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FISCAL rNOTE

- STATE OF ALASKA x '  BILL NO: CSHB 210(TRA)
1995 LEGISLATIVE SESSION

Revision Date: 4/22/95____________________________ Dept. Affected: Public Safety______________________

ANALYSIS CONTINUED

This bill gives the Division the authority to utilize contract agents to provide services The Division already has in place a number 
of contract agents to provide service in smaller communities where there is no Division office and recently the Division has started 
a new program to allow emission test stations to register vehicles in Anchorage and Fairbanks The new program is currently in
operation in Anchorage and in the very near future it will be expanded to Fairbanks

The $0 amount in this fiscal note is based on the assumption that the Division wilt maintain the existing agents although the 
contracts and method of payment may be modified to conform with this bill The Division will also continue with the existing 
emission test station program in the Anchorage and Fairbanks areas These programs are already in the Division's budget plan 
and the onty funding needed is an RPL currently before the IB&A committee to allow the Division to receive and expend funds for
the DP costs associated with the new stations.

The Division will continue to explore the feasibility of adding additional contract agents where justified by the workload or where 
cost efficiencies can be shown. It is recognized that in future years there may be start up costs associated vtfth the training and 
administrative requirements for new agents. These costs will be addressed as budget increments in the years the agents are 
established.



SPONSOR ST A TEMENT

I-TB-210. '“An Act relating to issuance o f motor vehicle registrations and titles, and to licenses and 
permits to operate a motor vehicle", was drafted in response to many constituent complaints about 
die quality o f service received from the Division o f Motor Vehicles. This bill is complete as is and 
you w ill notice I have added language diat prohibits die department from writing regulations to 
implement die bill. This bill is a statute with all the required regulations built in. If. in the future, 
we discover problems, the bill can be amended. To carry out the purposes o f this legislation. I feel 
die third party agents need to know exactly what is required o f them. Tnat is die reason for the 
comprehensive language and die prohibition o f regulatory audionty. What you see is what you 
w ill get.

We. in the legislature, arc faced widi revenue shortfalls and would have difficulty funding die 
additional positions in the Department o f Motor Vehicles necessary to elevate die service level to 
that demanded by the public. Therefore, another approach ro solving die problem o f public 
complaints o f poor service, long lines and excessive time spent waiting in lino to renew a license 
seemed to be in order.

In order not to reinvent the wheel. I inquired how privatizing o f these functions, now performed by 
DMV, has been accomplished in odier states. Various states have privatized all or portions o f the 
services found in HB-210. A majority o f states use diird parties for testing die driving skills o f 
operators o f commercial vehicles. Nine states use state employees exclusively to process motor 
vehicle transactions. Anodier seventeen states use a combination o f state employees and private 
agents. Twenty -five states delegate much o f die motor vehicle function to local government, 
usuailv counties, twelve o f these states also use private agents in some capacity' The Federal 
Aviation Administration has used designated pilot examiners to issue pilots licenses from student 
dirough flight instructor and airline transport pilot since i t ’s inception in 1958.

This bill w ill ensure diat the public receives die service required. It potentially would allow die 
state to save money by not having to absorb the total cost associated widi maintaining the functions 
o f die department. Most o f die fiincttons now performed by the Department o f Motor Vehicles 
would be performed by die private sector.

We feci wc nave accomplished two goals. The first, having the private sector provide expanded 
services to die voting public diat the state may not be able to afford to provide. Tiie second goai is 
offering the legislature the opportunity to reduce the state operating budget. I urge your support for 
dus bill.
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SUBJECT: Secuonai Summary o r'H B  1 10 (W orn Order No. 9-LS0343/O)

TO: Reoresemative Al Vezev 
Attn: Joe Rvan

FROM: Vlicnaei F Fora 
Legislative Counsei

You nave requestea a sectional summary or'the acove-uescnbed bill.

.As a preliminary matter, note that a sectionai summary o f  a biil should not be consiaerea an 
authoritative interpretation o f  the biil and the biil itse if is the best statement o f  its contents. 
I f  you w ould like an interpretation o f  the biil as it may apply to a particular set o f 
circumstances, please aavise

Section 1. Requires the Department o f Public Safety to establish a program authorizing 
private third-parry agents, registrars, and examiners to perform duties related to m otor vehicie 
registration, issuance o f  titles, licenses, and permits and driver's license skiil tests. Establishes 
criteria  for certification o f  individuals as third-party agents, registrars o r examiners. 
Establishes professional conduct requirements, notification requirements and requirements 
for driving skills tests. Provides for termination o f a ih ird -panv agent, registrar, or examiner 
certificate, fo r collection o f fees ana for compensation to th ird-party agents, registrars, and 
examiners. Establishes a required contract between the department and the agent, registrar, 
o r examiner. Establishes a prugram for certifying a person's experience qualifications for a 
commerciai driver's license, Provides fo r on-site inspections and audits, Limns certain types 
o f  advertising by agents or examiners. Imposes insurance requirements fo r agents and 
examiners. L im its the civii liab ility  o f  an agent, examiner, or registrar, and o f  the state. 
Prohibits the Department o f  Public Safety from adopting Hinher administrative regulations 
to implement the chapter

Section 2. Exempts a contract under AS 28.12 Irom the provisions o f  the State Procurement 
Code (AS 36.30).



Section 3. Transition section requiring implementation w ith in six months alter this Act 
oecomes law

Representative Ai Vezev
March 2. 1995
Page 2
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3 4  A n c h o r a g e  D a i l y  N e w s  S u n d a y ,  F e o r u a r y  26 , 1995

O b i t u a r i e s

A L I C E  S C O T T
'- V a s i l i a  r e s i d e n t  a n d  l i f e -  

•OR~ A l a s k a n  A l i c e  M . W a l k ­
e r  S c o t t .  73. d i e d  F e o  °2  
1995. a t  A l a s k a  N a t i v e  M e d i ­
c s .  C e n t e r  a f t e r  a i e n g t n y  
. l i n e  s s .

A  f u n e r a i  w i l l  b e  h e i d  a t  4 
p .m . M o n d a y  a t  E v a n g e i i c s .  
S :  v e n  a  n  t  j -  
C h u r c h  w i t h !  
m e  R e v s . ]
Har..- :  P e a r - ;  
i o r .  a n d ?
R a . p n  r o n ­
d e l .  officiat-'f

% € .11
a c c : :  7 / a  s
c o r n  O c t .
IS. 1921 . i n  S c o t t  
W h i t e  M o u n t a i n  t o  F r e d e r i c . - :  
a r . c  .A l ice  K o c h o o k m  W ai.-:-  
e r  S h e  m e t  h e r  n u s o a r . c .  
D o u g i a s  S c o t t ,  a t  t n e  N o  n r .  
P o i e  C a f e  i n  N o m e  m  1947 
T h e y  w e r e  m a m e d  i n  1949 
:r. S e a t t l e .  " I t  a l l  s t a n e d  
o v e r  c o f f e e . "  t h e  f a m i l y  
s a i d .

T h e v  l i v e d  i n  N o m e .  S e a :

t i e .  J u n e a u  a n c  A . n c n o r a g e  
M r s .  S c o t t  e n i o v e c  s p e n d i n g  
s u m m e r s  m  N o m e  a :  P i l g r i m  
R i v e r ,  f i s h i n g ,  t r a n c i n g ,  b e r ­
r y  p i c k i n g ,  s p e n d i n g  t i m e  a t  
n o t  s p r i n g s ,  v i s i t i n g ,  n u -  
r a k k i n g .  h e r  g r a n d c h i l d r e n  
a n d  m a K i n g  g i f t s  f o r  f a m i l y  
a n d  f r i e n d s .

H e r  f a m i l y  s a i d .  " A l i c e  
w i i !  o e  m i s s e d  c y  a l l  "

M rs .  S c o t t  :s s u r v i v e d  b y  
h e r  n u s D a n c .  D o u g l a s  o f  E a ­
g l e  R i v e r ;  t w o  s o n s .  A l i a n  o f
A . n c n o r a g e  a n d  D o u g l a s  o f  
S e i a n .  W a s h . ,  f o u r  a a u g .n -  
t e r s .  D a r i e n e  S e i i i e  a n d  I r ­
e n e  D o u t h u  c :  A . n c n o r a g e .  
L o r e t t a  B u i i a r d  o f  N o m e ,  
a r . c  A l i c e  S c .o e r c  o :  E u g e n e  
O r e . ,  o r o t h e r .  F r a n c i s  W a i k -  
e r .  a n d  f o u r  s i s t e r s .  L a u r a  
J o n n s o n .  I r e n e  G r e e n ,  a n d  
M a n n a  A d c k . a i l  o f  N o m e ,  
a n d  C a n t a  U i r i c x s o n  o f  S o i -  
o o t n a ;  16 g r a n d c . n i i d r e r . ;  a n d  
o n e  g r e a i - g r a n c s o n .  S h e  w a s  
p r e c e d e d  m  d e a t r .  b y  a n  i n ­
f a n t  s o n .  D a r r e l :  J a m e s  
S c o t t ,  o r o t n e r .  E d w a r d

W a i k e r .  a n d  t w o  s i s t e r s .  
R o s e  O l s c r .  a n d  J u i i a  N e ; - 
s o n .

A r r a n g e m e n t s  w e r e  n a n  
d i e d  b y  E v e r g r e e n  M e m o r i a .  
C h a D e : .

PAMELA J 
BLANKENSHIP

P a i m e r  r e s i a e r . t  P a m e i a  
J a n  B l a n . - t e n s n i p  39 c : e c  
F e o .  2 2 .  19S5. a :  s o m e

V i s i t a t i o n  w i l l  o e  h e i d  a :  
5 p . m .  M o n a a y  f o i i o w e d  b y  a 
f u n e r a i  a :  o 
p . m .  a t  
K e n l ' s  F o r - ,  
e s t  L a w n  
M o r t u a :  y .
T h e  R e v .
G l e n n  C l a r y  
o :  A n c h o r ­
a g e  B a p t i s t  
T e m p i e  w i l l  
o f f i c i a t e  
B u r i a l  w i l l  
b e  i n  t h e  s p r i n g  a :  . A n g e l a s  
M e m o r i a l  P a r k  C e m e t e r y

M s .  B i a n x e n s r . i o  w a s  b o m  
N o v .  13. 1955 . ir. F o r .  W o r t h .

B i a n K e n s m o

DMV to launch one-stop pilot progran
. A n c h o r a g e  d r i v e r s  s o o n  

w i i l  o e  a b l e  t o  t a k e  c a r e  o f  
m e  r e g i s t e r i n g  a n c  e m i s ­
s i o n  t e s t i n g  o f  t h e m  v e h i ­
c l e s  a t  o n e  l o c a t i o n

N e x t  m o n t h ,  m e  D e c a r  
m e r . t  o f  P u b l i c  S a f e t y  s  D i  
v i s i o n  o f  M o t o r  V e h i c l e s

w i l l  l a u n c h  a  9 0 - d a y  p i i o t  
p r o g r a m  t o  a i l o w  v e h i c l e s  
t o  b e  r e g i s t e r e d  a t  c e r t i f i e d  
e m i s s i o n  t e s t i n g  c e n t e r s ,  
a c c o r d i n g  t o  a  p r e s s  r e l e a s e  
i s s u e d  o y  t n e  d e p a r t m e n t  

" I f  t m s  p a r . n e r s m o  o e -  
t w e e n  t n e  s t a t e  a n c  p r i v a t e

b u s i n e s s  w o r k s  o u t .  i t  
c o u i d  s a v e  c a r  o w n e r s  s o m e  
n a s s l e  w h e n  r e g i s t e r i n g  
t h e m  v e h i c l e s  a n d  f r e e  u p  
D M V  e m p l o y e e s  f o r  o t n e r  
f u n c t i o n s  ' s a i d  P u b l i c  
S a f e t y  C o m m i s s i o n e r  R o n  
O t t e

for registration/emissions testing
7 h e  p i l o t  p r o g r a m  w i l l  

a r t  w i t h  K w i k  L u b e  s 
m i s s i o n  t e s t  c e n t e r  a t  3 6 t h  
v e n u e  a r . c  O l d  S e w a r d  
i g h w a y  I t  w i l l  o e  

: u i p c e d  t o  u p d a t e  D M V  
. e s  a r . c  i s s u e  n e w  i i c e r . s e  
. o s .  a r . c  w i l l  o f f e r  o n - t . o e -

s p o t  r e g i s t r a t i o n  f o r  a n y  
v e n i c i e  m a t  n a s  c a s s e c  
e m i s s i o n  t e s t i n g

T o  r e g i s t e r  c a r s  a t  t n e  
c e n t e r ,  d r i v e r s  n e e c  o m v  
s u p p i y  t h e i r  D M V  r e g i s t r a ­
t i o n  r e n e w a l  c a r d s  r e c e i v e d  
m. t n e  m a i l  a r . c  a c s s r . .

c n e c x  o r  c r e d i t - c a m  p a y ­
m e n t .

I : t h e  p i l o t  c  r o i e c t
p r o v e s  f e a s i c i e .  t n e  c o n c e p t  
c o u i c  o e  e x t e n d e d  t o  o t n e r  
c e r t i f i e d  e m i s s i o n  t e s t i n g  
f a c i l i t i e s  i r .  . A . n c n o r a g e  a n d  
F a i r o a n k s



L e g i s l a t i v e  R e s e a r c h  A g e n c y

Alaska State Legislature

0 icward Srrcec 
.'.-".iau. aI.tskj «:

Phone: 9 0 7  - o i  
Fxc:  , 9 0 7  -63-

November 25, !99*i

MEMORA.NDUM

R£ P riva tiz ing  M o to r Vehicle Registration and D rivers ' Licensing 
Research P.eauest 95 032

You asked for sampies o f pertinent statutes and regulations from states that have privatized motor 
vehicle registration and drivers' licensing. You aiso wished :o know i f  such privatization .s 
considered successful.

D rivers ' L icensing Services

A  m ajority o f  states use third parties for testing the driving skiils o f operators o f  commercia l 
vehicles, as authorized under the Commercial M o tor Vehicle Safety Act o f  1986.1 Additionally, 
many states use third parties or private agents for noncommercial drivers’ license renewals 
According to David Hugei, director o f  government anairs with the .-American Association o f M o to r 
Vehicle Administrators, however, the use o f th ird -p a rty  o r private agents fo r the o rig ina l

The Commercial M otor Vehicle Safety A.c: o f  1986 (-3  CFR Section 383) was passed by 
Congress in an attempt to reduce truck and bus accidents by requi, ng all commercial drivers to meet 
standards for procedures, methods, and minimum passing scores. To this end, eac.n commercial 
driver must qualify for and carry a single commercial driver's license (CDL), The Ac: requires an 
inspection o f  commercial vehicles, an oc-road driving test (such as in a parking or loading area), anc 
an or.-road test over a predetermined route. Although states generailv administer applicant screening 
and .<nowiedge testing, many state drivers' bureaus are neither trained to insoec: commercial vehicles, 
nor equipped to administer the envmg noiis tests. States are authorized under the Ac: to use third 
parties to administer commercial driving ix iiis tests 7mrdperry  is defined as "anotner state, an 
emoioyer, a private driver training facility or other private institution, or a department, agency or 
instrumentality o f a iocai government.'

O 
r.



testing and issuance o f noncom m ercial d rivers ' licenses has only recently been considered 
in some states.

A rizona relies heaviiv or. third parties for commerciai drivers' iics.nse (C D L) testing anc :s 
considering their use for licensing o f  noncommercial drivers as well. Siatutory language was accea 
last year to ailow for thirc-partv testing for noncommercial drivers' licenses. According to a 
reoresentative o f Arizona s Division o f M o tor Vehicles, the provision is due to go nto effect on 
an experimental basis soon. The intent is to ailow high school drivers' training programs to 
administer 'ail tests required" tn order to determine an applicant's eligibility for a regular passenger 
automobile or motorcycle driving license. Copies o f the pertinent statutes are attacned.

M ichigan is another state making extensive use o f  third-party CDL testing. According to Biil 
Charron, Michigan Office o f Traffic Safety, the state screens applicants and administers the 
know ledge tests, but relies on private agents to administer the vehicle inspections and actual 
driving tests. M r Charron considers the private CDL testing as very successtui, ana he believes 
the program couid be expanded to noncommercial drivers' licensing as long as the state maintains 
a stnc: auditing practice. The pertinent statute in Michigan simply specifies that the state may enter 
into third-party agreements fo r driver testing services. A  new contract fo r third-party agents ;s 
currently being developed. Mr. Charron is senaing a drari copy o f  the contract, and that contract 
w ill be forwarded to your office upon its arrival.

M o to r Vehicle Registration

A  survey conducted this year by the Office o f  Legislative Auditor in Minnesota, entitled Motor 
Vehicle Deputy Registrars, suggests that a lthough nearly all states use a central office to 
regu la te  m o to r vehicle reg istra tion  and title  services, many also employ th ird  parties to 
perform  a variety o f services.1 Tne survey contains a usefui synopsis o f current state regulation 
and potential approaches for streamlining motor vehicle services o f all kinds. The survey is 
attached along with statutes mom Washington and North Dakota. A  copy o f  the contract used in 
North Dakota is also included,

L hope you find this information useful. Please let us know i f  we can be o f further help. 

Attachments

Representative A1 Vezev
N'ovember 25 1994
Page 2

:Qffice o f the Legislative Auditor, State o f Minnesota. M otor Vehicle Deputy Registrars, 
March 199a, attached.
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1

I!ltlJ I t t v l i t i ’a Noli ' ;  Hill, I  i. uimI lilt ’Ui), |  41 vslilt.lt vvclc MlihIniI
l'i It.l In llie Illlil Mtiit!litlll iiiiii, llun m i I lun m u Ihj;i (Iiti |«iii xniulii (it Miillf.nl/ n| ( II 14010.1 

IhiihiI Il.o uiiicmlMiciitu i >uilo Ly l.uwtt Ilm'J, (4i

ft 2 8 - 1 2 7 .  N u l i c u  o f  c I i i i i i k u  o f  u t l t l rubb  o r  n a m e ;  r e c o r d  t i p d i i t c

A. W h e n  u put turn u f l e r  app ly ing  fur  o r  rece iv ing  u d i tv u r 'a  l icense o r  u i iuiiu |ternlii ig 
lili.iillliciilliiii licun.su m oves  fu m t  ll ie u d d ie s s  n a m e d  in th e  application  o r  in (ho  license i s sued  
In h im  oi w hen  (l ie twine nf  a  l icensee, u s  s lu le d  on llm i l i iv e i ' s  l icensu o r  m m upu it i l ing  
identifica tion license, is ch a n g e d  hy im n i iu g c  o r  o th e rw ise ,  ll ie p e r s o n  sha ll  with in  (en  d u y r  
Ih u iu n f iu r  notify the  Jo | i .u  In ten t  of his new uddrusu ,  com ple lu  nuiitu, d a l e  o f  hit lit mid iho  
ti innlier  o f  eucit l icensu liuld hy  hin t  o r  u s l s l e m e n t  l lw t  e ach  l icense  is su s p e n d e d ,  r evo l ted  o r  
cance lled  A pursuit  m ay  notify  (he  d e p a r t m e n t  o f  un ndd ieau  c h a n g e  liy (eleplione, in w i l l in g  
oi in pet son  A p e r s o n  m a y  notify th e  d e p u r l iu u n l  nf  n iiiiiiii: c h a n g e  In p c t s o u  n r  in wi ll ing.

II. T im  i lupu i lm u ii t  m ay  u p d a te  (lie u .h t icus  In u d r iv e r ' s  l icense  r e c o rd  If a truff le c i ta t ion  
lucuivcd hy th e  d e p u r tm u n l  oi t e c u rd u  of unntl iur  consen t ing  g o v e rn m u n l  a g e n c y  imltculu an  
a d d ru s s  c h a n g e  u f tc r  ll ie d a le  ll ie  u d d ie s s  w a s  a tu le d  ill (l ie d e p a r tn i e n t  i c c o i d s  
AihClakil hy l.sws VJti'J. Cli 220, i  30, e ll Jan. I, 1000, l.swu 1002, Cli 31, t  3, l a w s  1003. Nil 110.
I  1C. ell A|ol l  20. 1003

l l i u l o i l t a t  a n d  t i l u l u t u i y  Moles

Amendme n t  of llil* sect ion liy l . sws  lObd, c Ino,  l . sws  1003, l.'li l ib. ft 33 piuviilca; 
t  2 luce ft 2d  Ml in llie main volume) « u  t c  " J Ui j n l u i i i c n l a  fur  f i i s c l i n c u l  
Ih J i .1 l.y I hwn  llirtli. Cli Ul). I 47. nulttK’C A. I lu t t t lklu IX. t  U. ( 4ittnliliilli.it of
c l f t t l l vu  JttitiiMiy I, IJ.nl  AiUttna.  Iltbt i d  U t f f c  livu witly mt llu: tallii ihmIIv«*

I aw* 1000, Nli 220, I 01 piuvkl ia .  Vole uf  al lewd Iwu lliiulu uf t he  incmlmia ul  each
,, . . i _ ii , liuiias uf  t he  Icgialaluri! ami  la effective liiilliedialu

ll i la acl  la cf lcclUe l lulli  ami  a l t e r  llcvcllihci , . .  . . . i . i i iII I ilM'J "  * u slgnaluiB of llm guvei l iur  I a d  s igned liy
’ (lie guvemur on April 20, I00J| ur, if ihe governor
'1 l.o I0b0 aniciiiliiiciil uf llila seclliiii hy Nh '220 vetuea llila acl, un Ihe oiiliac,|iiLiil s/flf illative vute

c a pile illy «, iu ii. Ic.l Die I0b7 amendment uf Ihia ul al leaat llirvu fuuitl.a uf Ihe nienihc'is uf earli
accl ivn hy Nh l i b  hunse  ul llie l eg i s l a tur e“

( ' m s s  l l c f c i c n c c s

Midi,i vclilile legCilfal lun ui I it lo. nulleu uf fful lee uf levucalluii,  BUa|H.iialuii, u r  CSIiecllalluli 
change nl ai ldicai ,  scu i  2d  3.10 uf liecuau, aeu I  20 210

ft 2 8  128 K c c u i d a  l o  l ie  h c p l  lay l l u :  d c p i i i l n i c n l

A. T h e  d cpa i  t iueiil  sha ll  h ie  overy  app lica tion  fur u licensu lucelveil  hy it a n d  aliall 
inainlaili  sii ilai ilu in d ex es  cn n la im n g ,  in  ulpliahulicnl o u l e f .

1 All a | ip l lca l luns den ied  und  on  each  uppllcallun u ho le  uf  llie teuso iia  fm the  den ia l

2  Al l  applica tions g i  al l ied
3 T h u  n a m e  uf e v e ry  l icensee  whose l icense lias  huen s u s p e n d e d  n r  r e v o k e d  hy  llie

d c p a i l m t n l  an d  ufte'i each  liuiiiu a  nule  uf llie ic u a u n s  fm llu: act ion
II. N o tw i th s ta n d in g  su b sec t io n  A, p a i a g i a p h  3 uf th is  acctluu, (he  d l i e c l n r  sha ll  e a p u n g e  

f rom  th e  puhlic  r e c o r d s  uiuinluiiied hy th e  i le p a i l in e n l  Ihe  fact  uf  uny su s p en s io n  or
levocu l iou  m a d e  p u i s u a n l  lu  se c l io u  28  001 If, a l t e r  (l ie p e r iod  o f  su s p e n s io n  o r  lu voca l lun  
lias lei  l i iiualeil , Ihu licensee u tihmlla  u cel l ifted Copy uf  (Iiu com I i c c o id  imlicaliug llie 
ilihiulhs.il ui hin ting  of mil gu il ty  of  Ihu violation on which Ihu  su sp en s io n  o r  lev oca l lm i  la 
liuhcd T h e  t l l iec lm  ahull mil e x p u n g e  t h e  le e i in l  oi shall  r e sc in d  Ihu e x p u n g e m e n t  u f  t h e  
leco i i l  in ll iusu li ialunces in w hich  th e  l icensee liica hucii convic ted  of  o r  found  lespu n n ih le  fm 
uny viiilaliuii ul c h a p te r  h  nf thin Id le  1 which occiu l e d  i lm in g  (lie pc i  hid uf  Ihe s i ispensluii  in 
lUVotull l l l l

(!.  T h e  i h p n i  l i n c n l  ahul l  uluu fi le all u h a l i a d . i  o f  t o m  I i c t u i i l s  n f  cn i i v l c t i una  r e c e i v e d  liy 
ll n " ' l i  i llu* law. ,  n f  t h i s  s t a l e  uni t  In c u i i i l c i l i n n  i h e i e w i l h  l i iui i i lai l i  i i i i ivi ' i i lcl i l  I c m i d i  i n  
i n  ml . i l d e  itiilnlluiiix lit i n d i  i l h a l  a n  lndlvl ihi . i l  l e i i n i l  n f  e a c h  l l i e imoi :  ulmwl i  u 
cu.  ail  el nf  I h e  l i c e n se e  m u l  I h e  l i a f l i e  n c i i d e l i l a  lu w h l i h  l ie h a a  l i e c n  i n v o l v e d  Is y
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ante i t id iu ih lu  m ul uvmluhlc lm Ihe c m e d d e la l lm i  ul llu: il i.piillm i.n l  iipm. a n  appllintluii  lui 
luliuwiil ill  ii licunau m ul a t  nl liei  uullnhle  lim ea

I*. T h e  d e p a r t m e n t  shall  m a in ta in  all such  r e c o rd s  for u p e r io d  o f  live yum  a al lc i  the  
application ,  su s p en s io n ,  invoca t ion  o r  u h s l iu c l  u f  u co u r t  r eco i l !  if c o nv ic t ion  h a s  !,coun t :  
iuuctivu.

Amended hy l .sws 11*00, Nh  376, ft 4, ell  Jmm 2b, I tail*
1 S o  l lun 12)1 e l  sci |

11 Ini III I t  til mill  h l u l l i l m y  N olen

The IWt) miieialniciit Inscileil auhsec. I), anil Fur sppllcsllun pmvlsluii of l .sws lUUtl, Cli 376.
leileslgnxlcil funner unhsccs II mul M sit iiahaecs aee I halm u at slid Stwlnti.iy Nules M L ning
(J mul I) ft 4 241

ft 28-121). I T i y a i c i n i i  o r  p s y c h o l o g i s t ;  i c p o i l s  l o  d e p i i r l i o e i i l ;  i l l i l i n i l i i l y  l i m n  
p u i a o n n l  l i u l i i l i l y ;  d e f i i i i l l o u a

A. A phyaiciun, psycholog is t  o r  ce r l l f led  au h s la n c u  s lu isu  C ounselor  wlm. III good  l.illh, 
p iov ideu  ul th e  w u l i e n  le ip iea l  of  u di ivei 'u  l icense upp l l rm d n r  llccimue Infinii i .i lnui  lo lln 
i l i iuc lor  cm icern lng  u polliuii'u m edica l  u r  psychologica l  coiidilimi with l e s p e i t  In  o p r i . i ln n i  ul 
u u m b o  vehicle la limililliu fcmn pe ia m w l  lllihlllly with  l e a p e d  lo  (Iiu l l i fuili i .i l lull p l i iv ld td  

II. N o lw llhs lam li i ig  the  phybiclun p a t i e n t  confldunll. i l l ly l e lu l in u sh lp ,  a  p h y s ic ia n  oi pay 
clmloginl m ay  volmitu il ly  iepol'1  u p id len t  lo Ihe  d c p u l l i n c n t  who, iu  Ih e  uplniim ol llm 
phytdeiun o r  psychologis t ,  has  a  im dlc.il in puychiiloglcid condll li il i w hich  cniild a iguille,mil)  
impuU Ihe peiuoli 'u  uhlltly In uafely upel  a l e  u iiintoi v i l . l i l , :  II a  i i ' p i n l  I:, ii i.nl, , lln
phyaiciun o r  paychologtal  aliall muku  (lie l e p m l  iu w i l t ing  a n d  inc lude  t h e  m im e ,  millions an d  
d u tc  o f  b i r th  o f  Ih c  pu t ien t .  O n  rece iv ing  (h e  l e p m l  th e  d c p a i t i u c u t  m a y  l e i p i i i u  th e  aon 
r e p o r t e d  lu  h e  exum iiied  iu Ihu m uiu iur  p rov ided  fm m ft 28 -117. N o  ac t io n  m a y  In: In might 
a g a in s t  u phy s ic ia n  n r  psycholog is t  fm n u t  m a k in g  a  i c p m l  p ii la i iunl  t o  t h i s  uecllon  T h e  
phyaiciun n r  p sycho log is t  auhm it l ing  th e  ie |>oi( lu goud  faith  is im m u n e  f im o  civil ot c i iuiniid 
liability l l iul o lh e rw lsu  m a y  ic s u l t  hy l e b a u u  uf  th e  p hys ic ia n 's  ui p sy c h o lo g is t ' s  aclluiis  
p m a i i a u l  lo  th is  section .  T h u  physic ian 's  in ’ psycholog is t 's  i c p m t  Is s u b je c t  to  biihpiicn.i m 
O lde r  In p iu d u c u  ill an y  a c lh m  excep t  un ucliun a g a in s t  l l ie  p hys ic ian  b u h u i l l l in g  th e  i c p u i l  

(3. In  llila aeeliun.

1 "N e i l i f le d  aii'is lii iicu iiluisu c iuum elu l"  m e a n s  a  pe l  soli  tc i t l f l e i l  hy  l lu  A i u m i a  l iuan l  ul 
h ehuv lm ul  heullll  In thin d u l u  in cel t i l led In u con t iguous  s la te  in 1s i lop lnyed  h y  l lm  h d> m l 
g o v e rn m e n t  ulul wlm p ia c t l c e s  in th is  s l a te

2 "M edica l  oi psychological  condit ion" m e a n s  a condit ion  which i mild a i l e d  n p r i s o n  > 
(iinclluii.il uhlllly to  sa fe ly  o p e iu lu  u  m o to r  vehicle

3 " I 'hyn ic ian"  m e a n s  a m edica l  doc tor ,  u p lo iu u t i is t ,  c l i l i u p i a d u i ,  i i i i t iuop .i lh ,  d o i lm  o| 
u s te u p a lh y  o r  d oc to r  of  Im m euputhy  l icensed to  | n a d i e u  in (Ills b l .de  ui a  s t a l e  co i i t lguuus to 
(his  s tu tu  u r  em p lo y e d  hy Ihu fcd c iu l  g o v e in m e n t  an d  p rac t ic in g  in (Ins s l a t e  ui I hell  ageiil;.

4. "I 'n ychuhig ls l"  m euna  u p e i a a u  w ho  is l icensed  lo  p i u d i c c  m  th is  b lu l e  in  a  s l a b  V
ciUillgninis lo  Ihia n lntu in wlm Is e m p lo y ed  hy Ihu fedu iu l  g o v e rn m e n t  u n d  wlm  p l i u l l i c .  in J
Ibis  s t a l e  .•/ l
Amti i i l cd hy l . sws  ISB'J, Nh  2lil. I  3 , l . sws  IV/2, Nil 110, t  2, I <• <  l!W2, I' l l  3 .10, ( 1 2  i |

111 d I in It u l  a l n l  S l u l i i l m y  N o t e s  V»
Tliu amci i i lmui l  uf llils aci l lmi  hy l . sws  l'a‘22, S*

Nl. 110. ft 2 wsa i t  pi  a l n l  I.) l  aws  ftWU. Nl. 330. 1 I
ft 36, auUcc A ''

ft 2 8 - 1 3 0 .  L n i p l o y c t  c e i l l l l i i i l i o i i

A. 'I h e  ili p . n l i n c n l  m a y  c u t a ld l  li a  p i o g , l a m  di  . agi i . i bi i g  r m p l n t t  i n n |  | „  , .  , ,l(.t ,,i .
o l  llil: h m l i n  Vi ' l n. l e  illvr.-.lim a t u l  a i i l l i i u i / l i i g  l lm- . r  p i i . m n . ,  In i i i i i i )  Hi.  . | . | . | n . n , l  i | i l * i o r  
e xp e l l i  i u e  III e x e i i l s l o g  i n d i u m y  a n d  I r . i  nitial,II- i i . o l i u l  in l lu o p  i, , . |  ,. , . | , | ,  | .
I e i p i u l u g  u t l a s s  A,  II ot  N  d l l v e i ' a  l u i  u s e
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II In mil.  i lii i |ii.ihl) uin lur  llu: c m jd u y c r  t e l l  l ln . i l lnn  |iiu |; i i ii i i , mi e m p lo y e r  ahull muel 
iiml iii.iliil.iin llu: ii iluluuliii itliiiuliiiil:t ru ip i i iu d  liy lln:i buulhm iiml uuy  iu lu  iii|ii|ilt:il lu  t u n y  
mil llilu uucliun.

(!. II (Iiu ih : | iu r l iuen t  d e t e r m in e s  Unit llu: uu i | i lu y t r  la i|iiuliHt:il fur I Iiu t m i i l u y t r  cuilifk 'i l 
Iiiiii p i i .g ruu i ,  I Iiu <lu|>iii I iiiunl 1.I111II iastiu a ccr l i l icutu  lu (lie t l i i | i l i iy t r  ev idencing  i | im lin iid imi 
11111I luilhiii icing (Iiu L-ni|<lnyui' lu  aign  llu: ili:|iiil Imuli t 'u  |truf>ct lliuil cui li llculiuli lm in Unit llu: 
iipplfiMul in i|iiulifii:il liy uxpciiuncu  111 l i t l iiml Urn wlu:i:l i l i iv ing  in Hit  th is*  u f  vcliiclu fur 
which hemming in buugld.

II. l u  initci  (ur  iiu ii|i |ilitiiiil lu  mm mi 4!ii(|i |nyur cuit l l ic id lun ,  (Iiu ii|i |ilitiiiil ahull l i t  in 
ahull Ii.ivi: Ijuuii umpluyi:il ui un cu l i t ru c l  willi l lm oilij iluyur mul (Iiu cut lifiuiidult bluill cu i l l fy  
Unit llm ii|i |ilicmit Is ulilu lu il i ivu n vuliiulu r e q u i r in g  u cluaa A, II u r  (! i l r ivm 'u  lituuau.

l i .  A t in  lific.iliuii (ui mi ii | i |i litmit m u  nt liuvu liuun Issued  wllli ln U n i ty  d.iya u f  (lm d a l e  ul 
ii|i|ilit 'iiliuu I'm l icensing.

I''. 'I'lm ilu|uii Inm nl  limy 1 e jec t  1111 ujijilii m il 's  cer t i f ica t ion  mul uilulilliiiliir 11 til iviiiy; 
uK.1mm . 1t imi if  l lm i lu | ia i lu iuu t  luui lu u su n  lu  ipiubltuu lliu u|i|ilicmil'ii ulilllly lu  u x u n ls u  
uiilliuii y mul it.ib.iii .i l.I t  uunl 1 til in l lm u | i t iu ! i im  uf u n iu to r  vutiiilu.

(S. II u |iuli|ic.tl imlulivluiuii ipudil ius i i in l t r  Urn i : i i i | i luytr  cer t if ica t ion  | . l o g n t m  uslid.lmhud 
umlui llilu section ,  u in.liiitiil biilnllviulmi m uy e n te r  iulu un  In le rgnvcrhm cn ti i l  i ig re e in en l  wlili 
Urn qualify ing  |u.lil it .il  biilullviulun |u in m u i i t  lu Id le  I I ,  t l u i | . l t r  7, i n l i d e  3 *  lu  p rov ide  fur 
cli (ificutiun uf  ita d r iv e r s  I 'lu lur  Urn p ru g im n .

I t  ‘I'lm dcji.ii l in c n l  l imy  1 e v o k e  Urn t i n  li l iculmu iss u ed  lu  mi t iu | . l . iy t i  fm u n u  y t m  if llm 
tlu | . .n (m un i  In..la Unit llm c uq i luye r  la lull lu cnuqillmicu wlili tin: | iiOvisions uf lliiu b t t l l u u  ur  
miy iu lu  mlu|. luil  In c u r ry  uu t  llm ilullcb r e q u i te d  liy llnu tmcliuii If  cuiiuu ex is ts ,  Urn 
ilc | i i i i liuun( limy o r d e r  u rccxuinluullm i u f  a lict lumu wlm w as . i tificil  liy un cu i | i loycr  ivln.au 
i d lllicalli.il w as revoked .

I A n  t fui|iliiyi:i i t lm w a n  i ii itl ii iiUtil  lu  cu i l l ly  .111 em p loyee  m u l t i  llu.. tmctlim bluill nu t  lm 
ti i imiiu lly  n r  civilly lialilu fui lliu tu i t i f icu l lu l i  unluau llm i:ui|>luyti lubin.il llm cm llflUiitinil in n 
gi ii.tbly neg ligent  l im nnc l .
A.Iilc.l liy l . awa Uo'J,  Cli ZM, i  ilrt. t i l  Jul .  I, IJ'JU

•Sit Iiu. 1 II till I tl at.|

Icl.tlli.liciol ul I  Wt IIU, *111.1 ifl.illi.g It. alnul.M 
1u.l1j . t l  im tllti, mud i.'|..,hI..I l.y l.awii I'.III'J, I t. 
L'uU, i JV, i l l  .luuuuiy I. Itltlll

I umu UMJ. til.  *1*0. ( III | . i ini . I ta.
'Tl*la utl u  t lf t i ll iu  fium un.I n iltr Hctcmliti

ai  m ay "

I l i b l . i l icu l  mill S l t i l l i lu iy  N u l tb

'II.li attli.ni, ua Mil.It.I l.y i.u.vt. ItlM/, (ill IIM, 
( .11 I....’ I till llil In ll.t it.Dll. v..l.uiii:> wail 1 1 :
I .cult 11 l.y I.UMI. Itlll'J, Cl. iiull, ( a I, .»..)....'t II, 
cflttlivu Juimuiy 1, HJyU

Ai.uti.ci 1.in 1 >t.i 11 .1 ( 'in 1.10. u.1.1...I uj 1 ati tay 
1, ,  l u . . .  latra, c ii  l td ,  1  a i .  t i l  J . ......iy  1 , luyo,

5 iiti -laU.UI. '1 l l i l  tl | i i u l y  l i s t i n g

A. l lm  i l t | i a i l m c n t  m a y  cxluhl ibh a p i u g n u u  d e s ig n a t in g  Il i ln l  p a r ty  Icb tu ia  Im nlc il  lu  
ud im n U lc i lu g  u i l i iv ing  e c m i i l .u th m  tu i l t l t r n . l im  mi iipplicanl'b  a t l im l  dcmuimt ru le d  nlnlity
l.i iKiifuiin n p i t l i l p  m a p t t t iu i i  mul lu  u x u u ib c  o n l in a iy  uml icusonuhlu  t in . In . I  m llu: 
u p t i . iln.it uf n vehicle r e q u i t in g  u d a i s  A, II u r  C, ill ivei 'e  licuuau uml l im i to l  (1. i l t l tn i i i i i i n g  
alt npplicaut 'b  full ul p a i l lu l  cligiliility fm n tluna II ui M In . t in e  'I'lm Until  p .u ty  len ien t  
-I...II 11.11 n 111 l'i I v: I Urn O 1. 11m n 1ll.1l13 us p i t a .  i l l . . .  I l.y ll.u i l t p m lm c i i l ,  mill lliu l l . i l il  p a i ly
I . a l c i a  al .al l  m e t t  l l m m i n i i n u m  at  u ml u i  d a  u m l  quul i f Ki i l i uua  e s t a b l i s h e d  l .y l lm i l t p u i l l i m i i l .  
T i m i l t p a i l m u i . l  m u y  c e r t i f y  a  l l m . I j . i i i Iy  I t a l .  r  t u  u d n i i u i a l c r  nil lewis  i t i p m t . l  l u  u l . l u m  u 
c l a s s  11 t*i M l i c e nse  pmot i . i i r t  l u  (I.ia c h a p t e r  l lm ih p . i i l m r n t  ahul l  nuni iu l l y  l c view u m l
I I . t i l i f y  I l i l n l  p a i l y  I c l c i s  In  j m. iu i :  c m u p l m m u  ivi lh . l i ' p a i l i n t u l i i l  l u l t a  mi . I  n l m u l a n l a .  

II l u  unli. ' i  l »  i pml i l y  u m l e i  l lu:  l l n n l  p . u l y  t c a l u i  p n . | ; i i i i u ,  l la:  l e n l t r  i.lmll m e e t  m u l
iimml.iin ihu  mmliii imi i . lmi.h .n la  i m p u t e d  l.y llu.. sec tion  mul uuy iu lu  mh.plu.l  lu  c u i r y  nut
ll.lv allium

( '  If  ll .u  ih p.n(itic-iil . h l c i  m in e .  lh a l  lla:  t i . i i l i .u l  uguut la ipn.lillc.l l»i llm n i i i ln ic l  ag en t  
t ..j; 1 .un llu: il. p .11 l in cn l  ulu.ll laauc a  t e l  li l icut. I., llu: c u n l i a t l  n g n i l  ev idencing  . jin.lifi. a

IW
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(lun uml i iutlmlUlllg  llu: tu a lc r  In nir.n l lm  i lcpmliiii ' ii t 'n  |u  cal l d ied  1 1 :1  lllli ' ii lluli  Ii i i i i .  lha l  ll.e 
app l ican t  haa uid lafii t lm lly  cm.ipluleil  llm p lu a i i i l .m l  c o m a e  in p i u l i l p  l i m p e d I 1.1111 ami l.rhlml 
llm whuul d r iv ing  ill l lm  clrnui n f  vuhlclu I'm which licensing la so u g h t

II. T hu  thiri l  p a r ly  t u a lc r  bluill pruininuii l ly  iliapluy in Ihu plucu u f  l iu s ln u s s  u i  llu: l ln n l  
p a l ly  (unlur llm cuit iflcu lu  iatmtil l.y Ihu i lup m lim m l a u l ln . i l / lu j ;  l lm  I l i ln l  p a i l y  Irnlui l>. 
u dn iiu ia lcr  tin: tuallilg.

I'!. T l i ln l  p a r ly  Ictile iu  Ihnt a ru  curtlfluil  l.y Ihu i lup i i il iuunt mill l l iul u u iu ln r l  a n d i  lenling 
u ru  ulitilluil tu  culluct u fuu ruiiauiiuhlu am i  uuiullmlibiliatu lu r  llm lua l ln j ;  Imi iii.I u m u :  (Inin 
fi lly ih.llulb.

I ' \  T h u  tlupiirlu iuul ,  d u r in g  rugiilm Imuiiiuua lu.iiin, m a y  uniliu u n  :. i ie inapuctn.i ia ,.l 
local lima ll.u r lupnil iucti l  d e e m s  i ip p in p r ia lu  lu  iluluiuiii i i  pialil icalii .l . u f  o n g o in g  t i  » | ' l a m e  
hy l l i in l  j iurty  lu s t e r s  w ith  lliu r e q u i r e m e n t s  p r c a t i l h e d  u n d e r  fi lls s ec t ion .  , ,  ‘ l 
in tullilnuluil  ul 11 p l a t e  lucutuit uulahlu  Ihia s t a l e  lliu (hitt l  p m t y  l u s t e r  ahull  ic lu d m in u  llm 
luusunul.lu  p u r  ilium mul t ruvul t u a l s  inciiiTcil l.y llu: i lu par l iuu i i l 's  i n s p c v lu i s  Tin: i lep .u l
i n t i i l  m uy  1 uv1.hu ( lm  cuillficiit lun lasuuil lu  11 Ihu  il p a i l y  t u a l c r  fu r  u n u  yum  if th e  
i l tp a i  tmulit  lluila lh a l  llm I hi. <1 | nn ty lu s t e r  ia not iu ci .ii.plim.cu with  Ihu | .n .v ia iuna  »l llil:. 
suc lh .u  u r  u ru le  inh.p lc .l  lu c u r ry  nu t  llm d u t ie s  ruipii iui!  l.y I his burliuii . I f  ctmai: uxibla, Ihu 
i lu p u i tm u n l  m uy u n lu r  11 ruuxuniiiuillim t.l 11 liuuuscu wlm waa uuillficil  l.y 11 I l i ln l  p a r ly  Icalci 
whuac  c e r l i lk u l lo n  wua revoke.I

t i .  A cci l i l i ea l l i . i l  fur  a n  appl ican t  u n i a t  have l . uen  inauuil wl l l . l u  I h u ( y i l . iy. .  ul  tin d a l e  >>l 
upji l icul l i . i l  fm liccuiiiui;

II. 'f lu : tc j im lu m id  m ay  ic ju c l  un a|i |. l i i :aul‘:l e u l l l l i ta lm i i  mul m lm iu la l r i  a di!vlii|> 
cxiiliiiirltlir.il I. !lm (lcjt.ill incn l  h a s  luiiuuu In ipiealimi ihu  ii|.plu iinl'.i id . ih ly  lu  uxcni:.. :  
ni i lium y lilul l e a s ,  •uil.le c u u ln . l  iu  (lm ii j .cnit iuu uf  a inului vcl.ieh:

I. A I l i l n l  |>ur ly l a d ' l l '  u u l h n r U e d  u n d e r  I h i a  l i ud l u l l  In a d u i l u l a l e i  11 i l i ivlnj ' ,  uxa i i i in . i l l . m 
bluill  m . l  l .u c t l m l n a l l y  u r  e v i l l y  lml . l t  f u r  l lu:  tuhi i i l Us l i . i l l un  ul  l lu:  c x . i i i i l i i n l i nu  mi l t . . . .  l lu:  
I l i l n l  | i m l y  t e a l u i  u d u i l n l a l e i e d  l l m uxni i i inat iui i  In u g n m a l y  n e g l i g e n t  l i i a n n u i

A.I.ltd l.y I .mwm Iliii'J, Cl.  ilitti, I  JH, el f  J an  I, IJ 'xi  Aiuci At.I l.y l.mv.i lir.U, c l .  I'/it, IV, .11 Aj.ul
10, I'j'j.I

l l l u t i . l l e . i l  i l l li l  t K l d i l l m y  N n le a  

I, . iau I'jM'J, Cl. ZM, t  l . l  piuvtilua: " l l t . | i i i i t i n t u l a  fm c. i .n I1111.1I

' ' II.I:. a d  n  t i l .  t l ive  I...IM uml ullel  Ki i t l i i l n l  I ’ueui.ii . l  I.. . . . In I t  IX, *1 •!•!. I " (I I It III 1*1
ill "  A f l l i l . ’i 1111 l i  i ll* 11ivi’ t' lily »»i» lln ri l lunt . i l l . •

. . .  , . . , , . Vtllts ul  l(M li l»VH Itdll ld III I II*: IIIMItln |;. Ill (Ml III hc  IUti.1 miitiirliiii ul.  In uulcitc A. 111 (In; Iiml . , , , , , , .
, , Ituiibt* ol (In: li‘i;l;iluhiii; uml |.t 4 I I c l I Uc  imiiM *ll•cnlclitc, lu ru iln l  Iiml l td  lu   ..lag an u,. , ........ ,M(e    , , ,

j . l i c i . l *  f. . ur  p ..liu  ul lghl l i ly fur t, c la.u K m M , |((; Itl<| ,m A „  ,{) (l| ,, ............. .
hcciioc, . m l  ma c i t i . l  ll.e t l . lnl  b t i . l t m e  I c l . l a . g  la  yd l l |  .  „ lla m (  „ „  „ IU ,,( | | | ...... ................
CCfllfkMli.M. u f IlM cim  Iif u l |(liwl „ ||K|! (l( t|(u M|, „ , |a | | , i(l|(

I . . . .  U t u ,  1 I. IVH. I  Oil j . t . iv l i le a :  I n . i .v t  ».f i l .u  h g a . l . i l . u t 11

A l t T I C I . i ;  3 (/‘A N U la l . I .A T ID N ,  y iJ b l 'K N M ID N  f i l l  I l l lVIICA 'T IUM  III ' I . I C I d J S i : . .

§ 2 8 —l'l 1. A n l I n n  i l y  i d  i l e jm i  l i n c n l  l u  c n n r c l  l l i c n a u  i n  | m :ii i i i I
A 'I lie i lcpm l l i i iu l  m a y  t a n n l  a  d i l v i T u  I n . . i t  ... |n : iu u l  u p o n  i l . l . i i i . m n . g  any nl llu-  ̂

full..wing.

I ' I h e  l lccl i acu wus mil e n t i t l e d  l u  I h e  l v . vi .mrc  « |  (l ie l l e e n a e  1.1 j . e i m i l  u m l .  1 l l n  
chup tc r .

3 'I In: Il i ' em.ei:  f a i l ed  In  g i vu  ll. ..  n . | U l l e . l  u l  1 . . 11 . . I  ml .  >11, mi l .  .11 lu  l . l .  aj . j . l i .  . . In. . .  ... 
t u m m l l l c d  any  f in. . . I  lu m a k i n g  l lu:  i ipj . l l ialn. l i

3 A | ..:m. . 1 1 wlm bigued mi up|.ll.'ull.ili I..I a In cine 111 pel lull ui wlm rv.e. 1 an .1 , 1 I........
in p c i  11.1t lile.i .1 w i l l l t i i  n:i |i ich( with I h e  i h  | i . i l l i l ici i l  h . l  1 a m .  Ilal i .ni  nf l l . e  In c . .  .. ..i p. nu l l  
lh. i t  I111.huItu all nl l l m  ful l .nvlug i i l lnl i l ial lul i .

(a l  T h e  mum: u |  l lm  In i  n: r e  1.1 p. i i m l l i e

nti
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§ 28-1 ■riCANai'OKTATK)

III m  velilele" m e a n s  a  velilele wlileli la nuuil l o r  c iunn iu ichd  f a n n in g  o r  coiiiincicial
aluck lu l l in g  mill which tu ec ls  all o f  lliu following i c q u i le m u u la :

la) l a  eon lru l le il  mul ujiurutuil  hy Ihu furiu  vehicle o w ner ,  lliu n w u er 'a  liiiully u ie in l ie r  o r  un 
uni | i loyee of Ihe  uw ner .

(h) la tibeil to l im ia p u r l  iigi lciilturiil p ro d u c ts ,  inuchli iery o r  uii|ijilleu (o u r  f rom  u 
coiiiinurclul f u n n in g  or u eoinuieiclul a loch ruining u|ieriilfuii

to) la nu t  uaeil iu  ll ie ope ra t io n s  of  u cciii iuuu u r  c u u l ru c t  n m lo r  cu r r ie r .

(ii) la uauil wilhin unu huiiilreil  fifty inllea uf th e  fu riu  vehicle  n w u er 'a  cuuiuiurciul fm n iiug  
u r  couuiiei 'clul uloclt ru iaiug  U|iurutlun.

I I .  "K u ie ig n "  mutiny o u ts id e  th e  U n i ted  S l ides .

13. " t i ro a a  vehic le  w e ig h t  ru l ing"  m e u n s  ll ie  w e ig h t  wliicli la uaaigned hy th e  vehicle 
n iu i iu fuc tu ie r  tu u vehicle  uml which r e p re s e n t s  th e  m uxl im im  r e c o m m e n d e d  tolul weight 
Inehulmg velilele am i luuil fur  t h e  vehicle.

