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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 programis 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 STATEMENT

I-TB-210. "“An Act relating to issuance of 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 of service received from the Division of Motor Vehicles. This bill is complete as is and
you will notice | 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 of this legislation. | feel
die third party agents need to know exactly what is required of them. Tnat is die reason for the
comprehensive language and die prohibition of regulatory audionty. What you see is what you

will get.

We. in the legislature, arc faced widi revenue shortfalls and would have difficulty funding die
additional positions in the Department of Motor Vehicles necessary to elevate die service level to
that demanded by the public. Therefore, another approach ro solving die problem of public
complaints of 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. | inquired how privatizing of these functions, now performed by
DMV, has been accomplished in odier states. Various states have privatized all or portions of the
services found in HB-210. A majority of states use diird parties for testing die driving skills of
operators of commercial vehicles. Nine states use state employees exclusively to process motor
vehicle transactions. Anodier seventeen states use a combination of state employees and private
agents. Twenty -five states delegate much of die motor vehicle function to local government,
usuailv counties, twelve of 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 it’s inception in 1958.

This bill will 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
of die department. Most of die fiincttons now performed by the Department of 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. | urge your support for

dus bill.
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SUB\]ECT Secuonai Summary or'HB 110 (Worn Order No. 9-LS0343/0)

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 of a biil should not be consiaerea an
authoritative interpretation of the biil and the biil itseifis the best statement of its contents.
If you would like an interpretation of the biil as it may apply to a particular set of

circumstances, please aavise

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

Section 2. Exempts a contract under AS 28.12 Irom the provisions of the State Procurement
Code (AS 36.30).
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Section 3. Transition section requiring implementation within six months alter this Act
oecomes law

MFF piikib
95-055 plm
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November 25, 199%

MEMORANDUM

RE Privatizing Motor Vehicle Registration and Drivers' 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 :0 know if such privatization .s

considered successful.

Drivers' Licensing Services

A majority of states use third parties for testing the driving skiils of operators of commercial
vehicles, as authorized under the Commercial Motor Vehicle Safety Act of 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 of Motor
Vehicle Administrators, however, the use of third-party or private agents for the original

The Commercial Motor Vehicle Safety A.c: of 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 ixiiis tests 7mrdperry is defined as "anotner state, an
emoioyer, a private driver training facility or other private institution, or a department, agency or

instrumentality of aiocai government.'
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testing and issuance of noncommercial drivers' licenses has only recently been considered

in some states.

Arizona relies heaviiv or. third parties for commerciai drivers' iics.nse (CDL) 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 of Arizona s Division of Motor 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 of the pertinent statutes are attacned.

Michigan is another state making extensive use of third-party CDL testing. According to Biil
Charron, Michigan Office of Traffic Safety, the state screens applicants and administers the
knowledge tests, but relies on private agents to administer the vehicle inspections and actual
driving tests. Mr 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 for driver testing services. A new contract for third-party agents ;s
currently being developed. Mr. Charron is senaing a drari copy of the contract, and that contract

will be forwarded to your office upon its arrival.

Motor Vehicle Registration

A survey conducted this year by the Office of Legislative Auditor in Minnesota, entitled Motor
Vehicle Deputy Registrars, suggests that although nearly all states use a central office to
regulate motor vehicle registration and title services, many also employ third parties to
perform a variety of services.1 Tne survey contains a usefui synopsis of current state regulation
and potential approaches for streamlining motor vehicle services of all kinds. The survey is
attached along with statutes mom Washington and North Dakota. A copy of the contract used in

North Dakota is also included,

Lhope you find this information useful. Please let us know if we can be of further help.

Attachments

:Qffice of the Legislative Auditor, State of Minnesota. M0tor Vehicle Deputy Registrars,
March 199a, attached.
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.de tuiiiliteiel.tl lunltn wveld. It.* In an
Iit-iift: iiiiiittiet

(hi lid- |uild

(1) I'tiddhlt.i n iiiiiiiint:teial iiitdm ve
lilt 1t: til lvei (iiiiit 2lav 1111, luult: limn
him: tiuiiltiieit;h* Liiitilm vehli It. ditvit
llene.e;

t2) Hi:tjtilli:o n tlilvit In iml 1y thi
dilveicut tcut employei and lIn: dtlv
it * -i|n 12 ul ilmnltdh; nl ttrt lalti tnhvli
Httti:.,

1.D Nt«|ttlt »*. 111tt1 a ditvti |«tt»vlih
In i vinil;, o 1M11«110y1111-111 Inltn uial btu
win.it ti|>|tlyllti; Im (;iiildnymeid ,r, .hi

iiltii nla i.t)yinim:ii:l.i] nmIm vild
ill

PHE i it il riijiluyii i it
HiwlliK 11 HCIUKIE will. 1 oii.,[iiziulizil 1
«idiiii  In oliizi 1 u ditliiniiti* i Ini iiinlm
vitlilt|i,

(6) I'.jliititl.riiz, |.tzili>il:; n( ilhijiiulul
i Liii mill lei. Im 1,0 |, | 1
ceillvii 111 nl it.l.. iih.iliii,| mi,|
nilni iiNiui*c— mu) uiiil.iiiu 121iillit ii,,
LT~ H it et tie Uliy il T,in 1, In]l;,
iiveii i lIm ri. dii iidiln:t: Hu (Imi-, i,] 11iini,,
in lvimm |iivil ,

nil C.lulilli.lii i liMli,,, ,,,,|] n,.,, .11
1l.ie. Beiin nl.i Im i.miiiiii i,i,i mi.|.ii
Vit iz iiju idiliiii,

Cl)y I(i:,|111wj. .Muir, 1, v, i..,, vl
iilic: mill .Mil. 11:0 . In ui) i|.i,iiii, ||
FIEmil  Imodi i || Jilwi



fuj j

tin.i j wlui li is>t Iln:
ai il

IUi dicla liiilli 10111111%:12:0iil 111111111 vi:
Imllc uumpa mill cmliiiacnicnla,

till licla lin 111 IIn: huuwleilue «ml
aKiil. leal 1cipiltcmeilla toi IIn: Innlni
VI 111L1E |;iniipa il emloiacmen:.,

