public, especially those concerning property transfers, ensuring
transparency In transaction
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The drawing up of acts

* It 1s the duty of the notary to direct the drawing up of the act from
beginning to end, even when he causes it to be prepared by a person
whom he deems trustworthy.

* The notary alone 1s competent to ascertain the will of the appearers
and to 1nquire, after reading over and explaining the act to them,
whether it is in accordance with their will.
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Volumes not to contain more than' 350
pages.

* No volume of the original acts or of the registers shall contain more
than three hundred and fifty pages.

* Provided that where any single act 1s contained 1n more than three
hundred and fifty pages (350), the original or register of such act
maybe contained 1n a separate volume containing that sole act, and 1n
such case such volume may consist of more than three hundred and
fifty pages.

* It shall be lawful to bind in one volume the registers of two or more
years.
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Cancellation or addition of words.

* No erasure shall be made and there shall be no cancellation or addition
of more than fifty words 1n or to any one act in the register:

* Provided that where any words are cancelled and substituted by any
one or more words, account shall only be taken of the number of
words cancelled or words added 1n substitution thereof, whichever 1s
the greater.
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Title of acts and blank pages.

* The notary must, within twenty-four hours of the execution of each
act, write the title thereof in the margin.

* It shall not be lawful to tear out any unwritten pages or part of any
unwritten page of any act or of any annexe thereto.

* On every such unwritten page or part thereof between one act and
another the notary must, within twenty-four hours of the execution of
the act, draw two transversal lines across the whole length of the
unwritten space.
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Hand/type writing.

* No single volume shall be partly handwritten and partly typewritten or
printed, except that where any part of the original, or any annexe
attached thereto, 1s printed, a facsimile of the same may be used 1n the
registration thereof:

* Provided further that cancellations and additions may be hand-written
notwithstanding that the register 1s typewritten or printed
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What notaries are also empowered to do

* Notaries are empowered to draft private writings containing

agreements that purport to create legal rights and obligations between
third parties.

* Notaries are empowered to examine title to immovable property

* Notaries are empowered to give advice on any of the functions and
powers vested in them, and on any matter or competence attributed to
them, whether exclusively or otherwise, under any law or regulation,
and 1n general, on anything relating to the proper discharge of their

obligations or engagement, and this notwithstanding anything the
be stipulated under any other law.
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Publication on Government websites-afafts o s
annual list of practising notaries, keepers of
acts and depositaries

* The Chief Notary to Government shall in January of each year post on one
of the Government websites the lists mentioned hereunder which he shall

update from time to time as the need arises:
* (a) the names of the notaries practising their profession in Malta and Gozo;

* (b) the names of notaries who are the keepers of the acts of deceased
notaries or of notaries who have ceased to practise their profession, together
with the names of the notaries whose acts are so kept.

* Whenever the Chief Notary posts or updates the lists, he shall make a print-
out thereof stating thereon the date and time of the print-out which he shall

sign and preserve in a register for the purpose.

* The print-out and any copy thereof duly authenticated by the Chief ]
or a Notary to Government shall be evidence of 1ts contents for any

of law.
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For how long notaries are appointed?

* Notaries are appointed for life by the President of Malta by a notice
published 1n the Gazette, and may exercise their functions in any part
of Malta.
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Notary bound to give his services.

* The notary may refuse his services or terminate any engagement for
his services at his discretion without justification, and will not be required
to consider the effect or consequence of such refusal.

 Without prejudice to the gener_alitz_of the foregoin%_sub—article, the
notary shall hot be bound to give his services or to finalise any
engagement, if subsequent to the acceptance of the engagement:

* (a) the parties fail to deposit with him the amount of duties, taxes, fees and
expenses in respect of any service or deed, either at the moment of publication

of the deed or on the execution of the service requested; or
* (b) his services are required on a public holiday or between 9.00 p.m. of one
day and 8.00 a.m. of the following day.

 These Brovisions shall not aﬁply in the case of a will and the provisiog
titled (b) shall not apply in the case of a sea protest.
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Keepers of notarial acts

* Any notary to whom the Court of Revision of Notarial Acts entrusts the custody of
the deeds and registers of any deceased notary or of any notary who has ceased to
exercise his functions in any of the cases laid down in this Act, for the dpurpc.)s_e of
taking due care thereof, of allowm%lthem to be inspected and read, and of glvm%v[
out copies and extracts of or from the same as provided in Chapter 55 of the LO
or 1ssue the declaration in terms of the proviso to article 68(2), 1s said to be a
keeper of notarial acts.