IU " l . icunsu  cluaa" ii ieuua, fur Ihe  p iu p u s c  uf d e te rm in in g  th e  u p p iu p i lu tu  cluaa u f  d r iv e r ' s  
l icense ic ip i i re d  for ll ie ty p u  uf inu lor  velilele o r  velilele coiiililiiulhiu u d r iv e r  In ten d s  tu u r  Is 
u p d a t i n g ,  th e  cluaa o f  d r iv e r ' s  licenuu p re a c r ih e d  iu } 38 *103.

l*i. " N o n re s id e n t  cum inerc iid  d r iv e r ’s  l icense" meutia u coii iinurclul d r iv e r ' s  l icense issued 
tu un individual dom iciled  in u fore ign  coun try .

16. " I Il-ci eullunul vehic le"  m eu n s  u inu lo r  vehicle o r  vehicle comhliiulioii (hut is iu excess 
uf  Iwenly-a lx  thuunuml p o u n d s  g rusa  vehicle w eigh t  uml l l iu l  ia d e s ig n e d  uml exclusively u sed  
(or p l ivutu  p le u s u te  u se  e n d  Includes vehicles com m only  called in u lo r  hum cs ,  p lchup  t r u c k s  
with  cam p e rs ,  t r a v e l  t r a i le rs ,  hos t  t r a i le r s  uml hurtle l iu i l c r s  u se d  exclusively to t r a n s p o r t  
pe iaonul puaaeauioua u r  p e r s o n a  fur iiuucouiinurclul pui  puses

Ili "I tcvucu t iun"  m e u n s  lliul th e  d r iv e l ' s  l icense uml pr iv ilege  tu  d i lv e  u u iu lu r  vehicle uu 
Ihe public Idghwuys m e  te r iu i l iu ted  uml shull  n o t  lie r e n e w e d  u r  r e s tu r e d ,  excep t  th u l  un 
upplicutiun fur u new  license m uy lie p r e s e n te d  und u c led  upon  by  th e  depwi (m e ld  u f te r  th e  
cxpiiulioii  uf  ul leual  une  y e a r  u f te r  th e  (lute of  rcvoculiuu

17, "S u sp e n s io n "  iiieuua (lull  Ihu  d r ivor 'u  license uml p r iv ilege  tu  t l i lvu u m o to r  veh.clu uu 
Ihe public h ighw ays  a r e  le inpuru ii ly  w i th d ra w n  h u t  uuly d in in g  th e  p e i io d  of  th e  auupei iaiun 
uml unlit  upplieutiun  fo r  r e lua tu ten ic i i l  is inude

18 "T u n k  vehic le"  iiieuua u cmuiueieiu l  i l iu lur  vehicle l l iul ia d e s ig n e d  (u t iu n a p u r l  u lupin! 
o r  gaseous  luuturlul w ith in  u tunk  lliul is e i th e r  per i i iu u e n l ly  o r  te m p o ra r i ly  u t lu ch ed  lu  llm 
vehicle o r  chassis . T a n k  vehicle  inc ludes a  cut go tunk  und  u p u i lu h le  la n k  T unk  vehicle 
does  not mcuil u p u i lu h le  tunk  having u lu lu d  capac ity  u n d e r  unu t lumaum! gallons.

IU. "Vehicle  cu m hlna t luu"  m e a n s  u inu lo r  vehicle a n d  uny vehicle iu excess  uf  te n  thoiisuud 
pounds  g iuus  vehicle Weight which it tows,  if th e  g iu u s  com bined  Weight i td iu g  is in u re  (hull 
twenty-six  Ihm isund  pou n d s
An.ei.3c.l liy l.uwn t'JSU, Cli 330, 4 II, cff Jan |, I'J'JU, l.sws IUUI, Cli 101, { 3, I.umu ItrjJ, Oh I7H, 
i  8, cfr A pill 30, lU'Jj 

1 tsccllun 38 3101 tt ik.|

l l l a t u i l c u l  u n d  S l u l i i l n r y  N u l c s  

limn US'J, (di 330, 4 (it piuvl.lcs. Iiuuau uf lliu tcglalatiiiu uml la rlfcctlvu luuiic.linlc
•Tills act u ell,,, live hum and allci llcicml.i i 1,11 dm algiialuic of ll.u governor |ucl ulgiic.l l.y 
pja'j'' Ihu guveilliir oil Apul 30 IIKKI) or. if Ihu governor

Tim IMS amendment u( H.la .cCliun hy Cl. 330 vf‘u.c“ T.1'/ u"f d‘u .ulme.p.eul aflb.i.alivc vole
eipllellly umemle.l Ihu 1087 umemlmeul uf (Ida ?f “l U“  ‘‘l “1 “I" “"t. ̂  U"t uf'  f . . .  , lu lii.tmc til lliu ItkMlUhlll!
acCliuii Lv C.li MU . . .  ...

. . . .  .H ..fej l n.i i lll!)3 l lc» lic i  i  Nule;l.uvta ILOJ, III l/d. i JJ 111 os lilci. , . • .
Ill tliL* L'Iiu|• (cI WL’luliili. Ill | iai «<I ii|i|| J, *iii|»i|ivl 

Koj t i l l  Liiitiil.i lo t  c u m li i i t i i l  it lull ( t l  (lie uCcuimI “m». r  who hIiuWii an "A Ni l "  lull
‘I'lllI* 1 l» m l k I t  IX, 6 *2, ( 'uiintllulldli nl it in caUl lhg lutv l*uitmuiit to Miilliuill)- *

A i l i d i /  mI  (u iffi. ' ilive only ui» (In' itffiiinnliki: { 4 l 130102, lu I lie l)mi|i(ci viiaim* "uml'* i*
Vote ul .1.11 Imii lltli«lii of llie ilicinliClit of t'uili ucilul iu ti luirttllou of a nmulfcal aIliU.iI h i.

lit)
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C r o s s  I l l l i l l l l . e s

i)eitl,:is uml wicckciu, pr.aoilule I... Ii.t-miing I'lmed.ue lot Ilium,lug iiml luinoiig pel mil.-., n:
uml Issuing peimllu, beu 4 38 I lit) I ciuuliiiliul vela, l.-a, exhiliilhms, sen 4 38 I.nil

Wimhil. lel I ul i .kei ,  h u m  vehicles,  s e e  4 38 .1111

5 38  103.01 . K e p e u l o i l  h y  l . u w s  10811, C l i .  330 , 5 lift, e l l .  A p i i l  I ,  1003

l l i s l . n l .  ol  m u l  . S t i i l u l o i y  N u l e s

l.uws PJ80, (di 330, 4 111 piovldes. laws I till I, (d. lid, 44 d uml I pmvi.h.l lm
•T'hl.'i uct Is elleillve fiuia uml .illl-i lieiemln:! le.npoiuiy ,v|||,|lil>:l.| ali.'hiia on  luiiu v. I.i.l. ,

dl, IHU0 " uml I..I lh<! • I.-JU-I.I uf t he  pi..vision ui.llaa naug ..ml.
I.UWs ItUi'J, Id.  330, 4 l.l. pi ovules.  alii be t a  cllci l lvi:  Ajol l  I, Ill'.l3
See. Ii5. tleluyeil icpcid llu: lepculcd sei' liim, mhled hy l.uws Until, I I.
Section 38 '10301 uml 38 -10101, Ariroliil l ie 330, 5 13, leluleil tu bn uililllloliul 11. In.III.o. ol

vised Slulutes, us u. ldcd hy llila a d ,  a r c  nipeuleil ( .on,  vel.ldei.
hi.in uml ufler Mulch dl, l!l!f3"

4 38 - 108. O l i v e r ' s  l i c e n s e  c l i i s s e s

I. C l a s s  A A c l a s s  A l i c e ns e  Is va l id  f u r  u p e n d i n g  n ve h i c l e  unu l i l n . i i l u i l  w i t h  a  gin-, : ,  
c u u d i i u e d  w e i g h t  r u l i n g  u f  t w e n t y  s ix I l i um. ,mi l  u n e  in umu*.  p u u u d u ,  if l l i e  g u m s  vein,  I. 
w e i g h t  l u t i n g  u f  l l ie  veh i c l e  b e i n g  l o w e d  Is In e x c e s s  ul  l e u  ihi i i ihaiul  p o u n d . i ,  Iiu h i d i n g  .ill 
v eh i c l e s  i c q i i i i i u g  a  c l a s s  II, C  u r  I)  l i c ense ,  lui l  nu t  i n c lu d in g  a  veh i c l e  l e . p i n i n g  n  . i .e. : .  M 
l i c e ns e  in a veh i c l e  ni  veh i c l e  cii iuhl i i i i l lui i  w h i c h  i m p i l l e a  a  s pec i a l  e i i doi a i . - i neul  unle. , : .  l lu 
p i o p e r  e ml o i  au iue i i t  a p p e a l s  u u  Ihu  l i cense .

3  Chi:.: .  II A c l a s s  II l i c e n s e  Is va l id  lui  u p e n d i n g  a  s i n g l e  l ini lui  ve in .  I.• wi l l ,  a  g i n . . .
veh i c l e  w e ig h !  I citing u f  t w e n t y  :.ix t h o u s a n d  mil l  u r  l i u n e  p o u n d s ,  in a n y  s u c h  ve in ,  le l o w i n g  a  
ve h i c l e  mi l  iu e x c e s s  u f  t e n  l l mi i s a ml  p o u n d s  giu. sn Velih le Weight  l u t i n g .  I n c l u d i n g  all  ve in .  I. . 
i e i p n i m g  u c l a s s  C  u r  11 l i c ense ,  h u t  no t  i nc l ud i ng  ve h i c l e s  i m p u t i n g  a  c l a s s  M l i c e n se  m 
ve h i c l e s  wl i l ch r e q u i r e  a  s p e c i a l  uudu i &unmi i l  u n l e s s  i h e  p i u p e r  e m l n i h e u i e n l  a p p e a l s  u n  llu:  
l i cense .

il C l a s s  C A c l a s s  C  llrcn.M! Is va l id  h a  u p e i a l l l i g  a  s i n g l e  l in . l i a  v e h i c l e  wi l l ,  a  p i . .  .
veh i c l e  Wei ght  n i l l n g  u f  t w e n t y  s ix l l u i u s a m l  p i u i n d s  in l e s s  u r  a n y  s m  li ve l a ,  le l u . c n , g a  
veh i c l e  Uul  in e x c e s s  o f  a  i e n  I h u i l s a u d  p o u n d  gin, . , ,  vi l u . h :  w e i g h t  i . d l i . g ,  ui  a n y  s u c h  ve l a ,  le 
( o wi n g  a  mi l l  In e x c e s s  u f  a  t e n  t h o u s a n d  p o u n d  g i u s s  ve l uc l e  w e i g h t  l a l l n g  li l l i e  gi<>... 
c i a uh i i t c d  w e i g h t  r a t i n g  is l e s s  t l m n  t w e n t y  six t h o u s a n d  o n e  p o u n d s  a n d  ll t h e  v e l m l c  I . 
r e q u i r e d  t u  h e  p l a c a r d e d  f u r  h . u a i d n u s  i n . d e i i a l u  u r  Is a  Ini s  , a  s c h o o l  h m.  a n d  al l  ve l a . I ,  
l e q i i i i i n g  a  c l a s s  l> l i c ense ,  l a g  mi l  vehicle' s  l e q a l i m g  a  t l a s s  M l i c e n s e  in v e h i c l e s  wh i ch  
l e q u i l e  a  s pe c i a l  e n d o r s e m e n t  u n l e s s  ( h e  p i u p e r  u m l u i a e i m . o l  n p p c i  i s  u n  I h e  licelisi ;

4 C l a s s  II  A c l a s s  I)  l i c e n s e  is va l id  h a  u p e n d i n g  ii s i n g l e  i n , a , a  ve l a ,  le wl i l i  a  gin: . : ,  
vehi c l e  w e i g h t  l a t m g  u f  t w e n t y  s ix l l a i i i s a i i d  p o u n d s  ia  l e s s  in a n y  s u c h  v u h n t c  l o w i n g  a 
Vehicle u u l  in e x c e s s  o f  ii t e n  l l u i u s a m l  p o u n d  g l o s s  veh i c l e  w e i g h t  i . d l i . g ,  iu a n y  s n . l i  vehi c l e  
l o w i n g  a  imi l  III e x c e s s  u f  a  l e u  I h u i i su ml  p o u n d  g i u s s  vehic l e  w e ig h !  l a l l u g  if l lu;  g t » . - .  
c u i u h i n e d  w e i g h t  l u l l i i g  i s  l e s s  t h a n  l i v c n t y  s ix t h o u s a n d  tan:  p o u n d s  l a d  mi l  vehl i l . - : .  
r e q u i r i n g  a  c l a s s  M l i c e ns e  in v eh i c l e s  w h i c h  i c q u i l u  a  s p e c i a l  e i i i l u i a e u i e n l  u n l e s s  I h e  p i . , p ,  i 
e m l u i s e i u e i i l  a p p e a l s  u u  I h e  l i c ense

f> C l a s s  M A c l a s s  M l i c e n s e  lu va l id  h n  u j u a a l i u g  a  n m l . a i y i  le,  l u u l u i  d n v i e  e y r i e  . a
p e da l  b i cyc l e  wil l ,  h c l p c i  u m l u i  I ' m  l la:  pui | iu: . e i i  nl  d n v e i ' s  l i , r i m i n g ,  l l n .  I m i . . .
r l a s s i l l ca l i i a i  mu y  l ie e m h a i i e . l  oi l  a  val id c l a s s  A, II, C m  I)  l i cense  

All, led l.y I..IMJ I'JS'J, Cli 3311, 4 II ,  el l  J a n  I, I1UXI
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METHODS

Each year, Milmcsou residents make about 5.6 million motor vehicle, driver's li­
cense and DNR transactions at deputy registrars and spend about S18.S million in 
administrative tees to support the deputy registrar system. Our research focused 
on two important indicators o f how well die system is functioning: customer serv­
ice nnd cost. Sinco deputy registrar! collect over S600 million per year iu motor 
vehicle rcgistrauon fees and excise taxes, wo also considered tho security o f state 
funds when discussing policy options for die state

To analyze customer service, we used several measures, in c lud in g  customer wan­
ing time, geographic access, days and hours diat a deputy registrar is open, and 
liow ortcn deputy registrars make crron. We made 205 visits to deputy registrar 
to measure customer wiuiing nines during die summer and fall o f  1993 We also 
interviewed deputy registrars and DPS lioid representatives who monitor deputy 
registrar*. To analyze customer access, we mapped tho location o f deputy regis­
trars m Minnesota and compared die number of registrars in Minnesota with the 
number of agents in other states, taking into account population and land area. We 
collected data on hourt and error rates from die Department oi Public Safety.

To analyze cost, we obtained financial dan from a sample o f 101 deputy regis­
trars. We also collected linuncial data for the front counter nnd mail operations o f 
the Department of Public Safety. We examined die cost per transaction for public 
and non-profit deputies, and tho profitability o f private deputies. To analyze tho 
economics o f scale, we examined how cost per transaction, profits, and transac­
tions per employee varied by size o f deputy.

Wo interviewed deputy registrars, officials from (lie Department o f Public Safety, 
the Department o f Natural Resources, and the Pollution Control Agency. Finally, 
to obtain perspective on how other states provide motor vehicle registration and 
drivcr’i license services, we conducted telephone interviews with officials from 
the other 49 states and the District o f Columbia.

COMPARrSON BETWEEN MINNESOTA 
AND OTHER STATES

To oxoniine how other states provido motor vehicle and drivcr’i  license services, 
wo surveyed all states and the District o f Columbia. 11 We conducted in-depth in­
terviews with several states, including neighboring states and states that use pri­
vate agents to provide tabs, utJes, and driver's license rcnowaJs. Overall, we 
consider the information to be reliable, but it m likely that some data represent 
"hcst-gucsi* csumatcs o f interviewees, In several instances, we wens unable ro ob­
last information about fees or specific number o f public and private agcnu, be­
cause tho state office had limited mfotmaaon. This usually occurred when

II In til KuJytc*. we 70U ihe teener of CohtoOui u  t tuic.



Twenty-nine 
states use 
private agents 
tn provide 
some motor 
vehicle or 
driver’s license 
services.

counties controlled the process (such os Ronda or Texas) or when private agenfs 
sctlJieirown rccs (such as Pennsylvania, California, jnd Maryland).

R e g i s t r a t i o n  a n d  R e n e w a l  S y s t e m s

To provido motor vehicle and driver's license services, Minnesota uses a central 
state office and a system of county, municipal, and pnvatc agents. Wc askcrt ofii- 
cials in all states lo desenbe their system for titling and registering motor vehicles 
and renewing drivers' licenses, Wc found that:

• States have developed a wide variety of systems to process motor 
vehicle transactions and driver's license renewal*.

Willi die exception of Hawaii, all states have a central office that regulates motor 
vehicle registration and talcs. In some states, the same state agency regulates driv­
e n '  licenses, in odicr slates, a different slate agency is responsible.

As shown in Table I 2, mne states use state employees exclusively to process mo­
tor vehicle transactions. Another 17 states use a combination o f stare employees 
and private agents.'* Twenty-five statC3 delegate much o f the motor vehicle func­
tion to local government. usually comities. 1 1 Twelve o f these states, including 
Minnesota, also use pnvatc agents in some capacity.

Altogether, wc identified 29 states lhal use private agents to provido motor vehicle 
or driver's license services. The specific services performed by private agents, 
however, vanes widely among states, and in several cases ihcsc services aro pro­
vided on a limited basis. Pnvatc agents in nine states process motor vehicle titles 
and license plate tabs, and renew dnvers’ licenses. 14 Agents m 13 states process 
two o f these services, usually utles and labs. 1 ̂  Agents in seven other states have a 
singlo tiinctiou: fourdo only titles, two do only mbs, and one docs only driver’s li­
cense renewal. For example. North Dakota has a single state office and 13 full- 
service pnvatc agents. Illinois has 102 tiill-scrvicc state olliccs and over 2.000 
pnvaxc agents that process registration renewals. Figure 1 .7 shows stales using 
private agents for none, one, or two or more o f these functions.

In many stoics, including Minnesota, deputy registrar:: vary widely in size, and 
small deputies must oilen be part o f another business to survive financially. States

13 SavenJ ju iu  told us (Mt automobile iWer*. teasing companies, and car nsiud sgoicice per­
formed » im  motor vehicle iimcaoaa. Must oitcn, suwmoluJo dealers completed pan ot the tide pa­
perwork tor new can or a trawler on a used car. Wc did not collect information on the nomher of 
xatca us which denial perform these (Unctions.

/ J Four of iMso stales use multiple stale and local government offices lo register and inla motor ve­
hicles. Nevada and New foik npomcs juus anJ cmmiy oiTiccx New ILunpdmeusa eme and mu- 
aicipality oifiocs In Mary land, stale olfiua, ooiuuy (rcasunox, and private ugeuu provido moior ve­
hicle services.

14 Connections has two typ«* of private again. leoiing companies process vdudtf tides and labs 
for their own licet; AAA processes ̂love's license renewals,

13 In eleven o f these Mare*, private agavs process utlca m l  lobs. In ilhio. pnvatc menu process 
motor vehicle registration renewals md driver licenses la Coiuarncul, pnvase ugous procea tnlea 
and Cover'i license renewals.

MOTOR VEHICLE DEPUTY REGISTRAR:
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Table 1.2: Responsib le Governmental Entity, Number of Public and 
Private Agents, and Type of Transactions Processed by Private Agents 
for Fifty States and the District of Columbia, 1993

blliin lliil.A  Fvue of Aoents

Slate
or Branch Other

Slain Offices PufiUc.Officos PilOliC

Alebeina No Counties 77

Alaska Yes Counties 32

Arizona Yes Qrancnes in ai
,;ovfllY.

Arkansas YCS No ibO

California Ye.s No 172

Colorado ..N o. ... Countins ,.!P7.
Connecticut Yes No 1 1

Delaware ...Yes No 4
Ulsr. orCoiuatow Yes No 2
Florida Na C.jiinties........ 67
Oftrjia'A ......... No Counties 153
Hawaii No Counties 13

Idaho.......................Mo.... Cauntle* .........._.50.,
Illinois Yes No 102

Indiana Yes No............. ica

lowa ,N9. Counties ... .......!«....
Kansa?..... NO......... . Countfe*, , 115
Kentucky Mo. CpMfitiS*_____ _____ 140_
Louisiana Ye* No a3

Prtvale Agents P ro cess _

Private 1

Car dealers
2

Car denims

Car rental AAA 
Negistrattan 
service <7

Leasing com­
panies. AAA(5|

 UUaa__

Car dealers

v«s
Car dealers 
do paperwork

Car rental, AAA.
Pegisiration
teivica

Leasing
comp iimes

Falis.

Yes

Oliver's
License
(LmiwaJ

AAA.
fiegistralion
je iv ic n

AAA

28 ................   Yft*............ ...........Yes.

Registration
services

Yes Yos

Licensed remit­
ters 1006. 
Financial institu­
tions 224

4 bnnks

Licensed
rsriulUifi

Yes

Yes

Ye* Yes

Mama Yes 444Soma
 .........  .mnJSRMM.___________

Maryland ___y#.§....  Sptno.counoes______
Ma«ucnysottj
Michigan

Yop..

Ye*

JU9L 32 .
A few police 135; Some
stations sheriff* aa
 ___________D.kranevral.

MINNESOTA No

Mississippi

MlMOuri

No

Yee

Some
coun tie s

a n d  C f t f o l______
Caunttos

3 In e/ty

41

n

14

Title le rv ics 
company,

. C ir.dealer*

Yes

no Ye s ....... Yos

Fleet*. 
Car rental

Fleets, 
Car rental

Fleets, 
Car rental

78

ApptcaUon 
form at car 
dealers,

(Ijm m W .

Yes

A pp lic a tio n
form e* car 
dealers,

JpjlQcta!

Yes Yce.
Selected
agents

185 Yes Yes Yes
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Table 1.2: Responsib le Governmental Entity, Number of Public and 
Private Agents, and "type of Transactions Processed by Private Agents 
for Fifty States and the District of Columbia, 1993, continued

Number & TVoa a fA flflnta

State Number of Aoents . Private Aoonts Procass Driver's
or Qrancn Other Licanse

Slain C ifita i EiiDUc Offices Euolic Private _ 3 1 flJ  _ ""obs Renewal

Montana ....Yos. No 57
Nep/jjsKa No Counties 58
NavdUg Yes Some counties ........ i f ... - . .
New Hampshire Yes Some 157
...... . ... .... . .'P.WIIP.'PJ1*1* 5 .. ... ....... s. .....
Maw Jersey res 1 county Z2 ....... Yes Yes . Y03
New Mexico Yos Soma

municipalities
tW 5 Yes Yee Yoc

New York Ves Counties 101
North Carolina* Yes No 2 13.1 . . . . Yes Yea
Npftfi Oakoia NO ...N.9 ........................ 1 13 Yea Yea Yes . .

QlSft................... No C.gMPM? 00 :oa Yes Yes
Cklanoma. . Nn__ N o -i... .*>.... ??.< .. J& 5 .......................... ..J.9S
Oregon Yes N o 5o
Pennsylvania No N o 1 187 Messenger Car Oealars, f a g  Ageni* Messenger

Services. 100 AAA, Messenger Services
AAA, 19S0 la y  Mossenger Servicos
Agents__  Services  ,, ........... ....... ......

Rhode Uland Voa No 9 AAA tabs & piaie AAA tons A
cancellation plat* cancel-

 .......   . . . ..............................      ,.    . la f lp n ___

South Carolina YOS ...........N .P .............. .......... ..... 75

Souin Oakcia No Counuet 66 3 agents goto Yes 
pnvata compomes 
lor CL renewal

T enne ssee ......... No ........ 5AM0««*__________.... 05

Texas NO Counties 254 177 substations Yea Yes310 deputized by
 ............... ..........................  .................................... ...........:oumlas.,..................................... .................. ....

Uta.f)  Yaa Cougtlaa  ....... ....27.... 10 ...................... .............. ...............  AAAOfoo-off......

Vermont .. . . „ .M ... . No _______ i ........................
Virginia Yes A few atlas

..9L«.U0flM...
80 35 Yes Yes

Washlpaiorl .....N.0....... CounUgi ............. . . . ; g .  ,]*7* Yes ...Y flt . ... .......................
West Virginia Yes No 3 Licans*

... icrvlces ......
Yes Yes

Wisconsin .......» * ....Mg .................... ................27

'/WorNhg . .......iVA____ .... Coumtgs.... .......... . . . 3 3

Source: OLA Pbone Survey, AAA Moic* ‘iuhU.

'if number of prtais a genu Is not known. type of apem *  aoecrtea. 

’ MdSlontl irt* * procerus driver's ticinae ranawnis.
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Figure 1.7: States Using Private Agents to Process Titles, 
Automobile Registration, Or Driver's License Renewals

Transaction Types Processed 
By Private Agents

■ Two of Mur* ( iro
□  O n o  ( / )

I 1 N o  PrKuio A g u n b  tUi!)

Source: Office of ihe Legislative Auditor.
Note: Agents in Alaska and Hawaii 
process thrco types.

often use private agents to improve access to motor vehicle services. Por 
'example, Alaska mostly uses public agents, but uses private agents in remote areas 
ot the state.

Officials from several states said the design o f their system is based on tradition or 
tax policy. Longstanding patronage systems arc used in Missouri, New Jersey, 
North Carolina, .uui North Dakota. Many states in which counties assess personal 
property taxes on motor vehicles delegate registration o f motor vehicles to the 
counties.

S t a t e  R e g u l a t i o n

In Minnesota, die state or county may appoint private individuals or corporations 
as deputy regtstran based on geographic and economic criteria. Onco appointed, 
they cannot be removed without cause. The state Department o f Public .Safety 
closely regulates each deputy.



Unlike 
Minnesota, 
some states 
appoint private 
agents under a 
formal contract.

States v.uy considerably in the way they regulate private agents. Muiiy suites 
regulate llie number ami location ot pnvatc a g e n u .  recording to g c o g m ^ l i i o  o r  eco­
nomic factors similar to those used in Minnesota, such as sparsity, population ot* 
the county, and projected financial impact on ordistanco to die nearest agent.

Unlike Minnesota, ihc agent is often appointed under a formal contract. In Ohio, 
private agents bid on a two-year contract,,(1 Selection at Ohio agents involves 
comparing their bids against a point system based on economic and demographic 
factors and applicant qualifications. About 20 pciecnt o f agents Dim over each 
year, and they have an ongoing training progiam using a ncrwoik o f field repre­
sentatives. Ohio also loam each agent a computer, incorporating an automated 
system for calculation, forms completion, uid reporting.

Almost J00 pnvatc agents in Oklahoma work under a continuing contract, but 
they may be removed for any reason. Agents in the metropolitan aicas must be 
ihtee miles apart, .uul elsewhere die state lunus the number o f agents per town. 
Oklahoma has a Sj O.OOO cap on net agent fees biucd on IRS reimbuisable ex­
penses and agents arc subject to multiple state audits.

Some states identity agents by ilicir occupation or business. In a few states, only 
car dealers, car rental agencies, leasing companies, and ilccts pioccss their own ti­
tles ami registration. In Illinois, over 2,000 financial institutions process tab re­
newals. Officials in Wisconsin a id  us that they arc considering au tho ring 
currency exchanges id issue tabs.17 Some states delegate part or all o f the appoint­
ment function to counties, which regulate their own sub-agents.

Wc identified six states (California, Pennsylvania, Maryland, Illinois, Hawaii and 
West Virginia) who register and bond tcgisiraiion services that act as an agent for 
die customer. These agents may pick up the paperwork, help complete forms, de­
liver applications to a central or branch office, complete payment and rerun) the 
tab or plate to the customer, chaiging a fee for each level o f service, fn Pennsylva­
nia, only die central state office issues tabs and titles, and 187 private agents assist 
citizens with registration or title applications.

Wc asked officials from other states whether die right to bo an agent could be sold 
to another private party. We found that:

* Minnesota is the only state where the right to provide mot o r  vehicle 

snd driver's license services In « protected, restricted environment can 

be sold to a private agent.

Officials from other ju te s told us that the right to provide motor vehicle and 
driver's license services could not bo sold. In states where the agents are sclf-«- 
Iccted and operate in an open environment, tha Agents may incorporate and sell 
their business, but there is no exclusive ngni to provide these services. Officials 
from most states told us dm  they wanted a person designated as the agent, even

16 lhroeyanun 1994.

17 Cuncncy exchanges perform vuioui functions, sum  as ctvecx r u h u t g ,  and ino mart oitai found
i n u i t A n u a u .

MOTOR VEIItt’I.E DEPUTY REGISTRARS
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when the (rue agent was a noii-ptolit corporation such ax AAA , a Chamber ot* 
Commerce, or a rtof/uy Club.

Officials from several other states said iliat dicy wore concerned about stalTconu- 
nutty because tho work requires considerable knowledge of'ihc motor vehicle and 
driver's license renewal systems. Missouri requires new agents to attend, at their 
own cost, a one-week training program, and work at their site with held repre­
sentatives for two weeks. New Jersey pays ail site costs for political appointees, 
but they also speedy stalling and salary levels and require agents to bo on site .15 
hotns per week. Most imporundy, the stniT is not automatically replaced when a 
new agent is appointed.

Administrative Fees
In Minnesota, deputy registrars collect .in adutuii.slintive fee o f 51.50 for each 
motor vehicle title and tab transaction, and driver's license renewal. Fees for 
UNU. transactions ara less; S3.25 for each boat title and S.5U for each boat, snow­
mobile, and A P / registration.

Wc compared Minnesota's administrative lees with fees nt other states for three 
types o f transactions: motor vehicle registration renewals (tabs), motor vehicle ti­
des, and driver's license renewals. Wc excluded from our analysis fees tluz wctc 
not comparable to Minnesota's fees. First, wc excluded states thax did not distin­
guish (he administrative fee from die rax or user fee. Wc also excluded waik-in 
Ices charged by four states because they were not designed to compensate agents 
for their administrative costs. For example, Alaska and Uhodc Island have waik- 
in feus o f S 10, but private agcuts must give this feu revenue back to the state.18

Wc excluded fees charged by registration services that ate agents o f die customer 
because they do not provido tho sanio type o f service as Minnesota's deputy tegis- 
tors.19 Unlike Minnesota, these agents provide pick-up nnd dciivciy service, but 
do not pioccss die transaction or issue tahs. Since they aic not agents o f ihc state, 
dicy me minimally regulated. Ihoir fees may bo higher than most administrative 
fees, but since their fees are unregulated, wo could not obtain reliable data.

Finally, wc excluded fees in a few states in which agents (such as AAA or grocery 
stores) provided tab renewal is  i  customer service at no additional cost. Alto­
gether, our comparison group included 12  states that had administrative fees for 
Mbs, 10  states for titles, and 13 stales tbr timers'licenses. For each type o f trans­
action, wc used the higher of the fees charged by public or private agents in a 
state. We found:

• Minnesota's administrative feel for mot o r  vehicle cities, tahi, and 

driver’s license renewal are higher than fees in mnst other states.

I?

18 Wisconsin and Arkansas have vmUk-in lees of 33 and 32 roptcuvely, but olficuils said that these 
fees are destined in cue mirage sconce by mad rather than cover tit* transaction cost

19 California, Illinois, Pototylvarua, .VOryund, Hawaii, and W a t Virginia lutro licouoi but mini­
mally rcgulued regmranca scmcas.
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The median 
administrative 
fee was S2.00 
for license plate 
tabs, .$2.50 for 
titles, and 53.00 
for driver’s 
license 
renewals.

Minnesota lags 
behind most 
states in use of 
computer 
technology.

Hie median administrative fix wad S2.00 for tabs, 52.50 for titles, and S3.00 for• ii
unvcr’s license renewal.* Fees ranged from S. 75 to S5.25 tor tabs, from S. 75 to 
$5 50 for titles, and from $1.00 to S7.50 for drivers' licenses. Compared to Minne­
sota. three stares hod die same or higher fees for tabs, six status had higher fees for 
titles, .uid three stares had higher fees for driver's license icnewaJs.

For each category, the median fee for private agents was slightly higher than dial 
for public agents. In mrrny states, pnvatc agents charged die same fee as public 
agents, most ortcn because tees were limited legislatively. Officials in several 
states with relatively low fees told us diat they felt their fees were too low. restrict­
ing the ability o f pnvatc agents to lure and retain adequate sttuf.

U s e  o f  T e c h n o l o g y

Minnesota lags behind most other stales in us use o f technology. One area in 
which Minnesota is behind odicr slates involved how it omen motor vehicle regis- 
tiation and tide records into die state's darn base. Wc Ibund;

• Most other Hates upload information electronically from agents (0 tfle 
central database, while Minnesota duplicates d ata  entry already 
performed by (he deputy registrars.

Minnesota uses bar coding to scan infoniiatioii from unaltered b ills for rcgistrauon 
renewal. I lowcvcr, each year, DPS clerical staiTmanually enter into the state's da­
tabase about 1.5 million udc transactions and about I m illion registration renewals 
that cannot be electronically scanned. Most o f this data oniry duplicates woric a l­
ready performed by deputy registrars on their own computers. Many stales upload 
this information electronically from agents to their central database. We believe 
that Minnesota could save subsunu.il resources by electronically processing this 
information. In addition, motor vehicle records would be updated more quickly.
Hie Department of Public Safety plans to test this approach for registration renew­
als in 1994 with the deputy registrar tn Faribault. It plans to fully implement this 
approach in about two year;.

Less than one-fourth o f Minnesota’s deputy registrars can retrieve infoimation 
electronically from die state’s motor vehicle data base. In most states, most public 
and pnvate agents have computers that aro connected to the central database.
Most at these states c id x r loan or lease computer equipment tn agents or require 
anyone interested in being an agent to buy dioir awn computers.

Agents in these states typically use computers to perform calculations, complete 
forms, and generate reports. Slates wlicrc private agents pcrtbnn multiple motor 
vehicle flinclious for tho public, such as Ohio and Oklahoma, arc more likely to 
use computers extensively, Pnvate agents with limited tUnaioru, such as financial 
uisutuuons in Illinois, aro not similarly automated. Many states are planning j , s - 
tem upgrades to expand the uso o f computers. Officials in several states told us

70 The m a i l*  u  the midpoint o f the uunpte; half o f the agents lave liiyha  fees and half heve
t ower  t e a .



BACKGROUND 21

Some other 
states are 
experimenting 
with kiosk 
technology and 
integrating 
emission 
testing with 
registration 
renewal.

tlut ilicy wen: planning to integrate motor vehicle and driver's license databases 
or currently have such a system in place.

System automation may increase agent producuvity by streamlining access to 
state databases, calculating tecs owed, .and processing forms. Wc were also (old 
Uiat Lite need for centralized audits o f agent paperwork is also reduced hy the use 
o f automation. Wc collected limned data on how other states review agent trans- 
acuons for errors. Several states use a system similar to Minnesota's. Fn other 
states, officials told us that increased automation reduced their need to manually 
enter rutd review agent work. Officials in North Carolina told us (hat under their 
now system, error verification will oe done by taking a random sample o f all 
agents, although at a higher rate (10 percent) for new offices. They feel comfort­
able doing this, because the new computer system will perform all calculations 
;tnd generate the forms. Database integration allows states to access iitldiitiauon 
on drivers' licenses and vehicle registrations simultaneously, or link tins informa­
tion tu other data.

K iosk Technology

Some states are experimenting with kiosk technology for processing motor vehicle 
transaeuons. Kiosks arc stand-alone umu, similar to automated teller machines, 
mid ollcn use appealing graphics and touchscreen technology.

We were uild (hot the location of kiosks and the extent and variety of infoniiaiinn 
and services offered are important determinants o f success. Virginia's unsuccess­
ful pilot lest was in pan due to the cost o f placing a kiosk in a high traffic shop­
ping mall. The Social Security Administration has kiosks in several branch office 
lobbies, minimizing security concerns. California’s FnfoCalifomin project pro­
vides 24-hour access to information about government services from 15 kiosks in 
two counties. Ihc program recently won a 1993 Innovations in State and Local 
Government Award front Harvard University, We were told that citizens will even­
tually be able to obtain tabs and renew drivers' licenses. Other states are also 
studying tins technology, including Washington, Wisconsin, Alaska, and South Da­
kota.

In tegrating  Em issions Testing and Registration Renewal

Minnesota is one of several states that require automobile emissions tests, either 
statewide or in designated metropolitan areas, as a prerequisite to registration re­
newal. Residents o f the IVvin Cities metropolitan area must make two stops to re­
new their automobile registration. To allow one-stop registration renewal, some 
states have looked at providing renewals at dm emission test sites. Oregon has run 
an award-winning pilot program in the city o f Medford (population 67,000) for 
several yean. No surf wore added at the state-run emission test site and there was 
a 20 percent increase in emissions test waiting time. However, wc were told by 
Oregon officials that customers arc hippier because they make only one stop. The 
paperwork for tabs must sail be entered into (lie motor vehicle database at a local 
rtaae-run motor vehicle office, smcc they do not as yet have an m to grated system. 
The workload in that office has not decreased overall, although it is castor to
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On uvcrnge, 
other states 
process about 
half of 
registration 
renewals by 
mail.

ichcdule. Kowevcr. when die u*.u systems arc uiccgroxcd, it ia likely lliat work* 
load in ih . motor vehicle office w ill decrease Since tiiey have had long waiting 
times ;.icviously, no staif w ill probably be released. They plan a  expand to Port­
land when (he cntirc system is automated and integrated. Washington, Wisconsin, 
Connecticut, and New Hampshire are also studying integrating emission testing 
and rcgistrauon renewal.

Arizona introduced emission testing on a voluntary basis at several sites diat proc­
essed rcgistrauon renewals. When it fully implemented emission testing, it chose 
not to oll'cr registration renewals at its permanent emission test stations. A state 
otficinl told us that combining these two functions would increase transaction and 
waning times.

New Jersey requires emissions tests statewide. Most o f their motor vehicle of­
fices, including private agents, arc iocatcd near on inspection station, lu addition, 
there arc live full service I'aciliucs which combine molur vehicle agents (twu o f 
which arc private), driver's lieense testing, and a staie-nm inspection station.

Wisconsin otTieiaJs told us diat their contract for emissions testing services is cur­
rently up for renewal. They have written die specifications lor the new contract to 
include an option for the slate to require the emissions contractor to issue tabs. 
Contractors arc to provide specific ’mini-proposals" for iiiiegruung tab renewal 
wiih emissions testing as part o f their bid for die state contract.

R e n e w a l  b y  M a i l  a n d  P h o n e

Minnesota and almost every other state allow residents to renew tiieir vchiclo rcg- 
tstnuion by mail. Minnesota charges the same fee for mail scivico as it docs for 
walk-m service and it processes about 9 percent o f license plate lab renewals by 
mail. Comparable data from IS other states indicaie thar:

• O ther states process more registration renewals by mail than 
.Minnesota.

States w idi nan-mandatory mail renewal pmccss an average o f 5.1 percent o f regis­
tration renewals by m ill, about six times Minnesota’s percentage. A few lU ies, 
such as Connecucut and New Y ak , require tab renewal by mail.

One reason that other sates process more mbs by mail may be that mast 3Wics do 
notchuigo an lulmmistrauve fee fur mail renewal. .Some states (Alaska, Arkansas, 
Maine, Wisconsin, and Rhode Island) encourage mail renewal by charging a 
"walk-m" fee o f up to S10.0D Another reason may be dmr, unlike Minnesota, 
some stares include a rcnim envelope with their rcgistrauon bill. In a few su ics 
with county systems, renewals may be done by nuul directly to the county.

A few states, such as Wisconsin and OklaJnmia, permit tab renewal by phona with 
payment by crcdil cand and others, such m Massachusetts and Pennsylvania, arc 
studying diis option. Michigan and Indiana permit credit card payment for mail re­
newals. .Some stale officials said that ihcy have not implemented credit card pay-
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ments because they were told that they cannot charge customers for using credit 
•ard services. Wisconsin o ilic iids told us that this was not an issuo for thorn be­
cause tiicy have a legislatively designated service fee and a similar fee may be 
charged for credit card transactions.

S U M M A R Y

Suites use a wide variety of systems to register and title motor vehicles and (o re­
new duvere' licenses. To provide access to the public, srates supplement the cen­
tral stare olTicc with sfnfc branch orticcs, county or municipal oificcs, or pnvatc 
agents. Minnesota's system o f public and private agents, regulated by a central 
iinte office, is fairly typical or the states using public and pnvatc agents. Like pri­
vate agents m many other suites, deputy registrars vary widely in size, .rad small 
deputies must oficn be pait o f another business lo survive financially

Minnesota's system for initially appointing private agents is similar to that used in 
several oilier states. However. Minnesota is unique in allowing ihe sale o f adep- 
uty registrar business sheltered by the sure from competition.

Minnesota lags behind most other states iu how it uses technology. Less titan one* 
foutili o f all deputy registrars have computer access to (lie suite database, and 
much o f die dataonuy pcrfonned by state employees duplicates woik already per­
forated by deputy registrars.



C a r  d e a l e r s  
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m a i l i n g
By A B L E f M  S A W Y E R

The t u t e  o f  M o n t a n a  ; n d  
t he  i l i m u r *  <’hevy  2 < a l c ; e  
. U i o c i e i l u o  h*v«  joined f o t r ea  
lor  * B m  i i  t he  t i n t  
g o v e r n m e n t  . I l r « t * f f i i i l  i d -
<e ( t i * i n g ca mp a ig n .  *■ ’ v  * •  >r. ,

T h a  dea l er a  a u o c i a i l o n  on o n  
a ' i iil t o  m a l l  o u t  190.000 
M o n t a n a  m o t o r  v e mc t e  ccijLa- 
U a i l u n  r e n e w a l  / i nner*  m  m e  
n e a t  year .  Aa  p a r t  of  t he  
i g r c c m e n t .  t h e  g ov e r n m e n t  
ma i l i n g  wilt  t u c l u a o  eti  «a  
m e n a g e  f r om t h e  r ec i p i e n t ' i  
lornl  C h ev r o l e t  dea l er .

" W « e m i | u l t r  a u t r d  a b o u t  ,

r o l e t d e a l r r *  group.
"I l ' l  a  a d n - w i n  j i t u a uu i t .  ‘ 

Mr,  G i v e n  l a id .  " Va  wi l l  ha  
m v . n g  h u t u l m l a  o f  t hous and*  
Of d o l l a r *  o f  t a x p a y e r * '  
money ,  . rul  wo  wi l l  r a a . h  «e* 
hi r l e  o w ne r *  w i t h  o u r  m a r k e t ­
i n g  u s e a a a g *  : n  a  r a t h e r  
u n i q u e  a d v er t i s i n g  m e d i u m . ”  

Tho Ural  34,000 TUUInga 
were  to ha ve  « o u e  u u t  I Jet ,  I .  
u u l  Boo  Henke l ,  r xc vu t i ve  
d i r e c t o r  of I hc  d e a l e r  u u u | i .

I h c  c o n t r a c t  ta for  on* y e a r  
ad t h  a n  o p t i o n  for  t wo  mu r e .  
It allowa the 1 l a t e  o r  the aa«o-  
clallon u» cancel t he  c o n t r a c t  
lay g i v i ng  a  o O - . u y  not ice .

O o u i  Hobart*.  a d m i n u t n t n r  
t f  tha M o n t a n a  D e p a r t m e n t  o f  
.'oatlea, Motor Vehlda Dim* 
uoQ,  uui : n r  t un i ng  n u v t i u n n g  
widi  t h e  r r ^ u t r a t i o i u  wil l  s ave  
abou t  9200.009 annual l y .

T h e  d l v i a i o n  d e c i d e d  t u  
p r i v a t i z e  the  m a i l i n g  In . 'ar.u*

'JU( in g o ve r nme n t  lUctuneut*
*  rare,  o u t  tha  p rac t i ce  le not  
a n h r a r d u f .

f u c u j  group r t ud l aa  con* 
d u c t e d  a y  l lw i s a i a r a  i d
• ga ncy  i nd i c a t e  t h a t  con i ua t *  
• r j  I lka t h e  i dea  u f  t h e  l ea l ac  
«da u v i n g  t ha  a t a l e  money .  
Mr.  H e m e t  o l d .

— 1‘i u i a  iVeuu . t e n u r e

t ha  t a i e e  p o t e n t i a l  i f  t ma  
p r i v a t i z e d  ma i l i ng , ' '  r a id  Hill  
Oawen ,  p r i . i d . o t  o f  t h a  C!v.*v*
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5TAIE0F WASHINGTON

D E P A R T M E N T  O F  L I C E N S I N G
Olympia, Wtthintpvn 9fl504-H00t

November 22, 1994

Patricia Yeung 
— D w s k ?h  o f - M o t o r  V a fa ic la s- 

— S t f O 'E r P n w n i ^ , ’Rttr  
—AtfUroiagc , ■Ahafcp -"

Dear M s. Young:

Enclosed a copy the Revised Code o f Washington (RCW) 4 6 .0 1.13 0  authorizing the director 
o f the Department o f Licensing to appoint county auditors as his/her agent to pen arm vehicle 
licensing duties. Washington sa te  has thirty-mne counties. In addition. RCW  46 .0 1.140 (2) , copy 
attached, authorizes the director to appoint subagents as requested by the county auditors. The 
director has appointed approximately one hundred fifty subagents.

In fiscal year 94 (Ju ly 1 ,  1993 thru lune 30. 1994) Auditors and their subagents process 
1 . 333 .178  title applications out o f a total o f 1.967,780. The balance o f 134,602 were processed 
by the department.

The department provides computer terminals to the audit on/subagents with data lines to 
mainframe computers located in Olympia, headquarters for the department. The agcnts/subagents 
review , collect/deposit fees, and process the atle ipplicadons from through the termmals. The 
application data is transmitted over data lines to the mainframe. Tw ice a week the atle data ia 
down loaded to magnetic tape and thipped to Moore, Business Forms &  Systems D ivision . 
Logan . Utah where the titic documents ire primed and mailed to the applicant.

I f  you need additional information or have any questions please call me on (206) 902-3773.

Sincerely,

Contracts Manager

Cay**, o
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RCW  J6,CI.IJ0 Powers of department and 
d irecto r— Personnel— Appointment of count)' 
auditors as agents.

The department of licensing inail -av* tnt 
jenerai supervision and control of he luuing of 
vrhacte licenses and vehicle iiec.-je numb:.- plaits 
and snail have the fu ll power to do i t l  things 
necessary and proper 'o carry out -he provtilon* of 
the »aw relating to the licensing of vemc!ea: the 
d irecto r shall have the power to lopoint md 
employ deputies, assistants and repreaentativei. 
and tucn olerKs ia may he resulted from 'imo to 
time, and to provide 'or their operation m oifferent 
parts of ihc stata. and the director mall have the 
power to appoint ihe tcunty luditort of the revem 
counties as nis agents for the ilcsnung of veniclea

RCW  *6,01.1*0 County aud ito rs, o lh e ri. t l  
special deputies and subagent* of d irector— 
Disposition of application fees.

(1) The county auditor, if sppointed :y the 
director of licensing snail carry cut the provisions 
of this titla retanng to ihe licensing of verncies and 
tha iasuance of vehicle licertie number placet under 
the direction ano supervision of :fw director ind 
may with the approval of the director appoint 
assistants at ic e c t i l deputies and recommend 
sutarcmx 'a accept sopllcstioni ara collect 'sea 
for v'enicte licenses and transfers and to deliver 
vehicle Means* numcer plates.

(2) A counry auditor aopointed hy the oirec- 
ter may request that the director appoint tubsgin- 
ciei within the county. Upon autnonution of the 
director, the auditor snail loverttsc a request for 
proootala and jsc the process for so lic iting  
vendors under RCW 39.04.i90C). sleeps that me 
provtilon requiring tha contract to be swarded to 
the lowest responsible bidder snail not spply. 
The auditor shall tuom it all proposals to tne 
clrector. and snail recommend tne aepomtrr.em of 
one or more subagents wr» nave aooiicd through 
■he reoucit Ibr proposal procus. Th« director i u  
final appointment authority.

(3)(i) A county siroitcr who ts appointed at 
in agent Py the department shall enter into a 
standard contrac; provujed by ihe director, devd- 
cped with the advice of me title ir.o rtgtstnncn 
adviiory commute*.

(bj A tuctgc .li appointed uncar subsection 
( I)  o f this section shall tm er into a tiar.oard 
contract with tna county auditor, developed with 
me advice of 'he title and regula tion aovucry 
committee. The director iheii provide me sun* 
daro ccntraa 10 aun ty  auditors.

ẑ) The contracts provided for n fa) ind (b) 
i f  m u  tubiectton mutt contain at t  minimum 
provisions mu:

(i) Describe tha nupoissibtliiiei, and wrtre 
ipplicaoie, tr.c liability, o f etch party 'elating to 
the lervtc: eaoectatloni and lavais. equipment ;o 
pc tupplied by the depinment. and equipment 
maintenance;

fli) Require the tpceifle type of insurance it 
bondi so mat tna ttata is protected againit any 
’o n  of coilcctad motar v«nicle ta t revenues or 
loss of wuipmeni:

"(Itl) SpeciiV me amount of training mat will 
be proviceo py tne state, tha county auditor, pr 
sucagenu;

!l») Describe allowable com  insi msv be 
charged to motor vantde Icenamg acilvtues as 
provideo for in <d) of tnia auoaecdon:

<»l Describe tha causes ana ptocequrcs 'or

termination i f  the ;untr;c:. *nic.h may nduce 
medinupn trd pinoing sroitraticn

c) "he cepsrmrnt mail develop procedure! 
het will ninesrdizc :nd prescribe cilowaoie ions 
.’hit may tssigncd :o mctor vehicle iccnims 
tctivities performed by county luditon.

!p : The contracts may include any provuion 
’.hat the director dcema necessary to ensure ac> 
ceotaele service and the full collection i l  motor 
•chicle tax revenues.

(0 The director may waive any provision! of 
he contract deemed necepsnry in order :c ensure 
that resoiiy icceasible service is provioco to the 
citizens i f  ’he state.

Ab(a) At any time any application is mede to 
tr.a director, the county auditor, or other sgcnt 
pursuant m my law pealing with licenses, resistra* 
non. 7r the "gnt to operate any v*nicle upcn me 
puotic highways of tma stau:, tacluolng pppiicanta 
slreaoy paying tucn fee unoer RCW aq .6 070 or 
sfl. I6.C83. .n: cpplicsm snail pay to the director, 
county auciCcr. or other sgem a res of two dollars 
'or teen apoiicotion in jooitton to any otner toe* 
required by law.

(b) Counuei that do not carer tha ««oensea of 
motor <«nie!e licensing activities may suomtt to 
.he department a request for ecst-coverege mcneys. 
The request must Sc suBmitted on a form bevel- 
iced by me department. Tha deparimem snail 
deveiop procedures to vorify wnetner s request ta 
reaaonaotc. Payment ihnll be mcde on requests 
'cur.d to o« allowable from the licensing icrvicc* 
account.