11U) iiela [liiilli IIm 1V Imal alainl
eml. Im piijixiliii ea, lucthiel:., mill

l'uilizial alaiul

nl 11t1a In iiae [lit li:allii]i <lit* lit clialuii
util 111111:11:1.11 imil M vehicle npeiahtla;
itl.n

II1i laaltilillahea
Iln: ill.111 laam it
tint iii>n:iiliillnn

11:1111111:1111111 a2 Im
UilllHTiult:Titl  tli:t: lau

lav 11t (OMI'l. June 1.
il 11 V/nlll Inly VI
(el 1 itnril

PJIW ,u amen lol lit
{10 T I 1 e o i B A

a.inl11l Alililit»Ininr

I'liu Inli.a In Ilila Jiallapply (o uvtily
pctaun w111l opeialea u cmiuneic.tal
linilui vehicle NI 1l(ulalale. fuiclipi nl
hlHa.1t.1lc tnmmcicc. iilnl In nil nt.
plnyi.iaiil ain.li pctaulia

ti.lma

A naiiil 1l 1lila pm |

ililiiifiiii(|ij/ii/ lueana 11u I*™ulll:11*
Ililiw.iy Ailmlinlaliiiltn, 1liu chief ta
t:t.112vu nl  lin:  Mullll*l 1Mullw#y Ail
mini .11.illnn. 111 11%i’lity wllliln IIn: t)u
linuin nl nl ‘I laic.pm Ilit11ll1

,Vio/mjl tn ii/rn/in|n On'fiui/f nn.ma
(nl it aa ilillin il In VI Diil’
M)tidal. nl 1itu Inl 1:111.1Kuvuiiiic Cmlc
nt Illi). (Ul wine nl Iml tuaa 11inil tllic
1111 ul line pin luniinn nl idilmiliiil I»y
volume 11 (1.) ill. I, 1 aplilla a™ 11t
11it-+1 In an.linn Mil) (11Kill, ill am i
I'illla

/Mro/iul Linieiiiliutliui
IIn. wuiiiituiilialiim ul alcohol Il 1 pi:(
auu . Isnn | 1M liiinlli Wliuli i:>]ii caaetl
da .1 pi.lut.nl12;t. 11 1M alia uiitliia ul al

(At."l lueana

ruin.l pci HI)inllitHria nl liluuil in
lit.1111a ul  *ili iiluil pel (1 111la u|
Im .1

li. .iiiiii 1. i Hii.ill'a I>1any li.nl. Imi
lu « 1lampin 1.11inn wllliln IIn: pul.
till Inni ul IIn. Unite,) iillllca litltvrin a

Pi.... lu a (ilat. am! a plat.e uulalili: ul
am ImMali: Im Imlini; 1 place wuulalili:
ul iiu  tintli il Jilale. ami 111! It.nli:

Iall.. all.l  1lan.null tal lull 111 the
limit il ail >11.. tv1li li «illet 1 lany Hath:
1t..11.. anil taaiiapul(.tllun tit:ailln il
In 1 «Lte *ipll [-Itul 111 tit Ilull Inn

VUK di Il (I 1-Va tililiuii)

(‘'mununmt itauicii fFInf 11x12/0
lucitn.i a lieellal: laaiieil tiy a iilale 1M1
nl 1L« [ni lailli.'ltnii. In aer.mil.uiie widi
tin: almulaiila eonlliineit 11 4 (.'I'll
p.ul illlil. Tu mi Imllvliltntl which an
timilccti Iln: liulivliliiul In npelale a

claaa nl a laiiiiinvir.lal linilui velin 1

FunilitCIfLHl itillifi1 1fine in11IN11

ealalillalieti tiy I'lIWA pmatianl lu ace

1 12007 nl tiie tomniiicit;inl MitIui
VeIiIg_Ie_iir]Icty Ai | ul Ui
l'uiillilfiflut iiiotni  1u/aL1e U VI

lueana a iiinlm velilele 01 eumliluallmi
ul iiiotni vehicle* uadi In commoiee lu
liunapuil paaaeliui‘ia Ml piupeily 11 Ili:
limtur vehicle

la) llua a einaa ennililuatlun tvcluhl
lallnu ul 26,001 11 mole piuuula llieln
alve ol a lowcil unit wllh a utoaa velil
ele weluhl eullnc of mimic Ilian 10.11UIl
pomula; ui

(ID llua a Kioaa vehicle weluhl lallm:

(c> la ilealuneil lu
mine paaaenueia,
tn

lianapuit lu 01
Inehiillnu the ililvci.

(ill la ul any alvc mul la natil In lIn:
llme.pmlallun ul maleilala luuml lu
he hu/iinlinia lui the puipuaea ul the
Ila/aitluiia Maleilala ‘riunapnilalh.n
Ael mul wlileh icipihu Ihi: moior velil
tn: In he plaeauleil uiulei Ilie lhuuiil
in.a Maleilala I(euiilallnna [Ilil (Mil
pa. | 1'I(. auhpail I'l

¢ nitmllcil tiiOttuncc hua the mean
Ini; aiich leim hua mulct acdlun
1G2UU. wul the (’unliullcil Slihatuileea

Atl C.'lI 11.SC 1102(G)) ami lliclmlea all
aiihal.mi.i a Ilale.l on at hclulea |
lhiuilth VvV ul (I 1.0 pall Il tia

they 11-ty lie icvlaeil limn lime lu lime
iichcihiiC | ailhalulicea aie lilenlilli.il lu
appcmlla 1) ul nila auhchuplci anil
ai‘hctlulc.. 1l Illimiuh V me lueulllnil
lu appeuii a liul Ilila anlu haplei
Culli'utim inc.in» an iiuv.ie.tutl ail
imlli.ulluu ul unlit, in 1 ill leilulnallnn
lhal a peia Ul hua vhil.tlcil in lutlcil lu
cumply wil I Ilu: law in a mini <>
mlehi.tl |[ml .Ililn.n m hy an aulluu
l.e.l inIlmlInl-11al1t,. lilliun.il an ttnvn
cali.il hull Unit wul liall 1M tull.ilelal
elepualli.il lu i. me [llu: pciuun'. ap

pi,name lu ii.ml a pica ul i.iillly m
linlu tmill mIt1 iti.t«llt:il hy Ilu 1tun |
llu; paynicut ul a lute m luml t...1 m
Vitdallun ul a titlulllltui til tt.lea.M.