* Notwithstanding any provision of this or any other law, and saving any agreement
to the contrary by notarial act between the interested parties, the appointment of a
notary keeper shall not imply that the keeper 1s responsible for the payment:

* (a) of any registry fees, duty, tax, impost or penalty due by or which could have been imlposed

on the receiving notary in terms of past or current fiscal legislation, or any other law, unless
and until such time as the keeper 1s put in funds to be able to pay same; or

* (b) of any disciplinary punishment awarded or that could have been awarded to the rg
notary for any breach by him of this or any other law.
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Notarial Deposit Account

* Every notary, except those referred to the Notaries to Government, Assistant
Notaries to Government and Notaries Public with the Lands Authority, shall
open an account with a local commercial bank, to be designated a "Notarial
Deposit Account”, in which he shall deposit all monies deposited with him
in his professional capacity:

* Provided that where the notary closes such account he shall, unless he has
already done so, open another one with the same or a different local bank 1n
such a way that he shall always have one such account open.

* Provided further that the notary may open more than one such account.

* The notary shall inform the Notarial Council in the manner and withi
time prescribed of the opening and closing of the accounts.
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Notary Deposit Account cont'd

* The notary shall keep a register in the manner prescribed wherein he
shall list all the monies deposited in and withdrawn from the accounts,
and he shall note therein all other information as may be prescribed.

* Provided that the notary shall not divulge any information referred to
hereby except upon an order of a court.

* The notary shall hold monies deposited in such accounts in the name
of the persons entitled thereto, and he shall be obliged to pay the
equivalent of such monies to such persons as and when the monies
become due. Any interest which may accrue in such accounts shall
appertain solely to the notary as his remuneration for the serviceds
gives 1n holding such deposits and operating such accounts.
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NOtary mUSt be Certain Of identity OfLawFundamentalsforOfficeAssistants
appearers, attestors, witnesses and
Interpreters.

* The notary must personally be certain of the identity of the appearers,
attestors, witnesses and interpreters.

* Such 1dentity shall be ascertained by the production of the official
1dentity card, passport or other similar official document and, where
such document cannot be produced by any of the appearers, on the
testimony of two attestors who may also be the witnesses appearing on

the act.
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Use of et caetera clauses prohibited.

* Notaries may not make use of abbreviated clauses commonly called ef caefera clauses, in any
contract of sale, exchange, emphyteusis or letting and h;rlnﬁ, or in any other contract for
constituting a pledge, or a privilege or a general or special hypothec.

* Nor may any notary, in any contract whatsoever, make use of any et caetera clause implying a
derogation of any of the provisions of Title IV of Part IT of Book Second of the Civil Code.= titled
“Of Obligations 1n General™.

* Where the appearers, for the purpose of modifyinﬁ the effects of the laws relating to contracts in
general or to the contracts of sale, exchange, emphyteusis or lettln%land hiring, desire to make
stipulations which heretofore were deemed to have been made by the use of an et caetera clause,
the notary may express such stipulations either by writing out such clause in full and without
abbreviations or by using other expressions signifying the will of the appearers.

. Afrf}y clause inserted 1n any contract in contravention these provisions, shall be void and of no
etrect.

 The provisions of article 1007 of the Civil Code shall not apply to the clauses the use whereg
prohibited by this article. (Customary clauses)
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Understand the importance of the'immiiseien
reception and the custody of documents

recejived.

* The reception and custody of documents are crucial responsibilities
in a professional setting, particularly in the context of notarial work,
legal professions, financial institutions, and other sectors dealing
with sensitive or legal documentation.

* Ensuring the proper handling, storage, and security of these
documents is essential for legal compliance, confidentiality, and
maintaining public trust.
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Legal Compliance and Authenticity

» Adherence to Legal Requirements: In many fields, especially in the
notarial profession, there are strict laws and regulations governing
the reception and custody of documents. Proper handling ensures
compliance with local, national, or international laws and standards.

* Preservation of Authenticity: Receiving and maintaining
documents appropriately helps to preserve their authenticity. This
means protecting the integrity of the documents to avoid disputes
legal challenges, or accusations of tampering.
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Confidentiality and Data Protection

* Maintaining Client Privacy: In sectors like notarial services, legal,
medical, or financial fields, documents often contain sensitive
information. Proper reception and custody protocols ensure that
confidential information is not exposed or mishandled.