(e) Appiicpnis for certificates of ownership, 
••’cluoir.g scpiicanta paying fees unoer RCW 
16.16.070 or J6i 6,085. shall pay to the director, 
county auditor, dr other agent a fee of three doiian 
:n addition to my other toes rvquired by 'iw

id) Tha fees under lo) end (c) o f this suoiec- 
tion. ;f paid to the county auditor as agc.it of tne 
director, or if  paid to a sueigens o f the county 
auditor, mail be paid to ihe county treasurer in tha 
tame manner : i other fees collected by tha county 
auditor anc credited to the county current expense 
fund. If tne fee is paid to another sgent of the 
director, the fee shall be u ied by the agent to 
Pifray nil or her expenae* in handling the acpliea* 
tion.

f j)  A lubagent shall co iled a icrvics f i t  of 
a) five dollars and fifty eenti for cnangca in a 

certificate of ownerjhio. wish ot without registra­
tion rer.ewel. or verification of record and orepxra- 
tion of an affidavit of lost tltla other than at the 
tima of tna tula application or trenafcr and !b> two 
dollars and twenty-five canti for registration 
renewal only, .aaumg i  iranut parmit. or my other 
jervice unoer this section.

(6) if  'he fro ‘i  collected by the sure patrol 
is agent for he eirector. the 'ce to collected snail 
oc oc/tifito to the state treasurer ano deposited io 
he crcclt of he sure patrol highway account. If 
the fee ia o llacted by tha department of tranapor- 
'atton at agent for the director, the fee s ta ll ba 
certified to tha ante treasurer ind deposited to the 
credit ol tha motor v#niele fbna. All sucn f«cs 
ppilccua by the director or bnnehes of h li office 
m ill 5* certified to the state treasurer ano dtpssit- 
rd to h s  crceit of tha highway safety fund.

(7) Any county revenuct mat asoawd m* coat 
of providing motor vehicle uctnimg pciivmes m 
a county, ca lculated in accordance wun tne 
prectdurei in tubicction <3Kd) of this section, 
snail be eiptnded u  determined bv tha couniy 
'agtslniva lumonty during me procau eacblunod 
by 'aw 'or adoption of counry budget*.

IS) TS* director may sooot ru iti io mpl*- 
rant this section.
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REGISTRAR

>CKna

Srction
39-02 -01 . 3* t u t r « r  of a o t o r  v r h i d c s  — Ap­

po i n t me n t  — Term — Hi- 
r r o v i l  — 0 « t h  — 3ond.

39-02-02. S « l u y  t n d  c i p c r u r s  <if r*^i«t r»r.
39 0203. P i»«i tnd duti« of r*fmrar ind 

i*p*rt taunt
33-02 03.1. R * c n t r » r  to pnjvid* not ice t n d  

n p por t un i t r  far  h « w i n »  pr ior  
Vo canc t l l a t i on .  r t voc i t i on .

Sect ion
i iuooni i on .  i r  reciaion if a 
motor  vamcl* r r<i« t r»f i im or  s 
c m i / i c a t #  of : i i l« to a mo t o r  
article.

29-02-04. Qffica of r r f u t r i r  open for  l i can i es  
and iruTorrnauon — Ti ma.  

39.02-03. i t t conla  of t h*  - j eoar tmanc  opan to 
public l uooct ton.

19-02 08. 2S-02 -07 . . V > ^ -

39-02-01. R eg is tra r  o f  m o to r  vehicles — A p p o in tm en t  — T e rm  — 
Rem oval — O ath  — Bond. The governor shall appoint * mutable person 
is  registrar of motor vehicles. The registrar shall s e n e  for i  term of two 
years and until his successor is appointed and qualified, but he may be 
removed at any time for cause. He shall qualify by taking; the oath pre­
scribed for civil officers and shall furnish a bond in the penal sum of twenty 
thousand dollars, which must conform to the provisions of law sppiicable to 
the bonds of state officers, [f such bond :s furnished by a surety other than  
the state bonding fund. :t must be approved as to form ar.d sufficiency by 
the attorney general.

S o u r c i n  5. L  1937. ch. 179. I I  3. J t ;  1931. 
ch.  186. I  T: 1939. ch.  1*0 . I 3.  R.C.  19*3. 
I 39-0201; S.!, .  1951. ch.  338. I  2; 1957 
3upp. .  I  39 0201.

CroM-3afcT«nc«s- 
G * n « n l  pena l t y  for e o l a t i o n  of t i t l e .  * *  

I 39-07.08 
Oath,  w*  .9 3  Ccn. t .  2U l  1 44-01 05 .

39-02-02. S a la ry  and expenses  of reg is tra r .  The lalary of the regis­
trar  for ail services rendered in any capacity whatever must be within the 
amount appropriated for salaries hy the legislative assembly. He must be 
ellowed in addition thereto his accessary and actual expenses incurred in 
tha discharge of 'ai8 official duties.

5o u r c * f  3. L  1927. ch. 179. II  2. 31; 1931, 
ch.  188. I T; 1933. ch.  150. I 2; R.C.  1943. 
I 39-0202; S . L  1545. ch.  284. I 18: 1949. :h.

314. I 15: 1957 3app. .  I 39-0202.  3 .L.  1981. 
ch. S33. I 13.

U
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39 -02 - 0 3 . P o w e r s  a n d  d u t i e s  o f  r e g i s t r a r  a n d  d e p a r t m e n t -  T h e  r e g ­

i s t r a r ,  s u b j e c t  t o  t h e  a p p r o v a l  j(  t h e  g o v e r n o r ,  m a y  a d o p t  a n d  e n f o r c e  s u c h  

a d m i n i s t r a t i v e  r u l e s  a n d  r e g u l a t i o n s  a n d  d e s i g n a t e  a u c h  a g e n c i e s  a n d  e s ­

t a b l i s h  a u c h  b r a n c h  o f f i c e s  a s  m a y  b «  n e c e s s a r y  U) c a r r y  o u t  t h e  l a w s  a p p i l -  

c a b l e  t o  h i a  o f f i c e  a n d  d e p a r t m e n t .  H e  s h a l l  p r o v i d e  s u i t a b l e  f o r m s  f o r  

a p p l i c a t i o n s .  r e g i s t r a t i o n  r a r d s ,  l i c e n s e  n u m b e r  p l a t e s ,  a n d  a l l  o t h e r  f o r m a  

r e q u i s i t e  f o r  t h e  o p e r a t i o n  o f  h i s  o f f i c e  a n d  d e p a r t m e n t ,  a n d  a h a j l  p r e p a y  a l l  

t r a n s p o r t a t i o n  c h a r g e s  t h e r e o n .  I n  a d d i t i o n ,  t h e  r e g i s t r a r  s h a l l  p r o v i d e  f o r  

a  u n i f o r m  f e e  s c h e d u l e  f o r  t h e  v a r i o u s  s e r v i c e s  p r o v i d e d  b y  t h e  b r a n c h  

o f f i c e s .  A l l  b r a n c h  o f f i c e  p e r s o n n e l  m u s t  b e  b o n d e d .  T h e  d e p a r t m e n t  a n d  

M e  o f f i c e r s  t h e r e o f  s n a i l  e n f o r c e  t h e  p r o v i s i o n s  o f  a l t  i a w s  p e r t a i n i n g  t o  t h e  

r e g i s t r a r  a n d  t h e  m o t o r  v e h i c l e  d e p a r t m e n t .

S o u r c e ;  31-  1927. civ 1TB. I J; 7.C.  19*3 . C r o » » - R e fe re nc e * .
1 19-0203: 3 .L. 19M .  A  205. I 1; 1957 Communi ca t i on*  ad-osory conun i t i e*  m r m -  
Subd. .  » 39-0203; 3 .L. 1967 a i .  234. » I;  h*mniB.  i m   ̂ 3<.23. t -03 .
1975. :h. 323, » I.

.39-0 2 -0 3 . 1. R e g i s t r a r  t o  p r o v i d e  n o t i c e  a n d  o p p o r t u n i t y  f o r  h e a r ­

i n g  p r i o r  t o  c a n c e l l a t i o n ,  r e v o c a t i o n ,  s u s p e n s i o n ,  o r  r e d s i o n  o f  a  

m o t o r  v e h i c l e  r e g i s t r a t i o n  o r  a  c e r t i f i c a t e  o f  t i t l e  t o  a  m o t o r  v e h i c l e .  

W h e n e v e r ,  u n d e r  : h *  l a w s  p e r t a i n i n g  t o  t h e  c a n c e l l a t i o n ,  r e v o c a t i o n ,  s u s ­

p e n s i o n .  o r  r e c i s i o n  o f  a  r e g i s t r a t i o n  o f  a  m o t o r  v e h i c l e  o r  « c e r t i f i c a t e  o f  

t i t l e  i o  a  m o t o r  v e h i c l e ,  a  d e t e r m i n a t i o n  h a s  b e e n  m a d e  t o  c a n c e l ,  r e v o k e ,  

s u s p e n d ,  o r  r e s c i n d  e i t h e r  t h e  r e g i s t r a t i o n  o r  c e r t i f i c a t e  o f  t i t l e ,  o r  b o t h ,  t h e  

r e g i s t r a r  o f  m o t o r  v e h i c l e s  s h a l l  p r o v i d e  t h e  l e g a i  a n d  r e g i s t e r e d  o w n e r  

w i t h  n o t i c e  o f  s u c h  c a n c e l l a t i o n ,  r e v o c a t i o n ,  s u s p e n s i o n ,  o r  r e c i s i o n  a n d  t h e  

o p p o r t u n i t y  f o r  a  h e a n n g .  S u c h  n o t i c e  m u s t  b e  s e n t  u y  r e g i s t e r e d  o r  c e r t i ­

f i e d  m a i l ,  r e t u r n  r e c e i p t  r e q u e s t e d ,  n o t  l e s s  t h a n  t e n  d a y s  p r i o r  t o  t h e  

e f f e c t i v e  d a t e  o f  t h e  c a n c e l l a t i o n ,  r e v o c a t i o n ,  s u s p e n s i o n ,  o r  r e c u i o n .

9o u r c « i  5 .L.  1976, dL 324. » I.

3 9 -02 - Od .  O f f i c e  o f  r e g i s t r a r  o p e n  f o r  l i c e n s e s  a n d  i n f o r m a t i o n  —  

T i m e .  T h e  o f f i c e  o f  t h e  r e g i s t r a r  m u s t  b e  o p e n  a n d  a c c e s s i b l e  t o  a l l  a p p l i ­

c a n t s  f o r  m o t o r  v e h i c l e  l i c e n s e s  a n d  t o  a i l  p e r s o n s  d e s i r i n g  i n f o r m a t i o n  

r e g a r d i n g  t h e  r e c o r d s  o f  h i s  o f f i c e  d u r i n g  a l l  r e a s o n a b l e  o f f i c e  h o u r s .

S o u r e r  S . L  1927, ;fi- 179. I 4: 1931. ' J v  
185. I I: 1933. eh.  ISO. I 3; R.C.  1943.
» 39-0204.

39 -0 2 -0 5 . R e c o r d s  o f  t h e  d e p a r t m e n t  o p e n  t o  p u b l i c  i n s p e c t i o n .  A l l  

r e g i s t r a t i o n  a n d  l i c e n s e  r e c o r d s  i n  t h e  o f f i c e  o f  t h e  d e p a r t m e n t  m u s t  b e  

p u b l i c  r e c o r d s  a n d  m u s t  b e  o p e n  t o  i n s p e c t i o n  b y  t h e  p u b l i c  d u n n g  b u s i n e s s  

h o u r s .  T h e  r e g i s t r a r  o f  m o t o r  v e h i c i e a  l h a l l  c h a r g e  a  u n i f o r m  f o e .  u o t  t o  

e x c e e d  o n o  d o l l a r ,  f o r  ' a c h  i t e m  o f  i n f o r m a t i o n  f u r n i s f t e d  t o  a n y  p e r s o n  

c o n c e r n i n g  a  s p e c i f i c  m o t o r  v e h i c l e .  H o w e v e r ,  s u c h  c h a r g e s  m a y  n o t  b e  
a s s e s s e d  ti) a  p e r s o n  r e q u e s t i n g  i n f o r m a t i o n  c o n c e r n i n g  a  m o t o r  v e h i c l e  o f  

w h i c h  h e  : a  d i e  o w n e r ,  n o r  m a y  s u c h  c h a r g e s  a p p l y  t o  l a w  e n f o r c e m e n t  

o f f i c i a l s  r e q u e s t i n g  m o t o r  v e h i c l e  i n f o r m a t i o n  i n  t h e i r  o f f i c i a l  c a p a c i t y .  A i l  

f e e s  r e c e i v e d  u n d e r  t h e  p r o v i s i o n s  o f  t h i s  s e c t i o n  m u s t  b e  c r e d i t e d  t o  t h e  

m o t o r  v e h i c l e  r e g i s t r a t i o n  ' u n d .

S o u r c e :  9 .L.  1927 t h .  179. I 3; 3 .C. 1943. Ae t cw A ?uolJc - wo r t * .  w o t i t i o n  a n  in-
* 39-JCC5. S.L. 1939. -Jv 169. » J. !Wction.  m  | 44-04- 19.

C r o * e -3 » f « r e n c r e .  Col I« i » r « l  H«f*r*nc«* .
Abot racU o f  w u n u t  Urlvtiui rrrordt. ic- Rl t i u  ■» i m p o r t  rsotor  • • o k I *  recerd* . 44 

a , **• I! 39- 18-03 . 39-16-03.:. A'-S 3d .2(1.



PREFACE TO THE AGREEMENT

Thu Department of Transportation branch offices are established to serve the 
public in all -natters of vehicle registration.

The primary functions of the branch office are to:

1. Provide local service in the more complex registrations.

2. Provide local service for the licensing of all vehicles.

3. Reduce the workload of the Oepar*ment of Transportation.

The criteria for establishing and maintaining a branch office is:

1. Adequate public need and interest.

2. Adequate office space and parking convenient for the public.

3. Adequate office staff to serve the public.

4. Office hours acceotaDle to the public.

5. Full compliance with the Americans with Disabilities Act (ADA).

The powers and duties of the Director and Department of Transportation are 

outlined in the North Dakota Century Code (Sections 24-02-01.2 and 39-02-03). 

The primary purpose of a branch office operation is to serve the public. With 

this in mind, additional offices may be opened when the need exists or it is 

determined to be in the public interest.

The Branch Office Agreement brings Into being a private enterprise operation 

conducting state business. The general public should be made aware of the joint 

commitment of the private and governmental sectors merger to bring to the citi­
zens of North Dakota a system of better service.

The Department of Transportation shall continue its effort to be a servant of 

the people and to improve and upgrade its services. The branch office must be a 
resoonsible partner in this effort to ensure Its success.

Marshall W. Moore, Director 

DEPARTMENT OF TRANSPORTATION



BRANCH OFFICE AGREEMENT

This Agreement is entered into by the North Dakota Department of Transpor­

tation, 608 East Boulevard Avenue, Bismarck, North Dakota 58505-0700,
hereinafter referred to as NOOOT; and ______________________ _____________, whose

address is ____________________________________________. Hereinafter referred to
as the Manager.

Witnesseth:

I .
AUTHORITY

Pursuant to this Agreement, the Manager's authority to act on behalf of 
the Director, the Department of Transportation, and the state of North Dakota 

is expressly limited to the following enumerated responsibilities and duties:

A. The Manager will process all applications with proper documentation

for the initial registration of vehicles in the state and shall issue 

registration plates for such venicles. No application or fees shall 

be accepted unless prooer documentation is provided. Application for 

apportioned (prorate) registration shall be accepted only when author­

ized by NOOOT.

B. ’he Manager shall process registration renewals and issue registration 

plates or renewal tabs for such renewals.

C. The Manager shall issue temporary registration for vehicles on which

such registration is sought.

0. The Manager shall assess and collect the proper registration fees and

taxes prescribed by law.

E. The Manager shall oversee the day to day operations of the branch 

office. «

tl.

OFFICE MANAGEMENT AND PROCEDURES

A. The Manager agrees to hire additional persons as necessary for the

efficient operation of the branch office. The cost of such employment 

ihal I be the sole responsibility of the Manager. The Manager agrees 

to notify NOOOT of any changes in personnel that occur during the term 

of the Agreement.

3. The Manager will become familiar with the regulations, procedures, and

policies associated with vehicle registrations and assure that all
employees will attend orientation/training programs as prescribed by

NOOOT. NOOOT shall determine *nether the cost of attending orientu- 
tion/traming shall be the responsibility of the Manager or NOOOT.



C. The branch office shall be self-sustaining as to all costs and expenses 
in its operation.

0. The Manager is authorized to charge the customer a service fee pr'or 

to issuing any registration or accepting any application. A schedule 

of maximum charges for these fees is ;n Addendum 1. A notice advising 

the public of the nature and amount of the service fee shall be con­

spicuously posted in the branch office. No service fee may be cnarged 
for the notarization or verification of forms unless deemed as extrane­
ous to the application (see Addendum I).

E. The Manager may charge the customer for long distance telephone calls,

letters written, and postage costs incurred on behalf of the customer. 
Any additional fees collected must be shown separately on the receipt.

F. The Manager agrees to establish and maintain a separate bank account to

be designated as the account of the ^ __________________  Motor Venicle

3ranch Office. The following conditions govern the use and mainte­
nance of the account.

1. All monies received by the branch office shall be deposited into 

the account dally. Under no circumstances shall the Manager re­

tain the daily monies in the office or any residence overnight, 
over holidays, or over the weekend.

2. Checks may be drawn on the account only for the purpose of remit­
ting daily monies due NOOOT and for the withdrawal of service fees 

earned by* the brancn office. The Manager agrees that the person 

closing the business at the and of the business day shall be au­

thorized to sign checks and complete the daily bank deposit. 
Checks may not be presigned.

3. The checkbook for the account shall be brought to a zero balance

daily. The checks drawn must equal the amount of the correspond­

ing deposit. In some instances, the checkbook may carry a nega­

tive balance in an amount equal to the non-sufficient fund checks 

for wnich reimbursement by NOOOT has not been made.

4. No check may be drawn for the purpose of making any refund.

5. A ledger shall be maintained, daily, indicating totals of deposits 

and withdrawals. The ledger snail be kept in such a manner as to 

clearly indicate that the total withdrawals for remittance to 
NDOOT and the total withdrawals for service fees due the branch 

office are equal to the amount of total deposits. A copy of the 
daily report, properly completed, shall be furnished dally to the 
Oirector.

6. A copv of the bank statement, daily ledger, and bank reconcilia­

tion form must be submitted to NOCOT within seven (7) working days
of receipt of the bank statement from the bank.

-  2 -



7. A copy of ail receipts used .mist be submitted daily to NOOOT. 

However, NOOOT may allow these receipts to be submitted weekly 
upon request by the Manager.

3. All checks drawn on the account of the Motor

Vehicle Branch Office and subsequently voided, snail be duly noted 

in the checkbook register and on the bank reconciliation form, and 
the voided checks shall be retained by the Manager.

9. A H  non-sufficient fund (NSF) checks must be returned to NODOT *‘or 

collection. NOOOT will issue a reimbursement check to the branch 

office for the amount of the NSr check. If the NSF check is uncol­

lectible, that oortion of the check representing the branch office 

service fee must be remitted to NOOOT by the branch off'ce.

j. All checks must be stamped "For Deposit Only" at the time received.

H. The Manager agrees that all working oapers, title apolications, regis 

tration applications, renewal applications, license plates, tabs and 
any other material, documents, or paoers that are utilized in fulfill­

ing the duties of Manager shall be the proDerty of the state of North 
Dakota.

I. All applications for title or registration must be submitted daily to

NDOOT except that the Manager 1s authorized to place applications in

an overnight bank depository. Applications for title or registration

may not be kept overnight in the branch office without prior aoproval 

by NOOOT. NOOOT may autnorize overnight retention of applications for 

title or registration if satisfied the Manager has a secure facility 

for retention of documents at the branch office.

J. If the Manager is not able to get satisfactory customer response on a 

rejected application after forty-five (45) days, the application must 

be returned to the NOOOT for further action. The manager must pay a

$5.00 fee for any rejected application returned to the department for

further action. NDOOT reserves the right to waive the $5 fee.

K, All receipts must be accounted for and retained for audit use. After

each official audit by the State Auditor's Office, the Manager may 

dispose of audited receipts as they deem appropriate for their own 
business purposes.

L. A record must be keot of ail taos or plates missing from tne manufac­

turer or issued in error.

M. All expired validation decals must be returned monthly to NOOOT.

N. Any unusual occurrence in the branch office (fire, burglary, account­

ing discrepancy, etc.) must be immediately reported to NODOT.

0. General information available to the .Manager that relates to motor 
vehicle registration snail be furnished without charge.



The Manager agrees to maintain reasonable office hours Tor the general 
publfc. The Manager also agrees to notify NDOOT of any changes in 
office hours or closings of the branch office on days when NDOOT Is 
open to the public. The Manager snail be responsible for any costs 
incurred to advertise the closure of the branch office.

The Manager agrees to be closed to the public during those holidays 
when the department is closed, unless authorized by NOOOT to be open.

The Manager agrees that at least one (1) full-time worker at the 
branch office will be a notary public.

Employees of the branch office are recognized by the public as repre­
senting the state of North Dakota in matters concerning motor vehicle 
registration. The Manager shall establish policies necessary to appro­
priately handle general public contacts and inquiries.

The Manager agrees that this contract is for the operation of a branch 
office only in the city specified.

The Manager agrees that all equipment supplied to the branch office by 
NDOOT remains the property of NDOOT. The Manager also agrees that any 
costs associated with relocating this equipment will be the responsi­
bility of the Manager unless the relocation is directed by NDDOT.

The Manager agrees to ensure that information relating to specific 
vehicle registration data is not provided to the general public except 
as directed by NDDOT.

The Manager agrees that the cost of replacing equipment supplied to 
the branch office by NDDOT will be the responsibility of the Manager 
if equipment must be repaired or replaced as a result of damage caused 
by negligence on the part of the Manager or employees.

III.
INSURANCE COVERAGE ANO 3CNDING

The Manager is responsible for protecting public monies and is liable 
for the loss of public monies as a result of embezzlement, theft, or
nisappropriation by the Manager or any person employed by the Manager.
The Manager shall furnish a surety bond, valid for the period of the
Agreement, in the amount of _ _ _____ . The surety bond must be
executed by the Manager as principal, executed by a surety company 
licensed and qualified to do business within the state of North Dako­
ta, and under which NDOOT Is the obligee.

NDOOT will arrange for robbery insurance coverage against loss of
public monies. However, the robbery insurance coverage will not in­
clude the service fees collected by the Manager or any other monies 
not expressly due to NDDOT.



IV.
OFFICE SITE

A. The manager snail locate the branch office at a site which Is conve­
nient and accessible to the general public and approved by NDOOT.
NOOOT reserves the rignt to require the relocation of the branch of­
fice site when it is determined to be in the best interest of NDOOT.

9. The branch office site must comply with the requirements of the Ameri­
cans with Disabilities Act.

C. All signs, advertisements, and correspondence identifying the branch
office must read "______   Motor Vehicle Branch Office”.
Each office shall have at least one outside sign, approved by NOOOT.

V.
DEPARTMENT OF TRANSPORTATION

NOOOT shall provide the Manager with the official Department of Transporta­
tion forms, license plates, renewal tabs, and the necessary promulgated rules 
and regulations required for the transacting of the business of the branch 
office.

The Oirector will provide the Manager with advice and counsel as required 
and necessary to assist in the efficient operation of the branch office.

VI.
GENERAL

A. Branch office records may be audited as deemed necessary by NDDOT, 
designated appointees, or by the State Auditor. The Manager agrees to 
make all records and information available for such audits.

B. All branch office records required pursuant to this Agreement shall be 
considered public records.

C. If the Manager fails to comply with the requirements of the Agreement 
or other reasonaole procedures established by NDDOT, the branch office 
will be provided written notice of the noncompliance and placed on 
thirty (30) days probation. If, after thirty (30) days, the branch 
office continues to be in nonccmpliance with the Agreement or estab­
lished procedures, the office shall be closed immediately, a full 
audit initiated, and the office will remain closed until a NDDOT deci­
sion is made.

D. This agreement may be amended by the issuance cf 3 policy memorandum 
by NODOT and when policy is so Identified shall become a part of the 
Agreement.

E. This agreement is subject to all applicable statutes and laws amendato­
ry thereof.
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P. This agreement shall be subject to termination, by either party, upon 
thirty (30) days written notice to the other party. Additionally, 
NDDOT reserves the right to terminate this Agreement immediately and 
to assume the duties of the Manager whenever the public interest is 
jeopardized.

G. CIVIL RIGHT5 - DISCRIMINATION. Under NOCC, section 14-02.4-01 it is 
the policy of the state of North Dakota to prohibit discrimination on 
the basis of race, color, religion, sex, national origin, age, the 
presence of any mental or physical disability, or status with regard 
to marriage or public assistance; to prevent and eliminate discrimina­
tion in employment relations, public accommodations, housing, and 
state and local government services.

H. HOLD HARMLESS. The manager shall save and hold harmless the state of 
North Dakota and NOOOT, its officers, agents, employees, and members, 
from all claims, suits, or actions of whatsoever nature resulting from 
or arising out of this Agreement.

I. MERGER. This agreement constitutes the entire agreement between the 
parties. No waiver consent, modification or change of terms of this 
agreement shall bind either party unless in writing and signed by both 
parties. Such waiver, consent, modification, or change, if made, 
shall be effective only in the specified therein regarding representa­
tions, oral or written, not specified herein regarding this agreement. 
The manager, by the signature of Its authorized representative, hereby 
acknowledges that the manager has read tnis agreement, understands it ,  
and agrees to be bound by its terms and conditions.

J. AMENDMENTS. The terms of this agreement shall not be waived, altered,
modified, supplemented, or amended, in any manner whatsoever, except 
by written instrument signed by the parties.

<. ASSIGNMENTS. The manager shall not assign nor transfer the manager’s 
interest in this agreement without the express written consent of
NDDOT.

L. SUCCESSORS IN INTEREST. The provisions of this Agreement shall be
binding upon and shall inure to the benefit of the parties hereto, and
their respective successors and assigns.

M. WAIVERS. The failure of NODOT to enforce any provisions of this agree­
ment shall not constitute a waiver by NDDOT of that or any other provi­
sion.

H. NOTICE. All notices, certificates, or other communications shall be 
sufficiently given when delivered or mailed, postage prepaid, to the 
parties at their respective places of business as set forth in the 
Agreement.

-  5 -



This Agreement becomes effective «hen all parties have signed and shall 
terminate on  _________________, 19____ .

IN WITNESS WHEREOF:

Dated this 

WITNESS

day of .. 19.

MANAGER

Dated this

WITNESS

day o f . .  19

.NORTH DAKOTA DEPARTMENT OF 
TRANSPORTATION

Oi rector

Recommended for approval by:



Addendum t l .

Pursuant to 5<ction H (0) 0f tne Brancn Office Agreement, the following 

maximum service fee schedule is hereby established.

APPLICATION FOR LICENSE ONLY MAXIMUM

A. Renewal Card S2.00

3. Form SFN-2372 (MV0-100) 3 .00

C. Computer Generated Form 3 , 00

NEW AND FOREIGN TITLE AND LICENSE APPLICATION 4.00

TITLE TRANSFER APPLICATION 3 . 0 0

TITLE TRANSFER AND LICENSE APPLICATION 4.00

APPLICATION FOR DUPLICATE PLATES ANO/OR TABS 3.00

APPLICATION FOR DUPLICATE TITLE 3 . 00

APPLICATION FOR DUPLICATE REGISTRATION CARD 3.00

APPLICATION FOR WEIGHT INCREASE 3.00

V

MAXIMUM SERVICE FEE SCHEDULE

MarsnalVw. Moore, Director 
DEPARTMENT OF TRANSPORTATION



M I C H I G A N  D E P A R T M E N T  O F  S T A T E

RICHARD H. AUSTIN SECRETARY OF STATE

r W r r
OFFiCE OF TRAFFIC SAFE 

THIRD PARTY TESTING 

MUTUAL BUILDING 

2 0 8  N. CAPITOL AVENUE 

LANSING. Ml 4 8 9 1 3 - 2 2 2 2  

(5 1 7 )  3 7 3 - 7 6 2 0  

FAX (5 1 7 )  3 3 5 - 0 1 2 5

Novemoer 23. 1994

Ms. Patricia Young 
Legislative Researcn 
130 Seward Street Sta 218 
Juneau, Alaska 99801

Dear Ms. foung:

RE: Statute 312F - CDL Third Party Contract

In response to_your recant reauest for information pertaining to the statutory 
provision for ;hird Party tasting , I have enclosed the following information:

1) A copy of the 1993 Supplement to the 1992 Edition of the Michigan 
Vehicle Cooe

2) Copies of the Agreement and Requirements documents between tne 
Michigan Department of State and a Commercial Driver License Third 
Party Tester.

Please keep in mind that the language in the contract is presently being proooseo 
to replace the current contract.

If we can be of further assistance, pi ease feel free to call.

Sincarely,

3i 11 Charron, Director 
Third Party Testing Program

9C : d f



1993 SUPPLEMENT

TO THE 1992 EDITION 

MICHIGAN VEHICLE CODE

Includes Related Laws Concerning 
Ownership and Use of Vehicles

(P u b lic  A cts e n a c te d  th ro u gn  D e cem b e r  31 , 1992)

Com pilec U ncer the Superv ision  

of the 

S ec re ta ry  of State

P r i c e  f o r  S u p p l e m e n t  o n l y :  

$ 7 . 0 0  ( i n c l u d e s  p o s t a g e )  

5 . 0 0  ( p i c k  u p  p r i c e )

Orders by mail should be directed to:

M ichigan D epartm ent of S tate 

P u rch a sin g  and  C ontracts Section  

L an sin g , Ml 4 8 918 -1444  

Telecnone: (517) 3 7 3 -2 5 7 0

rund* coilactad ara usad to pav iha coat associated with 
preparing, printing, irtd distributing thia publication.



257 312

257.3121 Vehicle group designation or indorsement on operator's or chauffeur's license: age: tests; waiver conditions 
prohibiting issuance erf vehicle group designation; determining appticabiity erf subsection (4); definitions. _
Sec. 312f. (1) Except as otherwise provided In this section, a person shaii be not less than 18 yeara’of age before 

he or she is issued a vehicle group designation or indorsement, other than a motorcycle indorsement, on an operator s 
or chauffeurs license and, as provided in this section, tha person sliall pass knowledge and driving skills tests that 
comply with minimum federal standards presenbea in 4 9  C.F.fl. part 383. A person operating a venicle to be used for 
farming purposes only may ootain a group A, a grcuD 3. or an F venicle grouD designation rf he or she Is not less 
than !6 years of age. Each written examination given an applicant for a vehicle group designation or Indorsement on 
an operator's or chauffeurs license shall ;nc!ude suojects designed to cover the type or general class of vehicle to 
be operated. A person shall pass an examination :hat includes a driving test designed to test competency of the

Is used under the conditions aesenbed In section 3l2e«,4)(a) to (d) unless the vehicle has a gross vemcie .veignt rating \ 
of 26,001 pounds or more on the power unrt and ;s to be used to carry hazardous materials on wmch a placard is . /  
reauired under 49  C.F.R. parts tGO to 199. The driving test may be waived if the applicant has a valid license, 
indorsement, or vehicle group designation to operate that type or group of vehicle in another state, except that the 
ariving test for a vehicle group designation or passenger venicle indorsement may not be waived unless the apptlcant 
has a valid license with the appropriate vehicle group designation or passenger vehicle indorsement In another stat&£^)c$ 
issued in compliance with the commercial motor venicle safety 3Ct of 1986, title XII of Puollc Law 99-570. 100 StaL"^ 
2207-170. ( V

(2) The secretary of state shall waive the knowledge test and the driving skills test and issue a t -year seasonal' 
restricted venicle group designation for an otherwise qualified person who desires to operate a group 3 or a group 
C vehicle for 3 farm related service industry under the following conditions:

(a) An applicant shail possess a good oriving record. However, an applicant who has not held an operator's or 
chauffeur's iicense for at least 1 year is net eligible for a waiver. An applicant who has between ; and 2 years of 
driving experience shall possess a good driving record for his or her entire driving history. An applicant wno has more 
than 2 years of driving experience shall possess a good driving record for the 2 years immediately preceding 
application lor a waiver.

(b) The seasons for which the seasonal restricted vehicle group designation is issued shall be from Aonl 2 to June 
30 and from September 2 to November 30 only of a 12-month period or. at the option of the applicant, for not more 
than iPOdays from the date of issuance in a 12-month period suosequent to 1992. A seasonal restricted vehicle group 
designation under this subsection shall be issued, suspended, revoked, canceled, or renewed In accordance with this 
act. The good driving record shall be confirmed before each season and 180-day perioo.

(c) The commercial motor vehicle for wnich the seasonal restricted vehicle group designation is issued snail be 
ooerated only on routes within 150 miles from the place of business to the farm or farms being served.

(d) The commercial motor vehicle for wnich ihe seasonal restricted vehicle group designation is issued shall not 
transport a quantity of hazardous materials on which a placard is required except for the following:

(i) Oieset motor fuel In quantities of 1,000 gallons or less.
(ii) Liquid fertilizers In quantities of 3,000 gallons or less.
(lii) Solid fertilizers that are not transported with any organic substance.
(e) The commercial motor vehicle for which a seasonal restricted vehicle group designation is issued shall net 

include a bus or school bus.
."(3) The secretary of state may enter Into an agreement with anothpr public or private person or agency to conduct i

a skills test required under this"sectIon,:'sectlon 3 1 2 9 . or 49  C.F.F. part 383. / ”
* (4) The secretary of state shall not Issue a vehicle group designation to an applicant for 3n original vehicle grauo 

designation to whom Tor more of the following apply: ” *** ! " " "  **“  ‘ “
"(a)'The aopllcant has’ had his or her license suspended or revoked for a reason other than as provided" In section 

321a. 515. or 801c in tho 36 months Immediately preceding application, except that a vehicle group designation may 
be issued 1 the suspension or revocation was due to a temporary medical condition or failure to appear at a 
reexamination as provided In section 320.

(b) The applicant was'convicted of or incurred a bond forfeiture in relation to'a’ 5-point violation as provided in 
section 320ajln the 24'moriihs*immediateiy preceding application, or a vioiatlon’of section 625(3) dr former section 
625b. or a local ordinance substantially corresponding to section 625(3) or former section 625b in the 24 months 
immediately preceding application. ,f tho violation occurred while the applicant was operating a type of vehicle that 
is operated under a vehicle group designation. ..  __ ___________ ___

(c) The applicant is listed on the national driver register, the commercial dnverjlcansa Infomiation system, or tho 
driving records of tho stato in which the applicant was previously licensed as^belng^dlsquaJified from operating 3  

commercial motor venicle or as having a Iicense suspended, revoked,.canceled.'dr don lod f""
i lM . l
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AGREEMENT 
between the 

MICHIGAN DEPARTMENT OF STATE
and a

COMMERCIAL DRIVER LICENSE THIRD PARTY TESTER

1 THIS AGREEMENT is made and entered into t h i s __________ day o f __________ ____

2 19

3 BY AND BETWEEN the MICHIGAN DEPARTMENT OF STATE (hereinafter the Department)

4 AND _____________________________________________________________________

5 (hereinafter the Third Party Tester)

5 LOCATED AT [THIRD PARTY TESTER ADDRESS]

7

3 _____________________________________________________________________

3 ________________________________________________________________________________________________

10 ________________________________________________________________________________________________

11

12 This agreement authorizes of the named Tinrd Party Tester to administer Commercial

13 Driver License skills tests on behalf of the Department.

14 NOW, THEREFORE, the Department and the Third Party Tester, for good and valuable



1 consideration and pursuant to the terms and conditions set forth herein, mutually agree

2 as follows:

3 I .  TERM OF AGREEMENT: RENEWALS

A his agreement is effective on the sate of execution of this agreement, and shall

o reolace any comparable agreement previously executed between the parties. This

3 document shall expire on December 21, but may be renewed for additional annual

periods extending from January 1 through December 31 of subsequent years, provided 

3 that any such renewal is set forth in writing and that the renewal is signed by

3 a duly authorized representative of each party. Executing such a renewal shall

10 se automatically incorporated herein by reference.

’1 I I .  THE DEPARTMENT AGREES TO:

12 A. Testing

13 Permit the Third Party Tester to administer commercial driver license skills

'.A tests pursuant to the terms of this agreement, and all of the provisions set

15 forth in the Third Party Requirements Document and applicable provisions of

26 state and federal Law.

17 3. Administration and Enforcement

13 Administer and enforce the provisions of the Commercial Qrivcr License Third

29 Party Testing program.

20 C. On-Site Inspections

’1 Conduct an on-site inspection of Third Party Tester fac i l i t ies .  >na in audit



1 of its books, and records annually.

2 0. Performance Evaluation Audit

3 Conduct a performance evaluation audit of the skills tests administered by

•1 the Third Party Tester annually.

3 E. Resorts

5 Preoare a written report of the results of each inspection and audit, and

7 provide a copy of the report to the Third Party Tester.

3 I I I .  THE THIRD PARTY TESTER AGREES TO:

3 A. Leoa’ Compliance

.0 Comply with all applicable statutes and administrative rules of the State of

11 Micnigan, with all applicable federal laws, including regulations of the

12 Federal Highway Administration (FHWA), with all applicable local ordinances

13 and with all of the provisions set forth in the Third Party Testing

U Requirements Document.

15 IV. RELATIONSHIP OF THE DEPARTMENT AND THIRD PARTY TESTER

15 The relationship of the Department and the Third Party Tester is that of an

17 independent contractual one, and nothing contained herein shall be construed to

'.3 constitute the parties as partners, joint venturers, or agents of one another.
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1 V. C O M M U N I C A T I O N S

2 The Third Party Tester designates the following individual a: the following

3 address to be its reoresentative to receive the written notices anc communications

4 which are desire or required under this agreement:

Telephone: ( )

The Department designates the following individual at the following address to be 

its representative to receive the written notices and communications which are 

desired or required under this agreement:

William Charron. Director 
Third Party Testing Oi vi s i on 
Office of Traffic Safety 
Michigan Department of State 
Mutual 3uilding - Third Floor 
208 North Capitol Avenue 
Lansing, MI 48913-2222 
Telephone: (517) 373-0563
FAX (517) 335-0125
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1 Any (nailed notice shall be deemed given when duly mailed at a United State post

2 office or official U.S. mail depository.

3 VI. TERMINATION AND CANCELLATION

A A. Termination

5 Either party to this agreement may terminate this agreement for any reason

5 by providing sixty (60) days' written notice of termination to the other

7 party.

3 3. Cance11ation

3 The Department reserves the right to cancel this agreement immediately upon

10 determining that the Third Party Tester, or a third party examiner employed

11 by the Third Party Tester, has done one or more of the following:

12 1. Has failed to comply with or satisfy any of the provisions of this

13 agreement or the Department's instructions relating to this agreement,

14 including the Third Party Tester R:quirements attached hereto and made

15 a part of this agreement.

16 2. Has falsified any record or information relating to the third party

17 testing program.

13 3. Has committed an act or omission which compromises the integrity of the

19 third party testing program.
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4- Employs a third party examiner who does not have a valid driver

2 license, whose driver license has been suspended or revoked, whose

3 examiner card has been canceled, or whose application for a driver

a license has been denied.

3 Cancellation of this agreement shall be effected by furnishing the Third

5 Party Tester with written notice of cancellation, which shall be effective

as of the date of the notice of cancellation. The notice shall include a

3 short and plain statement of the facts necessitating the cancellation.

3 VII. AMENDMENTS

10 A. flecassarv Amendments

11 The Third Party Tester agrees to accept any amendment to any provision of

12 this agreement, if  the amendment is set forth in writing, is necessitated by

12 a change in state or federal law, and is requested by the Department. The

l4 Third Party Tester shall execute such an amendment upon request.

15 3. Other Amendments

15 Except as otherwise provided in Section IX A above, this ayi . may be

17 amended only by the mutual consent of the parties which is expressed in

18 writing and is signed by a duly authorized representative of each party. No

19 verbal representation, interpretation, or commitment by any officer, agent,

TO representative, or employee of either oarty, either before or after the
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1 execution of this agreement, snail affect or modify any of the provisions in

2 this agreement. This agreement constitutes the entire understanding of the

3 parties to it and supersedes any and all prior or contemplated agreements,

4 representations or negotiations, whether written or oral.

5 VIII .  NON-ASSIGNABILITY

5 This agreement and the Third Party Tester's certification are not assignable

7 by the Third Party Tester, either ir whole or in part.

3 IX. WAIVERS AND UNENFORCEABILITY

3 A waiver by either party of any provision of this agreement shall not act as

10 a waiver of any other provision of this agreement. If any provision of this

11 agreement is for any reason declared invalid, illegal or unenforceable, that

12 declaration shall not affect the remainder of the provisions of this

13 agreement.

U X. APPLICABLE LAW

15 Any dispute between the parties hereto as to the application, meaning, or

16 interpretation of any part of this agreement shall be resolved in the State
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1 of  Michigan by a p p l i c a t i o n  of  Michigan law.

2 IN WITNESS WHEREOF, the parties hereto have executed this agreement as of the da

3 written above.

i  (THIRD PARTY TESTER OFFICIAL)

5 SIGNATURE:

5 N A M E : _________________________________________________

7 TITLE:___________________________________________________

3 (MICHIGAN DEPARTMENT OF STATE OFFICIAL)

3 SIGNATURE: ____________________________________________

0 NAME: BILL CHARRON_______________________________

TITLE: DIRECTOR. THIRD PARTY TESTING DIVISION
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M I C H I G A N  D E P A R T M E N T  O F  S T A T E  

C o m m e i c i a l  D r i v e r  L i c e n s e  P r o g r a m

Third Party Testing Requirements

: I . PURPOSE

2 The purpose of this document is to explain to persons other than employees of the

3 Michigan Department of State the requirements for conducting Commercial Driver

4 License skills tests as provided for under Michigan law Section 257.312f (3) and

5 Title 49 Code of Federal Regulations (FMC3R) Part 383.75.

5 Authority to administer skills tests is granted only to third party testers who

both util ize third party examiners deemed qualified by the Department and enter 

3 into an agreement with the Department. As a secondary matter, this document will

9 be incorporated by reference into each agreement.

10 I L .  GOALS

11 Â  The goals of the third party testing orocram are to insure that commercial

12 driver applicants:

12 K. Have ^easonaole access to CDL skills testing in terms of time and

14 driv no distance.
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2. Receive CDL skills *:gst:na from examiners qualified ov the Department

who are self employed individuals, employed by or employed under the 

direction and control of third party tester organizations approved bv 

the Office­

s '  Are administered val’d and reliable CDL skills tests.

Demonstrate tne required skills in accordance with PjCSR Part 383.1 13 

ano Michigan Vehicle Code Section 257.312f(l) in a representative 

vehicle for a given vehicle group contained in Part 383.91 fa).

I I I .  DEFINITIONS

—following Words and terms, when used in this document, shall have the 

following meanings:

A. Department -- The Michigan Department of State.

3. COL -- Commercial Driver License.

C. FHWA -- Federal Highway Administration.

0. FMCSR -- The Federal Motor Carrier Safety Regulations promulgated by the

U.S. Department of Transportation.

E. Approved Testing Program -- The skills tests which are required by the
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1 Department and are administered by third party testers.

2 F. Certificate -- That document which is issued to a third party tester in

2 order to verify that the taster is authorized to administer an approved

* testing program on behalf of the Department.

G. Third Partv Tester -- A government entity, an association, an educational 

5 institution or a business entity engaged in the use of commercial motor

vehicles and certified by the Department to acminister an approved testing

3 program for CDL applicants in accordance with the requirements described

3 herein.

10 H. Office -- The Office of Traffic Safety, Third Party Testing, Michigan

U Department of State.

12 I. Oi rector -- The Director of the Office of Traffic Safety, Third Party

13 Testing Division, Michigan Department of State.

U J. Examiner Identification Card -- A card issued by the Department to indicate

15 that a person has been approved by the Department as a qualified examiner,

16 and evidencing authority to conduct the skills tests required for a CDL.

17 K. Third Partv Examiner -- A self employed individual, employee or person

13 employed under the direction or control of a third party tester who has been

19 issued an examiner identification card authorizing him or her to conduct CDL

ZC skills testing.
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IV. G E N E R A L  P R O V I S I O N S

A. Administration and Enforcement

The Department, through the Office, shall administer and enforce the State 

or Michigan's third party tester program.

3. Employment of Department Employees

No third party tester participating in the third party tester program shail

engage the services of any employee of the Department as an examiner, agent

or employee.

V. REQUIREMENTS FOR THIRD PARTY TESTERS

A. In order to obtain and maintain a third party tester certification, a third

party tester must meet all of the following coriditionsr

1. Make application to and enter into an agreement with the Department, as 

described in Section VII B of this document.

2. Maintain a place of business which includes at least one permanent,

regularly occupied structure situated within the State of Michigan.

3. Have a permanent street mailing address.

4. Ensure that its place of business is safe from excessive vehicle

traffic and congestion.
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5. Meet a l l  r equi rement s  of  s t a t e  and f edera l  law and local  ord inances .

5. Ensure that all CDL testing activities will be conducted in an 

environment frqg of alcohol, drugs, controlled substances and smoking.

: 7. Employ, direct or control at least one (1) qualified third party

: examiner approved by the department.

5 3  ̂ Shall provide the Office with written results of having conducted a

background criminal record check to determine whether each examiner was 

3 convicted of any of the following offenses:

3 i i  Criminal assault in anv degree.

3 bj. Assault with intent to commit criminal sexual conduct.

! i Cj. An attempt to commit criminal conduct in anv degree.

12 (L_ Felonious assault, abuse, cruelty, torture, or indecent exposure.

12 9. Designate an individual who will be responsible for i ts  third party

1- testing operation and inform the Department of that designation.

1: 10. Allow FHWA, its representatives, and/or the Department to conduct

15 random examinations, inspections and audits of its operating facilit ies

IT and records as they relate to its third party testing program, without

13 prior notice.

15 11. Allow the Department to conduct annual on-site inspections,
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e v a l u a t i o n s ,  and a ud i t s  of  i t s  o p e r a t i on s ,  f a c i l i t i e s  and records .

12. Maintain at each approved third party testing location, for at 

least 4 years, all records of every CDL skills test administered by the 

third party tester pursuant to these requirements on the forms provided 

by the office.

13. Transmit to the department by the 13th of each month the records 

described in section V A (10) for the previous month's testing.

14. Maintain at each approved tnird party testing "primary location" a 

record of each third party examiner in the employ or under the 

direction or control of the third party tester. Each record shall 

include all of the following:

a. A—v-ii-M-d— —ldent-i-f-i-c-a-t-1-on—cord-—f An employee rqcord 

including name, residential address and social security number-fand 

a coov of the valid "axaniner identification card" indicating the 

examiner has met all Department qualifications.

b. A copy of the third oarty examiner's current driving record, which 

must be updated semi-annually.

c. Evidence that the third party examiner is employed inder the 

direction or control of the third party tester.
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15. Retain all third party examiner records for at leas: four (4) years

15. Ensure that skills tests are conducted in accordance with all legal 

requirements and in accordance with test specifications and procedures 

prescribed by the Department. This includes but is not limited to:

li, Willingness to conduct at least one test oer week.

l i  Ensure that not more than five (51 tests are scheduled or

conducted bv anv examiner within a twenty-four period.

3

3

’ 0

11

c.

skills testing are not tested more than once in a 2*4 hour oeriod

unless the original test failure was due to vehicle or document

deficiencies.

12 i i  Ensure that skills tests are not conducted after daylight hours.

13

14

e. Ensure that skills tests are not conducted during severe weather 

such as neflw rain, snow, ice or during anv hazardous conditions 

which would make driving of a commercial vehicle unsafe.

lO

17

13

17. Provide Issue written certification, on a form provided by the office, 

to each driver-applicant wno passes the CDL skills tests administered 

oy the third party tester.



18. Prominently display, at the testing site, the third party tester’s 

certificate and a copy of the examiner identification card of each 

third party examiner employed oy, or under the direction or control of, 

the thi'd party tester at that location.

19. Require each third party examiner whether a self employed individual or 

emoloyed by, or emolovec under the direction or control of, the third 

party tester to attend all advanced training courses, workshops, 

seminars, and other instructional meetings, as required by the 

department. Failure of anv examiner to attend scheduled training and 

instructional session will result in cancellation of their 

certi fication.

20. Require each third party examiner who is a self emoloved individual. 

employed by, or employed under the direction or control of, the third 

oarty tester to submit to annual testing and/or audit, as required by 

the department. Failure of anv examiner to submit to annual tasting 

and/or audit will result in cancellation of their certification.

21. Provide information and ’•eports to the office, upon request :oncernino 

anv civil, criminal or skills testing administration complaint aoainst 

the tester and/or their examiner.

3. In addition to the requirements listed above, a third party tester must meet 

one (1) or more of the following conditions:
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1. Be a state agency or political subdivision which employs at least 

twenty-five (25) persons having a valid Michigan operator's or 

chauffeur's license with a vehicle group designation.

2. 8e a recognized labor organization which represents at least twenty- 

five (25) professional commercial motor venicle drivers having a valid 

Michigan operator's or chauffeur's license with a vehicle group 

designation.

3. Be an individual, firm, partnership, association, corporation or other 

legal entity:

a. Which represents at least twenty five (25) professional commercial 

motor vehicle drivers having a valid Michigan operator's or 

chauffeur's license with a vehicle group designation, and

b. Which has been in continuous operation in Michigan for the 

previous two (2) years, and

c. If subject to the federal motor carrier safety regulations, 

maintains a current U.S. Department of Transportation Safety 

Rating of "Satisfactory".

4. Be a recognized industry association of trucking companies and/or bus 

companies in Michigan.

I
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5. 3e a commercial driver training school which has been continuously

1 licensed by the Department during the preceding two (2) years and which

2 utilizes a curriculum certified by the Professional Truck Driver

1 Institute of America or its equivalent.

5. 3e a public university, college, community college or junior college.

5 3e a state agency, political subdivision, individual, firm, partnership

or corporation which has oeen in the business of providing commercial

3 driver safety services during the preceding two (2) years and which has

3 a written contract to provide third party testing services to the

'.'J employees of one or more public or private companies, state agencies or

11 political subdivisions employing, in the aggregate, at least twenty-

I five (25) persons having a valid Michigan operator's or chauffeur's

12 license with a vehicle group designation.

H VI. REQUIREMENTS FOR THIRD PARTY EXAMINERS

.: A. A third party examiner may conduct skills tests on behalf of no more than

15 one third party tester. Third party testers must apply for "examiner

1' identification cards" on benaif of each person seeking to become a third

13 party examiner in their employ. If a third party examiner leaves the employ

13 of a third party tester, he/she must be approved for a new examiner

10 identification card in order to conduct tests on behalf of another third

V. party tester.
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c n To qualify and maintain qualification as a third party examiner, an

applicant must meet all of the following conditions:

1. File and maintain with tne office through an approved third party

tester an examiner application on behalf of the applicant and the

approval has not been suspended, canceled or revoked terminated.