Will. [l hall 11 Lmill a. Il WhITTICIL 11

fill

feilmul 1L§liv sty Athi.iuith uliun, |H)

mil llu: penally 1.
in pIiiha_I_ctI .
OIKJLiil/InHLui mecaliii clihel.

(al Villi auap. le.lun, It.vntalluh C.li

lehaliil. aie.pemlial

tcllallitM, ui any ulhei wllluhuwul hy a
iitate Ul a pci ann a pilvileuea In ihlve a

i.iinmifltlal umlui vehii le. m
Mil A ileleimilialluu hy the
Minit; 1 (lie lulca ul piaelice
cmilti aalely cunlalueil hi pm I Slli u
Ilila Illle, Thal a peiann la imi lun|;ei

"W A

Im miiUii

<1111mlet! lu  upeitily a i.uinuuiil.tl
muli«» vehicle umlei pall Illi. m
le) 1he luaa nl ilii.ill(]i ulluli wlili h

auliiin.illi ally lulhnva conviction n( al
Mllcnac Haled in ( IIlI) M

thlitci ii/iji me.iii'i an liullvlil
mil who iippld a lu a iilale In iihlain
lime.lei. upuiuili m lcuew a I.'])].

IGII'CI 1 Il fine uui.tna 1 Hienai
laalnal hy a iilale m wulliei [uila.llellun.
lu an Imllvlilual which .mlImi he:, llu:
hlillvlilu.il In update a ninli.i vehicle
up lhe hluhwaya

t/iwuuj 2 1inn Mellnii Imdui uiliiilc

litrtife wiutei llie iiisniaiuv e 1w iili utiu
mcana cmumltlliu: any um; ui iniiii: ul
llu: lullnwho; a*le1In a | .1V
(iMV while Ilie |uj;iaiiu'a all liluil lull
ccnilallun la Dill piltinl ui mine,
ililvini; uviulei Ilu hilhu.uee ul alenhul.
aa pn :alllieil hy iilale law. 1M li;|n.,il
In miileiun am h 1i .1N111; a. |[I. iii|iilnil
hy any iilale m _pul alii llun In llu; tit
hueemint ul )Ml Tiienn2incA) in
1), m 13U2Silunl>

Lniiiluucc tueana any ntieialui ul a
ttiuimeiclal iiuilui vchlile, Im.hullni:
lull lime. ii|;ulally eniplnytil ililveia.

ililvini: a

1.1 ail.11 lull Imil li ul ui tii La dnu.il tlilv

eu. leaacil illlveia ami
uwuci tipei.iliu cunliatlina Iwhllc In
Ilie tuiilau ul tipi'i.illuu a tiiluuu lelal
liuilm vehicle) wim an: illlu 1illmlly
ciupliiyial hy ui umlei liaai. In an tin
pluyei

(.inp/nyei_mcana any pciamt Iliu Iml
iz 1lu 111-]]1.11i||,i|| .oaiilale 1U . lilil
nl 1tulumliln 111 a pulllli al aulnllivi.lull
ul a iilalel whu nwn. m litea la 1mu
menial umlinl vhlile in a..liju. cm
Iliny el . Il ujii 1ad "1l h a v. Il hr

/ mini W'nu'ul nu ana an wuulht.il'.a
Htl) Itn all Hinllv LIn.22. 1 |1]. 11i{nll 1.1 In
[nimlIl Ilu Imllvlilual In iiju lall 1 1
lain lil'ii nl 1miiuiiii 1. Lil Im.Im ti nl
lita

fYjniiy mean «all itllin.i
in 14itiial law lhal 1.

mul. 151, Im
puni .lialil, >i

Imlepemltlil,

'l

L mi
eleal It in linpilaumin.nl Im a I, Im =m
ti;L1Nml | yeai

hufit/n  me.itia uutatiti:  1u; 11
Ilinlctl lit.211:. 11110 [lu: 000 JLilio 1 1.2 1.
1t 11111i1 =

timn amnliiniil luii  uuiuhl  m/a1.
KiCll'/d lueana lhe value apctiln.l I

Ilu: mauul.icHil 1 aa lhc lu.ule.l tvi «;(
ul a cumhlinnllun (ill Ii.tilitlciH vi Im |
lu the aleu;lu.e ul a value aprtill. .11,
Iu: mnillilaelulel. Til."'W Il will he -]
leimhieit hy inhlliii: Thec 1iVvWII u| 11
puwel null illul IIn: IHlitl welt; hi nl Ih
luweil mill ami any In.nl lhciiun

ciiiitt Vi hit If waiysil 110/imy wirny,
lue.tie. Iln: value :.|u mlIn il liy Ilu man
11,4 tiiii i .ia the 11L1UL1§l tvi lelil ul
alUiile vi hli le

frueitiitimt HUHFHITt naa 1110 imi an
Ini; am h leiin haa illulei at1Imu [l | e
Ilu: Ilavaliluna ftlaleilala [I'l.iu,.)im la

Ilun ALl

niuh,l I'fliulc me.in;, a vitill h ilia
llilne. H.u.liii, liaili i. ui aemlUaili ¢
pmpi lleil m iliawn hy 1lleliann .1*
puwi.i u,1.1l mi hluhw.iy. Z1ailul ihii
aiii.h Him ilui . mil Im liuli- 1 v. Im |[.
lien him:. liu. l.n 11.11111 d1.111..111 1
iijniali il 1ailualvely mi a i,nl

Nundititll MU ¢tis. witvizae a 11

laain.Il hy a iilale lu an Tluillvliln.il ilum
li lleil Tu a Ihillun 11mill 1y

I jin:ti 1201301 wihli I iu. an.
ml,Im VI hli le WIili Il 11 Hftt 2ul . 1L
lypi ul illlilill vehicle Ihal a ililv.l ap
plli.ml upelali a 111 i.Api.i la In npi lali

Allm m |in/|f 1in ¥111imi Imran e Imi
Vi0illuil  MiIn 10 [||1, Lal IHli; ,, winili,. 11m]l
Imilin vi hli le nl

lal 1.allaalwe apci 11111, Ilitulvinc an)

ainuli  nlleuae tin any api il s |*i
uillca pet luiui m mini ahim in.
pii .li il ap. e.l 1Imll.