« Compliance with Data Protection Laws: Laws like the General Data
Protection Regulation (GDPR) in the EU place stringent obligations
on how personal information must be handled. Proper document
custody helps to protect against breaches, penalties, and
reputational damage.
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Accuracy and Record Keeping

* Proper Reception for Accurate Records: When documents are
received and catalogued systematically, it minimizes the risk of
losing or misplacing them.

» Effective record-keeping protocols allow for easy retrieval and
verification when needed.

* Accurate reception and custody practices create an audit trail that
ensures accountability. This is essential for verifying transactions,
handling disputes, or responding to legal inquiries.
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Efficiency and Professionalism

» Enhanced Workflow and Accessibility: Well-organized document
reception and custody systems improve efficiency. Staff can easily
access the right documents when needed, reducing time wastage
and enhancing service delivery.

* Professional Image and Trust: A professional approach to receiving
and safeguarding documents projects a trustworthy and competent
image to clients. It reassures clients that their documents and
information are handled with care and responsibility.
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Security Against Fraud and Unauthorize
Access

* Preventing Fraud and Misuse: Proper custody procedures, including
secure storage and restricted access, help prevent the unauthorized
alteration, destruction, or loss of documents.

» Secure Digital Custody: With increased use of digital records, it's
crucial to employ secure digital storage methods, including
encryption, secure backups, and cybersecurity measures to protect
against hacking or data breaches.
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Client Relationships and Transparency

* Reassuring Clients: When clients are confident that their
documents are being received, stored, and maintained securely, it
strengthens their trust in your organization or services.

* Building a Transparent System: Clear protocols for document
reception and custody make it easier to demonstrate transparency
in operations, thereby improving client satisfaction and stakeholder
confidence.
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The reception and custody of documents

* The reception and custody of documents are foundational to
maintaining legal integrity, protecting confidentiality, reducing risks,
and building trust with clients and stakeholders.

* Proper protocols in document reception and secure custody are not
only about safeguarding physical or digital records but are also
about ensuring compliance, accountability, and professionalism in
any organization dealing with sensitive or legal documents.
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Importance Of Pu blic Faith in Legal Law Fundamentals for Office Assistants
Transactions

* Legal Certainty and Security: The attribution of public faith
provides legal certainty to transactions, ensuring that parties can
rely on notarized documents as accurate reflections of their
agreements.

» Efficiency in Judicial Proceedings: Public faith simplifies the
evidentiary requirements in judicial proceedings. Courts generally
accept notarized acts as authentic without requiring further proof of
their validity, unless their authenticity is formally challenged.

» Safeguarding Parties’ Interests: Public faith ensures that the
interests of all parties are protected by confirming their ident
legal capacities, and willingness to enter into transactions.
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Ensure what is the attribution of public
faith into acts inter vivos and wills.

* The attribution of public faith in notarial acts, both inter vivos
(among the living) and wills (testamentary acts), is an essential
concept under Maltese law.

* Public faith refers to the legal trust and authority that the state
confers on certain acts performed by a notary public. In Malta, the
Notarial Profession and Notarial Archives Act (Chapter 55) of the
Laws of Malta is the primary legislation governing this concept
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Definition of Public Faith

* In the context of notarial law, public faith implies that the acts and
deeds executed by a notary have a presumption of authenticity
and legal validity. The public, courts, and other authorities rely on
the notarized acts as evidence of the expressed intentions of the
parties involved.

» This legal presumption places a significant responsibility on notaries
to execute acts faithfully and accurately.
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Attribution of Public Faith to Notarial’/Acts=""
Inter Vivos Acts

* Acts inter vivos are legal documents related to transactions or
agreements between living persons. These include contracts of
sale, powers of attorney, leases, and other legal agreements. When
a notary drafts and executes these acts, they are considered to bear
public faith. This means that:

* The contents of the documents are presumed to be true and
reflective of the intentions of the parties.

* The signatures and identities of the parties are verified and
authenticated by the notary.

* Any facts or declarations recorded in the notarial deed, such 3
presence of witnesses, are considered reliable.
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Attribution of Public Faith to Notarial’/Acts=""
Wills

* Notaries in Malta also draft and execute public wills, which are
testamentary acts expressing the intentions of a testator regarding
the disposition of their estate after their death. The attribution of
public faith in wills implies that:

 The will, when executed before a notary, is presumed to be valid
and legally binding.