2. 3e a self employed individual, a payroll employee or be employee under 

the direction or control, of the third party tester who filed his or 

her third party examiner application.

3. Hold a valid commercial driver license with tne appropriate Cros-s-v^ed 

-Hidereement-,— CDL group designation and indorsements required for 

operation of the commercial motor vehicle used in the skills tests 

conducted by the examiner.

4. Have successfully completed a CDL examiner training workshop conducted

by the Department, or an equivalent course as determined by the

Department.

5. Attend all advanced training courses, workshops, seminars, and other 

instructional meetings as required by the Department. Failure to 

attend scheduled training and instructional sessions will result in 

cancellation of their certification.
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a* The applicant's driving record does not indicate he or she may be 

incompetent to operate a motor vehicle safely, as determined by the 

office.

l_  The applicants criminal ■-ecord. in the ’uoaement of the Office, soes

nor, indicate that issuance of an examine** identification card would 

compromise the integrity of the CDL testing program.

3. The applicant has not had a conviction, civil infraction determination,

or administrative adjudication for any of the following violations 

unaer Michigan law or a local ordinance substantially corresponding to 

Michigan law or a law or local ordinance of another state substantially 

corresponding to law, during the three year period preceding 

application:

a. Operating a vehicle under the influence of intoxicating liquor or 

a controlled substance, or both.

b. Operating a vehicle while visibly impaired by intoxicating liauor 

or a controlled suostance, or both.

c. Operating a vehicle while having an unlawful blood alcohol level.

d. Refusal to submit to a chemical test for blood alcohol level.

e. Manslaughter by venicle.
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f .  Felonious  d r iv i ng .

g.  A felony in which a motor veh i c l e  was used.

h. Reckless driving.

i. Fleeing and eluding a police or conservation officer.

j .  Unlawful driving away of a motor vehicle.

k. Negligent homicide by operation of any vehicle.

1. Failure to stop and identify self after a personal injury or 

property damage accident.

m. No proof of insurance.

9. During the three (3) year period preceding application:

a. The ^oolicant's driver license has not been suspended, revoked, 

denied, canceled or disqualified, or subject to any driver 

improvement action ordered by the Department or a court.

b. The applicant has not been convicted or determined responsible for 

any traffic violation in relation to more than one (1) motor 

vehicle accident.

•13-



c. The applicant has not accumulated more than five (5) points on his 

or her driving record, of which no more than four (4) points have 

been accumulated within the one (1) year period preceding 

apolication.

d. The applicant has not been convicted or determined responsible for 

more than one (1) serious traffic violation, as defined in section 

319b of the Michigan Vehicle Code, in »nv vehiria

10. Have at least three (3) years of experience as a commercial motor

vehicle operator or, equivalent experience as determined by the office.

11. Conducts CDL skills tests on behalf of the third party taster, in

accordance with all legal requirements and in accordance with test

specifications and procedures prescribed by the Department.

12. Submits to auditing and testing as required by the office.

CERTIFICATES AND IDENTIFICATION CARDS

General Requirements:

1. A certificate will be issued to qualified persons or entities 

evidencing the third party tester 's  entry into an agreement to operate 

an approved testing program to give driving tests to applicants for a



An "examiner identification card" will be issued with respect to 

qualified employees of the third party tester.

A copy of the examiner's identification card must be displayed in the 

appropriate office of the third party tester.

The certificate issued by the Department to operate a third party 

testing program must be prominently displayed in the place of business 

of the third party tester.

The examiner must surrender the identification card to the Department 

when the examiner leaves the employ of the third party tester, when the 

examiner is no longer assigned third party examiner duties by the third 

party tester, or when the card has been canceled.

Agreement to administer third party testing programs, certificates to 

operate third party testing programs, and examiner's identification 

cards are nonassignable.

Each agreement and cert ificate and/or identification card shall be 

effective on the date of issuance and shall expire on December 31 of 

each year.

All renewal application forms must be filed to the Department not less 

than thirty (30) days prior to the time t. a certification, cards and 

agreement documents expire. The Department is not responsible for the
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timely issuance of any renewal certificate or renewal agreement when

the application is not received within the necessary time frame.

3. Application for third party tester certification.

1. An application for third party tester certification snail oe f i 1ed with 

the Office on a-forms prescribed by the Office.

2. An applicant for a third party tester certificate shall enter into a 

third party tester agreement, the form and content of which shall be 

prescribed by the Department.

C. Application for Third Party Examiner Identification Card.

The third party tester who employs, controls or directs an examiner shall 

f ile with the office an application for an examiner identification card on 

behalf of the examiner on a form prescribed by the office.

V III .  SELECTION OF TESTER/EXAMINERS B-Y- THE DEPARTMENT

Aj. Applications are to be submitted on forms provided bv the Office.

9  ̂ 'he Third Party Tester application will be reviewed for selection in the

departmental CDL third partv tester program. Specific consioerations 

include:
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Ihe need, as determined bv the Office, for additional CDL skills

testing in their area.

The potential to provide CDL skills testing to the general public, at 

more than one location, including after normal business hours and on 

the weekend.

Ability to provide CPL skills testing Tor all tvoes and classes of COL 

vehicles including all passenger vehicles.

Providing class A commercial vehicles for rent for purposes of tak:nq 

the CDL skills tests.

Adequate space and facili ties for CDL vehicle inspection and basic 

control skills testing activities. Must provide written authorization 

to use facili t ies and grounds not owned or leased bv the tester.

Area driving test routes which provide exercises and naneuvers which 

meet CDL skills testing requirements.

Potential to administer one test per week or a minimum of 52 CDL ski' Is 

tests each year.

Record of satisfactory participation in the Michigan CDL Third Party 

Testing program.

sun*.
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1 C. The office will review the application submitted on behalf of the third

I party examiner including the individual's driving record. If satisfactory,

3 the Office wa44- may schedule a pre-approval on site inspection of the

1 tester site and facili t ies.  If satisfactory, the prospective examiner may

be scheduled for third party examiner training. Training may be waived if 

5 the examiner is seeking another identification card only because he/she has

’ changed third party tester employers.

3 IX. CERTIFICATION BY THE DEPARTMENT

9 A. Upon selection, a third party tester must execute a written agreement 

10 prescribed by the Department to administer skills tests. Upon return of the

-1 agreement to the Department, the third party taster will be issued a

1 certif icate by the Department evidencing the tester 's  authority to

13 administer a third party testing program for the classes and types of

14 vehicles listed.

13 3. Upon selection and successful completion of training, an examiner

16 identification card will be issued evidencing a third party examiner's

IT authority to conduct skills tests for the classes and types of vehicles

.3 listed. A copy of this card must be prominently displayed at the approved

.3 testing facility.

30 C. Certificates, agreements and identification cards will remain valid until

31 December 31 of the year in which they were issued or until canceled by the

32 Department or voluntarily relinquished by the third party tester or
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examiner. Agreements and certification may be extended for additional 

periods (renewal) with ‘ihe mutual written consent of both the Office and 

third partv tester, using forms provided bv the Office and signed bv duiv 

authorized representatives of both parties.

PERFORMANCE-EVALUATTQN AUDITS AND-ON-SETS INSPECTIONS 

ON-SITE INSPECTIONS AND AUDITS

A. Each applicant for a third party tester certificate shall permit the FHWA or

the Department to conduct pre-approval inspections and audit its operations, 

faci l i t ies  and records as they relate to its third party testing program, 

for the purpose of determining whether the applicant is gualified to oe 

certified into the program.

3. A third party tester who has been certified and has executed an agreement

shall permit the Department or FHWA to inspect and audit its third party 

testing program to determine whether it continues in compliance with all 

legal requirements.

C. The Department and FHWA may perform its inspections and audits with or

without prior notice to the third party tester.

D. Inspections and audits will include, at a minimum, an examination of:

1. Records relating to the third party testing program.



2. Evidence o f  compliance wi th the FMCSRs.

3. Skills testing procedures, practices and operations.

4. Vehicles used for testing.

5. Qualifications of third party examiners.

5. Effectiveness of the skills tests program by either tasting a sample of 

drivers who have been issued certificates evidencing that they have 

passed the skills tests administered by the third party tester or by

having Department employees or designees take the skills tests from a

third party examiner.

7. Any other aspect of the third party tester 's  operation that the

Department determines is necessary to verify tnat the third party

tester meets all applicable requirements.

E. The Office will prepare a written report of the inspection and audit. A

copy of the report will be provided to the third party tester:

PROFESSIONAL CONDUCT

A. An examiner, employee or agent of the third party tester may not assist any 

CDL applicant for the purpose of completing a license application or taking 

a knowledge or skills test or other driver examination.
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An examiner, employee or agent of the third party tester may not solicit any 

individual on premises rented, leased or owned by the Department for the 

purpose of enrolling that individual in any third party tasting program.

Third partv testers, through their employees or agents (examiners) are to 

provide CDL skills testing services in a professional manner-

1. Without discrimination as to race, color, religion, national origin, 

ancestrv. handicap, partisan considerations, age or sex. Sexual 

harassment is a form of discrimination which is expressly prohibited.

2. In an environment free of smoking.

L. Whose examiners shall not consume or possess intoxicating beverages. „,m,,

regardless of alcohol content as identified and prohibited under FMCSR 

3art 392.5. within 4 hours prior to or during CDL skills testing 

activities.

jL. Whose examiners shall not consume or possess, anv drugs or other 

controlled substances as identified and prohibited in FMCSR 3art 392.^ 

during CDL skills testing activities.

ADVERTISING

No advertising shall indicate in any way that the third party tester can 

issue or guarantee the issuance of a CDL or imply that the t t ; rd party
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tester can in any way influence the Department in ihe issuance of a CDL or 

imply that preferential or advantageous treatment from the Department can be 

obtained.

8. Third party testers that are in fact certified by the Department may in 

their advertising state they are "certified." but shall not indicate that 

the tester is approved, sanctioned or in any other way endorsed by the 

Department and shall not use any other name besides the name on its 

application for certification, nor shall the tester use "state" in any part 

of its name.

X II I .  INSURANCE REQUIREMENTS

A. Each third party tester must maintain security which meets the requirements 

of sections 3101 and 3102 of Act No. 218 of the Public Acts of 1956, as

amended; MCL 500.3101 and 500.3102, on motor vehicles owned or registered by

the third party tester while used to administer skills tests in this state.

B. Each third party tester must maintain bodily injury and property damage

liabil i ty  insurance coverage on motor vehicles owned or registered by the

third party tester while used to administer skills tests in this state, and 

the amount of insurance coverage shall not be less than 51,000,000.00 for 

bodily injury to or death of one or more persons in any one accident and not

less than S100,000.00 for injury to or destruction of property of others in

any one a c c i d e n t .
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• C. A third party tester must maintain insurance coverage which does not exclude

2 from coverage any person while taking skills tests administered by the third

3 party tester, any person suffering bodily injury or sustained property

i  damage as a result of skills tests administered by the third party tester,

: or any person employed by the third party tester to administer skills tests.

5 0. As evidence of required insurance coverage, the third party tester must file

with the Department either a certificate of insurance issued by an insurance 

3 company licensed to do business in this state or a certificate if  self-

3 insurance issued by a group motor vehicle self-insurance pool formed under

10 1951 PA 35, as amended, stating that there is in effect a contract of which

11 certificate shall stipulate that the insurance shall not be canceled except

12 upon thirty (30) days' prior written notice to the Department or a

'3 certificate of self insurance in excess of $20,000,000.00 issued by the

!•* Department. A certificate of insurance or self-insurance shall include the

15 make, model, year and vehicle identification number of every vehicle which

lo will be used by the third party tester to administer skills tests.

17 E. A third party tester must not use a motor vehicle owned or registered by the

13 third party tester to administer skills tests unless evidence of insurance

12 coverage for the vehicle has been filed with the Department.

20 F. The third party tester must not use motor vehicles to administer skills

21 tests unless the owner or registrant of the vehicle produces a certificate

22 of insurance for the vehicle issued by an insurance company which states

22 that security which meets the requirements of sections 3101 and 3102 of Act
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3

1 No. 218 of the Public Acts of 1956, as amended; MCL 500.3101 and 500.3102, 

is in fores, or unless the owner or registrant produces a certificate of 

self-insurance issued by the Deoartment.

A G. The D e p a r t m e n t  w i l l  r e s e r v e  t h e  r i g h t  t o  c a n c e l  t h e  a g r e e m e n t  w i t h  t h e  t h i r d

5 p a r t y  t e s t e r  UDon d e t e r m i n i n g  t h a t  t h e  t h i r d  p a r t y  t a s t e r  h a s  f a i l e d  t o  f i l e

5 a c e r t i f i c a t e  o f  i n s u r a n c e  o r  s e l f - i n s u r a n c e  o r  h a s  f a i l e d  t o  m a i n t a i n

7 i n s u r a n c e  c o v e r a g e .

3 H. The third party tester must, also, agree to indemnify and hold harmless the

9 State of Michigan, the Department, and all of its officers, employees, and

•0 agents from and against any an all rights, causes of action, claims,

‘I demands, suits, l iab i l i t ies ,  arising out of, based upon, occasioned by or

•w '2 attributable to any act or omission of the Third Party Tester or the Third

Party Tester's agents, examiners or other employees in the performance of

14 t h e  a g r e e m e n t .

15 XIV. NOTIFICATION REQUIREMENTS

15 A. Third party testers must:

17 I. Notify the Office in writing within thirty (30) days prior to any

13 change in the tester 's  name or address.

.9 2. Notify the Office in writing within ten (10) days of any of the

20 following:
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a. Any change in the employment of any person authorized by the 

Department to be a third party examiner for the tester.

3 b. Notice received by the tester with respect to any conviction,

4 civil infraction determination, or administrative adjudication, of

5 any of the tester 's  third party examiners for violation of a law

6 or local ordinance of any state relating to motor vehicle traffic

7 control (other than a parking violation).

3 c. Notice received by the tester with respect to any suspension,

9 revocation, cancellation, disqualification, or driver improvement

10 action ordered by a court or the Department, imposed upon the

11 driver license or vehicle group designation or privilege to

’2 operate any vehicle of any third party examiner in the tester 's

13 employ.

14 d. Any notice of complaint regarding criminal and\or civil actions,

15 or skills test administration received by the tester regarding any

15 of the testers third party examiner.

17 e. The tester ceases business operations in Michigan.

18 3. Third party examiners must notify the Office and his or her Third Party

19 tester as follows:

20 1. 8efore the end of the next business day after the examiner receives
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notice of any suspension, revocation, cancellation or disqualification 

of his or her driver license or vehicle group designation or privilege 

to operate any motor vehicle, or any driver improvement action ordered 

by a court or the (Department.

2. Within tan (10) days after being convicted or found responsible for

violation of a law or local ordinance of any state relating to motor

vehicle traffic control (other than a parking violation).

3. before the end of the next business day after the examiner rgcsives

notice of anv complaint regarding criminal or civil actions or skills

test administration.

TEST ADMINISTRATION

A. Skills tests shall be conducted strictly in accordance with the provisions

of law and the test specifications and procedures prescribed in the CDL

Third Party Examiner's Manual provided by the Office.,

3. CDL Skills tests shall be conducted:

1. In a vehicle which is representative of the class and type of vehicle 

for which the CDL applicant seeks to be licensed and for which the

third party examiner is qualified to test. The vehicle shall not

contain explosives or other hazardous material. Prior to testing, the 

examiner shall inspect the vehicle to verify that i t  is empty and meets



1 all motor carrier safety regulations and is otherwise safe to operate.

2 2. Using Department approved content, forms and scoring procedures.

3 3. On Michigan roads and highways.

1 XVI. TERMINATION OF THIRD PARTY TESTING PROGRAM AND CERTIFICATES

5 A. The Department -tefty will not select any application for a third party tester

5 agreement/certificate or examiner's identification card, if  the applicant or

7 examiner does not qualify for the certificate or card under the requirements

3 of the third party tester program. A misstatement or misrepresentation of

9 a material fact will be grounds for der ŷ+ng non selection an- agreement-;—*

0 cer t4f-k a te - -3r- a- --aH. —

1 B. Any third party tester may relinquish its certificate and agreement upon

2 sixty (60) days' notice to the Department.

3 C. The Department reserves the right to change or cancel the third party

•i testing program as described in these requirements.

5 0. The Department may cancel or suspend the certificate of and agreement with

5 a third party tester or examiner after determining that the tester or

7 examiner has done one or  more of  the fo l lowing:
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1. Has failed to comDly with or satisfy any of the provisions of the

agreement or the Department's instructions relating to the agreement.

2. Has falsified any record or information relating to the third party 

testing program.

3. Has committed any act or omission which, in the judgement of the

tiff ice, compromises the integrity of the third party program.

4. Continues to employ a third party examiner who does not have a valid

driver license, whose driver license has been suspended or revoked,

whose examiner card has been canceled, or wnose application for a 

driver license has been denied.

If the Department determines that grounds for cancellation exist and that 

they relate to a failure to comply with or satisfy any of the requirements 

for a certificate or a card or for a third party tester agreement, the 

Department may postpone cancellation and ailow the third party tester thirty 

(30) days to correct the deficiency.



M e m o r a n d u m

To: Representative .Al Vezey

. lA y / J P * 1From : Patricia A . Young C / /  '  '

Date: January 31 , 1995
Sub ject: Privatization ot M otor vehicle Services (9 5 .0 3 2 )

Enclosed are materials that vou requested from Washington's Department or 
Licensing The materials include a copy of the standard contract used between the 
Countv Auditors and the Department o f Licensing, a copy of the coiicv and 
crccedures manual, and a copy o f the Vehicle Vessel Field System (VF5', Overview. 
The VFS Is the computer network used to tie the operations together.

i hoce this in form ation is helofui.

From rm D u xO p  ..

Patricia a . Ycunc
UCSCvOVt ANALYST 
LKISUTW I .UlLwRCM ACLNCT 
130 Siwaac in n r r .  Sum  C18
,'U'MAU'. A1.VSKA 'JV801

JOT/403. I 
F u  >0?/4'jj.J35 1



STATE OF WASHINGTON

DEPARTM ENT O F L ICENSING
O lym pia. W ,nhington '?85U~-d001 

? 0  Box 295~ Olympia. IVasftwqion. 98507-29:7

D e c e m b e r  19, 199^

P a t r i c i a  Y o u n g  

L e g i s l a t i v e  R e s e a r c h  A g e n c y  

130  S e w a r d  S t ree t .  Su i te  21*8 

J u n e a u .  A j a s k a  9 9 801

D e a r  M s .  Y o u n g :

fn response to our telephone conversation on December 12. 199a. enclosed reference 
materiai pertains to the network tor vehicle.-vessel licensing. The Director of Licensing 
appoints the thirty-nine County Auditors to perform licensing activities. The county 
auditors may select private entities to perform the licensing activities for die auditor. 
Approximately one hundred rirty of these subagents have been appointed.

E n c l o s e d  is a c o p y  o f  the  s t a n d a r d  c o n t r a c t  e xe cu te d  b e t w e e n  the  C o u n t y  A u d i t o r s  a n a  

the  D e p a r t m e n t  o f  L i c e n s i n g .  A  s im i l a r  s ta nd a rd  c o n t r a c t  is b e i n g  d r a f t e d  fo r  

e x e c u t i o n  b e t w e e n  the  c o u n t y  a u d i t o r s  and  the i r  su ba ge nt s .  T h e  ide a  is to  h a v e  all  o f  

th e  a u d i t o r s  w o r k i n g  f r o m  the s a m e  d o c u m e n t  j n d  all o f  the  s u b a g e n t s ,  r e g a r d l e s s  o f  

th e  a p p o i n t i n g  au th o r i ty ,  w o r k  f r o m  the  s am e d o c u m e n t .  T h e  s t a n d a r d  c o n t r a c t  wi t h  

the  a u d i t o r s  m a k e  t h e m  r e s p o n s i b l e  to the  d e p a r t m e n t  fo r  th e  p e r f o r m a n c e  o f  c o u n t y  

e m p l o y e e s  as  weil  as th e i r  s u b a g e n t s .  T h e  s ta nd a rd  c o n t r a c t  w i th  the  s u b a g e n t  m a k e  

the  s u b a g e n t  r e s p o n s i b l e  to the  a u di to r .

T h e  s t a n d a r d  c o n t r a c t s  m a k e  l ibera l  use .  by r e f e r en ce ,  o f  a d o p t e d  p o l ic ie s  a n d  

p r o c e d u r e s .  T h e  e n c l o s e d  c o p y  h a s  s o m e  red m a rk in g s .  I a p o l o g i z e d  fo r  th a t ,  b u t  i t ’s 

the  o n l y  copy a v a i l a b l e  at the m o m e n t .  Th e  pol ic ies  and p r o c e d u r e s  a re  in the  p r o c e s s  

o f  a m e n d m e n t s  w h i c h  a r e  c o o r d i n a t e d  w i th  the aud i tor s  a n d  s u b a g e n t s  b e f o r e  a d o p t i o n



M s .  P a t r i c i a  Y outh 

D e c e m b e r  19. 1994  

P a g e  T w o

W i t h  thi s  c o n f i g u r a t i o n ,  the c i t i zens  o f  the state a re  s e r v e d  by  a p p r o x i m a t e l y  o n e -  

h u n d r e d  n in e ty  of f ices  loca ted  t h r o u g h o u t  the state.  E a c h  o f  the of f ices  c a n  p e r f o r m  ail 

t r a n s a c t i o n s  r e la t ed  to l i cens ing  o f  vehic les  a n d  vesse l s .  Al l  o f  (he of f ices c a r r y  the ir  

o w n  i n v e n t o r y  ip ia t es .  t abs  Sc fo rm s)  co l lec t  and  d e p o s i t  funds ,  h a v e  d i r e c t  l ine acces s  

to v e h i c l e  a n d  vesse i  re co rd s ,  and  cai upda t e  any  r e c o r d  o n  p r o p e r  a p p l i c a t i o n .

E n c l o s e d  is an  o v e r v i e w  o f  the Vehic le /  Vesse l  P ie id  S y s t e m  w h i c h  »s the  c o m p u t e r  

n e t w o r k  u s e d  to tie ai! o f  this  to ge th e r .  Al l  o f  the c o m p u t e r  s o f t w a r e ,  h a r d w a r e  

i n c l u d i n g  o n- s i te  P C s  and  m o d e m s ,  and  data l ines a re  o w n e d  and  m a i n t a i n e d  by  the 

d e p a r t m e n t .  T h e  c o m p u t e r  p r o g r a m  has ch eck s  and ba l a n c e s  to s a f e g u a r d  a n d  p r o v i d e  

a c c o u n t a b i i i t v  o f  l u n d s  a n d  in vent o ry  i tems.  T h e  p r o g r a m  h as  p r o m p t s  to ass i s t  the  

o p e r a t o r  to p r o c e s s  the  a p p l i c a t i o n  and to p r e v e n t  the p r o c e s s  if  the a p p r o p r i a t e  

d o c u m e n t a t i o n  is no t  ava i lab le .  It a iso ca lcu la tes  the  h in d s  to be co l l ec te d  a n d  a c c o u n ts  

for  s ta te  r e v e n u e .

T h i s  is a v e r y  s im pl i s t ic  o v e r v i e w  o f  ou t  vehicle/  vesse l  l i c ens in g  p r o c e s s .  I f  y o u  ha ve  

a n y  q u e s t i o n s  o r  ne ed  addi t iona l  in fo rm at io n ,  p le ase  ca l l  m e  o n  ( 20 6 ;  9 0 2 - 3 7 7 3 .

S i n c e r e l y .

Contracts Manager

at:  a g e n t  c o n t r a c t

Pol . .  P r o c .  

O v e r v i e w  o f  V ? 5



V E H IC L E /V E S S E L  FIELD S Y S T E M  (V F5 ) OVERVIEW

The Vehicle,'Vessel/ParKing Ticker, DisaDlea Person Dataoases are located on 
the host, w hich is currently a Unisys mainframe. It is used during the 
business day for on-line nquiry.

The VFS programs for processing title/registration transactions ana the 
associated tables are resident on each of tne regional Hewlett Packarc 
minis.

The VFS programs whicn allow :or maintenance o f certain *ees, use tax 
rates ana excise information are resident on the HG regional. The VFS 
Headquarters inventory functions also resiae there.

INVENTORY -

Accountaole items are ente-ed into the system at the HG level. 
System assigned numbers are ass.gned to a regional mscnine. Physical 
inventory items are assigned to an County evei VFS office. U d o o  receipt o f 
the physical inventory, tne office enters tr.em on the system as received at 
the county  level. The County levei office '•eoeats the process oy assigning 
inventory to a VFS level office. Each VFS office, after acknowledging them 
as received on the system, may tnen assign the accountable items to either 
central or works ta tion  inventory. S3ch morning ana evening when ooenmg 
or closing a workstation, a screen aDpears which must be comoieied 
indicating w ha t the starting numoers are. The system compares it to the 
previous day 's  ending inventory and reoorts any discrepancies. Inventory is 
now  ready to be issued to the customer.

When the customer's transaction is finalized ana the system 
determines that accountame inventory :s tc be issued, the system disoiays 
the item to be issuea. If tne item ;s missing, the operator may overriae the 
item w ith  the next one available ana later adjust the missing .term out o f the 
system. Eacn monrn inventory reports are ormtea rc ica tm c  the accountable 
items sniooeo, receiveo. overridden and aaiusted for every level Raoraer 
levels are also maintained on the system.

There are also background reports ormrea 'or the Aucit Unit to detect 
potential aouse o f tne system.



MONEY -

At the start o f day the operatcr is required to enter the amount of 
starting cash. For each transaction, tne system determines the amount due. 
The operator :s required to enter the amount paid and whether check or 
casn or a compination. Checks may not exceed the amount due. A t the end 
of the day, the operator is required :o enter the amount and types o f cash, 
as well as the numoer o f checks. A 'eoort is printed of any aiscrepancies. 
For eac.n transaction, the oystem aeiermines now muc.n money goes nto 
each or tne funding codes. This information is held for 30 days, so if tr.ere 
is a DHC, the money is backed out of tne same accounts. When an office 
has a DHC. tney are allowed instant credit ana a letter is sent to the 
customer 3ut w ith in 14 pays if the DHC has nor been restituted, a reoort is 
printea a: HQ alerting the DHC aesx tnat the check will be coming in the 
mail w itn  a copy of the letter to the customer. Cancellation letters are 
generated and sent, warning ihe customer that the DHC will be sent to a 
collection agency. The system automatically updates the records when the 
cnecx is sent to tne collection agency.

At the and of tne day, a reoort is printed indicating how much money was 
collectec ay the office, how  much goes to the county, how  much is retained 
by the office ana how  much will be electronically w ithcraw n from the office 
account.

The HQ regional gathers all the transactions at the ena of the day statewide 
and proauces an Autom atic  Clearing House (ACH) tape. The net resuit is 
the electronic w ithdraw al of money owed the state from the office accounts 
and automatic distribution to the State Treasurer. Any office which aoes 
not have a suffic ient amount of money in the account is immeaiately 
reportea ana investigated for potential Vaud or system proolems.

TRANSACTIONS -

As each transaction is begun in eacn office, it is assigned a transaction 
numoer. This provides tracking of accountable inventory issuec and money 
collectec for tne transaction.

At the ena of the aay, a report is printed in each office showing the title and 
non-tttle work 'inaiized by that office. Title w ork  is attached to a copy of the 
report ana sent to HQ. The system automatically assigns each title 
transaction a title numoer. The HQ regional produces the update tapes by 
wnich the vehicie/vessel records are uoaated w ith  title and non-title 
transactions on the Unisys w ith in  48 nours. A report ts printed for HG staff



indicating how  many applications are :o ae received from each office and 
worksta tion .

The title transactions are automatically uodateo w ith  a pending status.
When the verification unit receives the work from the offices and 
determines whether the documentation submitted is suffic ient :o issue a title 
or not, the w ork  is released using one of the HQ regional processes. Thus 
the VFS title tape is created and sent :o an outside vendor who orints and 
mails the titles, while a copy of the released title data is auac.oed to the 
suoDorting documentation and microfilmed.

VFS also has a Paoerless Title system -or oarticioating financial institutions 
and Super Service Titles for those deaiers who require issuance o f a title 
docum ent wniie they wait.
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A G R E E M E N T  B E T W E E N

s t a t e  o f  W a s h i n g t o n

D E P A R T M E N T  O F  L I C E N S I N G  

A N D  

I  -

A g r e e m e n t  No.  2 -

A g e n t  N o.  3 ~

Date:  M a r c h  199—

T H I S  A G R E E M E N T ,  e n t e r e d  :nto b y  and b e t w e e n  :he  D E P A R T M E N T  O F  L I C E N S I N G ,  

h e r e i n a f t e r  ca l led  ’D O L ” . and  the C o u n t y  o f  -  -  . a c t i n g  t n r o u g h  :ts c o u n t y  a u d i t o r ,  

h e r e i n a f t e r  cal led :r.e ' A g e n t ' .  T hi s  a g r e e m e n t  s u p e r s e d e s  a n y  p r e v i o u s  a g r e e m e n t ,  k n o w n  

or  u n k n o w n ,  m a d e  c e t w e s n  D O L  a n d  Ag en t .

This  a g r e e m e n t  is m a c e  u n d e r  the p r o v i s i o n s  o f  the R e v is e a  C o d e  o f  W a s n i n g t o n  ' R C W '  

-16 .01 .130 .  R C W  c d J l . U O .  R C W  3 3 . 0 2 . 0 4 0  and c h a p t e r  3 9 . 3 4  R C W .

D O L  has the g e n e r a ,  r e s p o n s ib i l i t y  for  i s suance  o f  ve h ic le  a na  vesse l  c e r t i f ic a t e s  o f  
o w n e r s h i p  and  r e g i s t r a t i o n .  v e h i c l e  l icense  n u m o e r  pia tes  and  vesse l  a eca ls .  a n d  for the 

c o l l e c t i o n  o f  veh ic l e  and vessel  l i c ens in g  tees ,  ex c i se  taxes a n a  o t h e r  fees a n a  taxes.

1.0 . A P P O I N T M E N T

T h e  D i r e c t o r  o f  D O L  h e r e b y  a p p o in ts  the C o u n t y  A u d i t o r  o f  5 ~  as a n  A g e n t  o f  D O L  

for th e  p u r p o s e  o f  l i cens ing  a n d  t i t l ing ve hi c le s  a n d  vesse l s  and co l le c t in g  vehic le  a n a  
vessel  fees a n a  e x c i s e  t ax es ,  in a d d i t i o n  to the  ad d i t i ona l  fu nc t io ns  o u t l i n e d  in this 

a g r e e m e n t ,  for  the  d u r a t i o n  o f  tnis a g r e e m e n t .

4 -  C o u n t y  a c c e p t s  the a p p o i n t m e n t  as A g e n t  for  D O L  a n a  snail  p e r f o r m  the au t t es  

set for th  in tnis a g r e e m e n t .

2.1) S C O P E  O F  S E R V I C E S

2.1  T h e  A g e n t  snai l  p e r f o r m  al! n e c e s s a ry  fu nc t io ns  r e la t in g  to the l i c en s i n g  or 
ve iu c . e s  a n d  ves se l s ,  i s su ance  o f  v e h ic le  l i cense  n u m b e r  p la tes  a n d  vesse l  

deca i s  and  o th e r  s im i la r  se rv ic e s  u n d e r  the d i r e c t i o n  and  s u p e r v i s i o n  o f  tne 
D i r e c to r  o f  D O L .  T h e  A g e n t  shai l  co l l ec t  all  a p p r o p r i a t e  fees ,  e x c i s e  ’axes  

a n d  o tner  taxes .  T h e  serv ic es  snail  b e  p r o v i d e d  to the c i t i ze ns  o f  the State o f  

W a s r . m g t o n  and  to fo re ig n  j u r i s d i c t i o n s  u p o n  r e c e ip t  o f  a p p l i c a t i o n s  to r  
r eq u es t s  for  se rv i c e .



fO

2 .2  A g e n t  m a y  p e r f o r m  the  s e rv i ce s  i tseif .  m a y  es tab l i s h  b r a n c h  o f f i c e s ,  a nd  wi th  

aD p ro v a l  o f  D O L ,  a p p o i n t  spec ia i  dep u t ie s  to p e r f o r m  the  s e r v ic e s .  T h e  A g e n t  

m a y  r e q u e s t  D O L  to a p p o i n t  s u b a g e n t s  wi t h in  the  c o u n t y  as p r o v i d e d  in R C W  

4 6 . 0 1 . 1 - 0  to p e r f o r m  the  s e rv ic e s .

.0  C O N S I D E R A T I O N

T h e  A g e n t  sna i l  c h a r g e ,  c o l le c t  and  re ta in  the fees as a u t h o r i z e d  by  R C W  -4-6.01.1-0.  
T h e  A g e n t ,  in l i c ens in g  v e h ic le s  a n d  v es se l s ,  m a y  p ro c e s s  che c o l l e c t i o n  o f  l i cense 

fees  a n d  ta x e s  b y  us ing  the V e h ic i e  F ie id  S y s t e m  p r o v i d e d  by  D O L  p u r s u a n t  to this 

a g r e e m e n t ,  and  m a y  re ta in  the a p p r o p r i a t e  co l l ec t io n  fees  w h e n  a u t h o r i z e d  b y  s ta tute 

o r  ru le .

4 . 0  A L L O W A B L E  E X P E N S E  C O N S I D E R A T I O N

4.1 In a d d i u o n  to fees c o l l e c t e d  a n d  r e t a ined  as p r o v i d e d  in s e c t i o n  3 . 0  o f  this 

a g r e e m e n t ,  D O L  sha ll  r e i m b u r s e  A g e n t  for  the ex c e ss  o f  A g e n t ' s  a l l o w a b l e  

e x p e n s e s  a f te r  d e d u c t i o n  o f  the re ta ined  fees for  p e r f o r m a n c e  o f  this 
a g r e e m e n t ,  as p r o v i d e d  in R C W  4 6 . 0 1. 1 - O ( -X b ) .  P a y m e n t  to the A g e n t  shall  

b e  m a d e  o ni y  f r o m ,  a n d  sna il  be su b je c t  to.  fur.as b e i n g  a v a i l a b l e  in the  

L i c e n s i n g  S e r v ic e s  a c c o u n t  in the M o t o r  V e h ic ie  Fu n d .

4 . 2  A g e n t  m a y  s u b m i t  to D O L  P r o g r a m  M a n a g e r ,  a n n u a l  in v o ic e  v o u c h e r s  

s n o w i n g  the  p r io r  t w e l v e  m o n th s  total  fees co l le c te d  by  the A g e n t ,  th e  fees 

r e t a i n e d  by  the A g e n t ,  i t e m iz e d  a l l o w a b l e  e x p e n s e s  i n c u r r e d  in the s a m e  p r io r  

a p p l i c a b l e  tw e lv e  m o n t h  p e r i o d ,  a n d  the excess  a m o u n t  o f  a l l o w a b l e  e x p e n s e s  
a f t e r  d e d u c t i o n  o f  the fees  r e ta in ed  b y  the  A g e n t .  D O L  shal l  p r o v i d e  p a y m e n t  

o f  the  e x c e s s  a m o u n t  n o  later  than  th ir ty bus in es s  days  a f t e r  a p p r o v a l  o f  the 
i n v o i c e d  a m o u n t .  T o  a c c o m m o d a t e  the e n d  o f  a n  a c c o u n t i n g  p e r i o d ,  an 

i n v o i c e  m a y  use  e s t i m a t e d  fees a n d  e x p e n s e s  in l ieu o f  ac tua l  fees  c o l l e c t e d  
a n d  r e t a i n e d  and  a l l o w a b l e  e x p e n s e s  for  the last o n e  m o n t h  p e r i o d  o f  the 

a p p l i c a b l e  pr io r  t w e l v e  m o n t h  p e r io d .  A n y  d i f fe r e n c es  in che e s t i m a t e d  
a m o u n t s  a nd  the ac tu a l  a m o u n t s  shal l  be de bi te d  o r  c r e d i t e d  in the  s u b s e q u e n t  

a n n u a l  invoic e .  I n v o i c e s  r e f le c t in g  a  July 1 th r o u g h  J u n e  3 0  fiscal  y e a r  snail  
b e  p r e s e n t e d  to D O L  n o  la te r  than  J u n e  1.

4 . 3  D O L  wiil  pay r e a s o n a b l e  d i r e c t  e x p e n d i t u r e s  in cu r re d  w h i c h  e x c e e d  the 

A g e n t  s fees  r e ta in ed  fo r  p e r f o r m i n g  vehic le  and vesse l  ' i c e n s i n g  ac t iv i t i es  
u n d e r  h i s  a g r e e m e n t .  O n l y  the  fo l l o w in g  cost s sha ll  be  c o n s i d e r e d  d i r e c t  

e x p e n d i t u r e s  for  che p u r p o s e s  o f  this sec t ion:

4 . 3 . 1  Sa la r ie s ,  p ay ro l l  t axes  and e m p l o y e e  benef i t s  pa id  to A g e n t ' s  e m p l o y e e s
d i r ec t ly  a s s i g n e d  to l i cens i ng  ac t ivi t i es  u n d e r  this a g r e e m e n t :



4 .3 . : Telephone service charges direcriv related :o this agreement:

4 . 3 . 3  P r e m i u m  for i n s u r a n c e  and b o n d i n g  e x p r e s s l y  r e q u i r e d  b y  this 

a g r e e m e n t :

4 . 3 . 4  Po s t ag e  a n d  o t h e r  p u r c h a s e d  of f ice  s u p p l i e s  ne ces sa ry  to the 

p e r f o r m a n c e  o f  this a g r e e m e n t :

4 . 3 . 5  A u x i l i a r y  e q u i p m e n t  p u r c h a s e d  by the  A g e n t ,  wi th  a p p r o v a i  o f  D O L .  

w h i c h  e n h a n c e s  A g e n t  p e r f o r m a n c e  o f  this a g r e e m e n t .

D i r e c t  e x p e n d i t u r e s  shall  not  inc lud e  any  d i r ec t  cos ts  in c u r r e d  w h i c h  a r e  not re lated  to 

ve h ic le  a n d  vessei  l i cens ing  ac t iv i t i es  u n d e r  this a g r e e m e n t .

PERIOD OF OBLIGATION

T h is  a g r e e m e n t  shail  c o m m e n c e  o n  the date o f  the s i g n i n g  and c o m p l e t e  e x e c u t i o n  o f  

this a g r e e m e n t  a n d  shall  c o n t i n u e  th r o u g h  the  s e con d  s u c c e e d i n g  D e c e m b e r  31 or 

u n d e r  m u tua l  c o n s e n t  unt il  a n e w  c o n t r a c t  is e x e c u t e d  o r  until  t e r m i n a t i o n  as p r o v i d e d  

in s e c t io n  17.

T h is  a g r e e m e n t  is void u p o n  fo rm a l  ac t i on  o f  the s ta te  le g is la tu r e  or  c o u n ty  g o v e r n i n g  

b o d y  e n a c t i n g  s t a tu tory  p r o h i b i t i o n  o r  fai iure  to p r o v i d e  fu n d in g  for  p e r f o r m a n c e  o f  
the du t ies  p r o v i d e d  he re in .

ADM INISTRATION OF AGREEMENT

6 . 1  D O L  M A N A G E R

T h e  Ti t le  and  R e g i s t r a t i o n  Serv i ce s  U ni t  A d m i n i s t r a t o r  is a p p o i n t e d  the 

P r o g r a m  M a n a g e r  o f  this  a g r e e m e n t  a nd  sha ll  m o n i t o r  the p e r f o r m a n c e  o f  the 

A g e n t  u n d e r  this a g r e e m e n t ,  a p p r o v e  b i l l ings s u b m i t t e d  b y  che A g e n t ,  accept  
an y  r epor t s  p r o v i d e d  by  the  A g e n t ,  a n a  r e c o n c i l e  a d o w a b i e  co s t s .  T h e  

P r o g r a m  M a n a g e r  shai l  p r o v i d e  and faci l i tate  a ss i s ta nc e  a n d  g u i d a n c e  to the 

A g e n t  as n e c e s s a ry .  D O L  shail p r o v i d e  the A g e n t  wi th the  D O L  P r o g r a m  

M a n a g e r ' s  n am e ,  a d d r e s s  a nd  t e le p h o n e  n u m o e r  a n d  any  s u b s e q u e n t  c h a n g e s  
m a d e .

6 . :  A G E N T  A D M I N I S T R A T O R

T h e  A g e n t  shall  a p p o i n t  a P r o g r a m  A d m i n i s t r a t o r  for  this a g r e e m e n t  a n a  shail  
no t i fy  D O L  o f  the  P r o g r a m  A d m i n i s t r a t o r  r e s p o n s i b l e  for  A g e n t ’s p e r r o r m a n c e  
o f  this a g r e e m e n t .  T h e  A g e n t  shall  o r o v i d e  D O L  with the P r o g r a m  
A d m i n i s t r a t o r ’s n a m e ,  a d d r e s s ,  t e l e p h o n e  n u m b e r  a nd  a ny  su b s e q u e n t  c h a n g e s  
m a a e .



6.3 NOTICES

Ail no t ic e s  c o n c e r n i n g  this a g r e e m e n t  shall  be se n t  to the p a r t ie s  at  the 

a d d r e s s e s  s ta te be lo w :

D O L  - A d m i n i s t r a t o r .  T i t le  and  Reg is t ra t ion  S e rv ic e s .  D e p a r t m e n t  o f  

L i c e n s i n g .  P O  B o x  2 9 5 7 .  O l y m p i a .  W a s h i n g t o n  9 S 5 0 " - 2 9 5 7 .

A g e n t  - C u r r e n t  C o u n t y  A u d i to r .  5 -  . 6 -  .

ORDER OF PRECEDENCE

In the  e v e n t  o t ‘ c o n f l i c t i n g  p ro v is io n s  w i t h in  this a g r e e m e n t ,  the c o n f l i c t  wii l  be 

r e s o lv e d  b y  g i v i n g  p r e c e d e n c e  ;n the fo l l o w in g  order :

7 .1 A p p l i c a b l e  federa l  and state s ta tutes a n d  co d e s ,  inc lud i ng  R C W  rules  - 6 .  32.  

an d  88 .

7 . 2  T h i s  a g r e e m e n t ,  in c lu d in g  ail a m e n d m e n t s  a nd  exhib i t s .

7 .3  W a s h i n g t o n  A d m i n i s t r a t i v e  C o d e s ,  inc lud ing  W'AC c h a p t e r s  3 0 8 - 5 6 A .  - 5 " .  - 

93 .  a n d  - 9 6 A .

7.4 T h e  D e p a r t m e n t  o f  L ic ens in g  P o l i c i e s / P r o c e d u r e s ,  the V e h ic l e  S e r v i c e s  

D i v i s i o n  P o l i c i e s / P r o c e d u r e s ,  the  V eh ic le  F ie ld  S y s t e m  A u t o m a t e d  O p e r a t i n g  

G u i d e ,  and  the  Ve hi c ie  F ield S y s te m  O p e r a t i n g  G u id e .

SERV ICE QUALITY

3 . 1  A g e n t  shall  p e r f o r m  ail l i cens ing  func t io ns  in a c o n c i s e ,  c o u r t e o u s ,  a c c u r a t e ,  

a n d  p r o f e s s io n a l  m a n n e r .  A g e n t  is r e s p o n s ib le  for  p r o c e s s i n g  al l  ' l icensing 
fu n c t i o n s  to a c h i e v e  a  level  o f  o n e  h u n d r e d  p e r c e n t  a c c u r a c y .  I f  A g e n t ' s  

a c c u r a c y  ievei  falls b e l o w  n ine ty- f ive  p e r c e n t  ( 9 5 % )  a c c u r a c y ,  b a s e d  u p o n  tne 

n u m b e r  o f  t r a n sa c t i o n s  pr oc ess ed  by the  A g e n t  w i th in  a c o n t i n u o u s  s ix  (6) 
m o n t h  p e r i o d ,  this a g r e e m e n t  m a y  be te rm in a t e d  by  D O L .  a n d  A g e n t  shai l  be 

r e s p o n s i b l e  for  ail o f  D O L ' s  cos i s  d u e  to A g e n t ’s e r ro rs .

A g e n t  is r e s p o n s i b l e  for  r equ i r in g  its e m p l o y e e s  specia l  c ep u t i e s  and  s u b a g e n ts  
ro p e r f o r m  at the s am e  level  and  qu a l i ty  o f  s e rv ic e  as p r o v i d e d  m  this sec t i on .

3 . 2  D O L  sha il  m o n i t o r  A g e n t .  A g e n t ’s b r a n c h  o f f ic e s ,  specia l  d e p u t i e s  and 
s u b a g e n t s  to d e t e r m i n e  :ne se rv ice  qu a l i ty  o f  e a c h  ent i ty.  M o n i t o r i n g  m a y  

c o n s i s t  o f .  bu t  is not  l imi ted  to.  e v a lu a t io n  o f  c o m m e n t s  f r o m  the  pub l ic ,  

p e r i o d i c  r e p o r t s ,  o b s e r v e d  prac t ices  o f  the  en t i ty ,  c o m p l i a n c e  w i n  D O L



P o i i c i e s / P r o c e d u r e s .  a n d  c o m p i i a n c s  auuirs .  as  p r o v i d e d  in D O L  

P o i i c y / P r o c s d u r e  V E H .  3.

8 . 3  W h e n  se rv i ce  qu a l i ty  is d e f i c i e n t  o r  w h e n  D O L  and  A g e n t  a g r e e  th a t  se rv ic e  is 

to be m o d i f i e d ,  D O L  and  A g e n t  a g r e e  to m a k e  g o o d  fai th e f f o r t  to a m e n d  the 

s e r v ic e  b y  m utu a l  a g r e e m e n t .

9.0 REVENUE ACCOUNTABILITY

9 .1  A g e n t  shai l  co l lec t  a n d  a c c o u n t  for  veh ic l e  a n a  vesse l  l i c ense  fees,  t axes  and  

o t h e r  fees,  as p r o v i d e d  in D O L  V e h ic le  S e p / i c e s  D iv is io n  P o i i c v / P r o c e d u r e  

V E H . 7 a n d  . 10. as n o w  o r  h e r e a f t e r  a m e n d e d .

9 . 2  A g e n t  shail  e n d o r s e  e a c h  n e g o t i a b le  i n s t r u m e n t  r e c e iv e d  in p a y m e n t  o f  se rv ice s  
p e r f o r m e d  p u r s u a n t  to this c o n t r a c t ,  w i t h  a  s t a t e m e n t  " f or  d e p o s i t  o n i y "  or  for 

" a e p o s i t  to a c c o u n t  o f"  o r  s im i la r  res t r i c t ive  w o r d i n g ,  i m m e a i a t s l v  upon  

r ec e ip t  o f  such p a y m e n t .

9 . 3  In the e v e n t  o f  thef t ,  b u r g l a r y ,  o r  d e s t r u c t i o n  o f  r e v e n u e  c o l l e c te d  b y  A g e n t  or  
A g e n t ' s  su b a g e n t .  A g e n t  shal l  i m m e d i a t e l y  c o n t a c t  ail p e r s o n s  w h o  i ssued a 
n e g o t i a b l e  i n s t r u m e n t  w h i c h  was  stoie.n o r  d e s t r o y e d  a n d  r e q u e s t  r e p l a c e m e n t  

p a y m e n t  in the a m o u n t  p r e v i o u s l y  r e n d e r e d .  AH cos ts  re la ted  to the  re c o v e r y  

o f  the a m o u n t  s to ien  o r  d e s t r o y e d  is the re s p o n s i b i l i t y  o f  A g e n t .

9 . 4  In the e v e n t  o f  thef t ,  b u r g l a r y ,  d e s t r u c t i o n  o f  r e v e n u e  c o l l e c t e d  b y  A g e n t  o r  

A g e n t ' s  s u b a g e n t ,  o r  for  a n y  o t h e r  rea so n  A g e n t  or  A g e n t ’s s u b a g e n t  has 
in su f f i c ie n t  funds  to p r o c e s s  the d a i i y  A u t o m a t e d  C l e a r i n g h o u s e  T a p e  i A C H )  

w i t h d r a w a l ,  a g e n t  sha il  m a k e  re s t i tu t ion  to D O L  w i th in  f o n y - e i g h c  <N3) h e a r s  
o f  r e c e iv in g  D O L  no t i f ic a t i on  o f  the  in su f f ic i en t  fund  c o n d i t i o n .

10.0 INSURANCE .AND BONDING

1 0 . J T h e  A g e n t  shail  p r o c u r e  an  e n d o r s e m e n t  to i n s u r a n c e  it m ay  c a r r y ,  o r  shall  

p r o c u r e  a  sep ara te  p o i i c y  o f  in s u r a n c e  to i n d e m n i f y  D O L  a g a i n s t  ail  loss,  

d a m a g e ,  d e s t r u c t i o n ,  i n c lu d in g ,  b u t  not  l im i te d  to: w i n d ,  w a t e r ,  f i r e ,  and 
e n v i r o n m e n t a l  c o n d i t i o n s ,  and  th e f t  o f  any  o r  ail o f  the  fo l l o w i n g  D O L  

p r o p e r t i e s :

a.  T h e  r e p l a c e m e n t  co s t  o f  su ppl ie s  p r o v i d e d  by D O L  to A g e n t  in sec t ion

12 .2 o f  this c o n t r a c t .  Th e  m i n i m u m  a m o u n t  o f  i n s u r a n c e  c o v e r a g e  
r e q u i r e d  o r  p r o c u r e d  shall  b e  ca l cu l a te d  o n  r e o r d e r  levels  p r o v i d e d  in 

V eh ic ie  S e r v i c e s  D iv is io n  Pol  i c y / P r o c e d u r e  V E H .  I I .  as n o w  or  

h e r e a f t e r  a m e n d e d :
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b. T h e  cos t  o r ' e q u i p m e n t  p r o v i d e d  by D O L  co Agent  in se c t io n  12.3 o f

;nis c o n t r a c t .  T h e  a m o u n t  o f  ins ur ance  c o v e r a g e  shai l  p r o v i d e  for  

ins ta l la t ion  a nd  r e p l a c e m e n t  cos t s  for che s a m e  o r  e q u i v a l e n t  e q u i p m e n t ,  

less d e p r e c i a t i o n  o f  che e q u i p m e n t  lost  o r  d a m a g e d .

1 0 . 1 . 1  In l ieu o f  an  e n d o r s e m e n t  co i n su ra nc e  o r  a separace p o i i c v  o f  

in s u r a n c e ,  che A g e n t  m ay  p r o v i d e  a .certificate o f  s e l f - i n s u r a n c e .  A n y  

cs r t i f icace  o f  s e i f - i n s u r a n c e  shal l  inc lude  an  e n d o r s e m e n t  b y  the B ure au  

o f  Ri sk  M a n a g e m e n t .  D e p a r n n e n c  o f  G e n e ra l  A d m i n i s t r a t i o n ,  a t test ing  

to the  a d e q u a c y  o f  the  s e l f - i n s u ra n c e  for  the  p u r p o s e s  o f  this 

a g r e e m e n t .