ihi Illcikhaa thiviuu di tunii 1)
iilale .11 Intal law m 1.[;ul.i(ii,u. In

lhulhiu lull Mill thalliul Tu 1
ehlvllii: a inuinu itl.il umlui vihi-1, m
welllttil ui w.mliiii ill ,111*1111 |m  ip*
all Iy ut pi 1am . m piup. ||p

Hi linpmpii m 1in,11, Halil, lam

« «,
emli |, I|,vine IIn
1lu 1ly. m

li I A tliilalli.il atl.mil; In 1nun, 111,11
will, a lalalin, 11, nl | ",1.], o0 e ol

ti in, 1, .1, . 11..

l.ov eslallm; lu Minim ti hi, I, 1lailll
mnllHILL InlEEEE 00ui o, p ml.nn; I,
It.nl  li.tipui. In. BRITAN
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il A ilnilt tt1111 Hli: d1l.1ii lo 11z
iiiih; i lii 11ii i In; ill ivei 111111111 ,i 111
muly liaa .1 (‘I wild 11t tin: idililill
!'mlleeme liaa Illicit :>11:.)et;md111:11, ii:
til. in t.mcdcil. in It IIn: ii|ijilii .i111
liven ill .iliizili(imi 11mu upelallnu a
iiluil=lii| iimlin vi:1111.11:, ami
1 A eliei.ll  Willl Iln; Niilliin.il
vei Keeciei (IH)I(i wlieli 11 1, ili:
ditieil (ii lie ii|)izi iillilli.il liy lln: ffa
il Hliiliwuy ‘liiiiiii: Milely Ailmlu
.mlm, in i|i;iciMilne wliclliei 1lIn:
ia LI(I|[|| Hill Inia.
1) liven iliaipiallllcil 11 (Mil upeialliiu
aim vdiiclt: (diina Hi.ni a cammer
iiinlm velilelul,
1) 1l.ul a Ileenae (nlliei [Ill.in CUI.I
iiiiulial. iiivtilnai. ni eam.eleil Im
it 1 Hn: 1 yian [n:liml CHilillU dll
1%:111: 1 dpplieittHIill, m
m 11rii eanviclcil nf any allenaea
l.illua] in yalliili 20btu)(J) itl IIn:
lillial 111 1vina 111%lalke Ail nf [Itill2
i ii HIL ilntei, ami
ol I(1111111 1 Ilie ill vl 2flj«lllil111. If
alie liua nuivnl fi mu uiidllici Stale.
<niilanlia lil./lua Illivei a lleenae
m | tiy .niiillii.i State
ml | niLiiii linin/t-i) 1‘Im In laaillnu
I>I. (n n peiamt vvim liiiii a 0 )1
in .imillii-t Male. a iiluli: all.ill
It 1(ii11111e Hn: ilnvia ali]ifli:.idl In
In Hu: iinlilii.illnna iniil.iliii.il In
" 1u.ii,
-1 (Mmpletl .1 Lid 11t dl iz il vl
oIl IMli a IHITil.1 jia Lddt. e id
i liuynas
1 1. [ifi<l dQiinl in i.In: d|nl.ilea itl
esidial Imi alna ilnal In anli|..nl | 111
mjiat I.
It 1l am 1lamilleaill WI..111:. In iml,iln
li.i.".nilon< iiinlicilala emlImaeinent
imc Hi.it IIn: ililvci lua. wllliln (In:
aai- Idiemlim: Ilu: iiiin<lia. ellliei.
I Ia.<:!lln: lial Im aid It cliilliuc
m .[naliml In 4JUJ 121. m
ill lima ia'.litlly 11.i1111le ti.al a lia/.altl
ctniileillil< 1t 1 til li.ildldu Iliul la
an My a 11111t Jiaily illlil 11lal la
imill liy Iln: iilale In ..nkdanl lully
i. i ln: a.din: linnvvli ilia ItiUi; aa [li.il
min. .1in 4 in.i | | . anil
w1 iliin Hn: (111, Ivan it liy lIn: ali
e nil"a [n eviniia Mlale nl ilmnli lie
St latiteh o, iEtikili 4inioIn in.w
Gy (CHEEL aitl il oaliall
I litiftiltt (In 111Iwit applli anl In
J-> Iln 11 11illi al Inn . ililil.ildi il 11
I dial

IV O b (Vi Lthutilf

(21 Cianpleli: n ilieelt dI [IIn; ill
m111111miilil’a  11.i.niil aa emilalnial In
43111 /ICili.l),

NI) Keipicat mul leeelve iiliilaliza nl
Infoiinnllun apeeilleil in anlinml J nl
Ilila |ia«1: illlil

(rr 1 am lioil1a1ana1l1 wlalu a In lelnlli
a linenlinn:, maleilala ciiilmaeniedl,
1lajUlei: (In; ililvi;i In pan/ Ilie teal Im
aneli emImaemenl apcelfluil In
l1JuJl 121

(it 7 Tee'l'lnjitduilei 1'llm 1d laaillnu
an dpi;iidle nl a (.'1)l., u Mate aliall.

(1) f(ulld c aneli ililvei iilijilieaul In
innvlile eei lllliaitluda ami iiiiaa leata aa
ileaei llieal In J JUJ "I Kill, iildl

(21 (.'miilile(e‘ a elieck dl [Ilie iliivei
ii[>[tHiiii111'd leemil aa ileaei Ililil In
4303 7J(u)(J).