 The notary verifies the capacity and volition of the testator to
ensure that the will reflects their genuine intentions.

* The notary ensures the will's compliance with the formal
requirements prescribed by law

www.21Academy.education
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Organise resources tO effeCtiVEIy appla Fundamentals for Office Assistants
theoretical knowledge to real-world scenarios

* Organizing resources to effectively apply theoretical knowledge to real-
world scenarios is crucial for achieving practical competence in any field.
Whether in law, or business, or any otgher field, translating theory into
practice involves strategic planning, resource management, and a focus
on hands-on experiences.

* We need to:

* |dentify Key Theoretical Knowledge

» Allocate and manage resources
Develop a Learning and Practice Framework
Collaborate and Engage with Others
Implement continuous improvement
Establish Clear Goals and Milestones
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Organise resources tO effeCtiVEIy appla Fundamentals for Office Assistants
theoretical knowledge to real-world scenarios
cont’d

* Theoretical Knowledge: Understand the essential elements of drafting a
contract under Maltese law.

* Real-World Scenario: Draft a contract for a property sale, ensuring
compliance with local property laws and regulations.

* Resources: Use legal databases to access relevant laws, templates for
property contracts, and advice from experienced notaries.

* Practice Session: Role-play as the notary and simulate a meeting with a
mock client to draft the contract.

 Feedback: Have an experienced notary or instructor review the drafted
contract and provide feedback.

* Reflect and Improve: Document challenges faced and revisit theq
concepts that require more clarity

www.21Academy.education
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Derive comprehensive knowledge of the
essential skills required for notarial assistants
* To derive comprehensive knowledge of the essential skills required

for notarial assistants, it's crucial to understand the role and
responsibilities associated with assisting notaries.
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Understand the Role of Notarial Assistants

* Notarial assistants support notaries in drafting documents,
managing records, and ensuring legal compliance. They serve as the
backbone in the notarial field, helping with administrative tasks,
client communications, and documentation processes
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Identify Key Areas of Responsibility

* Document Preparation and Management: Assisting in the drafting,
proofing, and managing of legal documents, such as contracts, wills,

and deeds.

* Client Interaction: Communicating with clients professionally to
gather information, provide updates, and schedule meetings.

» Administrative Duties: Organizing notarial archives, filing
documents, and maintaining a detailed records management

system.

* Legal Research and Knowledge: Understanding key notarial
and procedures to support the notary effectively.

www.21Academy.education
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List the Essential Skills Required

* Attention to Detail: Given the legal nature of notarial work, accuracy and
meticulous attention to detail are critical.

« Communication Skills: Both verbal and written communication must be
clear and professional when interacting with clients and preparing
documents.

» Organizational Skills: Efficient management of legal documents,
schedules, and client information requires a high level of organization.

* Legal and Administrative Knowledge: Basic understanding of notarial
laws, procedures, and administrative tasks.

» Technical Skills: Proficiency in legal management software, word
processing tools, and record-keeping system:s.

www.21Academy.education



Undergraduate Certificate in Notarial
%v Fundamentalsfor Office Assistants

Analyze Professional Requirementsan

Job Descriptions

* Review job descriptions and professional guidelines for notarial
assistants. This will help you understand what employers and
notaries expect from assistants in terms of qualifications,
responsibilities, and key competencies.
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Consult Professional Guidelines a
Regulatory Requirements

* In Malta, for example, consulting regulations such as the Notarial
Profession and Notarial Archives Act can help identify legally
mandated duties and responsibilities.
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Integrate Soft Skills and Professiona
Behaviour

e Ethics and Discretion: Since assistants handle sensitive information,
ethical behaviour and discretion are essential.

 Adaptability: The ability to handle a variety of tasks, from client
interaction to administrative duties.

* Problem-Solving Skills: Assisting in resolving client inquiries,
managing unforeseen issues, and ensuring smooth operations.
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Understanding of the role and responsibilities
of notaries as impartial public officers.

* By understanding the core responsibilities, required skills, legal
requirements, and professional expectations for notarial assistants,
you can build comprehensive knowledge to effectively fulfill the
role. This preparation is essential for ensuring accuracy,
professionalism, and efficiency in notarial operations.

* To derive comprehensive knowledge of the essential skills required
for notarial assistants, it's crucial to understand the role and
responsibilities associated with assisting notaries.
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Identify Key Areas of Responsibility

* Document Preparation and Management: Assisting in the drafting,
proofing, and managing of legal documents, such as contracts, wills,

and deeds.