1 0 . 1 . 2  D O L  sha il  be  n a m e d  as an a d d i t i o n s  ins ured  and  loss p a y e e  as to che 
.oss.  d a m a g e ,  d e s t r u c t io n ,  o r  chert o f  the supp i ies  and  e q u i p m e n t .

D O L  m a y  d i s a p p r o v e  a n y  s u c h  ins urance  by  p r o v i d i n g  r e a s o n s  o f  

i n a d e q u a c i e s  in die  e n d o r s e m e n t ,  po l ic y ,  o r  s e i f - i n s u r a n c e .

1 0 . 1 . 3  A n y  i n s u ra n c e  e n d o r s e m e n t  o r  p o l ic y  shall  be  w r i t te n  by  a n  i nsurer  

a u t h o r i z e d  to t ransac t  b us in ess  in tne S tate  o f  W a s h i n g t o n  and  shall  

r e q u i r e  the  i n s u re r  to p r o v i d e  D O L  cnirtv (30)  d a v s  w r i t te n  no t ice  o f  

a n y  ca nce i l ac ion  or  a l t e r a t io n  o f  the e n d o r s e m e n t  o r  p o l i c y  a f f ec t in g  the 
i n s u r a n c e  c o v e r a g e .

10 .2  A g e n t  shail  p r o c u r e  a  p r i m a r y  c o m m e r c i a l  b i a n k e t  b o n d  o r  its e q u i v a l e n t ,  

sa t i s f a c t o r y  co D O L ,  in a  m i n i m u m  a m o u n t  o f  f ifty t h o u s a n d  d o l l a r s  

( 5 5 0 , 0 0 0 . 0 0 )  wi th  a  d e d u c t i b l e  p r o v i s i o n  o f  no  g r e a te r  tha n  t w o  th o u s a n d  

do l l a rs  ( S 2 . 0 0 0 . 0 0 ) .  T h e  b o n d  shai l  be  w r i t te n  b y  an in su re r  a u t h o r i z e d  to 
t r ansa c t  s u r e t y  b u s in e s s  in the S ta te  o f  W a s m n g t o n  and  shal l  r e q u i r e  ihe 
in su re r  to p r o v i d e  D O L  thir ty  (30) d a y s  wr i t t en  no t ice o f  a ny  c anc e i la c io n  or  
a l te r a t io n  o f  the b o n d .

1 0 .2 .1  T h e  b o n d  shal l  p r o v i d e  f ide l i ty  c o v e r a g e  for  any  f r a u d u l e n t  o r  d i s h o n e s t
acts c o m m i t t e d  b y  A g e n t ,  o n e  o r  m o r e  o f  tne e m p l o y e e s  o f  A g e n t ,  

spec ia l  d e p u t i e s  a p p o i n t e d  by A g e n t ,  a n d  A g e n t ' s  s u b a g e n t s  and  
s u b a g e n t s '  e m p l o y e e s .

10 . 3  A g e n t  shall  a p p i y  for  and ob ta in  f ro m  the D e p a r t m e n t  o f  L a b o r  a n d  Indus t r y  a 
c e r t i f i c a t e  o f  Indus t r ia l  In su ra n c e ,  as p r o v i d e d  in Ti t le  51 R C W .  A g e n t  shall 

k e e p  e v i d e n c e  o f  c o n t i n u i n g  Ind us t r ia l  I n su ranc e  c o v e r a g e  o n  file wi th  D O L .

11.0 EDUCATION AND TRAIN ING

D O L  a n d  A g e n t  sha il  shar e  the r e s p on s i b i l i t i e s  for ed u c a t io n  and  t r a in in g  o f  A ge nt s
and  s u b a g e n t  pe rs o n n e l  in the  o p e ra t io ns  and  func t ions  re la t ing  to the  l i c en s in g  o f
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v e h ic le s  and  ve ss e l s .  T r a i n i n g  a n d  e d u c a t i o n  will be p r o v i d e d  in die  f o l l o w i n g

ca te g o r ie s :

a. Ba s i c  e d u c a t i o n ,  t r a in in g ,  and qu a l i fy in g  n e w  o p e r a to r s .

b.  C o n t i n u i n g  E d u c a t i o n  a n d  T ra in in g .

c.  S t a n d a r d s  t r a in in g  to improve a c c u r a c y  and  p e r f o r m a n c e .

11 .1  D E F I N I T I O N S

T e r m s  u s e d  in this s e c t i o n  ha ve  the fo l l o w in g  m e a n in g s :

1 1 . 1 . 1  " P R C "  m e a n s  the P r o b l e m  Re sp on se  C e n t e r  m a in ta in e d  b y  D O L .  This  
te l e p h o n e  a v a i i a b ie  i n f o r m a t i o n  unit  o f f e r s  o n g o i n g  p r o b i e m  re so l u t i on  

o n  che V ehi c le  F ie ld  S y s t e m  for  A g e n ts  a na  s u b a g e n ts .

1 1 . 1 . 2  " C 3 T "  m e a n s  che C o m p u t e r  Based  T r a i n i n g  s o f tw a r e  u s e d  to educa te  

a n d  t rain in d i v i du a l s  o n  the bas ics  o f  c o m p u t e r  use.

1 1 . 1 . 3  " E d u c a t i o n  M o d e "  m e a n s  the s o f tw a r e  p r o g r a m  w h ic h  e m u l a t e s  ne full 
b u s in e s s  o p e r a t i o n  o f  the  Veh ic l e  F ie ld S y s t e m .  T h is  m o d e  is used  as 

p r a c t i c e  to t rain in d iv id ua ls  on  che s y s t e m  w i t h o u t  c re a t i n g  " reai"  

v e h i c l e  or  vesse l  r e c o r d s .

1 1 . 1 . 4  " P r o d u c t i o n  M o d e "  m e a n s  che full  b us in es s  m o d e  a v a i i a b ie  to each  
l ic e n s in g  of f i ce  to d o  "l ive" bus iness  t r a n sa c t i o n s  w h i c h  u p d a t e  the 
d a t a b a s e .  T h is  m o d e  is used by  ind iv i dua ls  a f te r  th ey  h a v e  b e e n  t ra ined  
in E d u c a t i o n  M o d e .

11 .2  B A S I C  E D U C A T I O N  A N D  T R A I N I N G

1 1 . 2 . 1  D O L  a n a  A g e n t  a g r e e  that  p r e se n t  A g e n t  a n d  s u b a g e n t  p e r s o n n e l  are 

fu l ly  t ra ined  o n  the  o p e r a t i o n  a n d  fu nc t io ns  o f  the V e h i c i e  F i e i a  S y s te m  
( V F S )  a n a  the n e c e s s a r y  func t ions  re la t in g  to the l i c en s i n g  o f  vehic les  

a n d  vesse l s  a n d  the  i ssuance  o f  veh ic le  l i cense  n u m b e r  p l a t es  and  vessel  

de c a l s .

1 1 . 2 . 2  T h e  A g e n t  is r e s p o n s i b l e  for  and  shal l  e d u c a t e ,  t ra in ,  a n d  q u a l i f y  for 

P r o d u c n o n  M o d e  o p e r a t i o n ,  ail A g e n t  a n d  s u b a g e n t  s p e r s o n n e l  hi red 
s u b s e q u e n t  to the e x e c u t i o n  o f  this a g r e e m e n t .  A g e n t  snai l  e n s u r e  that 
ail l i c ens in g  p e r s o n n e l  a s s ig n e d  the r e s p o n s ib i l i t y  o f  p r o c e s s i n g  ti tle a na  

l i c ense  r eg i s t r a t io n  appl ica t i ons  and  p e r f o r m i n g  o t n e r  l i c ens ing  
fu n c t i o n s ,  re ce iv e  a d e q u a t e  e d u c a t i o n  a n d  t r a i n in g  to e n a b l e  the  pe rson



co c o m p l e t e  n o rm a l  title and  l icense  fu n c t i o n s  and  to p r o p e r l y  d i s b u r s e  

the ma te r ia l s  and opera t e  the e q u i p m e n t  p r o v i d e d .

1 1 . 2 . 3  D O L  will  p r o v i d e  A g e n t  the f o l l o w in g  m a te r ia l s  to ass i s t  A g e n t  111
c o n d u c t i n g  edu c a t io n  a n d  t ra in in g  o f  l i cens i ng  p e r s o n n e l :

- V F S  O p e r a t i n g  G ui des

- V F S  U s e r  .Vlanuais wi th  c a s e b o o k
- Elec t ron ic  m a i l b o x  c apabi l i t i e s

- C o m p u t e r  B ased  T r a i n i n g  ( C B T )  p r o g r a m s

- O th e r  t r a in in g  a ias  a n a  a s s i s ta nc e  w h e n  a v a i i a b ie

- Q ua l i f ic a t io n  s t a n d a r d s

U . 3  C O N T I N U I N G  E D U C A T I O N  A N D  T R A I N I N G

1 1 . 3 . 1  D O L  snail  p ro v id e  c o n t i n u i n g  e d u c a t i o n  a nd  t r a in in g  to A g e n t  a nd
s u b a g e n t ' s  l i cens ing  pe r so n n e l  r e g a r a i n g  n e w  a n a  a m e n d e d  la w s ,  ru les ,  

a nd  p r o c e d u r e s .  D O L  will  d e v e l o p  t ra in in g  m a te r ia l s ,  s c h e d u l e  t ra in ing  
m e e t i n g s ,  and  c o n a u c t  c l asses  as neces sa ry  to m a i n t a i n  c o m p e t e n c y  in 

the A g e n t  and  s u b a g e n t ' s  l i cens in g  s ta ff s.

1 1 . 3 . 2  A g e n t  shail  en su re  the a t t e n d a n c e  o f  A g e n t  a n d  s u o a g e n t ' s  l i cens i ng

p e r s o n n e l  a t  t ra ining c lasses  as  r e q u i r e d  by  D O L .

11 .4  S T A N D A R D S  T R A I N I N G

1 1 .4 .1  D O L  snail  m o n i t o r  A g e n t  and  A g e n t ’s s u b a g e n t s  p e r f o r m a n c e  o f  all
v e h i c l e  a n d  vessel  l icens ing fu nc t io ns  for  c o u r t e o u s ,  a c c u r a t e ,  and  

p ro fe s s io n a l  c o n d u c t .  D O L  will  adv is e  A g e n t  w h e n  the  A g e n t ' s  o r  

s u b a g e n t ' s  p e r f o r m a n c e  do es  no t  mee t  the s t a n d a r d s  se t  in this c o n t r a c t .  

D O L  and  A g e n t  shall c o o r d i n a t e  thei r  e f fo r t s  to i m p r o v e  the  s t a n a a r a s  
in a  t im e ly  and  cos t  e f f ec t i v e  m a n n e r .

1 1 . 4 . 2  A g e n t  shall  p r o v i c e  t ra in ing  to i m p r o v e  s t a n d a r d s  in p r o c e s s i n g  l icense
a p p l i c a t i o n s  and o th e r  f un c t io ns  p e r f o r m e d  b y  A g e n t  a n d  s u b a g e n t ' s  

l i c ens in g  p e r s o n n e l .

1 1 . 4 . 3  A g e n t  shall  c o n d u c t  pe r io d ic  e d u c a t i o n  and  t ra in ing  c l a s s e s  to i m p r o v e

the p e r f o r m a n c e  and  a c c u r a c y  o f  A g e n t  a n d  s u b a g e n t ’s l i c en s i n g  
p e r s o n n e l .

1 1 . 4 . 4  A g e n t  shall  en su re  tne a t t e n d a n c e  o f  A g e n t  a n d  s u o a g e n t ' s  l i cens ing
p e r s o n n e l  a t  t ra in ing  c lasses  as r e q u i r e d  by  D O L  o r  A g e n t ,  to m a in ta in  

c o m p e t e n c y  in che l i cens ing  fun c t i ons  a n a  to i m p r o v e  k n o w l e d g e  a n a  
fu n c t i o n a l i tv  o f  the ind iv idua ls .
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1 1 .4 .5  D O L  shall m a in ta in  a p ro b le m  re sp o n se  c e n te r  ( P R C )  to assist A g e n t

a n d  s u b a g e n t ' s  b y  p ro v id in g  instant a s s is ta n c e  w ith  d a i ly  p roD iem s tha t  

m a te r ia l iz e  d u r in g  bus iness  h o u rs .  A g e n t  a n r  s u b a g e n t s  m ay  c o n ta c t  
the P R C  d u r in g  no rm a i  b u s in ess  hours  and  re c e iv e  a ss is ta n c e  in 

p r o c e s s in g  p a r t ic u la r  a p p l ic a t io n s  and  e q u ip m e n t  p r o b le m s .

.1) S U P P L I E S  :  T> E Q U I P M E N T

D O l  shail  ? r „ .  .:e su p p l ie s ,  e q u ip m e n t ,  and  p e r fo rm  e q u ip m e n t  m a in te n a n c e  u n c e r  

the te rm s  a n a  c o n d i t io n s  set fo r th  o e ia w .  S u pp iie s  and  e q u ip m e n t  fu rm s h e a  b y  D O L  

snail b e  u se d  so ie iy  for  the  p e r f o r m a n c e  o f  this a g re e m e n t  a n l e r ; a u th o r iz e d  b y  D O L .  
D O L  vviil p r o v id e  the  A g e n t  access  f ro m  the A g e n t 's  lo ca t io n  t D O L 's  cen tra l  

v e n ic le  and  vesse l in fo rm a t io n  file for the p u rp o se  o f  in q u iry  a n d  to u p d a te  tn o se  files 

as to i i c e n s in g ,  r e g is t r a t io n ,  anu  titling t ran sac t io n s  p e r f o r m e d  by  A g en t .  A g e n t  shail  

m a k e  c h a n g e s  d i r e c t ly  to in fo rm a tio n  >"nred in D O L 's  v e n ic ie  a n d  vesse l in fo rm a t io n  

flies o n ly  as m ay  be  a u th o r iz e d  by D O L . p u rsu a n t  to  this a g r e e m e n t .

I l l  D E F I N I T I O N S

T e r m s  u sed  in this s e c t io n  have  the fo l lo w in g  m e a n in g s :

1 2 .1 .1  'S u p p l i e s '  m e a n s ,  bu t is no t l im ited  co: p a p e r  p r o a u c t s .  e x p e n c a b le  
i tem s  used  on  c o m p u te r  e q u ip m e n t  p r o v id e d  b y  D O L .  l icense  p la te s ,  

y e a r  and  m o n th  tabs, vessel deca ls ,  v e te ra n  e m b ie m s .  a n d  d is a o ie d  

p e r s o n  p la c a rd s ,  ail o f  w h ic h  a re  fu r th e r  d e f in e d  in the  T i t ic  an d  

R e g is t r a t io n  S e rv ic e s  O p e ra t in g  M a n u a l .  " S u p p l i e s ’ d e e s  not in c iu a e  
g e n e ra l  o f f ic e  i tem s such  as p en s  and p e n c i ls ,  w  icing p a p e r ,  an d  

e n v e lo p e s ,  un less  such item s h av e  u n iq u e  uses  in the p e r f o r m a n c e  o f  
this a g re e m e n t .

1 2 .1 .2  'E q u ip m e n t ' '  m ean s ,  b u t  is no t l im ited  to; m o n i to r s ,  m o d e m s ,  p r in te r s ,

s o f tw a re ,  m in i - c o m p u te r s ,  m a in f r a m e  c o m p u te r s ,  w i r in g  b a c k -b o n e s  
a n d  p e r ip h e ra l  i tem s ,  ail o f  w h ic h  ^re  m o re  fu i ly  id e n t i f ie d  in the  

V e h ic le  F ie ld  S erv ices  A u to m a te d  O p e ra t in g  G u id e  an d  a re  n e c e s sa ry
for fu n c t io n a l  o p e ra t io n  o f  rhe V eh ic le  F ie ld  S y s te m  (V F S )  o p e ra t io n

s y s te m .  " E q u ip m e n t '  d o es  no t inc lude  d o c u m e n t  s c a n n in g  un its ,  mail 

s o r t in g  un its ,  o f f ic e  fu rn i tu re ,  o r  o th e r  e q u ip m e n t  p u r c h a s e a  b y  the 
A g e n t  fo r  its o w n  use.

1 2 .1 .3  'A c c o u n ta b le  i tem ''  m eans  an in v e n to ry  item o f  s u p p l ie s  p r o v id e d  by

D O L  w h ich  a re  e x c h a n g e d  bv  the A g e n ts  o r  th e i r  su b a g e n ts  toatf • J -»

c u s to m e rs  fo r  a fee. A c c o u n ta b le  i tem s  in c lu d e ,  ou t  a re  not l im i te d  to: 

v e h ic le  l ic en se  p la te s ,  l icense  p late  ta b s ,  vesse l  d e c a ls ,  v e te ra n  

e m b le m s ,  v a r io u s  p e rm its ,  and  form s for  w h ic h  a fee is c o l l e c te d .

- 9 -



1 2 .1 .4  " V e h ic le  F ie ld  S y s te m  A u to m a te d  O p e ra t in g  G u i d e ’ m e a n s  the D O L  

d o c u m e n t  w h ich  iden tif ies  and  i l lu s tra te s  the fu n c t io n a l  o p e ra t io n  o f  

e a c h  p ie c e  o f  e q u ip m e n t  used  in the V F S .  T h e  d o c u m e n t  m ay  be 

a m e n d e d  o r  rev ised  at the  d isc re t io n  o f  D O L  w h e n  e q u ip m e n t  is 

c h a n g e d ,  a d d e d ,  o r  d e le te d  f ro m  the sy s te m .

1 2 .1 .5  " V e h ic le  F ie ld  S y s te m  ( V F S )"  m e a n s  the  a u to m a te d  c o m p u te r  sy s te m  

and  c o r r e s p o n d in g  po l ic ie s  and  p r o c e d u r e s  u sed  w h e n  p ro c e s s in g  

v e h ic le  and  vesse l  title a n d  ' i c s n s in g  t r a n sa c t io n s  and  for  the c o l le c t io n  

and  a c c o u n t in g  o f  s ta te  r e v e n u e s  p u r s u a n t  tc  this a g re e m e n t .

12 .2  S U P P L I E S

1 2 .2 .1  D O L  w iii  issue co the A g e n t ,  in a t im e ly  an d  cost e f f ic ie n t  m a n n e r .

s u p p l ie s  n e e c e d  b y  the A g e n t  to p r o p e r ly  p e r fo rm  d u t ie s  u n d e r  this
a g r e e m e n t .  S u p p l ie s  p ro v id e d  will be in v e n to r ie d  a n d  c o n t ro l le d ,  a i

n r o v id e d  in V eh ic le  S e rv ic e s  D iv is io n  P o l icv /  P ro c e d u re  V E H .  11. as * » •
n o w  o r  h e re a f te r  a m e n d e d .

1 2 .2 .2  All su p p l ie s  re q u ire d  to be  fu rn ish e d  b y  D O L .  p u r s u a n t  to tnis 
a g r e e m e n t ,  snail be  sh ip p e d  d i re c t ly  b y  D O L  to the d e s t in a t io n  a d d re ss  

p r o v id e d  b y  A g en t .  T h e  d e s t in a t io n  a d d re s s  shall be  a fac il i ty  u n d e r  

the  d i r e c t  c o n tro l  o f  A g en t .

1 2 .2 .3  A g e n t  wiii p ro te c t  s u p p l ie s  f ro m  d a m a g e  b y  e n v i ro n m e n ta l  e v e n ts ,  
m c lu d in g ,  b u t  no t l im ited  to: w a te r ,  w in d ,  fire , a n d  e x t r e m e  

t e m p e r a tu r e  v a r ia t io n s .  A g e n t  shail p ro v id e  b a s ic  c a r e  o f  su p p l ie s  to 
p r o t e c t  them  a g a in s t  ail d a m a g e ,  d e s t r u c t io n ,  a n d  the f t  o f  any  o r  ail o f  

tne  su p p l ie s .  A ll a c c o u n ta b le  i tem s sha il  be s to red  w h e n  no t  in use 

d u r i n g  the  b u s in e ss  J a y .  w i th in  lo ck ed  c a b in e ts ,  s to r a g e  ro o m s ,  o r  
s o m e  o th e r  s e c u re d  e n v i r o n m e n t ,  ai! o f  w h ic h  p ro v id e  a  d o u b le  lock  or 

a s e c u re d  h o ld in g  a re a  w h e n  su p p l ie s  a r c  not b e in g  used .

1 2 .2 .4  A il s u p p l ie s  fu rn ish e d  b y  D O L  u n d e r  th is  a g r e e m e n t  shail r e m a in  tne 

p r o p e r t y  o f  D O L  a n d  D O L  shail  re ta in  full titie  m d  all r igh ts  

a s s o c ia te d  w ith  o w n e r s h ip .  T h e  su p p l ie s  shall not b e c o m e  f ix tu res  

T h e  A g e n t  shall not c n c u m o e r  o r  p e r m i t  an  e n c u m b r a n c e  u p o n  the 
s t a t e 's  title to  the su p p l ie s ,  o r  the  su p p l ie s  th e m s e lv e s ,  m a n v  m a n n e '

1 2 .2 .5  R isk  o f .  and  rc sp o n s io d i ty  for. loss o r  d a m a g e  to the  suD pues d u r in g  

t r a n s p o r ta t io n  o r  r e m o v a l  b y  D O L  o r  its r e p re s e n ta t iv e s  shall  be  upon  

D O L .  R isk  o f ,  a n d  re s p o n s ib i l i ty  fo r .  loss o r  d a m a g e  w h ile  supp lie s  
a r e  in the  c a re  and  c u s to d v  o f  A g e n t  o r  its r e p re s e n ta t iv e s  snail be  u c o n  
A g e n t .
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12.3 EQ U IPM EN T

1 2 .3 .1  D O L  wiii  se le c t  and  p ro v .d e  co A g e n t ,  w i th o u t  cos t  to  A g e n t .  che 

e q u ip m e n t  a n d  c o m m u n ic a t io n s  l ines , iden tif ied  in the V e h ic le  Field  

S y s te m  A u to m a te d  O p e ra t in g  G u id e ,  necessary to D O L 's  v e h ic le  and 

vesse l  r e c o rd s  tiles. T h e  e q u ip m e n t  sha il  be  ins ta lled  b y .  o r  a t che 

d i r e c t  s u p e rv is io n  o f .  D O L  o r  its a u th o r iz e d  c o n tra c to r  o r  a g e n t  w i th o u t  

c o s t  to  the A g e n t .  D O L  o r  its a u th o r iz e d  c o n t r a c to r  o r  a g e n t  w ill  test 

the  e q u ip m e n t  initia lly  to e n su re  tha t it is func tiona l  at the t im e  o f  
in s ta l la t io n .

1 2 .3 .2  D O L  w iii  install the  e q u ip m e n t  at lo ca t io n s  m u tu a l ly  a g r e e d  to in 

w r i t in g  by  D O L  and  A g en t ,  and us ing  c r i te r ia  d e v e lo p e d  b y  D O L  as set 

fo r th  in D O L  V eh ic le  S e rv ice s  D iv is io n  P o l i c y /P r o c e d u r e s  as n o w  or 
h e r e a f t e r  a m e n d e d .  A g e n t  snail no t c a u se  o r  p e rm i t  a n y  r e lo c a t io n  or  

d i s c o n n e c t io n  o f  the e q u ip m e n t  o n ce  ins ta l led ,  w ith o u t  che p r io r  w r i t ten  

a p p ro v a l  o f  D O L .  A n y  re q u e s t  for  r e lo c a t io n  o f  e q u ip m e n t  m u s t  be 
a c c o m p a n ie d  by  a d e ta i led  f loo r  p lan  o f  the new  lo c a t io n .  All 

r e lo c a t io n s  shall  be ca rr ied  ou t by  D O L .  o r  its a u th o r iz e d  c o n t r a c to r  o r  
ag en t .

1 2 .3 .3  A g e n t  w ii i  p ro v id e  n ecessa ry  e lec tr ica l  p o w e r  o u t le ts ,  te le p h o n e  lines, 

a n a  ac c e s s  te rm in a ls  iden tif ied  by  D O L  as b e in g  r e q u i r e d  to fac i l i ta te  
the  in s ta l la t io n  o r  re lo ca t io n  o f  e q u ip m e n t  p ro v id e d  b y  D O L .

1 2 .3 .4  A g e n t  shail  r e im b u r s e  D O L  for all o f  D O L 's  costs  in c u r re d  b y  D O L  o r  

its a u th o r iz e d  c o n t r a c to r  o r  ag en ts ,  fo r  r e lo c a t io n  o r  d i s c o n n e c t io n  o f  

e q u ip m e n t .  C o s ts  shail inc lude , b u t  m a y  not be l im ited  to; r e lo c a t io n  
o r  in s ta l la t io n  or  c o m m u n .c a t io n  l ines ,  a d d i t io n a l  p a r ts  a n d  e q u ip m e n t ,  

an d  d i re c t  a n d  ind irec t  lab o r  a n d  trave l  e x p e n se s ,  os p r o v id e d  in c h a p te r  
- 0 . 0 3  R C W . D O L  shall fu rn ish  an  i tem ized  invo ice  o f  all cos ts  
in c u r re d  u p o n  c o m p le t io n  o f  the re lo c a t io n  o r  d is c o n n e c t io n .  A g e n t  

shall  r e m i t  p a y m e n t  in full to D O L  w ith in  th ir ty  (20)  d a y s  f ro m  the 

d a te  o n  the in v o ice  o r  a t such o th e r  t im e  i s  a g re e a  to in w r i t in g .

1 2 .3 .5  T h e  n u m b e r  o f  V F S  w o rk s ta t io n s  a l lo c a te d  to A g en t  sna il  b e  m u tu a l ly

a g re e d  u p o n  b y  D O L  and  A g e n t ,  u s in g  c r i te r ia  d e v e lo p e d  by  D O L .  as

set fo r th  in D O L  V eh ic le  S e rv ice s  D iv is io n  P o l icy  ? * o c e d u re  V E H . 9

as n o w  o r  h e re a i te r  am e.naed . D O L  and  A g en t  viii r e g u la r ly  m o n i to r
the v a l id i ty  o f  V F S  w o rk s ta t io n  a l lo c a t io n  c r i te r ia  and  s t a t e w id e

w o r k s ta t io n  a l lo ca t io n s .  C o n s id e ra t io n  for  anv  a d ju s tm e n t  :n ihe* *
n u m b e r s  o f  w o rk s ta t io n s  a l lo ca ted  u n d e r  th is  a g re e m e n t  w il l  be  m au e  
p r im a r i ly  fo r  p ro v id in g  su ff ic ien t  a u to m a te d  e c u ip m e n t  to  m a in ta in  

c u s to m e r  se rv ic e  w h ile  im p ro v in g  tne  e f f ic ie n cy  a n a  co s t -e f fe c t iv e r .e s s  
o f  s ta te w id e  v e h ic le  and vessel l ic e n s in g  activ it ies .
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1 2 .3 .6  A g e ru  shall use  the e q u ip m e n t  to r  the p u rp o s e s  o f  c a r r y in g  o u t  its 

re sp o n s ib i l i t ie s  u n d e r  this a g re e m e n t  and  as an  a g e n t  o f  D O L , 

a p p o in te d  p u r s u a n t  to R C W  a 6 . 0 l . i ~ 0 .  a n d  as an  a g e n t  o f  W a sh in g to n  

S ta te  D e p a r tm e n t  o f  R e v e n u e ,  a p p o in te d  p u r s u a n t  to  title 32 R C W . and 

fo r  no o th e r  p u ip o s e s  w i th o u t  sp e c if ic  w r i t te n  a u th o r iz a t io n  -'rom D O L . 

A g e n t  shall o p e ra te  the e q u ip m e n t  in a c c o r d a n c e  w ith  the  p ro v is io n s  o f  

V e h ic ie  F ie ld  S y s te m  A u to m a te d  O p e r a t in g  G u id e ,  as n o w  o r  h e re a f te r  

a m e n d e d .

1 2 .3 .7  A g e n t  shail use  re a so n a b le  c a re  to p r o te c t  the  e q u i p m e n t  from  d a m a g e

b y  e n v i ro n m e n ta l  e v e n ts ,  in c lu d in g ,  ou t  no t l im ite d  to: w a te r ,  w in d ,  
f ire ,  and  e x t r e m e  te m p e ra tu re  v a r ia t io n s .  A g e n t  sha il  p ro v id e  bas ic  

c a re  o f  e q u ip m e n t  to p ro te c t  it a g a in s t  d a m a g e ,  d e s t ru c t io n ,  and thef t  o f

a n y  an d  ail o f  the e q u ip m e n t .  All e q u ip m e n t  sha ll  be located  in a 
s e c u re d  e n v i r o n m e n t  w n e n  not in use.

12.3..3 T h e  e q u ip m e n t  fu rn ish e d  by  D O L  u n d e r  th is  a g r e e m e n t  shall be  located

u p o n  the p re m ise s  o f  A g e n t  w h e re  it :s in s ta l led .  A g e n t  snail m ake the 

e c u tp m e n t  a c c ess ib le  o m y  to a u th o r iz e d  p e r s o n n e l  o f  che A g en t .  D O L . 

a n o  D O L  c o n t ra c to r s  o r  r e p re se n ta t iv e s .  A g e n t  sha il  take  ail n ecessa ry  
s teps  to e n s u re  the jq u ip m e m  s u sed  o n ly  fo r  the p u rp o s e s  p ro v ic e d  

u n d e r  this a g r e e m e n t  and  o n ly  by  a u th o r i z e d  p e r s o n n e l  o f  the A g en t  
a n d  D O L .

1 2 .3 .9  A g e n t  shail not c o n n e c t  o r  p e rm i t  co be c o n n e c te d  a n y  ad d i t io n a l  

e q u ip m e n t  to the c o m m u n ic a t io n s  l ine ,  o r  m o d i f y ,  a d o  p a r ts ,  o r  re m o v e  

p a r ts  f rom  the eauiD m enc w i th o u t  the  e x p re s s e d  w r i t t e n  co n se n t  o f  
D O L .

1 2 .3 .1 0  All e q u ip m e n t  fu rn ish e d  by  D O L  u n d e r  th is  a g r e e m e n t  snail  r e m a in  the 

p r o p e r ty  o f  D O L  a n d  D O L  shall re ta in  full t i t le  a n d  all n g m s  
a s so c ia te d  w ith  o w n e r s m p .  T h e  e q u ip m e n t  sh a l l  n o t  b e c o m e  f ix tu res .  

A g e n t  shall  nor e n c u m b e r ,  o r  p e r m i t  an  e n c u m b r a n c e  u p o n ,  the sta te  s 

t id e  to  the  e q u ip m e n t ,  o r  the e q u ip m e n t  i tsc if .  in a n y  m a n n e r .

1 2 .3 .1 1  R isk  o f .  and  re s p o n s ib i l i ty  fo r .  loss o r  d a m a g e  to  tne e q u ip m e n t  c u r in g  

t r a n s p o r ta t io n ,  in s ta l la t io n ,  m a in te n a n c e ,  o r  r e m o v a l  b y  D O L  o r  its 
r e p re s e n ta t iv e s ,  sha ll  b e  u p o n  D O L . R isk  o f .  a n d  re s p o n s ib i l i ty  fc r  

loss o r  d a m a g e  c a u se d  by o r d in a r y  w e a r  a n d  te a r  o r  by  D O L  o r  its 
a u th o r iz e d  re p re s e n ta t iv e s ,  sna il  be  u p o n  D O L .

12.4 MAINTENANCE OF EQUIPMENT

1 2 .4 .1  D O L  is re sp o n s ib le  to  p ro v id e  all m a in te n a n c e  a n d  r e p a i r  a n a
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r e p l a c e m e n t  for e q u ip m e n t  p ro v id e d  by D O L  u n d e r  this a g r e e m e n t ,  it 

is D O L 's  e x c lu s iv e  r igh t  :o d e te rm in e  the  a m o u n t  a n d  e x te n t  o r  r e p a i r  

o r  m a in te n a n c e  r e q u i r e a  and fo r  the r e p l a c e m e n t  o f  eq u iD tn en i  w h e n  

d e e m e d  a d v i s a b le  by  D O L  o r  its r e p re s e n ta t iv e s .

1 2 .4 .2  D O L  is r e s p o n s ib le  for bas ic  c a re  o f  the  e q u ip m e n t  as se t  fo rth  in che 

V e h ic ie  F ie ld  S y s te m  A u to m a te d  O p e ra t in g  G u id e .

1 2 .4 .3  D O L  sha ll  p ro v id e  m a in te n a n c e  s e rv ice s  as s o o n  as r e a s o n a b iv  p o s s ib le  
fo l lo w in g  n o t i f ic a t io n  :o D O L  by  A g e n t  o f  a m a l fu n c t io n  o f  the 
e q u ip m e n t .

1 2 .4 .4  D O L  shall  h a v e  so le  d isc re t io n  to d e te r m in e  the n eed  for  m a in te n a n c e  

o r  e n g in e e r in g  s u p p o r t ,  and  to  d e te rm in e  the  a p p r o p r i a t e  so iu t io n  to an y  
m a l fu n c t io n  o f  the  e q u ip m e n t  o r  c o m m u n ic a t io n s  line. D O L  sha ll  not 

b e  re s o o n s ib ie  to the  A g e n t  fo r  a n y  d o w n  t im e  d u r in g  the n o rm a l  

o p e ra t in g  h o u rs  o f  che c o m m u n ic a t io n s  Jine .

1 2 .4 .5  A g e n t  shail n o t i fy  D O L  as so o n  as p o s s ib le  o f  a n y  m a l fu n c t io n  o f  ihe

equ iD m enc  o r  o f  c o m m u n ic a t io n s  line p r o b l e m s  by  t e le p h o n e  to the 
L ia i s o n /P r o b le m  R e sp o n se  C e n te r  P R C ) ,  t e l e p h o n e  n u m b e r  1 -3 0 0 -3 3 6 -  
■*631. A g e n t  shail  p ro v id e  fu ll .  free , a n d  s a fe  a c c e s s  to che e q u ip m e n t  

by  D O L  r e p re s e n ta t iv e s ,  and  o th e r  p e r s o n s  a u th o r iz e d  by  D O L  as 

n e c e s s a ry  to p e r f o r m  m a in te n a n c e ,  b e tw e e n  the  h o u rs  o f  3 :0 0  a . m .  a n a

5 :0 0  p .m .  a n d  o n  a n y  w e e k d a y  w h ich  is n o t  a  s ta te  h o l id a y .

1 2 .4 .6  C o s t  o f  r e p a i r ,  r e p la c e m e n t ,  a n d  m a in te n a n c e  o f  the  e q u ip m e n t  

p r o v id e d  b y  D O L  p u r s u a n t  to this a g r e e m e n t  is the r e s p o n s ib i l i ty  o f  

D O L .  A g e n t  sha il  r e im b u r s e  D O L  for a n y  a n d  ail c o s t s  in c u r re d  for  

the  re p a i r ,  r e p la c e m e n t ,  and  m a in te n a n c e  o f  che e q u ip m e n t  w h e n  the 

r e p a i r ,  r e p la c e m e n t ,  o r  m a in te n a n c e  is r e q u i r e d  d u e  to tne fa i lu re  o f  
A g e n t  to p r o v id e  b as ic  ca re  o f  the e q u ip m e n t ,  as p ro v id e d  u n d e r  this 
a g r e e m e n t  o r  .vhen the e q u ip m e n t  is d a m a g e d  o r  o th e r w i s e  

m a l fu n c t io n s  th ro u g h  m isu se ,  fault, o r  n e g le c t  o f  A g e n t .

13 .0  S I T E  P R E P A R A T I O N

A g e n t  snail p ro v id e  ail o f f i c e  fu rn i tu re  an d  m a k e  a n y  a n d  all  m o d i f ic a t io n s  to m e  su e  
w h e re in  che e q u ip m e n t  is in s ta l led  a n a  p r o v ia c d  by  D O L  p u r s u a n t  to se c t io n  1 2 .3 .  

A g en t  shail  p ro v id e  a  s u e  f lo o r  p lan  se t t in g  fo rm  the p o s i t io n in g  o f  che fu rn i tu re ,  

e le c tr ica l  s e rv ic e ,  c u s to m e r  s e rv ic e  a rea s ,  a n d  any  o th e r  r e q u i r e m e n ts  r e q u e s te d  by  

D O L  p r io r  co D O L 's  a p p ro v a l  o f  an  o r ig in a l  o r  re lo c a t io n  s i te .  A g e n t  is r e s p o n s ib le  
for all su e  r e m o d e l in g ,  p r o c u r e m e n t  o f  fu rn i tu re  r e q u i r e d  to  a c c o m m o d a te  e q u ip m e n t  
i n d  o b ta in in g  the  n e c e s sa ry  a p p ro v a ls  or' b u i ld in g  o w n e r s  a n a  local b u i ld in g  c o d e  
a u th o r i t ie s .



A g e n t  sha ll  p ro v id e  d e d ic a te d  e lec tr ica l  se rv ic e  o f  15 a m p  iso la ted  c i rc u i ts  r e q u ire d  

for  each  w o rk s ta t io n  o f  e q u ip m e n t  p ro v id e d  by  D O L .  An iso la ted  c i r c u i t  m e a n s  there  

w il l  b e  no o th e r  e lec tr ica l  a p p l ia n c e  c o n n e c te d  to chat c i r c u i t  ex c e p t  the w o rk s ta t io n  

w o r th  o f  e q u ip m e n t  p ro v id e d  by  D O L .  N o  m ore  than  ten 0 0 )  e q u i p m e n t  i tem s vv.il 
be  a l lo w e d  o n  an  iso la ted  c i r c u i t .  I f  the n u m b e r  o f  ac tua l o u t le ts  o n  an  ind iv id u a l  

iso la ted  c i r c u i t  a re  l im i te d ,  a s ix  (6) o u t le t  15 am p  p o w e r  s t r ip  w ith  s u r g e  p ro te c to r  

m ay  be u sed .

A g e n t  is re s p o n s ib le  for  p r o c u r in g  and  insta ll ing  .viring c a b l in g  if  th e  w n n g / c a b l i n g  

is ro u te d  th ro u g h  a wall o r  f loo r ,  inside  a wall o r  th ro u g h  a  c e i l in g ,  inside a cao le  

p o ie  o r  a  c o v e r e d  f lo o r  c a o le .  o r  is o v e r  f if teen  (15) feet :n ie n g tn .  A g e n t  s 

re s p o n s ib le  for  p r e -d r i i l in g  a 2 -1 /2  inch d ia m e te r  ho ie  for in s ta l la t io n  o r  w ir ing , 

cab l in g  th ro u g h  c o u n te r  tops  o r  w ail  o f  cab in e ts .  If  w i rm g /c a b i i r .g  nas  co be ro u tau  
a c ro ss  the f lo o r .  A g e n t  is re s p o n s ib le  fo r  a s su r in g  tha t  such r lo o r  w i r in g .c a b l in g  is 

u n d e r  a ta b le  o r  d e s k  and  d o e s  not c ro ss  nor im p ed e  w a lk w a y s  in c o n f o r m i t y  w u n  

locai b u i ld in g  and  sa fe ty  c o d e s  and  O S H A  a n a  W I S H A  ru les  a d m in i s t e r e d  by  the 

W a s h in g to n  S ta te  D e p a r tm e n t  o f  L a b o r  and Ind u s tr ie s .

14.0 CONFIDENTIALITY OF INFORMATION

14.1 A g e n t  shall  a d h e re  to a n y  a p p l ic a b le  c u r r e n t  o r  fu tu re  s t a tu to r y  o r  

a a m m is t r a t iv e  ru ies  in c lu d in g ,  b u t  not l im n e d  to. c h a p te r  - 2 .1 7  R C W .  RCW'' 

■*6.12.370. R C W  -* o .1 2 .3 8 0 .  and  c h a p te r  3 0 8 -1 0  W A C  an a  D O L  Policy , 

P ro c e d u re  A D M .  " ,  as n o w  o r  h e re a f te r  a m e n d e a .  r e g u la t in g  d i s c lo s u r e ,  the 
r ig h t  o f  p r iv a c y ,  a n a  c o n f id e n t ia l i ty  re la t ing  to ail in fo rm a t io n  a n d  d a ta  to 

w h ic h  A g e n t  has ac c e s s  u n d e r  th is  a g re e m e n t .

14 .2  A g e n t  sha ll  not use  o r  fu rn ish  to any  p e r so n ,  c o r p o r a t io n ,  p a r tn e r s h ip ,  

a s s o c ia t io n ,  o r  o rg a n iz a t io n  o f  a n y  k ind  for  a n y  c o m m e r c ia l  p u r p o s e  by  itse lf  
o r  by  a n y  o tn e r  e n t i ty ,  any  o f  the ind iv idua l  o w n e r  n a m e  o r  a d d r e s s  

in fo rm a t io n ,  o r  p a r t  th e re o f ,  p ro v id e d  b y  D O L  u n d e r  th is  a g r e e m e n t  for  che 
p u rp o s e  o f  m a k in g  a n y  u n so l ic i te d  b u s in ess  c o n ta c t  w ith  :he in d iv id u a ls  n am ed  

th e re in .  T h e  te rm  u n so l ic i ted  b u s in e ss  c o n ta c t  m ean s  a  c o n ta c t  th a t  is in ter .ced 

to  re su i t  in. o r  p r o m o te  the sa le  o f .  any  g o o a s  o r  s e r / i c e s  :o a  p e r s o n  n a m e d  
in the d is c lo se d  in fo rm a t io n ,  in c lu d in g  the A g e n t  o r  the A g e n t ' s  s u b a g e n t .

T h is  s u b s e c t io n  shai! no t p r e v e n t  A g en t  f rom  re q u e s t in g  a d d i t io n a l  sp ec if ic  

e x c e p t io n s  f rom  this se c t io n  f ro m  D O L .  su b je c t  :o p r io r  w r i t te n  a p p r o v a l ,  and 
any c o n d i t io n s  im p o se d  b y  D O L .  N o  e x c e p t io n s  shall be  v a l id  u n le ss  

a p p r o v e d  in w r i t in g  b y  :he  D ire c to r  o f  D O L  a n d  a c c o m p a n ie d  b y  a s ta te m e n t  
o f  c o n d i t io n s ,  if  a n y ,  im p o s e d  on such a p p r o v a l ,  p r io r  to the in te n d e d  use o f  

che in fo rm a t io n  w h ic h  is the  su b je c t  o f  the e x c e p t io n .
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15.0 DOL PR O C ED U R E  M O D IFIC A T IO N

D O L  m ay  m o d i fy  ihe  D O L  Po licy . P ro c e d u re s .  V eh ic ie  F ie ld  S y s te m  O p e r a t in g  
G u id e ,  an d  V e h ic ie  F ie id  S y s te m  A u to m a te d  O p e ra t in g  G u id e ,  in c o r p o r a te d  h e re in  by 

r e fe re n c e  as  r e q u i r e d  to i n c o r p o r a te  s ta tu to ry  a m e n d m e n ts  o r  to im p r o v e  q u a l i ty  o f  

s e rv ic e  to the  p u b l ic .  D O L  w il l  so i ic i t  the ad v ice  o f  the T it le  and  R e g is t r a t io n  

A d v is o ry  C o m m i t t e e  ( T R A C ) .  W a sh in g to n  A sso c ia t io n  o f  V eh ic ie  S u b a g e n ts  

( W A V S ) ,  a n d  W a s h in g to n  A s s o c ia t io n  o f  C o u n ty  O ff ic ia ls  ( W A C O ) ,  p r i o r  co a d o p t io n  

o f  m o d i f ic a t io n s .

16.0 AUDIT

D O L  o r  D O L 's  d e s ig n e e  m a y  c o n d u c t  audits and in sp e c t io n s ,  d u r in g  n o rm a l  b u s in e s s  

h o u rs ,  o f  A g e n t ' s  l i c e n s in g  t r a n s a c t io n s .  re*.enue c o i ie c t io n s  and  d e p o s i t s ,  r e c o r d s ,  

in v e n to r ie s ,  e q u ip m e n t ,  a n d  p e r f o r m a n c e ,  ail o f  w h ich  p e r ta in  to the v e h ic ie  and  

v esse i  l i c e n s in g  a c t iv i t ie s  o f  th is  a g re e m e n t .  D O L  w iii  p re p a re  an au d i t  r e p o r t ,  a n o  

A g e n t  wiii ta k e  im m e d ia te  a c t io n  to address  ail d i s c re p a n c ie s ,  as p r o v id e d  in D O L  

P o i i c y /P r o c e d u r e  V E H . 3. as n o w  o r  h e rea f te r  a m e n d e d .

1 7 .0  T E R M I N A T I O N  O F  A G E N T  O R  S U B A G E N T S

17.1 T h i s  a g r e e m e n t ,  o r  a p p o in tm e n t  o f  A g en t  o r  A g e n t 's  su o a g e n t .  m a y  be 
t e r m in a te d  o r  r e v o k e d  b y  D O L  for A g en t  o r  A g e n t ' s  s u b a g e n t ' s  f a i lu re  to 

c o m p ly  w ith  n o n - m a te r i a l  p r o v s i o n s  o f  this c o n tra c t  o r  o th e r  a g r e e m e n t .
A g e n t  o r  A g e n t ' s  s u b a g e n t  m ay  cu re  such d e fa u i t  a f te r  b e in g  g iv e n  w r i t te n  

n o t ice  t h e r e o f  a n d  a  r e a s o n a o ie  o p p o r tu n i ty ,  w n ic h  in no e v e n t  sha il  be  m o re  

than  th i r ty  d a y s ,  to c u r e  su ch  de fau it .  I f  sucn d e fa u l t  c a n n o t  r e a s o n a b ly  be  
c u re d  w i th in  th i r ty  d a y s ,  add i t io n a l  tim e m ay  be g ra n te d  if A g e n t  o r  .A gen t 's  
s u b a g e n t  has in i t ia ted  su b s ta n t ia l  and c o n t in u in g  ac t io n  to cu re  che d e f a u l t  

w i th in  the  th ir tv  d a v s .  A g e n t  o r  A g e n t ’s s u b a g e n t 's  c o n t in u e d  r a i iu r e  to0 * J  ■— 7

c o m p l y ,  w h ic h  in n o  e v e n t  needs to be m o re  ‘h a n  th ree  such  fa i iu re s  w i th in  a 
tw e lv e  m o n th  p e r io d ,  w ith  this a g re e m e n t  o r  o th e r  a g r e e m e n t  fo r  w h ic h  n o tice  
and  o p p o r tu n i ty  to c u r e  has  b een  g iv en  as p ro v id e d  in this s u b s e c t io n .  D O L  

m ay  te rm in a te  o r  r e v o k e  this a g re e m e n t  w i th o u t  g iv in g  p r io r  n o t ic e  o r  
o p p o r tu n i ty  to  c u re .

17 .3  T h is  a g r e e m e n t ,  a n d  a p p o in tm e n t  o f  A g e n t  o r  A g e n t 's  s u b a g e n t ,  m a y  oe
im m e d ia te ly  t e r m in a te d  o r  r e v o k e d  w ith o u t  g iv in g  p r io r  n o t ice  o r  o p p o r tu n i ty  

to  c u re  a d e fa u l t  fo r  fa i l in g  to c o m p ly  w ith  an v  m a te r ia l  p ro v i s io n s  o f  this 
a g r e e m e n t  w h ic h  in c lu d e ,  bu t are  not l im ited  to: a n y  f ra u a .  th e f t ,  o r  i llegal 

ac t ,  fo r  b re a c h  o f  a n y  p ro v is io n s  o f  this a g r e e m e n t ,  a t ta c h m e n ts  to. o r  D O L  

d e p a r tm e n ta l  p o l ic ie s  a n d  p ro c e d u re s  c o n ta in e d  in this a g r e e m e n t ,  o r  for  
a b a n d o n in g  th e  b u s in e s s .



17.3  N o tic e  o f  te rm in a t io n  shall oe c o n c lu s iv e ly  d e e m e d  :o h av e  b e e n  d e l iv e re r :  to, 

a n d  rece iv ed  b y ,  the  o th e r  par ty  as o f  m id n ig h t  o f  :he th ird  d a y  fo l lo w in g  the 

da te  o f  us p o s t in g  in the U n ited  S ta te  m ail ,  a d d re s s e d  as p ro v id e d  in sec t io n
6 .3  o f  this a g r e e m e n t ,  in the a b se n c e  o f  ac tua l  d e l iv e ry  to  a n d  re c e ip t  by  the 

p a r ty  by  maii o r  o th e r  m eans  at an e a r l ie r  da te  a n a . o r  t im e .

17.-1 A g e n t  o r  A g e n t ’s s u b a g e n t  o r  t>oth shail im m e d ia te ly  r e tu rn  ail e q u i p m e n t  and  

su p p l ie s  p ro v id e d  by  D O L  upon  te rm in a t io n  o f  this a g r e e m e n t  o r  r e v o c a t io n  o f  

:he  A g e n t 's  o r  A g e n t ' s  s u o a g e n t 's  a p p o in tm e n t .

13.0 PAYMENT IN THE EVENT OF TERMINATION

tn the e v e n t  this a g r e e m e n t  is t e rm m a te u .  each  p a r ty  shail  oe re s p o n s ib le  fo r  the 

actual c o s t  th ey  have  in c u r re d  d u r in g  the ir  p e r f o r m a n c e  u n d e r  this a g r e e m e n t ,  a r c  
n e i th e r  p a r ty  snail be  o b l ig a te d  to the o th e r  p a r ty  for  sue:: cos ts .  A il fees a n d  taxes 

c o l le c te d  by  A g e n t  and  p a y a b le  to tne S tate  o f  W a s h in g to n  sha ll  be  d u e  a n d  p a y a o ie  to 

D O L  as p ro v id e d  in th is  a g r e e m e n t .

19.0 REMEDY OF TERMINATION
T h e  re m e d y  o f  t e rm in a t io n  o f  this a g re e m e n t ,  to re le a se  D O L  f ro m  the  o b l ig a t io n s  o f  

this a g r e e m e n t ,  ano  a f f o r d e d  to D O L  s n a e r  the v a r io u s  p ro v i s io n s  o r  tnis a g r e e m e n t  
shail no t b e  d e e m e d  to b e  an  e x c lu s iv e  re m e d y ,  bu t  r a th e r  sha ll  be  :n a c o i t i o n  to ail 

o th e r  r e m e d ie s  w h ich  m a y  be av a i iab ie  to D O L .  T e r m in a t io n  o f  t ins  a g r e e m e n t  shail 

re lea se  D O L  from  any  and  all obiigacion.s w h a te v e r  u n d e r  this a g r e e m e n t ,  b u t  sr.aii 
no t b a r  D O L  from  p u r s u in g  a n y  re m e d ie s  w h ic h  it w o u ld  o th e r w i s e  n av e  a g a in s t  
A g en t .