(e) Nuniciiileiil cp/. A iilale may
lauiie a limnealilenl (’l)L. In a pelami
iliimleili.il In a Imeli;it emutliy il (lie
Atinilill>iaim liaa ileleinilnial l1iml
(lie eniniiiinii.il imilm velilele leallnu
ami llienalnu alamlaula In Illn; Imeluu
Inilailli.tlmi nl iliiinlellu ilit mil meet
Ilie alamlaula eonlalneil In llila pail
iilale pineeiliuea Idi Ilie laaiianei: nl a
miniealilenl ('DI,. Im any mnilifli.it
(Inna llieield, anil Im millllealldiia In
IlIn: CDI.lii aliall al a minimum In:
lel wlll.il in Ilmai; peilnlulnu In any
niliei O il willl (lie Inllnwlinu em.ep
Iillla

(1 1 (lie applli.iilil la leipieallni: a
tiaiialei nl lila/liei Nmtiealilenl C'DI.
(lie iilale aliall iililaln Ilie limn ealilenl
0 )Ll.i.illienlly lielil liy ln: npplli anl
alitl laaueil 1y anntliei Slate,

121 Tin: iilale aliall mill (In; wiml
"limnealilenl™ In Iln: lace nl Ilie (."ill..
In iieeniilanee witli 4JU3 Ib.'Klil. anil

il “I'In. iilale aliall liavu calaltllalieil.

Id Im In laaillnu any Nmn ealilenl (.'IlI.
till: pi.nlli.il e.ipalilllly ill illaiiiiallly
InU Ilie [lidlilei dlI any limn ealilenl
COl. liy wlilnliawlnu. adapemImu.
e.imcliuu. ami levnltliiu lila/liei linn
li.l.lini Oil. aa Il Ilie Hum ealilenl
Oil. wen: a Oil. laaueil In a iealiti.nl
*il I'ln: lilale*

(li I'n elite ittdddi e M l1i (In: iilale
liaa t.umpleti.l lln: pidecildie” tie
aiittn il tn 1 nit Ul la), il 1P L 1ill in
(i, I may laaui; a CHI. In IIn: ililv.i
applli alii  Ilie itlali: .10t inilliy |Ju:
dpiiatm nl Die Oil lii nl am Ii 1, .il
ami: li.nialei. iidew.il. m upuiaili;

Mili

I il it Mi | j Inctiy Ailiu

wllliln Iu: Iliilay pel Imi In:nilittllic dll
(In: ilali: nl llt.en.a: laanalli.e

st /teildllio /in /iitji: Iti/nt tfiilflim 1
li iilale ileleiidlnea, In Ila iliei.lt nl an
iipplleant'a Ilieilae alalua alnl lecmil
pilei In laaillnu a ("DI.. in al any Him:
allei (In; Clili la laaueil 1Imi Ilieiippll
iiml  1Lim [liilallli.il tiithiniallmi mil
Lidlu.ii iu wiilip.n 1 2 nl Ilila pail m any
dl (lie iellfltultima leipilli.'tl In
4JUJ'/1(a), Ilie iilale all.ill ill a mini
mum ailapeml. eaneel, m levnlin; lIn;
peiami'a f.Iftl. m lila/liei piinilts; up
pllealldli. m iliaipiiillly [lu: [n:iami
liiiii) npeiallnii a enmiiieieliil itmIm
velilele Im a peilml nl ill IcaaL Itl) run
aeenllve il.iyu

(11 Keitiidditily Aiilale aliall allnw
liny pelami wim liaa a v.illil 0)1, with. li
@ mil anapemleil. leviihol, m eaueeleil.
alnl wlui la NOt illailiinlllleil limn opei
allnu n emiuiienlal nidlm wvelilr.ll. In
npelale a emimieti lal nmIm velilele In
Iin: itliilc

ai mi Imilline rdiniif it A titin:
may Impleiueii wulliamilive pun etlniea
lu (lie eeilllleallun ii.ipiliemenla nl
Jsusittita)y (1). ID. ami Nil. pinvlileil
Itmau pidieilidi.a i.'daidt: 11m1 In:
ililvel nleela tin: leipllleinenla nl IImae
piiiaui aplia
IU i 2ititu. July vl rdiill av 1% 1ili. .2 .0
M LI HUNU (H1E 1 1§iudl

iner Wi jinav ktiitig

o Until ity hill A iitate may
anllimi/e a peiann (liillihliiiu nimlliei
iilale, an empldyei. a pilvali iliivei
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It Ittvliti‘a Noli'; Hill, 10 ouimi 1t UL, | 41 wsliltlt wvele Mlihtnil
it In llie W Miitidliiii, Hun mi Hun mu Ihj;i (liti  |«diixniddii (it Miillf.nl/ n) (11 140102

ft 28-127. record tipdiitc

A. When u putturn ufler applying fur or receiving u ditvur'a license or u iiuiiulternliiig
lili.iillliciilliiii licun.su moves fumt llie uddiess named in the application or in (ho license issued
In him oi when (lie twine nf a licensee, us sluled on IIm iliivei's licensu or mmupuitiling
identification license, is changed hy imniiugc or otherwise, Ilie person shall within (en duyr
lhuiunfiur notify the Joli.u Intent of his new uddrusu, complelu nuiitu, dale of hitlit mid iho
tiinnlier of eucit licensu liuld hy hint or u slslement llwt each license is suspended, revolted or
cancelled A pursuit may notify (he department of un nddieau change liy (eleplione, in willing
oi in petson A person may notify the depurliuunl nf n iiiiiiii

Il.  Tim ilupuilmuiit may update (lie u.hticus In u driver's license record If a truffle citation
lucuived hy the depurtmunl oi tecurdu of unntliur consenting governmunl agency imltculu an
addruss change uftcr Ilie dale llie uddiess was atuled ill (lie departnient iccoids
AihClakil hy l.sws V3ti'J. Cli 220, i 30, ell Jan. I, 1000, l.swu 1002, Cli 31, t 3, laws 1003. Nil 110.
1 1c ell Ajoll 20. 1003

Iliuloiltat and tilulutuiy Moles

l.sws 1003, I.'li lib. ft 33 piuviilca;
"JUijnluiiicnla fur fiisclincul
Ilu tetlkiu o 1xo t UL (4ittnliliilli.it of

AiUttna. Iltbt id U tffc livu witly mt Ilu: tallii inmllw*
Vole uf al lewd Iwu Iliiulu uf the incmImia ul each
liuiias uf the Icgialaluri! ami la effective liiilliedialu
* uslghaluiB of Ilm guveiliur lad si'gne'd 'Iiy
(lie guvemur on April 20, 100J] ur, if ihe governor
vetuea llila acl, un Ihe oiiliac,|iiLiil s/fIfillative vute
ul al leaat llirvu fuuitl.a uf the nienihc'is uf earli
hunse Ul Ilie legislature®