* Client Interaction: Communicating with clients professionally to
gather information, provide updates, and schedule meetings.

» Administrative Duties: Organizing notarial archives, filing
documents, and maintaining a detailed records management

system.

* Legal Research and Knowledge: Understanding key notarial
and procedures to support the notary effectively.
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Integrate Soft Skills and Professiona
Behaviour

» Ethics and Discretion: Since assistants handle sensitive information,
ethical behaviour and discretion are essential.

. Adaptabilit%/: The ability to handle a variety of tasks, from client
interaction to administrative duties.

 Problem-Solving Skills: Assisting in resolving client inquiries, managing
unforeseen issues, and ensuring Smooth operations.

By understanding the core responsibilities, required skills, legal
requirements, and professional expectations for notarial assistants, you
can build comprehensive knowledge to effectively fulfill the role. This
preparation is essential for ensuring accuracy, professionalism, and
efficiency in notarial operations.
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Categorize Notaries by Specialization

* Notaries often have expertise in specific areas of law or types of transactions. Some
common areas of specialization include:

* Real Estate Transactions: Notaries specializing in property law handle deeds, transfers
of property, mortgages, and related documents.

» Wills and Probate: Notaries with expertise in estate law deal with the drafting,
witnessing, and probating of wills, as well as the administration of estates.

 Corporate and Commercial Law: Notaries specializing in corporate matters may deal
with company formation, shareholder agreements, mergers, acquisitions, and
contracts.

 Family Law: Notaries with a focus on family law may deal with prenuptial agreements,
adoption documents, divorce settlements, and guardianship matters.

* International Law: Some notaries specialize in han_dlin% cross-border legal documegni
such as powers of attorney, certifications, or apostilles for foreign use.

 Authentications and Certifications: Notaries skilled in document authenticati .
apostille services, and legalizing documents for international use. | L \
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Create a Notary Profile System. What'shall™™
include?

* Develop a detailed profile for each notary that includes:

* Specializations and Expertise: The areas of law they specialize in
(e.g., property law, family law, corporate law).

 Experience Level: Years of experience and specific legal matters
handled.

* Licenses and Qualifications: Any advanced certifications or
qualifications that enable the notary to handle certain types of
cases.

. Geografhical Limitations: If a notary is specialized in local or
regional matters, such as local property transactions or regio
family law practices, ensure this is noted.
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Establish Case Allocation Criteria

* Set clear criteria for determining which notary should handle a case or document
based on its characteristics, including:

 Type of Document or Transaction; Certain documents may require specific expertise.
For example, a deed of sale should be allocated to a notary specializing in real estate
law, while a will or estate document should be directed to one with expertise in
probate law.

« Complexity of the Case: If a case is highly complex or involves several areas of law,
allocate it to a notary with extensive experience in handling multifaceted legal issues.

» Client Preferences: In some cases, clients may have preferences for working with a
particular notary based on their previous experiences or relationship. Take this into
account when allocating cases.

 Urgency of the Case: Urgent matters, such as those involving international documen
that require apostille services, may need to be assigned to a hotary who can q
process these requests.
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Develop an Automated Case Managemen
System

 Implement a digital or software-based case management system
that allows for the automated allocation of cases to the appropriate
notary based on predefined rules and notary profiles. The system

can:
* Filter cases based on document type and complexity.

* Match cases to notaries based on specialization, availability, and
workload.

* Track progress and ensure deadlines are met.
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Maintain a Rotational System for Fair
Distribution

* If all notaries are equally qualified in certain areas (such as general
certifications), create a rotational system to ensure fair case
distribution. This method helps distribute the workload evenly
among notaries and avoids overloading any single notary with too

many cases.

* Provide Regular Training and Updates: To ensure that notaries are
well-equipped to handle their allocated cases, provide regular
training in their specialized areas. Encourage notaries to update
their profiles regularly with new qualifications, certifications, o
areas of focus, which will help in better case allocation.
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Monitoring and Feedback System

» Establish a system to monitor the performance and satisfaction of
clients with the assigned notary.

* Regular feedback from clients will help ensure the notary’s
competence and client satisfaction.