20.0 INDEPENDENT STATUS

D O L  and  D O L  e m p lo y e e s  a n d  D O L  a u th o r iz e d  r e p re s e n ta t iv e s  sha il  p e r f o r m  all 
du ties  p u r s u a n t  to this a g r e e m e n t  i s  an in d e p e n d e n t  a g e n c y  f ro m  A g e n t  a n d  no t  .a any  

m a n n e r  as o f f ic e r s ,  a g e n ts  o r  e m p lo y e e s  o f  A g e n t .  A ll  r e f e r e n c e s  in  th is  a g r e e m e n t  
to D O L  shall inc lude  its e m p lo y e e s  an a  a u th o r iz e d  re p re s e n ta t iv e s .  A g e n t  sh a l l  not 

w ith n o id  o r  p ay  any  ta x e s  o r  in su ran ce  o r  d e d u c t io n s  o f  any  k in d  in c o n n e c t io n  with 
r e im b u r s e m e n t  o f  D O L  u n d e r  this a g re e m e n t .

A g e n t  and  A g e n t ’s e m p lo y e e s  an d  A g e n t 's  su b a g e n ts  shail p e r f o r m  ai! d u t ie s  p u r s u a n t  
to this a g r e e m e n t  as an  in d e p e n d e n t  a g e n c y  f ro m  D O L  an d  not in a n y  m a n n e r  as 

o f f ic e r s  o r  e m p lo y e e s  o f  D O L .  All r e fe re n c e s  in tins a g r e e m e n t  to  A g en t  sha ll  

inc lu d e  its e m p lo y e e s  a n d  su b a g e n ts .  D O L  shall not w i th n o id  o r  p a y  a n y  ta x e s  or  
in su ran ce  o r  d e d u c t io n s  o f  anv  k ind  :n c o n n e c t io n  w ith  r e im b u r s e m e n t  o f  A g e n t  u n d e r  
this a g r e e m e n t .
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21.0 N O N D ISC R IM IN A T IO N

2 1 .1  D u r in g  m e  te rm s  o f  th is  a g re e m e n t ,  the p a r t ie s  a g re e  to c o m p ly  w ith  the 
f o l lo w in g  n o n d i s c r im in a t io n  re q u i re m e n ts  as w ell  as a p p l ic a b le  fed e ra l ,  s ta te ,  

and  local law s a n d  r e g u la t io n s  g o v e rn in g  n o n d is c r im in a t io n .  N o  p a r ty  shail 

e x c lu d e  a p e r s o n  f ro m  p a r t ic ip a t io n  in. d e n y  the b en e f i ts  o f .  o r  d i s c r im in a te  

a g a in s t ,  in d iv id u a ls  in c o n n e c t io n  w ith  a n y  fu n c t io n  re la ted  to this a g re e m e n t ,  

o r  to b e  p e r f o r m e d  in c o n n e c t io n  th e re w i th  b e c a u se  o f  race ,  c o io r ,  c re e d ,  

re l ig io n ,  s e x .  m ar i ta l  s ta tu s ,  na tional o r ig in ,  a g e .  o r  d isab i l i ty .

2 1 .2  A g e n t  w ii i  c o n d u c t  a s e l f -e v a iu a t io n  and  c o m p le te  a r e a s o n a b le  a c c o m m o d a t io n  

t r a n s i t io n  p ia n  to c o m p l y  w ith  The A m e r ic a n s  w ith  D isab i l i t ie s  A c t  o f  1990 

( A D A )  w i th in  s ix  (6) m o n th s  o f  e x e c u t io n  o f  this a g re e m e n t .  A w r i t te n  c o p y  

o f  the p la n  shail  be  f o r w a r d e d  to the D O L  P r o g ra m  M a n a g e r .  A g e n t  shail 
a t te n d  a n y  t r a in in g  se s s io n s  on  A D A  o f f e r e d  to  A g e n t  by  D O L .  A ger.t  siiaii 

im m e d ia te ly  n o t i fy  D O L  o f  any  a l le g a t io n s ,  c la im s ,  d isp u te s ,  o r  c h a l le n g e s  

m a d e  a g a in s t  A g e n t  u n d e r  the A D A  a n d  sha il  c o o p e ra te  w ith  D O L  in ra n d o m  

c o m p l i a n c e  r e v ie w s  w i th  A D A .

2 1 .3  In the  e v e n t  o f  the  A g e r .T s  n o n c o m p i ia n c e  o r  re fusa l  to c o m p iv  w ith  the 

n o n d i s c r im in a t io n  se c t io n  o f  this a g re e m e n t ,  this a g r e e m e n t  m a y  be r e s c in d e d ,  
c a n c e l e d ,  o r  te rm in a te d ,  in w n o ie  m in p a r t ,  fo r  b re a c h  u n d e r  sec t io n  17, and 

the A g e n t ’s a p p o in tm e n t  m a y  be  w i th d ra w n  an d  d e c la re d  ine l ig ib le  for fu r th e r  

a g r e e m e n t s  w ith  D O L .

2 2 .0  L I M I T A T I O N  O N  L I A B I L I T Y  A N D  R E S P O N S I B I L I T Y

22 .1  T h e  p a r t ie s  a g re e  tha t  in no  ev e n t  shail the  S ta te  o f  W a s h in g to n ,  D O L ,  the 

D i r e c to r  o f  D O L ,  D O L  e m p lo y e e s ,  o r  a n y  a u th o r iz e d  re p re se n ta t iv e s  o f  D O L .  
b e  l iab le  to  A g e n t  for  a n y  d a m a g e s ,  co s ts ,  lost  p ro d u c t io n ,  o r  a n y  o th e r  loss o f  

a n y  k in d  fo r  fa i lu re  o f  D O L 's  e q u ip m e n t ,  h a r d w a r e ,  o r  so f tw a re  to p e r f o r m  
fo r  a n y  r e a s o n ,  o r  fo r  the  loss o r  c o n s e q u e n t ia l  d a m a g e  w h ic h  is the re s u l t  o f  

ac ts  o f  G o d .  s t r ik e s .  lo c k o u ts ,  r iots ,  ac ts  o f  w a r ,  e p id e m ic s ,  ac ts  o f  f ire ,  
fa i lu re  o f  c o m m u n ic a t io n s  o r  c o m p u te r  e q u ip m e n t ,  fac il i t ies  o r  so f tw a re  p o w e r  

fa i iu re .  n u c le a r  a c c id e n t s ,  o r  o th e r  d isa s te rs .

2 2 .2  T h e  p a r t ie s  a g re e  th a t  in no e v e n t  shall the  C o u n ty  o f  4 - ,  the A g e n t ,  and  the 

A g e n t 's  e m p lo y e e s ,  be  l iab ie  to D O L  for a n y  d a m a g e s ,  cos ts .  lost p ro d u c t io n ,  

o r  a n y  o th e r  loss o f  a n y  k in d  for fa i lu re  o f  D O L 's  e q u ip m e n t ,  h a r d w a r e ,  o r  
so f tw a r e  to p e r f o r m  for a n y  reason , o r  fo r  the  loss o r  c o n s e q u e n t ia l  c a rn a g e  

w h ic h  is the  re su i t  o f  a c ts  o f  G o d .  s tr ikes ,  lo c k o u ts ,  r io ts ,  acts  o f  w a re ,  

e p id e m ic s ,  ac ts  o f  f ire ,  f a i iu re  o f  c o m m u n ic a t io n s  o r  c o m p u te r  e q u ip m e n t ,  
fac i l i t ie s  o r  s o f tw a r e  p o w e r  fa ilu re  n u c le a r  a c c id e n ts ,  o r  o tn e r  d i s a s te r s .
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2 2 .3  T h e  parr ies  ag ree  char in no  ev e n t  shall the Scare o f  W a s h in g to n .  D O L .  che 

D i re c to r  o f  D O L . and  D O L  e m p lo y e e s ,  o r  a n y  a u th o r iz e d  r e p re s e n ta t iv e s  o f  

D O L  be  iiao ie  for a n y  c la im  or any  n a tu re  a g a in s t  A g e n t  by  a n y  p a r ty  a r is in g  

f ro m  a n y  failure  in the s e rv ic e  fu rn ish ed  by  A g e n t  u n d e r  th is  a g r e e m e n t ,  for 

a n y  e r ro r s ,  m is ta k e s ,  o m is s io n s ,  o r  acts  on  che p a r t  o f  A g e n t  o r  A g e n t 's  

su b a g e n ts  w h ich  re su l t  in the faiiure  to p r o p e r ly  re le a se  v e h ic le s  and  vessel 

title  in te res ts .

2 2 .4  T h e  pa r t ie s  ag ree  chat in no  e v e n t  shail che C o u n ty  o f  4 -  , the  A g e n t ,  and che 

A g e n t ' s  e m p lo y e e s ,  be  l iab le  for any c la im  o f  a n y  n a tu re  a g a in s t  D O L  ay  an v  
p a r ty  a r i s in g  f ro m  a n y  fa i iu re  in che se rv ic e  fu rn is h e d  b y  D O L  u n d e r  this 

a g r e e m e n t ,  for any  e r r o r s ,  m is tak es ,  o m is s io n s ,  o r  ac ts  on  the  p a r t  o f  D O L  or 

its a u th o r iz e d  re p re s e n ta t iv e s ,  w h ich  re su l t  in che fa i iu re  co p r o p e r ly  re lea se  

v e h ic le  a n a  vessel citle in te res ts .

2 3 .0  W A I V E R

D O L  m a y  w a iv e  a n y  o f  the p ro v is io n s  o f  this a g r e e m e n t  d e e m e d  n e c e s s a ry  in o r d e r  co 

e n s u re  chat r e a d i iv  ac c e s s ib le  s e rv ic e  is p ro v id e d  co the  c i t iz e n s  o f  th is  s ta te .

2 4 .0  S A V I N G S  C L A U S E

It is che b e l i e f  o f  aii pa r t ie s  tha t all p ro v is io n s  o f  this a g r e e m e n t  a re  la w fu l .  If any  
se c t io n  o f  this a g re e m e n t  s h o u ld  be  found  co be c o n t r a r y  co e x is t in g  la w .  by  c o u r t  

d e c is io n s  o r  o p in io n  o f  cne W a s h in g to n  S tate  A t to rn e y  G e n e r a l ,  che r e m a in d e r  o f  che 

a g r e e m e n t  shall  not be a f fe c te d  th e re b y ,  and  the p a r t ie s  sha ll  e n te r  in to  im m e d ia te  
n e g o t ia t io n s  fo r  the p u rp o s e  o f  a r r iv in g  at a m u tu a l ly  s a t i s f a c to ry  r e p l a c e m e n t  o f  such  

se c t io n .  T h e  p ro v is io n s  o f  the a g r e e m e n t  shall  be  s u b je c t  co a n y  fo rm a l  a c t io n s  o f  the 

le g is la tu re  o f  the S ta te  o f  W a s h in g to n .  In che e v e n t  o f  c o n f l ic t s  b e tw e e n  the fo rm al 

a c t io n s  o f  che leg is la tu re  and  p ro v is io n s  o f  the a g r e e m e n t ,  the  f o r m e r  sha ll  prevail*.

2 5 .0  C O N T R O L L I N G  L A W  V E N U E

T h is  A g r e e m e n t  shall  be  g o v e rn e d  b y  che laws o f  che Scate o f  W a s h in g to n .  V e n u e  o f  

a n y  la w su i t  f iled  by  a n y  p a r ty  a g a in s t  the o th e r  p a r ty  a r i s in g  in w h o ie  o r  in p a r t  o f  

th is  a g r e e m e n t  shail be  in che s u p e r io r  c o u r t  fo r  T h u r s to n  C o u n ty ,  O ly m p ia .  
W a s h in g to n .

2 6 .0  A L L  W R I T I N G  C O N T A I N E D  H E R E I N

T h is  A g r e e m e n t  co n ta in s  all the cerms and  c o n d i t io n s  a g re e d  u p o n  b y  the  p a r t ie s .  N o 
o th e r  u n d e r s ta n d in g ,  orai o r  o th e r w is e ,  re g a rd in g  che s u b je c t  m a t te r  o f  th is  A g re e m e n t  
shall be  d e e m e d  co ex is t  o r  co b in d  a n y  o f  the p a r t ie s  h e re to .

- 13 •



27.0 E N T IR E  A G R E E M E N T

T h is  A g r e e m e n t  m ay  no t be  m o d if ied  or  a m e n d e d  w i th o u t  ihe w r i t t e n  c o n s e n t  o f  both 
p a r t ie s .  T h e  A g e n t  sha ll  c o m p ly  with ail ap p l icab le  law s, o rd in a n c e s ,  c o d e s ,  
r e g u la t io n s ,  a n d  pol c :e s  o f  loca l,  s ta te , and federal g o v e rn m e n ts .

IN W I T N E S S  W H E R E O F .  D O L  a n d  A g en t  have  ex e c u te d  th is  a g re e m e n t  as o f  the da te  and 

y ea r  last w r i t t e n  b e lo w .  T h e  p a r t ie s  s ig n in g  h e re b y  a f f i rm  th a t  th ey  have  the a u th o r i ty  to 

b ind  th e ir  r e s p e c t iv e  p ? i t ie s  to the te rm s  o f  this A g re e m e n t .

DEPARTMENT OF LICENSING 1 -

C o n tr a c t  O f f i c e r  S ig n a tu r e  A g e n t  S ig n a tu re

T itle T itle

D a te  D ate

A P P R O V E D  A S T O  F O R M  O N L Y :  A P P R O V E D  AS T O  F O R M  O N L Y :

A ss is ta n t  A t to r n e y  G e n e ra l  C o u n tv  P ro se c u t in g  A t to rn e v

D ate D ate
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l i c E n s i n c
DIVISION •>01 • •' ••• . '• »if -juMm ^

POLICY/PROCEDURE ! V E H . - A

P erso n a l ized  Plates

V e h ic le -S e r - ice s  ■■—   R C W  4 6 .1 2 .1 6 0

3 ^ / /  j > / a /  R C W  4 6 .1 6 .5 6 0

-X
I i

R C W  4 6 .1 6 .5 6 5
R C W  4 6 .1 6 .5 7 0

*  . R C W  4 6 .1 6 .5 8 0
  _______________  S up e rsed es :  V E H .2

P O L I C Y :

P e rso n a l ized  license  p la tes  shall not d u p l ica te  o r  con f l ic t  w ith  ex is t in g  o r  p ro jec ted  
veh ic le  l icense  piate s e n e s  o r  o th e r  n u m b e r in g  sys tem s for re c o rd s  k ep t  by  the 
d ep a r tm en t .  T h e  d e p a r tm e n t  m ay  re fuse  to issue any  c o m b in a t io n  o f  le t te rs  o r  n u m b e rs  
that m ay c a r ry  co n n o ta t io n s  o f fe n s iv e  to good  taste o r  decency, o r  w h ic h  cou id  be 
m is lead ing  o r  a du p l ica te  o f  l ic en se  plates p ro v id e d  for  in C h a p te r  4 6 .1 6  R C W .

W A C  3 0 8 - 9 6 A - 0 6 6  P E R S O N A L I Z E D  L I C E N S E  P L A T E S - - D E N I E D  O R
C A N C E L E D .

(1) .An a p p l ic a t io n  f o r  a  p e r s o n a l i z e d  l ic e n se  p la te  m a y  b e  d e n i e d ,  a t  th e  d i s c re t io n  o f  the 
d e p a r tm e n t ,  w h e n  the  d e p a r tm e n t  c o n s id e r s  th e  c o m b in a t io n  o f  le t te r s  a n d  n u m b e r s  to b e

o f f e n s iv e  to g o o d  ta s te  o r  d e c e n c y ,  w h ic h  m a y  b e  m is le a d in g ;  v u l g a r  in n a tu r e ,  a  rac ia l  e th n ic ,

l i f e s ty le  o r  g e n d e r  s iu r ,  r e la te d  to i l l e g a l  a c t iv i t ie s  o r  s u b s ta n c e s ,  b l a s p h e m o u s ,  o r  c o n t r a r y  to 
the  d e p a r t m e n t ' s  m iss io n  to p r o m o t e  h i g h w a y  sa fe ty .

(2)  A p e r s o n a l iz e d  l ic e n se  p la te  m a y  b e  c a n c e le d  a t  th e  d i s c r e t io n  o f  th e  d e p a r tm e n t  i f  
a f t e r  b e in g  issued  the  d e p a r tm e n t  d e te r m in e s  the c o m b in a t io n  o f  le t te r s  a n d  n u m b e r s  to be

o f f e n s iv e  to g o o d  tas te  o r  d e c e n c y  by  b e in g  p ro fa n e ,  s e x u a l ly  s u g g e s t iv e ,  a lc o h o l  o r  d ru g
r e la te d ,  rac is t ,  d e ro g a to r y ,  o r  s l a n d e r o u s ,  o r  w h ic h  c o u id  b e  m is le a d in g  o r  a  d u p l i c a te  o f  l ic en se  
p la te s  p r o v id e d  in c h a p te r  4 6 . 1 6  R C W .

(a) W h e n  a  p e r s o n a l iz e d  l ic e n se  p la te  is c a n c e le d ,  the  v e h ic ie  o w n e r  w il l  b e  r e fu n d e d  die 

a m o u n t  o f  the fee p a id  p u r s u a n t  to  R C W  4 6 .1 6 .5 8 5  a n d  4 6 . 1 6 . 6 0 6  fo r  s u c h  l ic e n s e  p la te ;  o r

(b )  In s tead  o f  a  r e fu n d ,  the  o w n e r  m a y  a p p ly  fo r  a n d  b e  i s s u e d  a n o t h e r  c o n f ig u re d  
p e r s o n a l i z e d  l ic en se  p la te  w i th o u t  p a y m e n t  o f  an  a d d i t io n a l  p e r s o n a l i z e d  l i c e n s e  p la te  fee .

[S ta tu to ry  A u th o r i ty ;  R C W  4 6 . 0 1 . 1 1 0  a n d  4 6 . 1 6 . 5 8 0 .  9 3 - 1 1 - 0 6 9 ,  fi led  6 /3 0 / 9 3 .  e f f e c t iv e  
7 / 3 0 / 9 3 . j

rage i ui u rugcs i



5. Letters  o r  o th e r  w rit ten  co r re sp o n d e n c e  rece ived  by the d ep a r tm e n t  w hich  
ex p re sse s  an op in io n  o f  the w ri te r  that the m essag e  is o f fen s iv e ,  indecen t ,  o r  
m is lead ing ;

6. A n y  o th e r  re fe re n ce  m ateria l  the d e p a r tm e n t  d e e m s  ap p ro p r ia te .

P R O C E D U R E :

A. A P P R O V A L  O F  P L A T E  M E S S A G E  

Responsibility 

A g e n ts ,  S u b ag en ts

K ing  C o u n ty ,  D O L

3 . D I S A P P R O V A L  O F  P L A T E  M E S S A G E  

Responsibility 

K ing  C o u n ty ,  D O L

Action

Inqu ire  on  the v eh ic ie  data  base  for the 
ava ilab il i ty  o f  a spec if ic  p ia te  m essage  as 
a c o u r te sy  to the  public .

R equest  the  a p p l ican t  to mail o r  hand 
c a rry  the a p p i ic a u o n  to the D e p a r tm e n t  o f  
L icen s in g ,  O ly m p ia ,  W ash in g to n  o r  to 
the K ing  C o u n ty  L icen s in g  O ff ice ,
Sea tt le ,  W ash in g to n .

R ev iew  and  eva lu a te  a p p l ica t io n s  for 
p e rso n a l ized  p la tes  for:

1. E x is d n g  o r  p la n n e d  p la te  
c o n f ig u ra t io n s ,

2. A vai lab i l i ty  by ch e c k in g  the  veh ic le  
d a ta  base,

3. A c c e p ta b le  m e ssa g e  co n n o ta t io n s .»

A p p ro v e  p la te  m essage .

Establish  da ta  base  v eh ic le  reco rd .

Issue p la te  p u rsu an t  to ex is t ing  
p ro ced u re s .

Action

All q u e s t io n a b le  app l ica t io n s  a r e  to be 
rev iew ed  and d iscussed  bv the D O L
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perso n a l ized  p iaie  staff ,  and  their 
r e c o m m e n d a t io n  a p p ro v e d /d is a p p ro v e d  by 
the superv iso r .

R e fe r  to the Title  and R eg istra tion  
S erv ices  A d m in is t ra to r  and A ssis tan t  
D ire c to r  o f  V ehic ie  S e rv ice s  ror a 
d ec is ion  in s ituations w h en  no c o n se n su s  
can  be reached .

C o n v e y  in person  o r  by  first c lass U .S .  
mail as ap p ro p r ia te  i f  a p la te  is 
d i sa p p ro v e d .

C. C A N C E L L A T I O N  O F  A N  E X IS T IN G  P L A T E  M E S S A G E

R esponsib il i ty  

A g en ts .  S ubagen ts

D O L  P erso n a l ized  
P la te  U nit

A c tio n

R efe r  all co m p la in ts  co the D e p a r tm e n t  o f  
L icen s in g ,  p e rsona lized  p la te  unit.

R e v ie w  and eva lua te  us ing  the a b o v e  

g u id e l in e s  fo r  a p p ro v a l /d is a p p ro v a l  o f  
p la te  m essages.

P re p a re  a  ca n c e i lad o n  n o tice  for the 
A ss is tan t  D irec to r ,  V eh ic le  S e rv ice s ,  
s ig n a tu re  w h e n e v e r  an ex is t ing  p la te  is 
co n s id e red  for cance lla t ion  based  upon  
fu r th e r  rev iew .

R ev iew  T e a m

Assistant Director, 
Vehicie Services

D O L  P ersona lized  
P la te  Unit

Send  cance lla t ion  n o tice  and  su p p o r t in g  
d o c u m e n ts  to the P e rso n a l ized  P late  
R ev iew  T e a m  ap p o in ted  by  the  D irec to r .

R ev iew  p roposed  can ce l la t io n  package  
and  fo rw ard  their  d ec is ion  to the 
A ss is tan t  D irec to r .

S ign  the cance lla t ion  n o t ic e  and  re tu rn  it 
to the Persona lized  P la te  Unit.

R espond  to the co m p la in a n t  and  
retain  a copy  o f  c o r re s p o n d e n c e  on tile.
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1. Assign re g u la r  p la tes  to the vehicle .

2. Cancel the pe rsona lized  plate by 
chang ing  the veh ic le  da ta  base 
record  to show  the reg u la r  plate 
assigned .

3. Send the cance lla t ion  no tice , new  
vehicle  reg is tra t ion  and regu la r  
p lates to the last know n add ress  o f  
the vehic le  reg is te red  o w n e r  using 
cer tif ied  U .S .  m ail.

N O T E :  T h e  cance lla t ion  no tice  shall 
o f fe r  the app l ican t  a c h o ic e  o f  an o th e r  
pe rsona lized  p late  o r  a re fund  o f  the 
unused  portion  o f  the p late  fee.

When approved for cancellation:
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Personalized Plates
A. A p p r o v a l  o f  P l a t e  M e s s a g e
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P e r s o n a l i z e d  P l a t e s
C. C ance lla t ion  of an Existing p la te  M e s s a g e
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l i c E n s i n c
■  DIVISION

POLICY/PROCEDURE V g H  j A

S ta n d a rd s  o f  O p e ra t io n s  for A gen ts .  S ubagen ts ,  and  D O L  O ffice
•■''•'UN

V eh ic le  S e r v i c e s ________________________________________  R C W -16.01. MO
• *'Vl .-Aff

,  s / j - r / i a  , V E H -3A
-  t 1 ____________________

Y P J U U i O a t U / i *

p o l i c y :

T h e  D e p a n m e n t  o f  L icen s in g  and its A gen ts  and S u b ag en ts  wiii a d h e re  :o p resc r ibed  
s tan d a rd s  o f  o p e ra t io n  fo r  veh ic ie  and  vessel title and reg is tra tion  func t io n s .

P R O C E D U R E :

A . C O N T R A C T S  

R espons ib il i ty  

S u b a g e n ts

A ctiQn

E n te r  into a  fo rm a l  c o n tra c t  w ith  the 
agency  d e f in in g  the te rm s  and 
co n d it ions  o f  o p e ra t io n  in c lud ing ,  
bu t no t l im ited  to:

1. A g re e m e n t  to  c o m p ly  with all 
s ta tu tes  and d e p a n m e n t  
p ro c e d u re s  r e g a rd in g  licensing  
o f  m o to r  v e h ic le s  and  vessels

2. M in im u m  h o u rs  o f  o p e ra t io n .

3. R ecord  keep in g  and  repo rt ing
req u irem en ts .

4.  Authorized subagent fees.

5. Bond a n d  in su ra n c e  
rc a u ire m en ts .
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6. T e rm in a t io n  r igh ts  and  
tim elines.

B O N D S  A N D  I N S U R A N C E

Responsibility

A g e n t .  S u b ag en t

7. A g reem en t  to c o m p ly  with 
equal oppor tu n i ty  an d  hum an  
n g h ts  laws.

8. N o n - tran sfe rab le ,  n o n ­
exc lus ive  clause .

9 Hold h a rm less  c lause  for agent
and D O L .

10. C o n trac t  e ffec t ive  da tes .

11. A ssu ran ce  o f  access ib il i ty  to
reco rds  for aud it ing  during  
no rm al business  hours .

E n te r  into a form al c o n trac t  with the 
D e p a n m e n t  o f  L icensing  (D O L )  and 
agent reg a rd in g  au tom ation  
eq u ipm en t.

A ction

M ain ta in  p r o o f  o f  bo n d  and 
insurance  co verage .

O bta in  a bond  b ound  to the C o u n ty  
A u d ito r  o r  ag e n t  and the S ta te  o f  
W ash ing ton  in the am o u n t  o f  5 1 ,0 0 0  
to c o v e r  p la tes ,  tabs, e tc . ,  p lus
5 5 .0 0 0  o r  th ree  t im es the p ro jec ted  
daily  rev en u e  to be rece ived  by the 
subagency , w h ic h e v e r  is g rea te r .

N O T E : T h e  agent m ay  opr to 
p ro v id e  equ iva len t  b lanke t  bo n d  
co v e rag e  for any  o r  all o f  its 
subagents .

C A L C U L A T I O N S : U se  M ay , 
S e p te m b e r  o r  O c to b e r  h is torica l da ta  
(o r  p ro jec tion  i f  new  subagency ) .
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BANK ACCOUNTS 

RgsEQgs.ibjlity

A g en t ,  S u b a g e n t  
DOL Office

M u itip iv  die o n e  m o n th 's  receipts  
and d iv id e  by the n u m b e r  o f  w ork  
days  in that m onth .

O b ta in  b u r g l a r / ,  r o b b e r / ,  fire, 
casu a l ty ,  v an d a l ism , and m alic ious  
m isc h ie f  in su rance  c o v e ra g e  in the 
a m o u n t  o f  S 1 .000  to c o v e r  piates. 
tabs, e tc . ,  that m ay be possessed  
p ius  S 5 .0 0 0  o r  tw ice the  daily  
r ev en u e  rece ip ts ,  w h ic h e v e r  :s 
g re a te r ,  to c o v e r  the rep lacem en t  
cost o f  state p ro p e r ty  possessed , 
in c lud ing  the loss o f  m oney  or 

securi t ies .  A u to m a tio n  eq u ip m en t  
shall be  insured  as specif ied  in the 
C A A ?  con trac t .

N O T E : T he  n am ed  insured  for  each 
type  o f  c o v e ra g e  shall be  the C o un ty  
A u d i to r  and  the  D irec to r ,
D e p a n m e n t  o f  L icen su  j*.

1. At the d isc re t io n  o f  the 
A d m in is tra to r ,  T i t le  i n d  
R e s u m m o n  S e p / ic e s ,  co v e ra g e  
ab o v e  the m in im u m  am o u n t  
m ay  be req u ired  fo r  an agent 
o r  subagenr.

2. A t  the d isc re t ion  o f  the  agen t,  
c o v e ra g e  ab o v e  the  m in im u m  
am o u n t  m ay  be req u ired  for a 
subagen t .

d&JQH

Establish  a  bank  a c co u n t  in 
a c c o rd a n c e  with D O L  D irec t iv e  
V E H . 7: Bank A cco u n ts  fo r  A gen ts  
and  S u o ag en ts  an d  D O L  O ffice .



B U S IN E S S  S IT E

R esponsib il i ty  

A g en t ,  S ubagen t

■

P ro v id e  a b u s in ess  site  that is \

c o n v e n ie n t  a n d  eas i ly  accessib le  to 
the public .

P ro v id e  se rv ice  and  a r ra n g e  facilities f
in a m a n n e r  w h ich  p ro v id es  and 
iden tif ie s  access  to the  hand icapped .

P ro v id e  a d e q u a te  p a rk in g  fo r  the £
l icense  c u s to m e rs  b e in g  se rved .  ';j

P ro v id e  su f f ic ien t  c u s to m e r  waiting  
a re a  to a c c o m m o d a te  an u c ip a ted  
v o lu m e  o f  bus iness .

P ro v id e  a d e q u a te  w o rk  space  for J
e m p lo y e e s ,  w o rk s ta t io n s  and  
req u ired  in v e n to ry  item s.

P ro v id e  secu r i ty  for m o n ey  and
in v e n to ry  at all t im es. K eep  m oney ,
in v e n to ry  and va l id a t io n  s tam p  j
in access ib le  to th e  public .

1. D u r n g  w o rk in g  h o u rs ,  keep 
the  w o rk  a r e a  c o n ta in in g  
m o n ey ,  in v e n to ry  and  
va lida tion  s tam p  u n d e r  
c ons tan t  su p e rv is io n .  L ock  
excess  in v e n to ry  in a secure  
p lace .

2. D u r in g  n o n -w o rk in g  hou rs ,  
k eep  all m o n e y ,  in v en to ry  and 
va lida t ion  s tam p  in a  locked 
ro o m  o r  c a b in e t  a ccess ib le  
o n ly  to a u th o r iz e d  personne l.

P ro v id e  secure  a r e a  for au to m ated  
e q u ip m e n t .

R es tr ic t  access  to  au to m ated  
e q u ip m e n t  to a u th o r iz e d  personnel
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P U B L IC  N O T IC E  

R esponsib il i ty  

A gen t,  S u b a g e n t

S u b ag en t

( licensing  e m p lo y e e s  an d  D O L  
au th o r ized  pe rsonne l) .

A ction

Post a sign v is ib le  to the pub lic  
iden tify ing  the bus iness  site as a 
v eh ic le /vesse i  l icense  a g e n c y  o r  
su b agency .  W hen  not p ro h ib i ted  by 
law o r  o rd in a n c e ,  this sign shou ld  be 
located  so that it can  be read  by 
o e rso n s  d r iv in g  bv the lo c a u c n .

P ost  bus iness  days and h o u rs  o f  
ope ra t io n  in such a  m a n n e r  that they 
can be read ily  seen w hen  the 
bus iness  is c losed .

N O T E : All bus iness  hou rs  m us t  be 
a p p ro v e d  by  the ag e n t  and  a  co p y  

fu rn ished  to L ia ison .

Post su b ag en t  se rv ice  c h a rg e s  in 
such a  m a n n e r  that they  can  easily  
be read  by a c u s to m e r  p r io r  to the 
c u s to m e r  rece iv ing  se rv ice .

Do no t im p o se  se rv ice  c h a rg e s  in 
excess  o f  those  a i lo w ed  in A p p en d ix  
A.

Post the  C e r t i f ic a te  o f  A p p o in tm e n t  
w h ere  it can be  seen by c u s to m e rs .

Post c h a n g e s  in bus iness  d ay s  or  
location 30 d a y s  p r io r  to  c h a n g e .
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SER V IC E  TO TH E PUBLIC

R esponsib il i ty  Action

A g e n t .  S u b ag en t  P rov ide  co u r te o u s ,  a c c u ra te ,  e ff ic ien t
D O L  O f n c e  and tim ely  se rv ic e  for  all cus tom ers .

P rov ide  all se rv ices  a u th o r ized  bv 
D O L .

M ak e  eve ry  rea so n ab le  e f fo r t  to 
assist app lican ts  in so lv ing  u tl ing  and 
’licensing p ro b le m s .

P ro v id e  a ss is tan ce  and in s truc tion  to 
local veh ic le  and vessei d ea le rs  in 
c o m p le t in g  ti tle  and  l icense  
reg is tra tion  app l ica t io n s .

S e rv e  the pu b l ic  d u r in g  ap p ro v e d  
w o rk in g  d ay s  a n c  hours .

R epresen t  the  D e p a n m e n t  o f  
R evenue  in co l lec t in g  use tax and 
g ran t in g  tax w a iv e rs .  F o l lo w  
ins truc tions  f ro m  the D e p a n m e n t  o f  
R evenue  and  D O L  re g a rd in g  such 
m atte rs ,  m ak in g  e v e ry  rea so n ab le  
e f f o n  to c o l lec t  the p ro p e r  a m o u n t  o f  
tax in a  c o u n e o u s  and e f f ic ien t  
m anner .

C o o p e ra te  w ith  the W a sh in g to n  State 
P a tro l ,  D e p a n m e n t  o f  E co lo g y  and 

o th e r  g o v e rn m e n ta l  units  to en su re  
that requ ired  d o c u m e n ts  a re  
subm itted :  p ro v id e  in s tru c t io n s  on 
h o w  to ob ta in  req u ired  in spec tions  
a n d /o r  o th e r  i tem s w hen  reques ted .

If  l im ited  se n / ic e  is av a i lab le  due  to 
c o m p u te r  d o w n t im e ,  post no tice  that 
can read ily  b e  seen by  c u s to m e rs  
that on ly  l im ited  s e rv ice  is ava ilab le .

C o m b in e  c o m p u te r  t ran sac t io n s  to 
m in im ize  c u s to m e r  se rv ice  fees.
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L iaison , P rob lem  R esponse  
C e n te r  (P R C )

P E R S O N N E L  T R A IN IN G

R esponsib ili ty

L ia ison , Field  O p era t io n s

A g en t ,  S u b ag en t  
D O L  O ffice

All L icense  P e rsonne l

N o tify  ag en ts  o f  s c h e d u le d  c o m p u te r  
d o w n t im e  so that a p p ro p r ia te  b a ck u p  
p ro ced u re s  can  be  inst i tu ted  with 
m in im u m  d is ru p t io n  to se rv ice .

A ction

P ro v id e  o p e r a u n g  m an u a is .  m em o s ,  
ch a r ts  and o th e r  m a te r ia ls  as needea  
to enab le  l icense  c le rk s  to e ffec t iv e ly  
c o m p le te  a p p l ic a t io n s  a n d  p ro v id e  
e ff ic ien t  s e rv ice .  P ro v id e  tra in in g  
for agen ts ,  su b a g e n ts  and  D O L  
off ices  r e g a rd in g  n ew  o r  ch a n g e d  
law s, ruies o r  p ro c e d u re s .

P ro v id e  t ra in in g  to c o r re c t  
d e f ic ien c ies  found  by d e p a n m e n t  
m o n ito r in g  o f  a p p l ic a t io n s  and 
rep o r ts .  L ia ison  f ie ld  v isits  and 
aud its .

E n su re  that all p e rso n s  ass ig n ed  the 
resp o n s ib i l i ty  o f  a c c e p t in g  title an d  
l icense  reg is tra t ion  a p p l ica t io n s  h av e  
rece ived  tra in in g  tha t e n a b le s  th em  
to co m p le te  n o rm a l  title and  l icense  
app l ica t io n s  w ith  m a te r ia ls  and 
e q u ip m e n t  p ro v id e d .  T h e  tra in ing  
m us t  a lso  e n a b le  them  to hand le  
co m p le x  s i tua tions  and  c o m p le te  
unusua l  o r  d if f icu l t  ap p l ica t io n s  with  
m in im a l  ass is tance .  T h e  ag en t  has  
p r im a ry  re sp o n s ib i l i ty  fo r  the 
tra in ing  o f  a g e n t  and  su b ag en t  
p e rso n n e l .

A ttend  tra in in g  c lasses  as  req u ired  
by  the su b ag en t ,  a g en t  o r  L ia ison . 
A c t iv e iy  seek to  im p ro v e  k n o w le d g e  
and  c o m p e te n c e  by s tu d y in g  
m ate r ia ls  and e q u ip m e n t  p ro v id e d  by 
the  ag en t  o r  the  d e p a n m e n t .
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R esp o n s ib i l i ty

A g en t .  S u b a g e n t .
D O L  O ff ice

S T A N D A R D  O F  W O R K

C O M P L I A N C E  

R esp o n s ib i l i ty  

A g en t .  S u b ag en t

m ater ia ls  an d  eq u ip m en t  p ro v id ed  by 
the agen t o r  the d e p a n m e n t .

Action

C o m p le te  all app lica tions  for title, 
l icense , p e rm it  o r  o th e r  se rv ices  in 
acc o rd a n ce  with the  O pera ting  G u ide  
a n d /o r  o th e r  instructions p ro v id ed  bv 
D O L .

C er t i fy  s ignatures  in acco rd an ce  with 
in s truc tions  in the O p e ra t in g  G uide . 
R eq u ire  iden tif ica tion  o f  all persons  
b e fo re  ce r t ify ing  th e ir  s igna tu res .

M ak e  every  reasonab le  e f f o n  to 
c o r rec t  e r ro rs  and reso lve  p ro b lem s ,  
inc lud ing  those  de f ic ienc ies  and 
d isc rep an c ies  noted  by the 
d e p a n m e n t .

F o l lo w  da ta  en try  gu ide lines  
p ro v id ed  by D O L . Verify  accu racy  
o f  data  b e fo re  subm itting  w o rk  to 
D O L .

N O T E : A g en t  will p ro v id e  
subagen ts  w ith  all requ ired  fo rm s, 
in s truc tions  an d  tra in ing  to ensu re  
full serv ice .

A gnon

C o o rd in a te  w ith  L ia ison  ( subagen t  
also notify  agent)  on  an tic ipa ted  
ch an g es  in hours ,  location , address ,  
personne l  o r  any o th e r  m a tte r  that 
m ight a ffec t  serv ice  to the public .

M ain ta in  and adhere  to all cu rren t  
instruc tions  and  fee schedu les .
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J. Q U A L IT Y  A S S U R A N C E  

R esponsib ili ty  

C o m p lia n c e  A udit

Liaison

A gen t,  S u b a g e n t  
D O L  O ffice

C o m p lia n c e  A ud it

A gen t

A gen t.  S u b a g e n t  
D O L  O ff ice

P e r fo rm  p e r io d ic  aud its  o f  agents  
and  su b a g e n ts  and  D O L  o ff ices  
ac c o rd in g  :o the  C o m p l ia n c e  Audit  
P ro c e d u re s  M an u a l .

P e r fo rm  p e r iod ic  m o n ito r in g  o f  il l  
a g en t ,  su b a g e n t ,  and  D O L  o ff ices  :o 
d e te rm in e  c o m p l ia n c e  with D O L  
p ro c e d u re s .

P ro v id e  access  to all reco rd s  as 
req u es ted  by C o m p l ia n c e  A ud it  or 
L ia ison . C o o p e ra te  w ith , an d  
p ro v id e  an y  n eed ed  a ss is tance  to 
D O L  rep re sen ta t iv es .

P re p a re  an  aud it  rep o r t  which  
d e sc r ib e s  the resu lts  o f  the audit .

F o r  any  n e g a t iv e  f ind ings (p ro b le m s  
o r  d isc rep an c ies^ ,  the  report  must 
g iv e  specif ic  in s tru c t io n  for 
c o r r e c t iv e  ac t ion  to be  taken by the 
a g e n t / s u b a g e n t  and  spec ify  w hen  the 
c o r re c t iv e  ac t io n  is to b e  c o m p le te d .

P ro v id e  c o p ie s  o f  the aud it  r e p o n s  to 
the a g en t ,  su b a g e n t ,  D O L  off ice ,  
V eh ic le  S e rv ic e s .  A ss is tan t  D irec to r .  
L ia ison  S u p e rv is o r ,  the a ss igned  
L ia ison  O f f ic e r ,  and  the State 
A ud ito r .

S en d  the su b ag en t  au d it  repo rt  to ihe 
a g en t  for d is t r ib u t io n  to the 
subagen t .

Send  c o p y  o f  su b a g e n t  aud it  report  
to su b ag en t .

R ev iew  au d i t  r e p o n s  from 
C o m p l ia n c e  A u d it  and seek 
ass is tance  from  L ia ison  as 

a p p r o p n a te .  R eso lv e  i tem s re q u in n g

Action



Liaison

A g e n t /A d m in is t r a to r

co r rec t iv e  ac t io n ,  p re p a re  and send 
w ritten  audit re sp o n se  to C o m p l ia n c e  
A ud it  within t im e  fram es  specif ied  in 
au d it  report  t ransm itta l .

R ev iew  audit r e p o n s  received  from 
C o m p lian ce  A u d it ,  and  if  w arran ted ,  
take the fo l low ing  steps to resolve 
p ro b le m s  ind ica ted :

1. M o n ito r  p ro ced u re s  to identify  
the sou rce  o f  the p rob lem .

2. Ins truct p e rso n s  in co rrec t  
p ro ced u re s .

3. M o n i to r  a c t iv i ty  to en su re  that 
co rrec t  p ro c e d u re s  a re  being 
fo l low ed .

4. Send  a w n t te n  r e p o n  o f  resuits 
ach ieved  to the Assis tant 
A d m in is t ra to r .  F ield  
O p e ra t io n s ,  and a c o p y  to 
C o m p l ia n c e  A udit  w ith in  
n inety  d a y s  o f  the aud it  r e p o n  
that p o in ted  o u t  the p roo lem .

T a k e  ac tion  as a p p ro p r ia te  w hen a 
r e p o n  o f  m iss ing  o r  m isused  state 
funds is rece iv ed .  R e fe r  the m atte r  
to the C o u n ty  P ro s e c u to r  w hen  the 
s itua tion  w arran ts .



A P P E N D I X  A 

S U B A G E N T  S E R V I C E  C H A R G E S  

E X A M P L E S  O F  M A X I M U M  A L L O W A B L E  S U B A G E N T  S E R V I C E  C H A R G E S

T it le  w ith o u t  i i c e n s e ........................................................................................................................................ 52.0()

T i t le  w ith  l i c e n s e .................................................   5 4 .0 0

P reb ii l  and  no  b i l l ............................................................................................................................................5 2 .0 0

R eg is t ra t io n  with ren ew al  a n d /o r  l icense  ........................................................................................ 5 2 .0 0

R eg is t ra t io n  w ith o u t  ren ew al  a n d /o r  l i c e n s e ...........................................................................................S 2 .00

C h a rg e s  not au th o r ized  by  the  d e p a n m e n t  inc luae .  bu t a re  not l im ited  to:

1. C h a rg e s  fo r  no ta ry  fees w h en  c e r t i f ic a te  o f  s igna tu re  w ith o u t  n o ta rv  seal is a l lo w ed  bv
W A C .

2. C h a rg e s  fo r  c o m p le t in g  D O L  fo rm s w hich  a re  to be used a s  s u p p o r t in g  d o c u m e n ts  for
title o r  l icense  a p p l ica t io n s ,  reg a rd le ss  o f  w h e th e r  o r  not the  t ran sac t io n  is c o m p le te d  at 
the  o ffice .

3. C h a rg e s  to r  long d is tan ce  te lephone  ca lls  for reco rd  v e r i f ica t io n s .
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l i c E n s i n c
DIVISION ~

POLICY/PROCEDURE V EH .-B
P rocess ing  o f  u i s n o n o r e d  C hecks . C an ce l la t io n s  and R e v a lu a t io n  Of vem<T. t r i f i d  V i i i e !  
R eg is tra t io n s  (V F S )