Amendment of Ilil* section liy I.sws 10bd, ¢ Ino,
t 2 tuce & 2 Ml in tlie main volume) «u tc
thdialy thwn it cli U). 1 47, nuitke A
clfttlivu JttitiiMiy 1, 13.nl

I aw* 1000, Nli 220, | 01 piuvklia.
i 1
1

i | la cflcci®e Mulli ami alter Iihci
M Iill‘\ﬁJaC a cricc e ulli ami alter cvcllinci

Nh'220
uflhia

"11.o 1000 aniciiiliiiciil uf Ilila seclliiii hy
capileilly «iuii.lc.I Die 10b7 amendment
acclivn hy Nh lib

("'mss llcfcicnccs

Midi,i vclilile legCilfallun Ui litlo. nulleu uf
change nl aildicai, scu i 2d 3.10

ffullee uf levucalluii, BUa|H.iialuii, ur CSliecllalluli
uf liecuau, aeu | 20 210

ft 28 128
A. The dcpai tiueiil shall hie overy application fur u licensu

inainlaili siiilaiilu indexes cnnlaimng, in ulpliahulicnl oulef.

u hole uf Ilie teusoiia fm the denial

Kccuida lo lie hcpl lay lu: dcpiiilnicnl

lucelveil hy it and aliall

1 All aliplicalluns deniedund on each uppllcallun

2 All applications giallied

3 Thu name uf every
dcpailmtnl and ufte'i each

1. Notwithstanding subsection A, paiagiaph 3 uf this acctluu, (he dlieclnr shall eapunge
from the puhlic records uiuinluiiied hy the ilepailinenl Ihe fact uf uny suspension or
levoculiou made puisuanl lu secliou 28 001 If, alter (lie period of suspension or luvocallun
lias leiliiiualeil, lhu licensee utihmlla u cellifted Copy uf (liu com 1 iccoid imlicaliug llie
ilihiulhs.il ui hinting of mil guilty of lhu violation on which Ihu suspension or levocallmi la
liuhcd The tllieclm ahull mil expunge the leeiinl oi shall rescind lhu expungement uf the
lecoiil in Hiusu liialunces in which the licensee liica hucii convicted of or found lespunnihle fm
uny viiilaliuii ul chapter h nf thin Idle | which occiuled ilming (lie pcihid uf Ihe siispensluii in
1UVotulllll

(!.. The ihpni lincnl ahull uluu file all uhaliad.i of tom I ictuiils nf cniivilctiuna received liy

licensee
liuiiiu a

whose license lias huen suspended
nule uf Ilie icuauns fm llu: action

Il n™1lii Hu* law., nf this stale unit In cuiiilcilinn iheiewilh liiuiiilaili iiiiivi‘iilclil lcmidi in

in ml.ilde itiilnlluiiix lit indi i lhal an Indlvlihi.il leiinil nf each Ilieimoi: ulmwli u

cu. ailel nf lhe licensee mul lhe liaflie nciidelila lu whlih lie haa liecn involved Is y
8li

nr revoked hyllie

THANSIDUTATION A K1 70 1)/\ $om

lhe cmeddelallmi ul Hu: ili.piillmi.nl iipm. an appllintluii lui

uullnhle limea

anteitidiuihlu mul uvmluhlc Im
luliuwiil ill ii licunau mul at nlliei

< The department shall maintain all such records for u period of live yuma allci the

application, suspension, invocation or uhsliucl uf u court recoil!
iuuctivu.

Amended hy l.sws 1100, Nh 376, ft 4, ell Jmm 2b, Itail*
1So llun 12)1 el scil

1lni i ittil mill hlullilmy Nolen

The IWt) miieialniciit Inscileil auhsec. 1), anil

leileslgnxlcil funner unhsces 11 mul M sit iiahaecs aee lhalmuat slid Stwlinti.iy Nules MLning
3 mul 1) t 4 241
ft 28-121). ITiyaicinii or psychologist; icpoils lo depiirlioeiil; illiliniliily limn

puiaonnl liuliilily; defiiiilloua

A. A phyaiciun, psychologist or cerllfled auhslancu sluisu Counselor wim. Il good L.illh,
piovideu ul the wulien leipieal of u diivei'u license uppllrmd nr llccimue Infiniii.ilnui lo lIn
ilituclor cmicernlng u polliuii'u medical ur psychological coiidilimi with lespeit In opri.ilnni ul
u umbo vehicle la limililliu fcmn peiamwl Ilihlllly with leaped lo (liu IHifuilii.illull pliividtd

1. Nolwllhslamliiig the phybiclun patient confldunll.illly lelulinushlp, a physician oi pay
clmloginl may volmituilly iepol'l u pidlent lo lhe dcpullincnt who, iu Ihe uplniim ol IIm
phytdeiun or psychologist, has a im dlc.il in puychiiloglcid condllliili which cniild aiguille,mil)
impuU The peiuoli'u uhlltly In uafely upelale u iiintoi vil.lil,: Il a ii'pinl I, iii.nl,, lIn
phyaiciun or paychologtal aliall muku (lie lepm| iu wilting and include the mime, millions and
dutc of birth of Ihc putient. On receiving (he lepm| the dcpaitiucut may leipiiiu the aon
reported lu he exumiiied iu Ihu muiuiur provided fm m ft 28 -117. No action may In: Inmight
against u physician nr psychologist fm nut making a icpml piilaiiunl to this uecllon The
phyaiciun nr psychologist auhmitling the ie[>0i( lu goud faith is immune fimo civil ot ciiuiniid
liability Iliul olherwlsu may icsult hy lebauu uf the physician's ui psychologist's aclluiis
pmaiiaul lo this section. Thu physician's in’ psychologist's icpmt Is subject to biihpiicn.i m
Older In piuducu ill any aclhm except un ucliun against llie physician buhuillling the icpuil

(3. In llila aeeliun.