* If there are issues with a notary’s handling of specific cases, the case
allocation process can be adjusted accordingly.
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Legal and Ethical Considerations

* Ensure that all case assignments comply with legal and ethical
standards, including:

» Avoiding Conflicts of Interest: Ensure that notaries are not assigned
cases where there could be a potential conflict of interest, such as
representing opposing parties.

 Confidentiality: Assign cases to notaries who are able to maintain
confidentiality and follow proper procedures for handling sensitive
information.

» Adherence to Regulations: Ensure that case assighments ad
relevant local laws and professional notarial standards
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Clear Communication with Clients

* Once a notary is allocated a case or document, ensure that clients are
informed promptly, and provide clear instructions about what to expect
during the process. This helps maintain transparency and trust.

* Allocating cases and documents to notaries based on their
specializations ensures that clients receive the best possible service while
maintaining the integrity and efficiency of the legal system. By
categorizing notaries by expertise, utilizing case management systems,
and maintaining an ethical and fair distribution process, notarial service
can be delivered effectively, helping to foster trust and legal accur,
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Get yourself organised

» Getting organized at the office according to your notarial
specialization is essential for ensuring efficiency, accuracy, and ease
of access to important documents and information.

* By creating an organized workflow that aligns with your area of
expertise, you can manage tasks more effectively, improve client
service, and streamline administrative duties.
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Create Specialized Filing Systems

. Organize your office’s physical and di§ital files based on your area of specialization. This will
help you easily locate the necessary documents and reduce time spent searching for files.

 Real Estate Notaries: Create separate folders for property transactions, including deeds, title
transfers, leases, mortgages, and real estate contracts. Maintain a sub-folder for each property
with all related documents (contracts, mortgage agreements, surveys, etc.).

» Wills and Probate Notaries: Organize files by the deceased’s name, including wills, probate
applications, asset inventories, letters of administration, and final distributions.

» Corporate and Commercial Notaries: Set up folders for company formations, shareholder
agreements, business contracts, minutes of meetings, mergers, and acquisitions.

» Family Law Notaries: Create folders for prenuptial agreements, divorce settlements, adoption
documents, and child custody agreements.

* International Notaries: Organize by country or type of certification (apostilles, legalization of
foreign documents, powers of attorney).
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Create a Dedicated Workspace for'Each™ ™"
Specialization

* If possible, set up different areas or designated workstations within
your office for each specialization. This way, you can focus on
specific tasks without distractions from unrelated cases.

* Physical Organization: Have clearly labelled shelves, drawers, or
filing cabinets for each specialization, ensuring that documents are
sorted based on your practice area.

» Digital Organization: Use a digital filing system with dedicated
folders for each type of case. Software such as document
management systems (DMS) can help automate organizatio
making it easier to search and retrieve files based on keyworg
type, or client.
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Develop a Clear Calendar System

» Staying on top of deadlines and alppointm_ents is crucial for a notary,
especially when dealing with legal transactions, contracts, or _
certifications that have specific time frames. Use a calendar or scheduling
system to track important dates.

» Case Deadlines: Track deadlines for document signing, filing, or court
appearances.

 Appointments: Schedule client meetings, property inspections, or
interviews for probate matters.

» Reminders: Set reminders for renewals (e.g., for powers of attorney,
business contracts) and filing annual reports for companies.

» Consider using digital tools such as Google Calendar, Microsoft Outlog
or specialized practice management software for legal profession
which can send reminders and help you stay organized.
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Secure and Back Up Your Documents

* Given the sensitive nature of legal documents, it's essential to
ensure that all your files are securely stored and backed up regularly.

* Physical Storage: Use secure file cabinets or safes to store original
notarized documents, particularly those with personal or financial
information.

* Digital Security: Use encryption software for digital files and store
them on secure cloud platforms with multi-factor authentication.
Regularly back up your digital documents to avoid data loss.
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Regularly Review and Update Processes

As Koqr practice evolves, it's important to regularly review your organizational system and
make improvements where needed. This could involve:

Updating file categories or reorganizing office space as your workload grows.
Revising templates and processes based on new laws or practices in your specialty.
Adjusting the filing system to accommodate new technology or changes in client preferences.

Stay Informed and Up-to-Date

Keep your practice organized by regularly updating your knowledge and skills in your area of specialization.
This can be done through:

» Continuing Education: Participate in seminars, workshops, and courses relevant to your specialization.

. Pr%fessional Associations: Stay connected to professional bodies or notarial organizations for resources
and support.

» Networking: Connect with peers in your specialization for advice and to stay updated on industry trepg
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