•M)f._____________________________________________________________________________ ___ -i
Vehicle Services RCW i6 .0 l.2 3 0
~~~C  ;-----------------------------------------------------  RCW 46.12.160

- r^ L Z b / f/ _______________________ RCW 46.16.270
RCW 62A .3.6 L5 

---------------------------------------------  A D M .5 B  D is h o n o re d  C h e c k

/ f r a * * ,  eL  v “ g F s s
' V E n . i O C

Sup e rsed es :  2 0 -0 1 -5 B , VEH.4.A  
dated  5 /5 /8 9

P O L I C Y :

T h e  D e p a n m e n t  or L icensing  will ad h e re  :o es tao iished  m etnotis  fo r  can ce l la t io n  ot a 
v eh ic ie  o r  vessel title a n d /o r  reg is tra tion  a n a  license p iates o r  re g is t ra t io n  n u m b e r  .vnich 
h ave  b een  p u rchased  with a d ish o n o re d  c h e c k  tha t has failed co l lec t io n  a t te m p ts  an a  i f  the 
c h e c k  m eets  the fo llow ing  c riteria :

1. It is subm itted  p r io r  to the da te  the v eh ic le  o r  vessel was lis ted  on  a w r e c k e r  r e p o n ;  
o r

2. It is subm itted  to the d e p a n m e n t  and  the o w n e rsh ip  has not c h a n g e d  o n  the v e h ic le  o r  
vesse l r e p o n .

T h is  po licy  will not appiy  w h en  the c h e c k  is w ritten  ov a W a sh in g to n  d e a le r  fo r  "'ees 
p re v io u s ly  co llec ted  from  a c u s to m e r .  T h is  po licy  w il l  app ly  w h e n  the  c h e c k  is written by 
a  n o n -W a sh in g to n  a e a ie r  fo r  fees co llec ted  from  a c u s to m e r ,  as the d e p a n m e n t  has no 
ju r isd ic t io n  o v e r  n o n -W asn in g to n  d ea le rs .
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l i C E n s i n G
DIVISION -- :: -  vii-

POLICY/PROCEDURE V E H .O B

T ransm itt ing  D o c u m e n ts  to D O L  ov A gen ts .  S ubagents  an a  D O L  O ff ice  (V F S )  
and -T ransm itting  Documents >n Agents bv Subagent-:

J Z e h ic e .  S e rv ices___________________________________________ V E H . IOC

/7  / ^ /  Supersedes: ZO-Ol-iZ.A.
- ttt— — ^   VEH.oA oated 6-Z6-S9
__________i'& jJ M s fiu jX J M w ________________________

.-ooC-.^c

POLICY:

T he D e p a n m e n t  o f  L icen s in g  and its agents and subagen ts  wiii fo llow  s tan o a rc izec  
p ro ced u re s  w h en  t ra n sm it t in g  o o cu m en ts .

P R O C E D U R E :

R esponsib il i ty

A gen ts .  S u b a g e n ts  
and  D O L  O ff ice (s )

Subagents

Action

P r o d u c e  sn ipp ing  list m ro u g n  end 
o f  d a y  fu n c t io n s .

A r r a n g e  d o c u m e n ts  in g roups  and 
s e q u e n c e  o f  sh ipp ing  iist. starting 
w ith  1-50. W ith in  eacr. g roup , 
a r r a n g e  d o c u m e n ts  by w orksta t ion . 
S h ip p in g  list g ro u p s  are:

1. veh ic ie  title  w ork :

Z. vessel title  v.orK:

5. u n re so lv e d  D H C  R ep o r t  u f
ac t iv i ty ) ;

b a c k e d -o u t  transaction  
d o c u m e n ts .

Send  to agen t:

1. a u d i t o r ’s copy  o f  ail
v e h ic ie  t i t le  aoD iica tions
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A g e n ts /S u b a g e n ts

w ith o u t  su p p o r t in g  
d o c u m e n ts :

Z. a u d i to r 's  c o p y  o r 'a i l
v en ic le  n o n -ru le  
a p p l ic a t io n s  w un  
s u p p o r t in g  d o c u m e n ts  
a t ta ch ed :

3. a u d i to r 's  c o p y  o f  ail vessel
title a p p l ic a t io n s  w ithou t 
su p p o r t in g  d o cu m en ts :

-t. a u d i to r 's  c o p y  o f  ail vessei
non-t i t le  a p p l ic a t io n s  with 
su p p o r t in g  d o c u m e n ts  
a t t a c h e c :

5. D e p a n m e n t  o f  E co logy
em iss io n  e x e m p t io n  form s. 
Do not fo rw a rd  cnese ;o the 
D e p a n m e n t  o f  L icensing ;

6 . F e d e ra l  H e a v y  D u ty
V eh ic ie  U se  T ax  p ro o f  o f  
p a y m e n t  fo rm s .  T h ese  are  
fo  b e  b a n d e d  sepa ra te ly .
Do not fo rw a rd  to 
D e p a n m e n t  o f  L icensing .

Send  co d e p a n m e n : :

I. d e p a r tm e n t  c o p y  o f  all 

veh ic le  title  app l ica t io n s  

w ith  s u p p o n in g  d o cu m en ts :

Z. d e p a n m e n t ’s c o p y  o f  ail
vesse i  t i tle  a p p l ica t io n s  
with  s u p p o n in g  d o c u m e n ts  
a t tach ed :

3. DHC Repon with
s u p p o n in g  d o c u m e n ta t io n ,  
i f  there  is ac t iv i ty ;

•i. B ack ed -o u t  transac tion
d o c u m e n ts  inc lud ing  

c u s to m e r  c o p ie s .  T h ese 
a re  kep t In the
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A u d ito rs

A g en ts ,  S u b ag en ts  
and  D O L  O ff ice ts )

S u b ag en ts

A g en ts

a g e n ts / s u b a g e n ts  - i rn ces  for 
13 m o n th s .  D o  not send to 
the  D e p a r tm e n t .

S e n c  e m iss io n  e x e m p t io n  fo rm s  to 
D e p a n m e n t  o f  E c o lo g y .  (A d d ress  
on  D ept, o f  E co lo g y  fo rm )

S ena  a p p l ica t io n  d o c u m e n ts  and  the 
o rig ina l  c o p y  o f  the  sh ipp ing  
d o c u m e n ts  to D O L  by  c :o se  o f  next 
business  d a y .  R e ta in  a cooy  o f  the 
sh ipping  list by t ra n sm it ta l  da te  for 
18 m on ths .

S en c  a u d i to r  co p y  o f  d o c u m e n ts  
and sh ipp ing  list to ag e n t  by c lo se  
o f  next b u s in e ss  d ay .

Retain  a u d i to r  c o p ie s  o f  
ap p l ica t io n s  a n a  s u p p o n in g  
d o c u m e n ts  for 13 m o n th s .
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T r a n s m i t t i n g  D o c u m e n t s

Agents. Subagents  

DOL Otfice(s)

^oaxe vttomgnsi

f

-itirot idcunem; •

_______ I

3'!jin n wcvmi 
' ::t * roms

Subagents Agents Agent/Subagents

' t-eoa to soem; 

iuiicrs cxv oi 
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D I V I S I O N  “  “ — ~ ---------------------
POLICY/PROCEDURE V E H . 7 A

Bank A ccoun ts  to r  A gen ts .  Suoagen ts  an a  D O L  O ffices  (V F S )

R C W  4 6 .0 1 .2 3 0  
R C W  4 6 .0 1 .1 4 0  

A D M .5 B :  D isn o n o re d  C h e c k  
H an d in g  F e s
V E H .3A: S ta n d a rd s  o f  O p e ra t io n s  
V E H .S A : A p p o in tm e n t  T e rm in a t io n  
o f  A gen ts  and  S u b a g e n ts  
V 5 H .1 0 C .  H an d lin g  o f  D ish o n o red  
C hecks
SuDersedes: 2 0 -0 1 -1 3 .  V E H . "  aa ted  
7 /6 /8 8

P O L I C Y :

The D e p a n m e n t  o f  L icensing and us  agen ts  an a  subagen ts  w ill  fo ilow  s ta n d a rd iz e d  p ro c e d u re s  
an a  g u iae i in e s  used  in estab lish ing  and m ain ta in in g  bar.K acco u n ts  and b a n k  a c c o u n t  r e c o rd s  o f  
fees co llec ted  in a ssoc ia t ion  v a n  issuance  o f  veh ic le  and vessel reg is t ra t io n s ,  l ic en ses  and titles.

P R O C E D U R E :

A. E S T A B L IS H IN G  T H E  3 A N K  A C C O U N T

R esponsib il i ty

A g en ts .  S ubagen ts .
D O L  O ffice EstaDiisn an  a g e n c y  c h e c k in g  

accoun t,  w ith  o a n k s  tha t '*'111 accent 
e lec tron ic  t ra n s fe rs ,  a u to m a te d  
c lea r in g h o u se  t.ACH 'a p e s ) ,  
d e m in e d  as  n the  fo l lo w in g  
exam oies:

D e p a n m e n t  o f  L ic e n s in g ,  A g e n c y  
Account K in g  C o .  A u to  L icen se  
D ep t. .  Agent

D e p a n m e n t  o f  L ic e n s in g ,  A gencv  
Account A u o u m  Auto L icen se  
Agency. S u b a g e n t

•MtJN

V ehic le  S e rv ices

'n n  it , \»*#i/N„r/nM ml )!

U c E n s in G
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Agents. S u b a g e n ts .  
D O !.  O ff ice

Subagents

B. P R E P A R I N G  D E P O S IT S

H m z a p i i 'g im y

A g e n ts .  S u b a g e n ts  
D O L  O ff ice

S ign s igna tu re  :a ra  a u tn o n z m g  tne 
w ithd raw al o f  D O L  tunas .  The 
d e p a n m e n t  c o n tro l le r  m ust oe 
au th o r ized  to w ith d raw  funds from 
the  agency  a c c o u n t  w ithou t  the 
3g en ts '  s igna tu re .

Sign Signature card  au th o r iz ing  the 
ap p ro p r ia te  a g en t  to w ith d raw  funds 
w ithou t  su b a g e n ts ’ s ignature .

Attem pt to negotiate a no-fee, no- 
interest account w ith  the bank.

O bta in  o re -n u m b e re a  c n cck s  from  
the banK.

N otify  D O L  o ne  m onth  in a d v an ce  
o f  any cnange  in bank  accoun ts  so 
that testing o f  the system  m ay be 
acco m p lish ed  and  Federa l R eserve  
S ystem  ap p ro v a l  car. be ob ta in ed .

N O T E : A g en ts  and subagen ts  are  
responsib le  fo r  all fees and ban k in g  
ch a rg es  in cu rred  in op e ra t in g  the 
s a n k  accoun t.  T h ese  ch a rg es  are 
not t ra n s re r ra b ie  to D O L .n o r  will 
D O L  c o m p e n sa te  agen ts  and  
subagen ts  for  such Charges.

Action

E nsu re  that tne  total s a n k  deposits  
equal the total m o n ey  rece iv ed  for 
each  business  d ay  as show n on the 
w orks ta t ion  su m m a ry .

P re p a re  d ep o s i t  s lips m du p l ica te .  
G ive  the o r ig in a l  to bank :  re ta in  the 
dup lica te .

E nsu re  that no o th e r  m o n ey  is 
deposited  in to  the  agen cy  accoun t 
o r  in te rm ing led  w ith  D O L  funds.
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C. W R IT IN G  C H E C K S

D epos it  cash  and  c h e c k s  into the 
[oca! b a n k  no  ;a ier  than the c lo se  or 
the b a n k in g  d a y  on  the day 
fo l lo w in g  co l le c t io n .

O b ta in  a r e c e ip t  from  the b an k  for  
each  d a y ’s d ep o s i t .

R esponsib ili ty A c tio n

Agents and S u b ag en ts W ri te  c n e c k s  on  this a c c o u n t  to 
w i th d ra w  a u th o r iz e d  agen t  riling 

fee-  o r  s u b a g e n t  fees in the nam e  
o f  the s u b a g e n c y  o n ly .

E n su re  tha t n o  o th e r  c h e c k s  o r  
w i th d ra w a ls  e x c e p t  a u th o r ized  A C H  
w i th d ra w a ls  a r e  m a d e  from  this 
a c c o u n t .  R e fu n d s  a r e  not to be 
d ra w n  f ro m  th is  acco u n t .  (R e fu n d s  
w il l  be  m a d e  by  the d e p a n m e n t . )

D. M A I N T A I N I N G  T H E  C H E C K I N G  A C C O U N T  R E C O R D S

R esponsib il i ty

A gents. S u b a g e n ts ,  
and D O L  O ff ice M ain ta in  the fo l lo w in g  in fo rm a tio n  

c o n c e rn in g  all c h e c k in g  accoun t 
t ra n sa c t io n s  fo r  D O L  insbcc tion :

1. In d ic a te  d a te  o f  each 
t ra n sa c t io n  :n c h e c k  
reg is te r .

2 . In d ic a te  n a m e  or each  
p a y e e  in c h e c k  reg is ter .

3. In d ic a te  a m o u n t  and  da te  
o f  e a c h  c h e c k  w rit ten  a n a  
d e p o s i t  m a d e  in the c h e c k  
re g is te r .
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-  Ind ica te  ad ju s tm en ts .  >ucn 
as d e p o s i t  e r ro r s  or  
d is h o n o re d  c h e c k s ,  ov cate  
and  re fe re n ce  to s u d d o h  
d o c u m e n ta t io n .

5. Post A C H  tape w ithd raw als  
m a a e  by D O L .

6. M a in ta in  up -to -d a te  
ru n n in g  b a lan ce  in the 
c h e c k  reg is ter .

N O T E : M u s t  c a r ry  a zero  or  
pos itive  ba lan ce .  A nega tive  
balance  o  no t a c cep tab le .  Agents 
and subagen ts  can p re v e n t  a 
neg a t iv e  b a lan ce  by keep ing  tw o or 
th ree  d ay s  o f  the ir  fees on  deoosi:  
to c o v e r  po ten tia l  l i s h o n o re d  
checks .

R econcile  the b an k  a c c o u n t  eac.n 
m onth  a f te r  rece ip t  o f  the bank  
s ta tem ent.

1. List all  dep o s i ts  w h ich  do 
no t a p p e a r  in the  bank  
s ta tem en t .

2. List a ll  w ri t ten  ch eck s  and 
D O L  w ith d ra w a ls  not 
sh o w n  as c le a re d  on  oar.K 
s ta tem en t.

3. N o te  and  re so lv e  any 
d if fe re n c es  b e tw e e n  bank 
s ta tem en t  and  check ing  
a c c o u n t .  A ttach  and  retain 
the w ri t ten  reconc il ia t ion  
w ith  the  c h e c k in g  account 
and  b a n k  reco rd s .

4. R e ta in  reco n c i l ia t io n  record 
fo r  six (6) years .
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c h a n g e s  t o  s a n k  a c c o u n t s

R e sp o n s ib i l i ty  

A gen t ;  S u b a g e n t

F ie ld  O p e ra t io n s

R efe ren ce  B ank  R e co n c i l ia t io n  

(A p p en d ix  A) for  sa m p ie  form o f  

c h e c k in g  a c c o u n t  r e co n c i l ia t io n  
with b a n k  s ta tem en t .

M ain ta in  the c h e c k in g  a c c o u n t  and 
bank  re c o rd s  w h e re  they  i r e  readiiv  
ava i iab ie  for  au d i t  w h e n  reques ted  
by d e p a r tm e n t .

Retain the  c h e c k in g  a c c o u n t  records  
anc  b a n k  s ta tem en ts  fo r  six (6) 
years.

A c tio n

N otify  R e v e n u e  A c c o u n t in g  
c o n c e rn in g  any  c h a n g e s  a f fec ting  
e lec tro n ic  t r a n s f e r  o f  funds  30  days 
:n a d v a n c e .

N o u fy  D O L  o n e  m o n th  m  ad v an ce  
o f  any  c h a n g e  in b a n k  a c c o u n ts  so 
that tes t ing  o f  the  sys tem  m ay  be 
acc o m p l ish e d  a n d  F e d e ra l  R eserve  
System  a p p ro v a l  can  be o o ta m e d .

O bta in  n ew  s ig n a tu re  c a rd s ,  i f  
needed , and  o o ta in  C o n t r o l l e r 's  
s igna tu re .

Retain a c o p y  o f  n e w  s ig n a tu re  card 
in a g e n t / s u b a g e n t  rile.
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APPENDIX  A

b a n k  r e c o n c i l i a t i o n

(S am ple  F o rm )

Date

B alance P e r  B ank  S ta tem en t  

Add O u ts tan d in g  Deposits :  

D ate  A m o u n t

9/ :  9 
9 /3 0

25.SOO
2 9 .2 0 0

Total O u ts tan d in g  D eposits

Total O u ts ta n d in g  D eposits  and 3 a n k  S ta tem en t  Balance 

D educ t O u ts ta n d in g  C h eck s  and D O L  A C H  T a p e  W ithd raw als :  

D ate  C h e c k /V o u c h e r  N u m b e r  A m oun t

9 /2 7  U 5 3
9 /2 9  1454
9 /3 0  1455

Total O u ts tan d in g  C h e c k s

A djus ted  B alance

3 o o k  B ajance

D iffe ren ce

E x p ia n a u o n  o f  D if fe rence :

C h e c k  P rin ting :
M o n th ly  S e rv ice  C h arg e :

101
4 .5 6 9

92

D ate

(22)
(54)

(76)

S I 0 0 ,0 0 0

5 54.7Q0 

S 1 54 ,700

S («*.762) 

S 14Q.938

s \jm ±
S 16
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B a n k  A c c o u n t s  f o r  A g e n t s ,  S u b a g e n t s  a n d

D O L  O f f i c e r s  ( V F S )

A .  E s t a b l i s h i n g  t h e  B a n k  A c c o u n t

A g e n t .  S u b a g e n t s ,
D O L  O f f ic e _________ S u b a g e n t

z - : :a c  r  ■ i z * - :  
- 3  a - z s : . -

B .  P r e p a r i n g  D e p o s i t s

A g e n t s ,  S u b a g e n t s  
D O L  O f f ic e

V

- ' “ c a ' r  a ^ c c s . :
; CS "  Z'~C C atr

 r___________
: - c c s i -  cv : : c c -  :• 
- a -g i i ' - z  : a v  
• :  )•;vw ~z ;ov

r

*



A c c o u n t s  f o r  A g e n t s ,  S u b a g e n t s  a n d  

D O L  O f f i c e r s  ( V F S )

W r i t i n g  C h e c k s

A gen t.  S u o a g e n t s .

*»'V Z " *? J " * * 1 a

 1___________
:* zez

• f£ — n  ̂o •••*■" 1Z Z Z - '

M a i n t a i n i n g  t h e  C h e c k i n g  A c c o u n t  R e c o r d s
A g e n ts .  S u D a g e n ts  
DOL O ffice

 _T__________

__________ r
-  j o o  - 3 ^  »» e r

h a , . a :  ? - t r  at.-;:'

__________r

- s t a i r  ' s c c r c s  
/ears

C h a n g e s  t o  B a n k  A c c o u n t s

A g o n t s .  S u D a g e n t a

■■loiify -oventic  - c c c u r r n z  jC 
23v s  r  ’ c v a r c s  -j’s c : r z r - c
'■•ans-g' t - a r g e s _______________

_______________ T__________________

No t i f y  3C_ a r e  -ror t- n a c v a n c s  
a' anv r - a - o c s  to s a r n  i c zzuc

___________ I _____________
' b - j . r  -«w  j ig -a t ' j f"  ta ro  
f re e o e c

F ie ld  O p e r a t i o n s

*eeo ” 3v ai new *,ignat.• :m  
n agen t/suoagenr  ‘no
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l i c e n s i n c
DIVISION

V E i f r s X '  -
bWll*

I *
A p p o in tm e n t  and  T e rm in a t io n  o f  A gen ts  and S ubagen ts

iVehicie Serv ices R C W  4 6 . 0 l . U 0
R C W  4 6 .0 1 .1 3 0
V E H .3: S ta n d a rd s  o f  O pera tions
for A gen ts ,  S u b a g e n ts  and D O L
O ffices

•••‘O’.VI JAIf

v r -------------/ O  / - ?  S - / V 0

,1'OBiJvAI

P O L I C Y :

T h e  D e p a n m e n t  w ill  a d h e re  to estab lish  s tandards  w hen  ap p o in t in g  an d  te r  m n a u n g  its 
A gen ts  and  S ubagen ts .

P R O C E D U R E :

A. APPOINTMENT OF AGENTS .AND SUBAGENTS
R esponsib il i ty

D ire c to r

D ire c to r ,  A g en t

A ction

A p p o in t  A gen ts  an d  SuD agents .

N O T E :  R C W  4 6 .0 1 .1 3 0  au th o r ize s  the 
D ire c to r  to a p p o in t  rep re sen ta t iv es  in 
d i f fe re n t  p a n s  o f  the  sta te  and  to a p p o in t  
Councy  A ud ito rs  as  A gen ts .

E n te r  into an a g re e m e n t  o u d in in g  
o p e ra t in g  p ro c e d u re s  an d  e q u ip m e n t  
req u irem en ts .

A g en t S e lec t  su b ag en t  fo r  a p p o in tm e n t  ov 
D irec to r .
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Responsibility

NEW  SU BA G EN TS

A g en t

N O T E :  A new  S u b a g e n t  is o n e  which  
will no t be in the s am e  g en e ra l  a re a ,  n o r  
se rve  the s am e  c l ien te le  as a p rev io u s  
S u b a g e n t .  S o m e  re p la c e m en t  S u b ag en ts ,  
as spec if ied  :n Sec tion  C , w il l  be  
p ro c e sse d  as new  S u b ag en ts .

S u b m it  w ri t ten  req u es t  for  es tab l ish in g  a 
S u b a g e n t  to D e p a n m e n t  o f  L icen s in g  
(D O L )  p r io r  to so lic it ing  ap p l ica t io n s .

Inc lude  da ta  w h ich  rea so n ab ly  p ro jec ts  
the v o iu m e  o f  b u s in ess  for  the p ro p o sed  
ag en cy .  P ro v id e  d a ta  w h ich  m eets  die 
fo l lo w in g  crite ria :

1. D is ta n c e  /  P o p u la t io n  /  V o lu m e

D is tan ce  to N e a re s t  
M on th ly  V o lu m e  L icen s in g  O ff ice

O v e r  1500 t r a n s a c t io n s . . . .F e w e r  than 5 m iles
1001-1500  t r a n sa c t io n s ............5  m iles  o r  m o re
5 0 1 -1 0 0 0  t r a n sa c t io n s ............ 10 m iies  o r  m o re
301-5 0 0  t r a n sa c t io n s .............. 15 m iles  o r  m ore
(15-25 d a ily  av e rag e )
201-3 0 0  t r a n sa c t io n s ............. 2 5  m iles  o r  m o re
(10-15  d a ily  av e rag e )
200 o r  few er  t r a n s a c t io n s . . . J O  m iles  o r  m ore  
( few er  than  10 daily )

Base su p p o r t  fo r  p ro je c t io n s  o n  the  
fo l lo w in g  c o n s id e ra t io n s :

a . D is tance :  M ile a g e  by  
su rfaced  r a i d  to n ea re s t
,  r ro u n d in g  l icens ing  o ff ices  
i r .e sp e c t iv e  o f  c o u n ty  lines;

b. P op u la t io n :  V o te r  p o p u la t io n s  
o r  census  d a ta  by  a re a ,  o r  
ven ic le  d a ta  by  a re a :  and

Action
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A ssis tan t  D irec to r .  
V eh ic ie  Se rv ices

A ssis tan t A d m in is tra to r ,  
F ie ld  O p era t io n s

c. V o lu m e :  T ra n sa c t io n s  o f  
n e ig h b o r in g  offices .

2. E L E C T R O N I C  B A N K IN G

Pro v id e  fo r  e le c t ro n ic  t ransfe r  o f  
funds from  S u b a g e n t 's  bank 
accoun t.

3. STAFF ING

P ro v id e  A g en t  and  S ubagen t  
su ff ic ien t  s ta f f  to d e l iv e r  high 
qua li ty  c u s to m e r  se rv ice .

4. TR A IN IN G

P ro v id e  t ra in in g  on  a con tinu ing  
basis.

A c k n o w le d g e  A u d i to r  reques t  by le tte r  
o u t l in ing  D O L  re v ie w  p ro ced u re .  
F o rw a rd  reques t  and  c o p y  o f  le tter  from 
A gen t to A ss is tan t  A d m in is t ra to r .  F ield  
O p era t io n s  w ith in  ten days .

E va lua te  the re q u e s t  and  w rite  a  S ystem  
S erv ice  R eques t  (S S R ) reques t ing  
technica l and b u d g e t  im p ac ts .  Inc lude  
ex p ec ted  v o lu m e  and  n u m b e r  o f  

w o rk s ta t io n s  p ro p o s e d .  S e n d  signed SSR 
to In fo rm a u o n  S erv ices .

P rep a re  separa te  r e p o n  to  include:

1. A bil i ty  to m ee t  c r i te r ia ,

2. E xpec ted  im p ac t  on  o th e r  o ff ices .

N u m b e r  o f  w o rk s ta t io n s  p roposed :  
and

4. R e c o m m e n d a t io n .

F o rw a rd  r e p o n  to A ss is tan t  D irec to r .  
V ehic le  S e rv ice s  w ith in  tw o  w eeks .
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Information Sei vices E valuate  the SSR  and p re p a re  a repo rt  to 
include:

A ss is tan t  A d m in is t r a to r ,  
F ie ld  O p e ra t io n s

S u b a g e n c y  R e v ie w  T e a m *

1. T echn ica l  feasib ility ,

2 . B udget im pac t ,

3. S chedu le  e s t im ate :  and

4. R eco m m en d a t io n .

F o rw a rd  repo rt  to A ss is tan t  D irec to r .  
V eh ic le  Serv ices  w ith in  tw o  w eeks.

S chedu le  m eetings  w ith  S ubagency  
R ev iew  T e a m  to rev iew  all subagency  
requests  on a s ta tew ide  basis . P repare  
su m m a ry  o f  requests .

R ev iew  S u b ag en cy  reques ts ,  F ield  
O p e ra t io n s '  and  In fo rm a tio n  S e rv ic e s ’ 
reports .  M ak e  re c o m m e n d a t io n  to 
D irec to r  based  on:

I. A bil i ty  to m ee t  a n d /o r  exceed  
cr ite r ia ;

2. A vailab ili ty  o f  e q u ip m en t;

3. Im pac ts  on C o u n ty  A u d ito r  
A u tom atio n  P ro je c t  (C A A P )  
n e tw ork ;

4. N eed  for  S u b ag en cy ;  and

5. B udgeta ry  and o th e r  cons ide ra tions .

D e p u ty  D ire c to r ;  A ss is tan t  D irec to r ,  V ehic ie  Serv ices; A d m in is tra to r ,  T i t le  and 
R eg is t ra t io n  S e rv ice s ;  V eh ic le  S y s tem s  M anager;  A ss is tan t A d m in is t ra to r ,  F ield 
O p e ra t io n s ;  tw o  re p re se n ta t iv e s  o f  L iaison C o m m ittee  not from  a  c o u n ty  u n d e r  rev iew ; 
W a s h in g to n  A sso c ia t io n  o f  C o u n ty  Offic ia ls  (W A C O )  rep resen ta t ive ;  S u b ag en t  
rep re sen ta t iv es .



D ire c to r A p p ro v e  (co n f irm )  o r  d i s a p p ro v e  (d e n y ; 

A g e n t 's  reques t .

A ss is tan t  D irec to r .  
V eh ic le  S e rv ices

A gen t

N O T E :  A p p ro v a l  m ay be  d e p e n d e n t  
upon A g e n t /S u b a g e n t  a g re e in g  to pay 
costs  o f  a u to m a t io n ,  in c lu d in g  o n e - t im e  
setup cos ts  and m o n th ly  o n -g o in g  costs .

P rep a re  d ec is ion  le tter  to d ie  A gen t 
w ith in  tw o  w eeks .  W h en  au tom ation  
costs a re  no t ir .c luded in the 
D e p a r tm e n t 's  b u d g e t ,  the  A g e n t /S u b a g e n t  
■will b e  req u ired  to pay  th e se  costs . T h e  
le tter  o f  a p p ro v a l  is to c o n ta in ,  in detail,  
the specif ic  cos ts  tha t m u s t  be  paid by  the 
A g e n t /S u b a g e n t .

I f  a p p ro v e d ,  a d v e r t i s e  in a  n e w sp a p e r  o f  

genera l  c i rcu la t io n  to so l ic i t  app lica t ions  
for  new  S u b a g e n c y .  A d v e r t i s e m e n t  
should  inc lude:

1. A n A f f i rm a t iv e  A c t io n  S ta tem en t  to 
the e ffec t:  "T h e  D e p a n m e n t  o f  
L icen s in g  is an E q u a l  O p p o n u n i ty  
E m p lo y e r ,  and  e n c o u ra g e s  w o m en , 
m in o r i t ie s ,  aged  an d  han d icap p ed  :o 
ap p ly  fo r  s u b a g e n c y " ;

2. A d e sc r ip t io n  o f  th e  a re a  to be 
se rved ;

3. T im e  f ra m e  d u r in g  w h ich  
ap p l ic a t io n s  will b e  accep ted :

4 . A s ta te m e n t  o f  w h e r e  and  w hen  
a p p l ica t io n  fo rm s  a n d  add it iona l  
in fo rm a tio n  will be  av a i iao le ;  and

5. A u to m a t io n  cos ts  a s  spec if ied  in 
a p p ro v a l  letter.

A ccep t  and rev iew  a p p l ica t io n s .
In te rv iew  a p p l ican ts  and  in sp ec t  p ro p o sed  
locations. R ev iew  D O L  p ro c e d u re s  with 
the a p p l ican t  a n d  o b ta in  a s su ra n c e  that,  if  
app o in ted ,  the a p p l ican t  w il l  co m p ly .

Page 5 o f 18 Pages (VEH .3A I



A ss is tan t  A d m in is t r a to r ,  
F ie ld  O p e ra t io n s

A ss is tan t  D ire c to r ,  

V eh ic le  S e rv ic e s

D i re c to r

Assistant Administrator, 
Field Operations

Send  a s igned , re c o m m e n d e d  ap p l ica tion  
to the A ssis tan t A d m in is t ra to r ,  F ield  
O p e rau o n s .

Inc lude  a m ap  o f  the a rea  show ing  
d is tance  to the n ea res t  l icensing  office.
A lso  inc lude  ev id e n c e  o f  co m p lian ce  with 
the  D e p a r tm e n t 's  A ff i rm a t iv e  A ction  
po licy ,  i .e .  n e w s p a p e r  c l ip p in g  o f  
an n o u n c e m e n ts .

E va iua te  ap p l ica t ion  and  w h en ev e r  
poss ib le ,  in te rv iew  app lican t .

F o rw a rd  a C er t i f ica te  o f  A p p o in tm en t  
w ith  the app lica tion  an d  re c o m m e n d a d o n  
for  ap p ro v a l  o r  d isap p ro v a l ,  to the 
A ss is tan t D irec to r ,  V en ic ie  S erv ices  
w ith in  two w eeks  o f  rece ip t o f  
applica t ion .

F o rw a rd  the c e r t i f ic a te  ’with the

app lica tion  and  re c o m m e n d a t io n  to the
D irec to r .  ■"‘tfc

A p p ro v e  o r  d i s a p p ro v e  a p p o in tm e n t  and 
re tu rn  signed d o c u m e n ts  to the A ss is tan t 
A d m in is tra to r ,  F ie ld  O p era t io n s .

Send  C er t i f ica te  a n d  c o p y  o f  s igned  

app lica tion  to the A g e n t  an d  req u es t  
co p ies  o f  the  fo llow ing :

1. Bond and  in surance ;

2. C o n trac t  b e tw e e n  A g en t  and  
S ubagen t;

3. B ank  acco u n t  in fo rm a tio n  for  
fo rw ard in g  to F iscal to set up for 
A u to m a ted  C lea r in g  H o u se  (A C H ) 
w ith d raw a ls ,  a n d  c o p y  o f  s igna tu re  
card (s) ;

4. In fo rm a tio n  req u ired  by 

In fo rm ation  S e rv ices  to se tup  o ff ice  

u n d e r  C A A P  as  fo llows:
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In fo rm a t io n  S e rv ice s  

C o n tra c ts  O ff ic e r -T i t le s

A g e n t

a. ail e m p lo y e e  nam es ,

b. ag e n c y  n u m b e r .

c. o p e ra to r  p r iv i leg e  (C le rk ,  
C ash ie r  o r  Independen t)  for 
each e m p lo y e e ,

d . access  c la ss  to r  each 
e m p lo y e e ,

e. su p e rv iso r  n a m e  and  an
a l te rn a te  fo r  E lec tron ic  
M a ilb o x  sys tem .

f. o ff ice  e n v iro n m e n t ;

5. O ff ic e  hou rs ;  and

6. Effective date of opening.

Send  S S R  to I n fo rm a u o n  S erv ices  
reques t ing  e s ta b l ish m e n t  o f  o ff ice  and 
in sta lla tion  o f  e q u ip m e n t .

F ile  co p ies  o f  all  d o c u m e n ta t io n  fo r  new  
S u b ag en t  in F ie ld  O p e ra t io n s '  
A g e n t /S u b a g e n t  rile.

N otify  C o n trac ts  O ff ic e r -T i t le s .  O bta in  
in fo rm a tio n  fo r  E x h ib i t  "A "  from  
In fo rm a tio n  S e rv ic e s  a n d  p ro v id e  copy  to 
C o n trac ts  O ff ic e r -T i t le s .

A rra n g e  fo r  the a c q u is iu o n  and  
insta lla tion  o f  a u to m a te d  e q u ip m e n t .

P rep a re  C A A P  C o n t r a c t  and have  it 
s igned  by all pa r t ie s  p r io r  to e q u ip m e n t  
ins ta lla tion . D is t r ib u te  co p ies  to A gen t,  
S u b ag en t ,  D e p a n m e n t  C o n trac ts  O ff ice r ,  
an d  F iscal O ff ice .  R e ta in  co p y  in Field  
O p e r a u o n s ’ A g e n t /S u b a g e n t  file.

P ro v id e  tra in ing  o f  S u b ag en t  s ta f f  on 
eq u ip m en t  an d  p ro c e d u re s .
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Fiscal Office P rep a re  b i l l ing  as ap p ro p r ia te .  Collec t 

and a c co u n t  fo r  p avm en t(s ) .

REPLACEMENT SUBAGENTS 
Responsibility Action

N O T E :  A rep lacem en t  S u b ag en t  is o n e  that 
will be  in the sam e  genera l  locality , and serve 
die sam e  c lien te le  as a p rev io u s  Subagen t .

If the p rev io u s  Subagen t has been  'o u t  o f  
bus iness"  for m ore  than tw o m on ths ,  or 
was not m eeting  ‘he es tab lished  mi n i mu m 
transac tion  cri te r ia ,  w hen con s id e r in g  
p ro x im ity  to o th e r  licensing  off ices ,  in v  
rep lacem en t  will be co n s id e red  a "new " 
S ubagen t,  and all p ro ced u re s  in Section B 
must be fo l lo w e d .

In som e cases ,  a rep lacem en t  subagen t  
m ay be ap p ro v e d  p n o r  to the 
d isco n t in u an ce  o f  serv ice  by c u r re n t  
subagen t.

A gen t

A ss is tan t  D irec to r ,  
V eh ic le  S e rv ices

A ssis tan t  A d m in is t ra to r ,  
F ield  O p e ra t io n s

R equest  rep lacem en t  o f  a S u b a g e n c y  to 
V eh ic ie  S e rv ice s  p n o r  to so lic i t ing  a 
specif ic  app lican t .

P ro v id e  h is to n c a l  v o lu m e  da ta  for 
su b ag en cy  be ing  rep laced  and d is tance  
re la t ionsh ip  be tw een  this su b ag en cy  and 
o the rs  in the  su rro u n d in g  area .

P ro v id e  c o p ie s  o f  reques t to A ssis tan t 
A d m in is tra to r ,  Field O p e ra t io n s ,  and 
V eh ic le  S y s te m s  M an ag e r .

R ev iew  reques t  and m ake  
re c o m m e n d a t io n  to A ss is tan t  D irec to r ,  
V ehic le  S e rv ices .

V eh ic le  S y s tem s  M a n a g e r R ev iew  reques t  and  m ake 
rc c o m m c n d a u o n  to A ssis tan t D irec to r .  

V ehic le  S e rv ices .
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A ssis tan t D irec to r ,  

V eh ic le  S e rv ices

A gen t

E valuate  reques t  and re c o m m e n d a t io n s ,  

and obtain D i r e c to r 's  a p p ro v a l  o r  
d isapp rova l .  N o ti fy  A g en t .  A ssis tan t 
A d m in is tra to r ,  F ie ld  O p e ra t io n s ,  and 
V ehic le  S / s t e m s  M a n a g e r  or' dec is ion .

If  ap p ro v e d ,  ad v e r t i se  in a n e w sp a p e r  o f  
genera l  c ircu la t ion  to solicit app lica tions  
for a  rep lacem en t  S u bagency .  
A d v e r t isem en ts  sh o u id  include:

t .  An A ff i rm a t iv e  A ct io n  S ta tem en t  to 
the e ffec t ,  "T h e  D e p a n m e n t  o f  
L icensing  is an E qua l  O p p o n u n ;: ; .  

E m p lo y e r ,  and  e n c o u ra g e s  w o m en , 
m ino r i t ie s ,  aged  and  han d icap p ed  :o 
3dd1v fo r  su b a g e n c v  ’ :•  « t w y

2. A d e sc r ip t io n  o f  the a rea  to oe 
served:

3. T im e  f ra m e  d u r in g  w h ich  
app l ica t io n s  will b e  accep ted :

4. A s ta tem en t o f  w h e re  and  w hen 
app lica tion  fo rm s  and  add it iona l  
in fo rm atio n  wiii be  ava ilab le :  ana

5. A u to m a tio n  co s ts  as  spec if ied  in 
app ro v a l  le tter.

A ccep t  and rev iew  app l ica t io n s .
In te rv iew  a p p l ican ts  and  inspec t  p ro p o se a  
loca tions.  R e v ie w  D O L  p ro c e d u re s  with 
die app lican t  an d  ob ta in  a s su ra n c e  that, if  
app o in ted ,  the ap p l ic a n t  will c o m p ly .
S end  a s igned , r e c o m m e n d e d  app lica tion  
to A ss is tan t A d m in is t r a to r .  F ield  
O pera tions .

Inc lude  a m ap o f  the  a re a  show ing  
d is tan ce  to the n ea res t  l icens ing  o ff ice .
A lso  inc lude  e v id e n c e  o f  c o m p l ia n c e  with 
the  D e p a r tm e n t 's  A f f i rm a t iv e  A ction  
po licy , i.e. n e w s p a p e r  c l ip p in g  o f  
a n n o u n cem en ts .
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A ssis tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

A ssis tan t  D irec to r .  
V eh ic le  S e rv ic e 0

D ire c to r

A ss is tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

E va lua te  app lica t ion  an d ,  w h e n e v e r  
poss ib le ,  in te rv iew  app lican t .

F o rw a rd  a C e r t i f ic a te  o f  A p p o in tm e n t  
with the app lica tion  and  re c o m m e n d a t io n  
for  ap p ro v a l  o r  d isap p ro v a l  to the 
A ssis tan t  D irec to r .  V ehic le  S e rv ices  
w ith in  tw o  w eeks  o f  rece ip t  o f  
app lica t ion .

F o rw a rd  the ce r t i f ic a te  w ith  the 
ap p lica t ion  and  re c o m m e n d a t io n  to the 
D irec to r .

A p p ro v e  o r  d is a p p ro v e  a p p o in tm e n t  and 
re tu rn  signed  d o c u m e n ts  to A ssis tan t 
A d m in is t ra to r ,  F ield  O p e ra t io n s .

Send  C e r t i f ic a te  and c o p y  o f  
s igned  ap p lica tion  to the A g en t  and 
req u es t  co p ies  o f  the fo l low ing :

1. Bond and  in su rance :
•tW'.

2. C o n tra c t  b e tw een  A g en t  and  
S u b ag en t ;

3. Bank  a c co u n t  in fo rm a tio n  and  c o p y

o f  s ig n a tu re  ca rd (s ) ;

•i. In fo rm a tio n  requ ired  by
In fo rm a t io n  S e rv ices  to se tup  o ff ice  
u n d e r  C A A P  as fo l low s:

a . all e m p lo y e e  n a m e r ,

b. a g e n c y  n u m b e r .

c . o p e ra to r  p r iv i leg e  (C le rk .
C a s h ie r  o r  In d ep en d en t)  for 
each  e m p lo y e e ,

d. access  c lass for each 
e m p lo y e e .

c. su p e rv is o r  n a m e  and a l te rna te  
for  the E lec tron ic  M ailbox  
sys tem .
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f. o ffice environment.

5. O ff ice  hou rs ;  and

6. E ffec tive  da te  o f  o p en in g .

Send signed SSR  to In fo rm a tio n  S e rv ice s  
requesting  e s ta b l ish m e n t  o f  o f f ice  and 
insta lla tion  o f  e q u ip m e n t .

File cop ies  o f  ail d o c u m e n ta t io n  for 
rep lacem en t  S u b a g e n t  in F ie id  
O p e ra t io n s ’ A g e n t /S u b a g e n t  rile.

N otify  C o n trac ts  O ff ice r -T i t le s .  O b ta in  
in fo rm ation  for  E xh ib i t  "A " from  
In fo rm ation  S erv ices  and  p ro v id e  c o p y  to 
C on trac ts  O ff ice r-T i t les .

In fo rm a t io n  S erv ices  . A rra n g e  for  the acqu is i t ion  and
installa tion  o f  a u to m a te d  e q u ip m e n t .

C o n tra c ts  O ff ice r-T itJes  . P rep a re  C A A P  C o n tra c t  a n a  have  it
signed  by ail parties  p n o r  to e q u ip m e n t  
insta lla tion . D is tn b u te  co p ie s  to A g en t .  
Subagen t ,  D e p a n m e n t  C o n tra c ts  O ff ic e r  
and Fiscal O ff ice .  Reta in  c o p y  in Field  
O p e ra t io n s '  A g e n t /S u b a g e n t  rile.

A g e n t  . P rov ide  tra in ing  o f  su b ag en t  s t a f f  on

eq u ipm en t and p ro ced u re s .

D. OWNERSHIP CHANGES

B csp cn s in t i i iy  Action

N O T E : O w n e rsh ip  c h a n g e  is d e f in e d  a s  any  
p a n ia i  o r  co m p le te  ch an g e  o f  o w n e rsh ip  in a 
S u bagency .  All o w n e rs  m ust be  listed in D O L  
S ub ag en cy  reco rd s ,  ano  h ave  s igned 
app lica tions ,  con trac ts ,  e tc . as requ ired .
C h a n g e  to a c o rp o ra te  s t ru c tu re  w il l  be  trea ted  
as an  o w n ersh ip  ch an g e .

IL^IC -Supagcncv  has a c o m p le te  c h a n c e  m 
o w n e rsh ip ,  all steps fo r  ap p o in t in g  a
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replacement subagent are to be followed. See

Subagent

A ss is tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

Contracts Officer-TitJes

Scc»Q.n_C.,

S ubm it  an u p d a ted  A p p l ic a d o n  for 
S u b ag en cy  and  c o n tra c t  b e tw een  A gent 
and  S u b ag en t  to the  A ss is tan t 
A d m in is t ra to r ,  F ie ld  O p e ra t io n s  w hen  the 
S u b ag en cy  has a partia l  o w n e rsh ip  
chan g e ,  such as  the add i t io n  o r  de le tion  
o f  a pa r tn e r .

R ev iew  and  rile the u p d a ted  app lica tion  
and co n tra c t  in the  su b a g e n t  riles, and 
update  n a m e /a d d re s s  lis tings.

W hen  the  n a m e  o f  the su b a g e n c y  is ajso 
c h a n g in g ,  p re p a re  a n e w  C er t i f ica te  o f  
A p p o in tm e n t ,  ob ta in  D i r e c to r 's  s ignature  
and re tu rn  to the A g en t .

S ub m it  a s igned S S R  to ch a n g e  the office  
add ress  file in C A A P .

N otify  A g e n t  o f  a c c e p tan c e  o f  
ap p l ica tions  and o f  ad d i t iona l  i tem s 
needed  as  a resu lt  o f  the  ch an g e ,  
inc lud ing:

1. B ond and  in su ran ce ;

2. C o n tra c t  b e tw een  A g en t  and 
S ub ag en t :

3. Bank  a c c o u n t  in fo rm a t io n  a n d  copy 
o f  s ig n a tu re  c a rd (s ) ;

4. O ff ice  h o u rs  and  list o f  em p lo y ees :  
and

5. E ffec t iv e  d a te  o f  ch an g e .

N otify  C o n tra c ts  O ff ice r-T itJes  o f  n eea  
for c o n trac t  a m e n d m e n t .

P rep a re  C A A P  co n tra c t  a m e n d m e n t  and 
have  it s igned  by  .ill p a n ic s .  D is tr ibu te  
co p ies  to A g e n t .  S u b a g e n t ,  D e p a n m e n t  
C o n trac ts  O ff ice r ,  and F isca l O ff ice .
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NAME CHANGES

Responsibility

Agent

S u b ag en t

A ssis tant A d m in is t ra to r ,  
F ield O pera tions

R eta in  copy  in Fie ld  O p e ra t io n s '  

A g e n t /S u b a g e n t  tile .

P ro v id e  tra in ing  to any new  su b ag en t  
s ta f f  on e q u ip m e n t  and  p ro ced u re s .

A Q flj]

N O T E : N a m e  c h a n g e  m eans  a ch an g e  in a 
suoagency  n a m e  tha t  is not a ch an g e  o f  
o w n ersh ip .

W hen the re  is a c h a n g e  in o w n e rsh ip  o r  change  
:o c o rp o ra te  s t ru c tu re ,  see Section D .

‘T n e  D e p a n m e n t  o f  L icen s in g "  m ay no t be 
used as p a n  o f  a s u b a g e n t 's  nam e .

S u b m i t  an u p d a te d  ap p l ica t ion  and 
S u b a g e n t  C o n t r a c t  m o d if ica t io n  :o the  
A ss is ta n t  A d m in is t r a to r ,  F ie ld  O p e ra t io n s  
w hen  the S u b a g e n c v  c h a n g e s  its n a m e  
w tth o u t  any c h a n g e  :n o w n ersh ip .

In c lu d e  the fo l lo w in g  in fo rm a tio n  
re f lec t ing  the  c h a n g e  o f  bus iness  n am e:

1. Bond a n d  in su ran ce ;

2. C o n tra c t  b e tw een  A g en t  and 
S u b ag en t ;

3. Bank a c c o u n t  in fo rm a tio n  a n d  copy
o f  s ig n a tu re  ca rd (s ) ;

a .  O ff ice  h o u r s  and list o f  em p lo y ees :
and

5. E ffec tive  da te  o f  ch an g e .

R ev iew  and file the  upd a ted  
ap p lica t ion  an d  c o n tra c t  in the S u b ag en t  
files. U p d a te  n a m e /a d d re s s  l ism igs .
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C o n trac ts  O ff ice r-T i t le s

F. LOCATION CHANGES
Responsibility

S u b ag en t

Agent

P rep a re  new  C er t i f ica te  o f  A p p o in tm e n t ,  
have  it signed by D ire c to r ,  and sen d  it ;o 
the agen t.

S u b m it  a signed SSR  to c h a n g e  o ff ice  
add ress  file in C A A P .

N o tify  C on trac ts  O ff ice r -T i t les .

P rep a re  C A A P  c o n trac t  a m e n d m e n t  ana  
have it signed by all par t ies .  D is tr ibu te  
co p ies  to A gent,  S u b ag en t .  D e p a n m e n t  
C o n trac ts  O ff ice r  and F isca l  O ff ice .
Reta in  copy  in Field  O p e ra t io n s ’ A g e n t ’ 
S u b ag en t  file.

Action

N O T E : Loca tion  C h an g e  m ean s  a  S u b ag en t  
m o v e  w ith in  an a rea  serv ing  the sam e c lien te le .

W hen  a S ub ag en cy  m oves  to a new  area 
se rv ing  a d if fe ren t  c l ien te le ,  all steps to r  
appo in t in g  a new  S ubagen t a rc  to be fo llow ed. 
See Section  A.

S u b m it  request to m o v e  to the A g en t  at 
least 100 days p n o r  to the  m ove.

S u b m it  request to the D e p a r tm e n t  for 
S u b a g e n t  m ove  at least 9 0  d a y s  p n o r  to 
the m o v e .

S u b m it  an upda ted  a p p l ica t io n  and 
co n trac t  m odif ica t ion  b e tw e e n  A g en t  and 
S u b a g e n t  to the A ss is tan t A d m in is t ra to r ,  
F ie ld  O p era t io n s  w hen  the  S u b a g e n c y  
m o v es  to a d if fe ren t  loca tion  in the sam e  
gen e ra l  area.

N O T E :  all re location  cos ts  a re  the 
responsib il i ty  o f  the A g e n t /S u b a g e n t .

S u b m it  requests  for ad d i t iona l  
w orks ta t ions  a f te r  C A A P  im p lem en ta t io n  
to V eh ic le  Serv ices  fo r  a p p ro v a l .
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A ssis tan t A d m in is tra to r .  
F ield O p e ra t io n s

In fo rm a tio n  S e rv ices

A ssis tan t A d m in is tra to r ,  
F ie ld  O p e ra t io n s

C o n trac ts  O ff ice r-T i t le s

F iscal O ff ice  

In fo rm a tio n  S e rv ices

N O T E : T h e  D e p a n m e n t  will d e te rm in e  

costs  fo r  a d d i t io n a l  w o rk s ta t io n s  as weil 
as w hen  the  A g en t  o r  S u b a g e n t  is 
e x p ec ted  to pay a n y  o r  i l l  o f  the costs . 
T h e se  cos ts  will be  inc luded  in the 
a p p ro v a l  notice .

N O T E :  C o s t  o f  e q u ip m e n t  m o v es  w ith in  
an o ff ice  wiii be  b i l led  :o that o ff ice .

S u b m it  s ig n ed  S S R  for  p ro p o se d  scneuu le  
and e s t im a te  o f  cos ts .

P re p a re  im p a c t  w ith in  tw o w eeks  and  
re tu rn  to A ss is ta n t  A d m in is t r a to r ,  F ie ld  
O p e ra t io n s .

R ev iew  a n d  rile the  upda ted  app l ica t io n  
and  c o n tra c t  in the  A g e n t /S u b a g e n t  rile, 
and u p d a te  n a m e /a d d re s s  lis tings.

N o tify  c o u n ty  o f  p ro p o se d  schedu le ,  
su b ag en t  co s ts ,  a c c e p ta n c e  o f  ap p l ica t io n s  
and  o f  an y  a d d i t io n a l  i tem s  need ed  as a 
resu it  o f  the  c h a n g e .

N o tify  C o n t ra c t s  O f f ic e r -T i t le s  o f  c h a n g e  
and inc lu d e  in fo rm a t io n  reg a rd in g  
c h a n g e s  in e q u ip m e n t  in s ta l la t ion ,  if  any .

P re p a re  C A A P  C o n t ra c t ,  a m e n d m e n t  and 
b ill ing  and  h ave  it s igned  b y  all parties . 
D is t r ib u te  c o p ie s  to  A g en t ,  S u b a g e n t ,  and 
C o n tra c ts  O f f ic e r .  Retain  co p y  in F ie ld  
O p e r a t io n s ’ A g e n t /S u b a g e n t  file.

P re p a re  b i l l ing  as a p p ro p r ia te .  C o l lec t  
a nd  a c c o u n t  fo r  p a y m e n t( s ) .

P roceed  w ith  m o v e  o f  e q u ip m e n t .
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G. TEMPORARY CLOSURES AND MISCELLANEOUS CHANGES
Respons ib il i ty

A g e n t /S u b a g e n t

A ssis tan t  A d m in is t r a to r ,  
F ie ld  O p e ra t io n s

A g e n t /S u b a g e n t

A ss is tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

Action

N O T E : A T e m p o ra ry  C lo su re  is w h e n e v e r  an 
office  will be  c losed  d u r in g  n o rm a l  w o rk in g  
hours.

A M isce llaneous  C h a n g e  m eans  c h a n g e s  sucn 
as, but not l im ited  to: te lephone  n u m b e r ,  street 
o r  m ailing ad d ress ,  su p e rv iso r ,  s ta f f  ch an g es ,  

etc .

N o tify  A ssis tan t A d m in is tra to r ,  F ield  

O p e ra t io n s  if:

1. An A gency  o r  S u b a g e n c y  will be  
c lo sed  d u r in g  no rm a i  w o rk in g  
hou rs  d u e  to an e m e rg e n c y ;

2. T h e re  a re  any  c h a n g e s  in A gency  
o r  S u b a g e n c y  such as te lep h o n e  
n u m b e r ,  s treet o r  m ail ing  add ress ,
su p e rv iso r  o r  o the r  s ta f f  c h a n g e s ,  at-
bus iness  hours ;  a n d /o r

3. T h e re  a re  p en d in g  e q u ip m e n t  
m o v es  at the sam e  ioca tion  at least 
90  days  in a d v an ce .

N O T E :  C o s t  fo r  a il  e q u ip m e n t  Iocation 
ch an g es  a re  the  re spons ib il i ty  o f  the 
A g en t /S u b ag en t .

W ri te  S S R  to ob ta in  e s t im a te  o f  costs  
from  Inform ..  J o n  S erv ices  for e q u ip m e n t  
location  ch an g es  an d  fo rw ard  in fo rm a tio n  
to A g e n t /S u b a g e n t  for  a p p ro v a l .

Sign es t im a te  and  re tu rn  to A ss is tan t  
A d m in is tra to r ,  F ie ld  O p era t io n s .

F o rw a rd  d o c u m e n ts  to the F isca l  O ff ice  

for b il l ing .

N o tify  A d m in is t ra to r .  V eh ic le  S ys tem s  
M a n a g e r ,  R ece iv ing  and  C o m p l ia n c e  
A ud it  o f  any ch an g es  in A g e n c y  o r
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Subagency and o f any temporary 
closures. Update Agent/Subagent file .

H. TERMINATION OF AGENTS .AND SUBAGENTS

Responsibility 

D irector/Agent

Action

Agent

Assistant D irector, 
Vehicle Services

Assistant Adm inistrator, 
Field Operations

Closing Agent/Suoagent

Terminate agent appointment or revoke 
Subagent approval when one or more o f 
the fo llow ing conditions occur and the 
problem cannot be resolved to the 
satisfaction o f the D irector o r Agent.

1. Department audit reveals that Agent 
o r Subagent is misusing state funds.

2. Agent or Subagent is not complying 
w ith Department’s procedures or 
standards.

3. Agent's or Subagent's error rate is 
consistently high when compared to 
s im ilar offices.

4. Breach o f contract.

5. Subagent volume falls below 
acceptable transaction levels or 
criteria  specified in this procedure.

Provide written notification to the 
Assistant D irector, Vehicie Services o f 
intent to terminate Subagent.

When the termination is Department 
initiated, notify Agent/Subagent at least 
30 days pnor to termination except when 
unusual circumstances require immediate 
termination.

N otify  Assistant Adm inistrator, Field 
Operations.

Initiate SSR for the removal o f  DOL 
equipment, and coordinate final closure.

Post sign directing customers to other 
licensing agencies.
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Conduct closing inventory in accordance 
with DOL Division D irective VEH. 11. 
Inventory Control (C A A P ).

A g ent Close financial records. Audit and close 
bank trust accounts.

I .  SU R R EN D ER  O F  A PPO IN T M EN T  AS L IC EN SE  AGENT/SUBAGENT 

Responsibility Action

Agent/Subagent

Director/Agent

Assistant Adm inistrator, 
Field Operations

Closing Agent/Subagent

Agent

Agent

Provide notice in accordance with the 
Agent/Subagent Contract to Director/ 
Agent i f  requesting termination.

Acknowledge Agent/Subagent request for 
termination.

Forward notice co Assistant 
Adm inistrator.

Initiate SSR for the removal o f DOL 
equipment, and coordinate final closure.

Post sign directing customers to other 
licensing agencies.

Conduct closing inventory in accordance 
with DOL Direcdve VEH . 11. Inventory 
Control (CAAP).

Close financial records. Aud it and close 
bank trust accounts.

Retain all records fo r three years after 
closure. Exception: Retain checking 
account records and bank statements for 
six years. See also V E H .6 A and VEH. 7.
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DIVISION
POLICY/PROCEDURE

(Vehicle Field System Workstation Allocation

V ehicle Services Adm. 28A. A D M . 11A 
Supersedes V E H .9 (10/25/901.

20-01-2C

P O LIC Y :

The depanment w ill regularly m onitor the valid ity o f Vehicle Field System (VFS or "C A A P ") 
workstation allocation criteria  and statewide workstation allocations. Consideration for m y 
adjustments to workstation allocations w ill be made prim arily  fo r providing sufficient automated 
equipment to maintain customer service while improving the efficiency and cost-effectiveness o f 
statewide vehicle and vessel licensing activities.

The depanment w il l,  w ith in  budget lim itations, assume the cost o f all necessary equipment and 
installations or removal o f workstations in accordance w ith the allocation criteria. Licensing 
offices w ill be responsible fo r any necessary site preparation including remodeling, dedicated 
electncal circuits, etc.

PROCEDURES

A . W O R K ST A T IO N  C H AN G ES

Responsibility A itio n

Subagent Submit written request to the county 
agent fo r workstation changes.

Agent Submit written request to the 
Assistant Adm inistrator, Field
Operations for workstation changes 
at county or subagent offices.

Include justifica tion with statistics 
which meet the criteria  in AptJcndix 
A and/or any extenuating



circumstances that should be 
considered.

Assistant Adm inistrator 
Field Operations

Information Services 
Technical Services

Assistant Adm inistrator 
Field Operations

Assistant D irector 
Vehicle Services

Evaluate the request against 
current criteria, and any extenuating 
circumstances.

Prepare recommendation and System 
Service Request (SSR) as 
appropriate.

Forward signed SSR to Information 
Services w ith in one week.

Initiate changes when depanment 
monitoring o f statewide allocations 
shows that workstations allocated to 
an office are no longer approonate 
per criteria in Appendix B.

Prepare SSR impact including detail 
o f a ll necessary equipment changes 
at both the o ffice  location and 
central site. Include revised Vehicle 
Field System (VSF or CAAP) 
contract Exhibit A information, 
proposed schedule and estimate o f 
all costs for installation.

Return w ith in one week to Assistant 
Adm inistrator. Fieid Operations.

Forward SSR impact and letter o f 
recommendation w ith in one week to 
Assistant D irector, Vehicle Services.

Review recommendation from 
Assistant Adm inistrator. Field 
Operations and SSR impact from 
Information Services. Approve or 
deny changes.

Inform Assistant Administrator,
Field Operations, o f decision.
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Assistant Adm inistrator 
Field Operations

Agent/Subagent

Adm inistrator 
T itie  &  Reg. Services

County and depanment 
representatives

Adm inistrator 
T itle  &  Reg. Services

Asst. Adm inistrator 
Field Operations

Contracts O fficer 
Titles

Prepare notification letter
for D irector's signature w ith in one
week for approved requests.

N otify, m w nting , the requesting 
office and the agent ( i f  applicable; o f 
the denial i f  request is not approved.

Submit written request o f appeal to 
the Adm inistrator, T itle and 

Registration Services, w ith in three 
weeks.

Appoint department representative 
and a county representative from an 
agent office other than the affected 
county to hear appeai.

Meet with and/or review arguments 
to depanment and agent/subagent 
and present appeals decision w ithin 
two weeks.

Provide final decision i f  county and 
depanment representatives cannot 
agree and in form  Assistant 
Adm inistrator, Field Operations.

Prepare appeals notification, as 
necessary, for D irec to r’s signature 
w ith in one week.

Update log o f workstation allocations 
and available workstations for 
approved changes.

N otify  Information Services to 
proceed with installation or removal 
o f workstation. Forward revised 
Exhibit A information to Contracts 
O fficer-T itles.

Prepare an amendment to Vehicle 
Field System (VFS or CAAP) 
equipment contract and have it 
signed by all parties pnor to 
scheduled workstation installation or



removai. Distribute copies to 
Agent/Subagent and Department 
Contracts Adm inistrator. Retain 
copy in Agent/Subagent riie.

Inform ation Services Proceed with planning and
Technical Services installation o f workstations tor

approved SSRs. Coordinate update 
o f application workstation riie. office 
floor plans, implementation 
schedules, equipment deliveries, etc.

V E R IF IC A T IO N  O F  W O R K ST A T IO N  A LLO C A T IO N  C R IT E R IA

Responsibility Action

Assistant Adm inistrator . Evaluate the need for a new study to
verify workstation allocation criteria 
every two years. [NO TE: Analysis 
should include fie ld visits and actual 
transaction tim ings. Consideration 
should be given to impact o f recent 
legislative o r procedural changes as 
well as any exceptions to previous 
criteria  that were approved during 
review o f individual requests.]

Submit findings w ith any 
recommendations fo r revisions o f 
criteria  to Assistant Director.
Vehicle Services.