1 "Neilifled aii'isliiiicu iiluisu ciuumelul” means a pelsoli tcitifleil hy Illu Aiumia liuanl ul
hehuvimul heullll In thin dulu in cel tilled In u contiguous slate in Is i loplnyed hy IIm h d>ml
government ulul wim piactlces in this slate

2 "Medical oi psychological condition” means a condition which imild ailed n prison >
(iinclluii.il uhlllly to safely opeiulu u motor vehicle

3 "I'hynician" means a medical doctor, uploiuutiist, cliliupiadui, iiiitiuop.ilh, doilm of
usteupalhy or doctor of Immeuputhy licensed to [nadieu in (llls bl.de ui a stale coiitlguuus to
(his stutu ur employed hy lhu fcdciul goveinment and practicing in (Ins slate ui lhell ageiil;.

this blule inaslab
und wim pliullic.in

4. "I'nychuhiglsl” meuna u peiaau who is licensed lo piudicc m
ciUillgninis lo Ihia nintu in wim Is employed hy lhu feduiul government
Ibis stale
Amtiiiled hy l.sws 1SBJ, Nh 2lil. I 3, l.sws 1V/2, Nil

110, t 2, | <e< I'W2, I'll 3.10, (12

111dlin It ul alnl Sluliilmy Notes
Tliu amciiilmuil uf llils acillmi hy l.sws I'a22,

NI. 110. ft 2 wsa it pialnl I.) | aws ftwJ. NI. 330.
3%, aulcec A
ft 28-130. Lniployct ceilllliiilioii
A. ‘lhe ilip.nlincnl may cutaldl li a piog,lam di .agii.ibiig rmplInttinn]| |, ,. P [ S I
ol Iil: hmlin Vi'ln.le illvr.-.lim atul aiilliiui/liig llm-.r pii.mn., In iiiiii) Hi. .|.].|n.n,l i|il*ior

ii.oliul in llu op TR NI

expelli iue Il exeiilslog indiumy and Ir.i nitial,ll-
leipiulug u tlass A, 1l ot N dllvei'a lui use

%4

if conviction has !count:

Fur sppllicsllun pmvlisluii of l.sws U, Cli 376.
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1 In mil. i lii i|ii.ihl) uinlur Hu: cmjduycr telllln.illnn |iiul;iiiiii, mi employer ahull muel
iiml iii.iliil.iin Hu: iiiluluuliii itliiiuliiiil:t ruipiiiud liy Hn:i buulhm iiml uuy iulu idiiliijilt:il lu tuny
mil Ililu uucliun.

(. I (liu ih:Jiurlivent determines Unit Hu: uvuililuytr la ijiiuliHt:il fur Iliu tmiiluytr cuilifk'il

11 luilhiiiicing (liu L-ni|<Inyui' 1u aign Hu: ili:jiiil Imulit'u Jtruf>ct Hiuil cui lillculiuli Im in Unit llu:
iipplfiMul in iliiulifiizil liy uxpciiuncu Wl litliiml Urn wlu:i:l iliiving in Hit this* uf vcliiclu fur
which hemming in buugld.

1. lu initci (ur iiu iilililitiiiil lu mm mi 4ii(jijnyur cuitllicidlun, (liu ii|ililitiiiil ahull lit in
ahull li.ivi: ljuuii umpluyi:il ui un culitrucl willi Hm oilijiluyur mul (liu cutlifiuiidult bluill cuillfy
Unit HIm iijifilicmit Is ulilu lu iliivu n vuliiulu requiring u cluaa A, 1l ur (! ilrivm'u lituuau.

li. A tinlific.iliuii (ui mi iiliJilitmit munt liuvu livun Issued wllliln Unity d.iya uf (Im dale ul
ii]ijilit'iiliuu I'm licensing.

1" 'I'lm ilujuii Inmnl limy leject WL ujijilii mil's certification mul uilulilliiiliir 1 til iviiiy;
uK.Imm Itimi if lm ilujiailuiuut luui luusun lu ipiubltuu Hiu uli]ilicmil'ii ulilllly lu uxunlsu
uiilliuii y mul it.ib.iii.il.1t uunlltil in Hm ulitiu'iim uf u niutor vutiiilu.

(S. Il u [iulific.tl imlulivluiuii ipudilius iiinltr Urn i:iii|iluytr certification |.logntm uslid.Imhud
Urn qualifying |u.lilit.il biilullviulun Juinmuiit lu Idle I, tlui|.ltr 7, inlide 3* lu provide fur
cli (ificutiun uf ita drivers I'lulur Urn prugimn.

It “I'lm dcji.ii lincnl limy levoke Urn tin liliculmu issued lu mi tiul.l.iyti fm unu ytm if llm
tlul..n(muni In..la Unit IIm cuqiluyer la lull lu cnuqillmicu wlili tin: [iiOvisions uf Iliiu bttlluu ur
miy iulu mlul.luil In curry uut IIm ilullcb requited liy llnu tmcliuii If cuiiuu exists, Urn
ilclitiiliuun( limy order u rcexuinluullmi uf a lictlumu wim was . itificil liy un cuililoycr ivin.au
id Illicalli.il was revoked.

I An tiui|iliiyi:i itlm wan iiiitliiiiUtil lu cuillly lll employee multi Hu.. tmctlim bluill nut Im
tiiimiiully nr civilly lialilu fui Hiu tuitificulluli unluau Ilm i:ui|>luyti lubin.il [Im cm HflUiitinil in n
giii.tbly negligent limnncl.

Adlilcl liy l.awa UoJ, cli ZM i it til Jul. 1, 130U

«Sitliut 11 tilll tI at.|

Hibl.ilicul mill SItilliluiy Nultb
ILIi attli.ni, ua MLIL Ly iuve M, it vy ekl liciol ul 1 We U, 0 ifljlli.g. 1t alpulM
(AL 1l L In II.t){t:DI. v..I.Liii:>(WiiI 1t #LH.II Im.ﬁl’tl, W\MI.JI..,hl. ly i ﬁllFT ’ t
Nouttd iy UM, i, G il (al, »)..t f, LUl T OV, il uuuuiy T
cflttlivu Juimuiy 1, HyJ Lumu UMJ. til. 0. ( I Liini.lta. N
ALUtici Linftilld (in 10 ull.duj ! atitay  TPa utl u tiftilliu fium unl niltr Hetemliti
1,, lu... latra, cii Itd, 1 ai. til J.....iy 1, luyo, ai may"