Review recommendation and 
approve or disapprove changes.

Assistant D irector 
Vehicle Services

Assistant Adm inistrator . Update Appendix A and B o f this
Field Operations policy/procedure.



APPEND IX  A 
1991 W O RK STA T IO N  A LLO C A T IO N  C R IT E R IA  

VEH ICLE/VESSEL  F IE L D  SYSTEM

TRA N SA C T IO N  STA T IST IC S

Workstation allocations are based on business volume as indicated by monthly transaction 
counts fo r title  and non-title transactions.

TRA N SA C T IO N  C A PA C ITY

Transaction capacities are based on SO percent uulization o f a workstation (see Development or 
C riteria). As a baseline tor allocation decisions, the average workstation volume must meet or 
exceed the SO percent utilization level for a minimum o f four months in any twelve month 
period:

PERCENT
6POoo PERCENT 30%

TITLES C RITERIA TITLES CR ITER IA

0 2868 35 1671
5 2622 36 1649

to 2410 37 1628
15 2225 38 1607
16 2190 39 1586
17 2157 40 1566
13 2124 41 1546
19 2093 42 1527
20 2062 43 1508
21 2031 44 1489
00— 2002 45 1471
23 1973 50 1384
24 1944 55 1304
25 1917 60 1231
26 1890 65 1163
27 1863 70 1101
28 1837 75 1043

1812 so 989
30 1787 85 938
31 1763 90 891
32 1739 95 847
33 1716 100 306
34 1693
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D E T E R M I N I N G  W O R K S T A T I O N  V O L U M E

Using the Transaction Statistics Repon:

a. determine the percent o f title work by month (this is the number o f  title transactions
divided by (he total o f title plus non-title transactions. Note: do not count backouts. 
Also, do not count no-rees and overrides which are already included in title and non-title 
counts).

b. determine the average transaction county per workstation by month (this is total
transactions divided by number o f available workstations).

c. find the corresponding Percent Titles on the Transaction Capacity listing and compare
the average transaction volume per workstation to the 80 percent criteria.

d. if. during four months in any twelve-month period, the average workstation volume 
meets or exceeds the 80 percent utilization capacity, a request for an additional 
workstation may be submitted (see also Extenuating Circumstances).

E X T E N U A T IN G  C IR C U M S TA N C E S

The above criteria provide a baseline fo r allocation decisions. Additional circumstances may be 
considered in determining allocations when one or more o f the fo llow ing conditions exists:

a. Workstation use fo r customer assistance or other purposes not tied to transactions exceed 
normal usage.

b. Transaction statistics indicate the increasing growth in business and office is operating at 
o r above capacity.

c. Projected increases in business can be substantiated based on closure o f nearby offices, 
new housing, shopping or dealership developments, or other changing business 
conditions.

d. O ffice environment (e.g., one workstation) staffing considerations or other factors which 
can be shown to negative impact capacity use o f workstation(s) fo r at least four full 
months in any twelve month period.

Specific statistics on daily and hourly fluctuations in business volume may be presented, as 
justifica tion  for additional allocations. However, in general, it is not cost-effective to equip 
offices to cover infrequent high volume periods. Continuing system performance 
improvements, procedural changes and legislative changes (e.g., day to day expirations) should 
assist in leveling workloads.
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D E V E L O P M E N T  O F  C R I T E R I A

The 1991 set o f criteria was developed by a Workstation Allocation Task Force with members
from agent .and subagent offices and the depanment. The fo llow ing steps and assumptions were
used:

a. Transaction timings were taken at a representative 30 percent sample o f offices o f 
various sizes, agent and subagent, eastern and western Washington. Tim ings were taken 
from when the clerk said hello to the cus omer until the next customer was readv to be 
assisted.

b. Transactions fell into three major categories for length o f time - title  and non-title and 
customer assistance (information only or canceled transactions. The average time for 
titles was 6 minutes and 2 minutes for non-titles and 2.5 for customer assistance.

c. It was found that 18 percent o f an operator’ s "transactions" are customer assistance and 
therefore do not show on the Transaction Statistic Repons.

J. Maximum utilization o f a workstation was based on an eight hour day and rive day work
week (21 days per month average). One hour o f usage per day was reserved for 
opening and closing functions based on timings done in King County. Therefore, a 
workstation can be used for transaction work seven hours times 21  days or a total o f 
8820 minutes per month.

e. A utilization rate o f 80 percent was assumed.

f. Calculating the criteria:

80 percent Criteria =  .30 (Maximum Transactions)

Maximum Transactions =  (8820/X + Y  + Z ) - .18 (8820/x - Y  -r-Z)

X =  .32 (6  min. x p) for title  transactions 
Y =  .82 (2 min. x (1-p) for non-title transactions 
Z =  .18 (2.5 m in.) for customer assists 

p =  percent title transactions
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A PPEN D IX  B
1991 W O RK STA T IO N  DE-ALLO CAT IO N  CR ITERLA  

V E H IC LE  F IE L D  SYSTEM S

TRA N SA CT IO N  STA T IST IC S

Workstation de-allocations are based on business volume as indicated by monthly transaction 
counts tor title and non-utie transactions.

Business volumes may decrease based on population shifts or other changing business 
conditions. Some fluctuations may, however, be transitory in nature so the depanment has 
taken a conservative approach to determining when removal o f a workstation is merited.

An agent or subagent (through their county agent) may at any time request removal o f 
worksration(s) based on different criteria.

TRA N SA C T IO N  C A PA C ITY

The same transaction capacities as listed in Appendix A apply to de-allocation. An office must 
have two workstations which do not meet the minimum allocation criteria  p rio r to depanment- 
initiated removal on one o f the workstations.

For example, i f  an office with four workstations has monthly transaction volumes significantly 
below the 30 percent criteria fo r an extended period, an analysis would be done to determine 
average volumes at two workstations. I f  at two workstations the 30 percent criteria was not 
met or exceeded during at least four months in a twelve month period, the fourth workstation 
would be de-allocated.
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Vehicle Field System Workstation Allocation
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I P l ' T A T C  )lfL f UfVfltm**! 4f

H cEnsinc DIVISION •'** Cy J«*ULCQt>W. <i.vm»h
POLICY/PROCEDURE VEH . IOC

Handling o f Checks by Agents, Subagents and DOL O ffice (VFS)
> ivr.iUM *♦•?■** *41**5
Vehicle Services RCW 46.01.230

| '.r«ic:ivf 3m ~ R C W  46.12.160
^  _______________________  RCW  82.44,090

...«ovm , f y T  J — . RCW 43.01.072
  RCW 43 o i .o 7 5

/ T 'o m / -  e ? u iiJ 4 ; - t?  w * c  m w . o i o
---------  WAC 308.04.020

Supersedes VEH.10B

P O LIC Y :

The agents and subagents o f the depanment. as w e ll as the departm en ts veh icle license 
counter, w iii fo llow  standardized gu ide lines in handling checks drawn for the purpose o f 
ootaimng veh ic le and vessel registration and atle certificates, license, perm its, taos. plates, 
and decals.

The depanment a llow s the use o f m ultip le checks on a single transaction or on a batcn o f 
m ultip le transactions.

I f  one or more checks o f a m ultip le check payment for a batch o f transactions is 
subsequently dishonored, a ll vehicle/vessel records in the batch w ill be affected. The 
registered owner’s record -s not Magged when a W ashington dea ler batch cneck is 
dishonored or when a lienho lder :heck for reissue to remove lien is dishonored.

The department does not a llow  acceptance o f payment by check in excess o f the total 
authonzed amount due.

A ll checks must have die fo llow ing identify ing information:

1. Check maker's name, address, and telephone number;
2. The transaction number.

NOTE: I f  the total amount due is paid by more than one check, indicate the number o f 
checks invo lved in the payment.

Checks must be written on US banks except that checks written on Canadian banks may be 
accepted a  the o ffice  has made special arrangements with their bank fo r the acceptance o f 
Canadian checks.

Checks arc considered dishonored when they axe returned from the bank for reasons o f 
stop payment, account closed, insuffic ien t funds, or improper preparation or execution.

Page I of 10 Pages ( V E H .  IOC)



C hecks should be rcdeposited a second time uniess the bank identifies the reason to r the 
return as stop paym ent, account closed, or gives specific instructions not to redeposit.

The d ep an m en t may assess a Slb.OO handling fee tup to S15.(X) for agents and subagents) 
w henever a check has been dishonored and returned to the bank.

T he office that actually  collects restitution for dishonored checks is entitled to retain the 
handling fee.

If  the m aker o f the d ishonored check is som eone o ther than the licensee, the m aker, not 
the licensee, is liable for the handling fee. The licensee is responsible for any late 
applica tion  or reinstatem ent fees.

Individuals with a recent an d /o r repeat history o f  writing dishonored checks m ay be 
required  to pay by certified  check, m oney order o r cash.

D ishonored C heck  N otices will be sent to all licensees who have paid with d ishonored
checks.

N v: for dishonored checks written on Washington dealer's and lienholder’.? iK Q U fllS
i_  oe sent to the dea ler, not the licensee and the licensee’s vehicle /vessel record . 15. flQl 

flagged-

Pisnonorcd checks from non-Washington dealers w ill be the responsibility q£ the 
registered owner i f  not cleared wnhin fifteen Javs. The licensee's vehicle/vessel record 
w ill be flagged i f  such checks_ire_not cleared-

?EQCEPUR5 :

A. ACCEPTIN G  CHECKS 

Rgsponsipiiiu:

A gents. S ubagents

D O L O ffice

A gents, Subagents
vehicle o r vessel uU c/licensc 
/p e rm it/re g is in n o n , accept only  
checks m ade payable to the account 
o f, and signed by:

Action

E nsure that custom er checks are 
m ade payable to the D epartm ent of 
L icensing o r  to the county  auditor.

Ensure that custom er checks axe 
m ade payable to W ashington State 
T reasu re r or to the D epanm en t o f 
L icensing.

If the transaction is related to
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1. Registered or legal owner
(preferred), OR

Z .  W asnm gton licensed
vehicle or vessei dealer. 
financiaJ institution, or 
individual who is 
responsible for processing 
vehicle or vessei 
title/license/ permit 
rcgistrauon applications as 
part ot their normal 
business routine. OR

3. Individuals on behalf o f
businesses, OR

a. Businesses on oenalf o f
their proprietors or 
employees. OR

5. Immediate fam ily members
o f the registered owner.

For transactions not related to 
vehicle or vessel utle/licensc/permu 
registration, checks may be 

accepted at the discretion o f the 
agem/subagent/DOL office, 
provided all information to identify 
the transaction and purpose is 
present, and provided that accepting 
the check is consistent w ith sound 
business oracnccs.

I f  the office chooses to accept 
payment by check whicn :s less 
than ihe total authorized amount 
due. the difference must be made 
up in cash. At no time is a 
transaction to be processed for less 
than the total authorized amount 
due.

I f  the check is less than ihc total 
amount due for the transaction, 
indicate:
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a. The authorized transaction 
amount;

b. The difference: and

c. Whether the difference is 
paid by cash or another
c.neck or checks.

NOTE: There is nothing 
in this procedure which 
pronibits an office from 
choosing to pay the cash 
difference itself, in order 
to process the tustomer’ s 
transaction

DISHO NO RED CHECK (DHC) -  IN S TA N T CREDIT

R esponsibility

Agents. Subagents, 
DOL O ffice  ~

Action

Redeposit the dishonored check 
unless:

1. The bank identifies the 
reason for return as 
"payment stopped" or 
‘ account closed"; or

2. The bank gives a specific 
instruction not to redeposit
it; or

3. The check has been run 
through the account twice.

Enter the check into the VFS 
System by the close o f business on 
the business day fo llow ing the day 
the dishonored check was received 
from die bank. "Instant credit" is 
taken at this time. Credits w ill be 
listed on the DHC collection line o f 
the O ffice Recapitulation o f  the 
Daily Remittance.
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Send the system generated 
Dishonored Check Notice to tne 
maker o f the check by the close o f 
the ousiness day on which instant 
credit was taken.

Send a copy o f the Dishonored 
Check Notice to the licensee also, 
i f  the maker o f  the dishonored 
check is other than the licensee.

Notices for dishonored checks 
wr.tten on Washington dealer 
accounts or lienholder w ill be tent 
:o :he dealer, not the licensee. The 
licensee’s vehicie/vessei record is 
not flagged.

STOP PA Y M EN T

Dishonored checks from non- 
W ashington dealers w ill be 'he 
responsibility o f the reg’crered 
owner i f  not cleared within fifteen 
davs. The licensee's vehicle/vessei 
record w ill be flagged i f  such 
checks are not cleared.

Retain a copy o f the Dishonored 
Check Notice in a pending rile.

Maintain a file  o f dishonored 
checks until the checks have been 
redeemed by the customers or they 
have been sent to DOL for further 
collection action.

Responsibility Action

Agents. Subagents.
D O L O ffice . Take instant credit as explained in

Section 3 above when a check is 
returned because payment was 
stopped.

Hold the check until it appears on 
the Unresolved Dishonored Check 
Repon and then process as 
explained in Section D.
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Attach tabs and registration to the 
check and Dishonored Check 
Notice being sent to Olympia i f  a 
customer returns cabs and 
rcgistrauon prior to the check being 
sent to Olympia.

Follow instructions below.

D. SEND U N R ED EEM ED  CHECKS TO DOL

Responsibility Action

Vehicle Services via
VFS System . VFS system generates an

Unresolved Dishonored Check 
Repon on the 16th day fo llow ing 
instant credit, i f  restitution has not 
been made.

Agents, Subagents . Place Unresolved Dishonored
Check Report and the dishonored 
checks listed, along with copies o f 
Dishonored Check Notices, in an 
envelope marked *D H C ". This 
envelope must be sent w ith other 
shipping lists to DOL fo r that day,

NOTE; For stop payment DHC , 
also attach tabs and registration i f  
surrendered by the customer.

E. R ESTITU TIO N

R esponsibility  A enon

Agents, Subagents
D O L System . Enter Restitution on the VFS

System.

Verify  the amount to be collected.
It must be the amount o f  the 
original transaction.

Enter the transaction amount, i f  
needed.

Accept payment for the amount o f 
check plus dishonored check
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Vehicie Services via 
VFS System

handling tee. Partial restitution or 
'payments" are not to be accepted. 
At the discretion o f the agent or 
subagent, cash, money order or 
cashier’ s check may be required.

Give customer restitution receipt.

Returned dishonored check to 
customer i f  w ith in  fifteen days o f 
taking instant credit.

System w ill generate a receipt for 
customer and incorporate restitution 
into the day’s work. Amount o f 
original transaction w ill be inciudea 
m the Gross Amount Collected 
line. The D HC handling fee from 
the O ffice Environment Table w ill 
be shown on the DHC handling fee 
line on the o ffice  recapitulation.
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H a n d l i n g  o f  C h e c k s  b y  A g e n t s ,  S n b a g e n t s

a n d  D O L  O f f i c e  ( V F S )

A . A c c e p t i n g  C h e c k s

Agents, Subagents, D O L  Office

B . D i s h o n o r e d  C h e c k  ( D H C )  -  I n s t a n t  C r e d i t  ( N o n - D e a l e r )

Agents, Subagents, D O L  Office



H a n d l i n g  o f  C h e c k s  b y  A g e n t s ,  S u b a g e n t s

a n d  D O L  O f f i c e  ( V F S )

6 .  D i s h o n o r e d  C h e c k  ( D H C )  -  I n s t a n t  C r e d i t  ( D e a l e r )
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Suomif ’ êstituticn' on 
System

VFS

j

Y

verity amount ‘o oe 
collected

Y

Enter amount

Y
1 i
; Acceot cayment ana 1 

"HI nanclmg tee

Y

=etum IHC 'o 
austomer



licEnsinc ____________
■    DIVISION "? fC » • I l ’l ■>« '.'U.VtHf x

POLICY/PROCEDURE VEH.llA

l M s n n  " I  * n * t n n<;to\

Inventory Control ("VFS)
•O «I4 • -

Vehicle Services VEH .3A: Standards o f Operations
Supersedes: 20-01 -4B. VEH. 11

P O LIC Y :

Supplies w ill be issued by die depanment and its agents in an e ffic ient manner. The D O L 
O ffice, agents, and subagents w ill ensure that these supplies are appropriately maintained 
and inventoried.

PROCEDURE:

A. AC C O U N TABLE ITEMS - REORDER LEVEL

Responsibility 

Inventory Control

Agent

Action

M on itor number o f accountabies 
issued and adjusted out o f each 
county’s inventory to establish 90 
day usage.

Adjust reorder levels fo r each 
county using the "Inventory 
Reorder Levels” process so that 
when a county is at o r below a 90 
day supply level at the end o f a 
week, they w ill appear as needing 
inventory on the "County Inventory 
Reorder Report".

M on itor number o f accountaoles 
issued and adjusted out o f each 
subagent's inventory to estaoiisn 90 
day usage.
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Establish reorder levels so diat any 
subagent at or below a 90 day 
supply level is easily identified.

3. ASS IG N M EN T OF AC C O U N TABLE  ITEMS TO AGENTS AN D  DOL OFFICE: 
S H IPM EN T FROM DOL

Inventory Control Use the "Assign Headquarter 
Inventory" process to assign 
accountable items. Forward the 
original document and one copy 
with the accountables to the 
agent;DOL Office. Retain one 
copy until the a ;ent inventory has 
been updated as verified through 
the "Inqu iry" process.

Assign and ship a i estimated 90 
day supply o f accountable items to 
any new agent.

Assign and ship a 90 day supply o f 
accountable items to those agents 
identified as being at or below 
reorder level on the weekly 
"County Inventory Reorder 
Repon".

Assign and ship accountable items 
so that whenever possible, the 
agent receives them 60 days p rio r 
to the first day o f issuance to the 
public.

Retain signed copies o f  shipping 
lists received from agents for 18 
months.

C. A SS IG N M E N T OF AC C O U N TABLE  ITEMS TO AGENTS AND DOL OFFICE: 
S H IPM EN T FROM VENDOR

Inventory Control Identify the accountable items to be 
shipped by the vendor using the 
"Manufacture Request - Non-Plate 
Items" or "Plate Shipment Request 
to County" process. Send original 
document to vendor. Send one 
copy to agent as notification o f 
pending shipment. Retain the third
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copy untii the agent inventory has 
oeen updated as verified through 
tne "Inqu iry " process.

Enter these accountable items into 
the headquarters inventory using 
the 'Inventory Received from 
Vendor" process when order :s sent 
to vendor.

Assign these accountable items to 
the agent using the "Assign 
Headquarters Inventory" process 
before the vendor ships the items to 
the agent.

D. ASSIG N M EN T OF AC C O U N TABLE  ITEMS TO SUBAGENT; S H IPM EN T FROM 
AG ENT

Agent . Assign accountable items using the
'Inventory Assignment Subagent" 
process.

Forward the orig inal document and 
one copy with the accountables to 
the subagent. Retain the copy until 
subagent inventory has been 
upaated as verified through the 
"Inqu iry" process.

Assign and ship an estimated 90 
day supply o f  accountable items to 
any new subagent.

Assign and ship a 90 day supply o f 
accountable items to those 
subagents identified as being at or 
below reorder level.

Assign and ship accountable items 
sc fhat whenever possible the 
subagent receives them 30 days 
pnor the first day of issuance to 
the pub'.c.

Retain signed copies o f  shipping 
iists receive i from subagents for 
three years.
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RECE I P T  O F  A C C O U N T A B L E  ITEMS

Inventory  C ontrol

Agent, D O L Office

Agent

Receive and verify shipment o f 
accountable items. Individual items 
within an unopened box need not 
be verified until the box is opened.

Enter accountable items received at 
headquarters from the vendor 
utiliz ing the "Inventory Received 
From Vendor" process.

Enter accountable items received at 
headquarters rrom agents utiliz ing 
the "Inventory Received From 
County" process.

Delete these items from inventory 
using the "Adjustment" process i f  
items are discovered to be lost, 
stolen, mutilated, missing, or not 
receiver.

Receive and verify shipment o f 
accountable items. Individual items 
within an unopened box need not 
be verified untii the box is opened.

Note any discrepancies on both 
copies o f the shipping list.

Sign, date both copies and return 
the original shipping list to:

Department o f Licensing 
Liaison - Inventory Control 
Box 9037
Olympia, W A 98507-9037

Enter accountable items received 
from DOL or from i  vendor into 
the county unassigned inventory 
using the "Inventory Received from 
Headquarters" process.

Enter accountable .cms received 
from a subagent into the county 
unassigned inventory using the

Page 4 of  19 Pages ( V E H .  1 1 A)



Agent. DOL Office 

Subagent

F. DEASSIG NM ENT OF IN VEN TO R Y 

Subagent

"Inventory Received From 
Subagent" process.

Delete these items from inventory 
using the "Adjustment" process tf 
items are discoverd to be lost, 
stolen, mutiiated, missing or not 
received.

Receive and verify shipment o f 
accountable items. Individual items 
within an unopened box need not 
be verified until the box is opened.

Note any discrepancies on both 
copies o f  the shipping list.

Sign, date both copies and return 
the original snipping list :o the 
agent.

Enter accountable items into the 
unassigned office inventory using 
the "Inventory Received from 
County" process.

Delete these items from inventory 
using the "Adjustment" process i f  
items are discovered to be lost, 
stolen, mutilated, missing, or not 
received.

Remove accountable items from 
workstation or central inventories, 
the office unassigned inventory and 
then to the agent, using the 
"Deassignment" process.

Send two copies o f the o ffice 
inventory deasstgnment listing with 
the deassigned accountables to the 
agent.

Retain the third copy until the agent 
returns a signed copy. Retain the 
signed copy for three years.
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Agent

Agent. DOL Office

Verify deassigned items received 
from subagent. Sign, date and 
return copy o f deassignment listing 
to subagent. Enter these items into 
the county unassigned inventory 
using the "Inventory Received 
From Subagent" process.

Remove the accountable items from 
either workstation or centrai 
inventory to unassigned county 
inventory and then to "Inventory 
Control"using the "Deassignment" 
process.

Send two coDies o f ihe county 
inventory dcussignment listing with 
the deassigned accountabies to:

Depanment o f Licensing 
Liaison - Inventory Controi 
Box 9037
Olympia. W.A 98507-9037

Inven tor/ Control

Retain the third copy until 
Inventory Controi returns a signed 
copy. Retain the signed copy for 
three years.

Verify  deassigned items received. 
Sign, date and return copy o f 
deassignment listing to agent.
Enter these items into the 
headquarters inventory using the 
"Inventory Received From County" 
Drocess.

G. ORDERING NON-ACCOUNTABLES

Remove accountable items from the 
headquarters inventory using the 
"Deassignment" process.

Retain a copy o f the headquarters 
dcassignment listing for three 
years.

Inventory Control M onitor statewide usage o f non- 
accountable items to determine six
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Supply

Subagent, Agent, DOL Office

Subagent

Agent

Agent

month statewide supply and reorder 
levels.

N otify  Suppiy whenever items need 
to be ordered and/or the reorder 
level adjusted.

N otify Inventory Control whenever 
ttcins are at or below the reorder 
level.

Adjust the reorder levels as 
requested oy Inven tor/ Control.

M onitor usage o f non-accountabie 
items to determine 90-day suppiy 
and reorder ievel.

Maintain a v0-day supply o f  all 
non-accouniaole items.

Request non-accountabie items 
from agent whenever items are at 
or below the reorder ievel.

Send non-accountabie items to 
subagent. Maintain log o f  all 
supplies shipped.

Request non-accountabie items 
from Inventory C o n in 1 whenever 
items are at or below the reorder 
level:

1. Complete Forms Requisition 
(TD-aiO-033) in triplicate.

2. Send ongmai and one copy :o:

Depanment o f Licensing 
Liaison - Inventory Control 
Box 9037
Olympia. W A 98507-9037

Retain one copy until order is 
received.

Retain c o d v  o f requisition 
returned oy Inventory Control

I V E H .  1 IA)

3.

a

Page 7 of 19 Pages



Inventory Controi

H. SEC U R ITY OF INVEN TO RY 

Agent, Subagent, DOL Office

I. D A IL Y  IN VEN TO R Y RECORDS 

Agent. Subapent, DOL Office

until back' orders are filled 
and/or discrepancies resolved.

Make a physical review o f  non- 
accountabie items for obsolescence 
at least quarterly and dispose o f any 
that are obsolete.

Mote any change/co rrection/back  

o rder on both cop ies o f  the 

requ isition .

Return onginai Forms Requisition 
document with non-accountabie 
items.

F ill back orders as supplies become 
available. Make notation on copy 
o f onginai requisition. Photocopy 
and send photocopy with back 
order to agent.

Log all items shipped, and retain a 
copy o f each Form Requisition 
received for three years.

-•'©hi

Send a list o f correct non- 
accountable items (with revision 
dates) that shouid be stocked in 
field offices at least semi-annuaily

Ensure that 3ccountables as well as 
non-accountabie items and supplies 
are used only for activities 
authorized by DOL.

Enter beginning and ending 
accountable inventory items as 
requested by the “ Stan o f  Day“ and 
“ End o f Day“ processes.

Maintain hard copy records 
permitting location of, or
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accounting :’rom. any inventory 
item witr.m :cn minutes ot request.

Vehicle Agent Audit Services

A dm inistrator

Agent. Subagent

Use the ’ Adjustment" process to 
remove the item from either (he 
unassigned. workstation or central 
inventor/ whenever an accountaoie 
item is discovered f.o be iost. 
stolen, mediated or missing.

Print the "Inventory Override; 
Adjustment’" Repon. Attach voided 
or mutiiated items to the ongmai 
copy o f tne repon and place :n 
separate envelope marked: 
’Attention: Vehicle Agent Audit 
S ervces’ Send to DOL with daily 
work. Retain a copy o f all 
adjustment repons for three years.

Prepare anc send letter to suDagem 
and/or agent requesting payment 
whenever r .p  permits or dealer 
temporary permits are reported as 
lost, stoien or missing.

N o tify  Fiscal Management.

Draft letter o f sanction for 
administrator when excessive, 
recumng or unexplained losses o f 
other accountable items occurs.

Review and send recommended 
letter o f  sanction to subagent and/or 
agent, whicn may include requiring 
agent/subagent to pay replacement 
costs o f the itcm(s) identified as 
lost, stolen or missing.

Submit payment for .tcins as 
msiructcd by the department.

J. M O N T H L Y  IN V E N T O R Y  R EC O R D S

Agent, Subagent, D O L  Office Request ana prin t unassigned. 
centra: ana workstation inventory 
after close o f business on tne 
fifteenth calendar dav o f eacn
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month using the "Inquiring 
process '. I f  the fifteenth calendar 
dav is not a business day, then 
request and pr.nt the data after the 
close o f business on the last 
business day preceding the fifteenth 
calendar day o f the month.

Conduct physical inventory o f ail 
accountable items after close o f 
business on the fifteenth calendar 
day o f each month and before the 
next succeeding business day. If  
the fifteenth calendar day is not a 
business day, then conduct the 
physical inventory after the close or 
business on the last business day 
preceding the fifteenth calendar day 
o f the month.

Compare computer inquiry reports 
'o physical inventory.

Resolve discrepancies by using the 
unassigned workstation anchor 
central inventory "Adjustment" 
processes not later than the fifteenth 
calendar dav o f the month.

Subagent

Print the office "M onth End 
Inventory Report" die first business 
day fo llow ing ihe fifteenth calendar 
day o f  the month and sign it.

Send two signed copies to the agent 
by the close or the first business 
day fo llow ing the fifteenth calendar 
dav o f ihe momh.

Agenr. DOL Office

Agent

Ensure that aJl required inventory 
information is entered into the VFS 
system in a timely manner.

Check/rcconciIe inventory data 
contained in each subagent report.

Request recount, explanation or 
justification when subagent 
mvcntorv records do not balance.
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Agent. D O L O ffice

("Start o f  M onth" plus 'Received 
for M onth" minus "Issued for the 
Month" minus "No. o f A d j."  
should equal "End o f M onth" 
"Inqu iry  - Subagent" process before 
sum o f business on the I 61I1 day 
should display the same inventory 
items as the subagent's "M onth End 
Inventory Report".)

M onitor inventor/ "Override/ 
Adjustment” reports.

Reconcile, mid for.vard one signed 
copy o f the county's "M onth End 
Inventory Repon" accompanied by 
one signed copy o f each o ffic e ’s 
"M onth End Inventory Repon" by 
the twentieth calendar day o f  each 
month, to:

Depanment o f Licensing 
Liaison - Inventory Control 
3ox 9037
Olympia. WA 98507-9037

Inventory C ontrol Log receipt o f  county inventories.

A gent, Subagent. D O L O ffice

Prepare a repon identifying ail 
counties which have not submitted 
their "M onth End Inventory 
Repon(s)" by the tw enty-fifth  
calendar day o f each month. Send 
to Vehicle Agent Audit Services.

Retain copies o f the "M onth End 
Inventory Rcpons” for three years.

:<. C LO SIN G  IN V E N TO R Y  - SU B A G E N T

Subagent Take physical mventorv wnen 
ceasing to function as a suhagencv

Deassign all workstation and 
central mventorv items.

Request and print the o ffice  
inventory using tne "Inquiry" 
process.
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Agent

Agent. Subagent

CLO SING  IN V EN TO R Y  

Agent. DO L Office

Comoarc physical to computer 
inventory records. Resolve 
discrepancies using the 
"Adjustm ent” process.

Request and print the unassigned 
office inventory using the "Inqu iry" 
process when discrepancies have 
been resolved. Sign this final 
repon. Send two copies to the 
agent.

Send one signed copy o f the 
subagent’ s final repon to Liaison.

Conduct a final physical inventory. 
Use the "Adjustm ent” process i f  
there :s a discrepancy with the final 
repon.

Deassign all inventory from the 
office :o the agent.

AGENT. DOL OFFICE

Take physical inventory when 
ceasing to function as an agent or 
DO L Office.

Dcassign all workstation and 
central inventory items.

Request and print the county 
unassigned inventory, using the 
"Inqu iry ” process.

Compare physical to computer 
inventory records. Resolve 
discrepancies using the 
"Adjustm ent” process.

Request and pnnt the unassigned 
inventory using the "In q u iry ” 
process when discrepancies have 
been resolved. Sign this final 
repon. Send one copy to DOL.
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Vehicie Agent Audit Services Use the 'Adjustm ent'' process t f  
there is a discrepancy with :ne final 
repon.

Deassign all inventory to Inventory 
Controi (Plate Desk).

C o n d u c t  a final physical inventory.

M. DISPOSITION OF EXPIRED A C C O U N TA B LE  ITEMS

Agent. Subagent. DOL Office

Subagents

Agent

A gent. D O L  O ffice

Inventory Control

Vehicle Agent .*• udit Services

Conduct a physical inventor.- o f 
expired vessel decals and vehicle 
tabs w ithin 30 days after they 
expire. Deassign all expired 
accountable items.

Return expired tabs, decals with the 
deassignment listing to agent.

Receive ceassigned subagent 
accountaoies into county unassigned 
inventory.

Deassign aii expired tabs/decals. 
W ith in 60 days after expiration, 
ready for pickup by and/or 
shipment to DOL, as instructed by 
Vehicie Services.

Receive ail expired tabs/decals into 
headquarters inventory.

Deassign all expired tabs/decais and 
notify Vehicle Agent Audit 
Services.

V erify  receipt o f expired items and 
deassignment listings.

Arrange for destruction o f expired 
accountable items.
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I n v e n t o r y  C o n t r o l  ( V F S )
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Inventory Control (VFS)
Assignment ot Accountable Items to Subagent: Shipment from Agent
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I n v e n t o r y  C o n t r o l  ( V F S )

F. Deassignment of Inventory
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I n v e n t o r y  C o n t r o l  ( V F S )
H. Security of Inventory
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I n v e n t o r y  C o n t r o l  (VFS)

•J. Monthly Inventory R ecords
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I n v e n t o r y  C o n t r o l  ( V F S )
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L. Closing Inventory - Agent, DOL Office
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POLICY/PROCEDURE

, MC.CIS-S.H

VEH .12A

Insuffic ient Funds to Process ACH W ithdrawal (VFS)
. tf t0Jf

Vehicle Services ; R C W S 2 .-U .U 0
j A r E  _____

^  r  /
RCW 46.68.030 
RCW 46.68.020
RCW 43.01.050

i
____l j y

waiver or nour ueoosit 
Requirement: Assistant
State Treasurer 

Supersedes VEH . 12

PO LIC Y:

Checks fo r Agent/Subagent DHC debit notices should be made out to the State o f Washington. 
Depanment o f Licensing (DOL). Restitutions must be received within - 8  hours o f notification.

Western Union may be used to telegraph a money order.

The depanment 'w ill take appropnate action, which may include cancellation i f  more than two 
notifications have been received and are due to agent/subagent actions.

PROCEDURE;

NOTE; I f  a withdrawal is not honored by the iocai bank, the State Treasurer w iii notify DOL 
o f  the insuffic ient fund condition.

A . D HC R ESTITU TIO N

Responsibility

Liaison

Action

Contact Licensing Service 
Manager, Liaison.

Take appropnate action to solve the 
problem and notify  Assistant 
Director, Vehicle Servtces i f  the 
problem is due to a failure o f  the 
ACH svstem.

Contact agent in the case o f  a 
subagent dishonored check (D H C ).
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SANCTIONS

Assistant Director. 
Vehicle Services

Director

Contact administrator in the case o f 
a DOL office DHC.

Request that the agent, subagent or 
DOL office send a certified check 
or money order to Revenue 
Accounting in the amount o f  the 
DHC debit notice.

Recommend sanction as 
appropnate. in conjunction .. uh the 
Assistant Director. Adm inistrative 
Services, to the Director.

Issue letter o f sanction to 
agenbsubagent.



I n s u f f ic ie n t  Funds to Process A C H  W ith d r a w a l  (VFS)
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i l c E i i s I n c  division
POLICY/PROCEDURE

»OLICŶ CCLOURE NUMBER

VFH ! R
SUBJECT
S tandard  D e fin it io n s

DIVISION
V p h ir le  S e r"virp<;

HEFEfUNCES
A ll Policy/Procedures fo r Vehicle 
Services Pertaining to T ide  and 
Registration Services

Supersedes VEH. IA  (5-1-91)

CFrECTlVE OATEM/.iu i <-1c i 5

— —
APOflOVAt

P O LIC Y :

* For the purpose o f standardizing Policy/Procedures used by Vehicie Services. T itle  and 
Registration Services and the depanment’ s agents and subagents, the fo llow ing 
definitions ply:

ACH Tape

Automated Clearinghouse Tape. A computer tape that lists the total daily deposits 
made in a local bank by each agent, subagent and DOL office. The tape includes 
bank account names, numbers and other information necessary for the State 
Treasurer’ s Concentration Bank to initiate the withdrawal and depositing o f those 
funds into the Slate Treasurer's account.

Accountable Item Inventory

Accountable items (such as accountable forms, plates, decals, tabs) on hand at an 
individual agency, subagency or DOL office, which are issued by the depanment 
and for which the agent or subagent is accountable. Accountable items are items 
for which a fee is collected.

Adm inistrator

Adm inistrator, T itle  and Registration Services. Depanment o f Licensing.

Agent

County Auditor a t.o ilm r r jr in t, appointed by the director to process vehicle and 
vessel license and title  applications for the Depanment o f  Licensing.



A Bank Account Record

Ail/supporx documentation o f transactions that burr iycwi ■■wp lyrirf* the bank 
account. Examples include: check register, voucher register, deposit slips, 
receipts, etc.

Business Site

The office or premises where an agent or subagent conducts Depanment o f  
Licensing business activities.

Cash Receipt ioun i ' Summary (CRJS)

A repon furnished to the State Treasurer which details the amount o f revenue 
piaced in eacn tuna and source, and which totals the amount o f the deposit.

Check Register

Includes check bool^and voucher registerfer-agents. subagents and the D O L 
office.

Concentration Bank

The major bank that handles transactions for the State Treasurer.

Depanment o f Licensing O ffice

Depanment office, the Vehicle License Counter, which accepts and processes 
vehicle and vessel licenses, registrations, and title applications.

Depanmem or DOL

Depanment o f Licensing

Director

D irector o f the Depanment o f Licensing.

Dishonored check (DHC)

A check drawn by an individual for the purpose o f paying an obligation which is 
refused tor payment by the bank or institution on which drawn.

Page 2 of -i Pages ( V E H .  IB))



Field Services

The unit within T itle  and Registration Services responsible for establishing, 
communicating, training and monitoring performance standards and procedures by 
agents and subagents.

Instant Credit

Credit ailowed to an office for the amount o f a dishonored check.

Internal Operations

A unit within T itle &  Registration Services

Locai Bank . .,
>y tm *

Banfrj u dwirri agent, subagent and DOL. orTic^deposiUf^J vehicle and vessel 
revenue, imu tKS D i T

M onthly Inventory Report

Repon generated by VFS which shows the ending inventory each month for jUt+ A c H  
agent, subagent i f  DOL office.

Negative VFS Collection Day Repon

A paper repon produced by VFS which reflects those agents/subagents that have 
no revenue to remit to DOL because o f taking instant credit for dishonored 
checks. The instant credit has caused the remittance to be negative instead o f 
positive.

Physical Inventory

Actual count o f accountable items on hand and companson with those listed on the 
VFS inventory repon.

Problem Response Center (PRC)

Unit w ith in the Field Services Unit that serves as liaison between the depanment 
and the Service Center. Information Services and the agents and subagents.

Receiving Unit

Unit w ithin the depanment that received processed title applications from agents 
and subagents^ and also handle^ rejecte^ title aoplications.

Z>*>L s & r u e .
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VFS end ot day repon used to identify the type and quantity o f documents 
transmitted to the depanment for each business day by agents, subagents and DOL 
offices.

Subagent

IndividuaJ(s). business, organization, or political entity recommended by an agent
 cri hy ;he director to process vehicle and vessel license and title

applications for the depanment. A secondary vehicle/vessel license office 
operated by a County Auditor (agent) is treated as a subagent.

Suoagent Applicant

Individual(s). business, organization or political entity applying to become a 
subagent.

Technical Services Unit

Unit w ith in  T itle  and Registration Services that handles dishonored checks, 
rejects, federal heavy use tax. etc.

T itle  and Registration Advisory Committee (TRAC)

— ml '•mjir—in rp  id v ’ snr/ • n r r r fL‘wl created by RCW 46.01.320.

T itle  &  Registration Services c  .

A unu w ith in  Vehicle Service$/responsibIc fo r the licensing activities o f 
vehicles/vessels, snowmobiles, campers and travel trailers.

Vehicle Agent Audit Services Unu (V A AS ).

Unit w ith in Vehicle Services Division responsible for determining that state assets 
(cash, negotiables and inventory) are accounted for and safeguarded from loss o f 
all kinds, and for determining the adequacy o f procedures and controls.

Vehicle Field System (VFS)

The program for administration o f the Field Licensing activities. The automated 
computer systems used for these activities.

Vehicle Licensing Unu

Unu w ith in Title and Rcgistrauon Services that handles vehicle and vessel 
applications for title and licensing and for special vehicle license plates.

Shipping D o c u m e n t  List
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IrTif'Tt or wAbHiscros LM6ilicEnsinG
DIVISION

POLICY/PROCEDURE VEH.13B
VFS System Hours A va ilab ility

■»««*« M'S
Vehicle Services

! J*'' Supersedes: VEH . 13A (9-1-91)
i \ d n   !

-PMQVAc

PO L ICY :

In order for licensing agents and subagents to have consistency in the hours o f Vehicle 
F ie ld System (VFS) and support while a llow ing access by the depanment to the system for 
maintenance and upgrades, hours when the system is ava ilab le are set as fo llows:

The VFS is ava ilab le , excepting unforeseen hardware, software, application, or data 
communication fa ilures, for c lien ts’ use beginning 6:45 a.m. until 9:00 p .m .. Monday 
through Saturday. The VFS w ill noi be ava ilab le on Sundays or state ho lidays.

(•*!»
Sign-on procedures may commence at 6:45 a .m ., w ith first transactions transm itted no 
e a r lk r  than 7:00 a.m . Last tiansacaons may start no later than 3:00 p .m ., and sign-off 
must bo completed no later than 9:00 p.m .

This policy is maintained by Vehicle Services as a d iv is ion po licy , and may not be adapted 
or amended wi»hout written approval from the Assistant D irector o f Information Services.
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[ jc E n s in c
DIVISION -s.v»

POLICY/PROCEDURE VEH. M A

Refunds for Aacnts^Subagents. and POL. O ffice (VFS)
. . . .

-Veiitele-Sewee5T-TSU---------------------------------------------------- A D M .33: Refund Processing
RCW u6 .6 8 .010 
RCW 32. -u . 120- /  ' s . I

/  / ’ /?/t ' s y , s .S " 'C —  I Supersedes: VEH . 14
• • a. V... ‘ r /

P O LIC Y :

The Depanment o f  Licensing and its agents and subagents w iii fo llow  standardized procedures 
and guidelines when processing refunds due to agents or subagents.

PROCEDURE:

Responsibility Action

Agents. Subagents 
DOL O ffice - County ^0
(Origination O ffice) . Determine that an overpayment has been

made to DOL Fiscal Management via 
ACH Tape. Confirm  overpayment w ith 
D O L Liaison Unit when a (Vehicle Field 
System) VFS system problem is the 
cause. Examples may include:

1. Item entered tw ice on VFS;

2. Item entered once, but VFS did not
allow a backout:

3. VFS system aborted.

Prepare refund with written explanation 
o f problem and why refund is requested. 
Sign request and forward to Vehicle 
Services. Shortage/Overage U nit. Attach 
all pertinent backup VFS documents:
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Vehicie Services 
Overage/Shortage Unit

Agent, Subagent.
D O L O ffice  -
C ounty  -*0 (O n g tn ao n g  Office)

1. Copy of shipping list or lists 
verify ing that backout was not 
successful;

2. Original document that backout was 
for:

3. Applicable plate, tab o r decal.

Retain copies o f refund request and
documentation.

Review refund request for va lid ity. I f  
refund is not valid, return to originating 
office with reason refund cannot be 
made.

I f  refund is valid, enter refund 
information into the refund system to 
produce warrant. Correct vehicle or 
vessel record in the 1100 Sperry Host 
Data Base.

Deduct agent filing  fees, subagent filing  
fees, any credits such as gross weight 
credit or temporary dealer permit code 
and all use tax when preparing the 
refund.

Submit separate refund request for use 
tax (less $2.00 use tax collection fee) to 
the Depanment o f Revenue. Attention: 
Fiscal Section. AX-02.

NOTE: ! f  the refund is to a subagent,
the subagent w ill have to 
request the filing  fees sent to 
the county auditor from the 
county auditor.

Receive refund warrant through maii. 
Deposit refund.

of a Panes iV E H . M A )



Determine agreement or disagreement i f  
refund was ruled invalid by DO L. 
Prepare letter o f explanation noting arens 
o f disagreement and reasons why 
agent/subagent feels refund is valid i f  
disagreement and submit letter to 
Overage/Shonage L'mt.
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R e f u n d s  f o r  A g e n t s ,  S u b a g e n t s ,  D O L  O f f i c e
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p o u c y /p r o c e d u r e

lOUCV PBOCIOUH6
V E H  L*

subject

R e n o r rm u  R o h h e r v  - B u r o la r v  - E m b e z z le m e n t .
DIVISION
V e h ic le  S e r v ic e s

UfiflCNCES
A D M .  iO A
a d m . u a  
V E H . 11A 
R C W  a6 .O lO .3 K )

-:F*€C7IV€ daXI
J u n e  15/ 1993

| ,ppnov*i ^  y  . ^ N

1 -------------
4PPBOVAI

V- v i  J C T "
' \

PURPOSE:

To establish procedures for the reponing o f Robbery. B urg lar/, or Embezzlement 

D E F IN IT IO N :
•HHfe,

Agent: Individuai(s), business, organization, or political entity appointed by the D irector to process 
vehicle and vessei license and atle applications for the depanment.

Burg lary : The crime o f breaking into and entering a building with intention to steal.

Compliance Aud it: (See Vehicle Agent Audit Services - VAAS)

County dl): Depanment o ffice  established for accepting title  and license applications. It is the 
Vehicie License Counter and is also referred to as "County aO". For purposes o f this procedure, 
it functions as any other agent.

Director. D irector o f  the Depanment o f Licensing.

Embezzlement: To take others propeny (e.g.. money, fixtures, etc.) :br one's own use m violation 
o f  a trust and by fraudulent means.

O ffice o f  System and  Program Review (OSPR): The internal auditing program o f the Department 
o f  Licensing.

Robbery: The taking o f money or propeny from someone through pnvsical force or the threat or 
violence. It may or may not involve weapons.

Subagent: Ind iv idua l^ ), business, organization, or political entity appointed by an agent and
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approved by the D irector to process vehicle and vessel licenses and tide applications tor the 
department. A secondary vehicie license office operated by a County Auditor (agent) is treated as 
a subagent.

Vehicle Agent A ud it Services (VAAS): Previously known as Compliance Audit. VAAS is
responsible for the periodic audit o f all agents and subagents to determine compliance with DOL 
policies and procedures.

PROCEDI 'RE:

Responsibility 

A. ROBBERY

Action

Agents. Subagents Re lem ber S A F E T Y  F IR S T ! 
Listen Be cooperative. Be cairn - 
DO N O T  RESIST.

Observe the robber's appearance and 
any weapon. T ry  co remember facts 
about physical features, height, build 
and any marks or scars, clothing or 
jewelry.

Try to obtain the description and 
license number of the vehicle used 
and the route taken w ithout going 
outside.

Lock the doors immediately after the 
robber haves. DO NO T resume 
licensing business.

Call the police 
which should 
telephone.

emergency number 
be posted by the

Preserve any evidence. Block o ff  
areas that the robber might have 
touched. Carefully protect any notes 
or written matter the robber leaves.

N otify the County Auditor or County 
Licensing Supervisor.
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Determine what was taken: money, 
inventory, or equipment. Do a 
physical inventor/.

NOTE: Resume licensing only arter 
:he County A ud ito r o r County 
Licensing Supervisor is satisfied that 
the extent o f the loss had been 
determined and the investigation is 
complete.

N o tify  L;aisou/PRC at 1-300-336- 
-1681.

N o tify  Insurance Company/Bonding 
company.

Make a copy o f the police report for 
the County A ud ito r and Liaison.

Liaison . N o tify  T itle  and Registration
Adm inistrator's O ffice.

N otify  VAAS  (Vehicle Agent Audit 
Services).

Provide VAAS with copies o f police 
report and physical inventory list.

N o tify  O ffice o f  System and 
Program Review (OSPR).

BURG LAR Y

Agents. Subagents Call the police emergency number
which should be posted by the 
telephone.

Preserve any evidence.

Notify the County Aud ito r o r County 
Licensing Supervisor.

Determine wnat was taken: money, 
inventory items, equipment. Do a 
ohvsical mventorv.
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provide VAAS wtth copies or the 
police repon and physical inventory.

Vehicle Agent Audit Services (VAAS) Contact the or’fice that has suffered
the loss. Determine i f  measures 
taken have been sufficient to reveal 
the extent o f loss.

Determine i f  an audit is necessary to 
determine the extent o f loss and/or 
•he adequacy o f measures taken to 
prevent future losses.
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Dat e  Referred: M a r c h  1, 1995

6 ' / * /D ate o f  C o m m ittee  A ction:

FU R T H E R  R E FE R R A L S:

" ' U S E  C O M M I T T E E  R E P O F

The T R A N S P O R T A T IO N  C om m ittee  considered :

H O U S E  B IL L  N O . 210

State Affairs

HB 210

P R IV A T E  M O T O R  V E H IC L E  L IC E N S IN G /T E S T IN G

"A n A ct re la ting  to  issuan ce  o f  m o to r v eh ic le  reg istra tions and titles, and  to licenses and  p erm its  to  opera te  a 
m o to r veh icle ."

re c o m m e n d s  it b e  re p la c e d  / V  L/R ? /  O (  7/Kz/? ) [ ] th e  sam e title
^  J  [ ] a  new  titlew ith  th e  fo llow in g  c o m m itte e  s u b s t i tu te

[ J add itional referral t o __ _ _ _ _ _ _ _ _ _ _
j | a ttached  am end m en t(s)

A D O P T S :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

C om m ittee

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ L ette r o f  Intent

A T T A C H E S N E W  FIS C A L  N O TE(s): (Dcp0 A P P R O V E S  PR E V IO U S: (Dept/Tile)

[ J fiscal note(s) [ ] fiscal note(s)

( /]  zero  fiscal note(s) I 1 zero Fiscal note(s)

SIGNING WITH RECOMMENDATIONS DP DNP NR AM

A —
►

i)-
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