5 diti -laU.Ul.  "111ittl Jiiuly listing

A. 1llm iltjiailment may cxluhlibh a piugnuu designating Ililnl party Icbtuia Imnlcil lu
udimnUlIcilug u iliiving ecmiil.uthm tu iltltrn.lim mi iipplicanl'b atliml dcmuimtruled ninlity
Li iKiifuiin n pitlilp maptttiuii mul lu uxuuibc onlinaiy uml icusonuhlu tin.In.l m llu:
alt npplicaut'b full ul paillul cligiliility fm n tluna Il ui M In.tine ‘'I'Im Until p.uty lenient
-l Wanlliritel Urn O LlimnlILl3 us pita.ill...1 Ly lLu iltpmImciil, mill Hiu ILilil paily
l.alcia al.all mett Ilm miniinum atumlui da uml quulifKiiliuua established L.y IIm iltpuillimiil.
Tim iltpailmui.l muy certify a IIm.I j.iiily Ital. r tu udniiuialcr nil lewis itipmt.l lu ul.lum u
class I i M license pmoti.iirt lu (l.ia chapter I'lm ih p.iilmrnt ahull nuniiully lcview uml
Il tilify Ililnl paily lclcis In jm.iui: cmuplmmu ivilh .li'pailintuliil lulta mi.l nlmulanla.

1 lu unli.'i I» ipmlily umlei lu: IlInnl p.uly tcalui pn.|;iiiiu, la: lenltr i.Imll meet mul
iimml.iin ithu mmliiiimi i.Imi.h.nla imputed Ly llu.. section mul uuy iulu mh.plu.l lu cuiry nut
i.iv allium

( If [l.u ih p.n(itic-iil .hlci mine. Ihal la: ti.iili.ul uguut la ipn.lillc.l I»i IlIm niiilnicl agent

t.j;l.un Hu: il. plllinenl ulull laauc a tel lilicut. 1., llu: cunliatl ngnil evidencing .jin.lifi. a

W
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applicant haa uidlafiitimlly cm.ipluleil Ilm pluaiiil.ml comae in piulilp limpedILUll ami Lrhiml
IIm whuul driving ill IIm clrnui nf vuhlclu I'm which licensing la sought

1. Thu thiril parly tualcr bluill pruininuiilly iliapluy in Thu plucu uf liusinuss ui llu: linnl
pally (unlur Illm cuitiflculu iatmtil Ly Thu ilupmlimml aulln.il/luj; HIm Ililnl paily Irnlui >
udniiuialcr tin: tuallilg.

I Tlilnl parly Ictileiu Ihnt aru curtlfluil L.y Ihu ilupiiilivunt mill [liul uuiulnrl andi lenling
uru ulitilluil tu culluct u fuu ruiiauiiuhlu ami uuiullmlibiliatu lur lIm luallnj; Imi iii.l umu: (Inin
filly ih.llulb.

1"\ Thu tlupiirluiuul, during rugiilm Imuiiiuua lu.iiin, may uniliu un :iie inapuctn.iia ,.I
locallima Il.u rlupniliuctil deems iippinprialu lu iluluiuiiiii pialilicalii.l. uf ongoing ti »| 'lame
hy Iiinl jiurty lusters with Iliu requirements prcatilhed under fills section. 66'?3 27
in tullilnuluil ul 1l plate lucutuit uulahlu Ihia stale Hiu (hittl pmty luster ahuﬂ IC udsminu 1Im
luusunul.lu pur ilium mul truvul tuals inciiiTcil Ly Hu: iluparliuuiil's inspcvluis Tin: ilep.ul
intiil muy luvlLhu (Im cuillficiitlun lasuuil lu Il thuil paily tualcr fur unu yum if the
iltpai tmulit Iuila Thal llm Ihi.< [nnty luster ia not iu ci.ii.plim.cu with Thu |.n.viaiuna »I Illil:.
suclh.u ur u rule inh.plc.l lu curry nut IIm duties ruipiiiui! Ly Ihis burliuii. If ctmai: uxibla, Ihu
ilupuitmunl muy unlur I ruuxuniiiuillim t.I 2 liuvuuscu wim waa uuillficil Ly Il Ililnl parly lcalci
whuac cerlilkullon wua revoke.l

ti. A ccililiealli.il fur an applicant uniat have l.uen inauuil wlll.lu Thu(y il.iy.. ul tin dale >
upjiliculli.il fm liccuiiiui;

1. ‘flu:  tcjimlumid may icjucl un ali|.lii:aul%l eullllitalmii mul miImiulalri a dilvlii|>
cxiiliiiirltlir.il 1. 'Im (Icjt.illincnl has luiiuuu In ipiealimi ihu ii|l.pluiinl.i id.ihly lu uxcni:..:
niiliumy lilul leas, euil.le cuuln.l iu (Im iij.cnitiuu uf a inului vcl.ieh:

l. A 1lilnl |>urly lad'll" uulhnrUed under thia liudlull In aduilulalei 1 iliivinj', uxaiiiin.ill.m
bluill m.1 lLu ctimlnally ur evilly Iml.It fur Hu: tuhiiilUsli.illun ul Hu: cx.iiiiliinlinu milt.... Hu:
Iilnl |imly tealui uduilnlaleied IIm uxniiiinatiuii In u gnmaly negligent liiannui
ALItd Ly 1.mwm Niiitd, CLlitti, 1 JH, elf Jan I, 1I'xi  Aiuci At.I Ly Lmv.i lirU ci. 17it, v, 11 Ajul
10, I'j.l

IHluti.lle.il illlil tKldillmy Nnlea

I.iau rjMy, cl. ZM t L1 piuvtilua:
“I.1 ad n til thive 1L.IM uml ullel Kiitliilnl Pueui.di.l L. ..dnit IX, ALell e Htm 2
il " AFLLE L0 01§ 1% 12ivis tlily s In rillunt.ill.e
. . - .
‘Ihe IUGA miitiirfiiii uf. Inuulcite A m(n; liml .Vt_'.'t; “1' I ,'?\.’H..'.t.fj”".jll."t”" IHIMidn ;. (Ml
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11 m velilele" means a velilele wlileli la nuuil lor ciunniuichd fanning or coiiiincicial
aluck lulling mill which tuecls all of Iliu following icquilemuula:

la) la eonlrulleil mul ujiurutuil hy lhu furiu vehicle owner, lliu nwuer'a liiiully uieinlier or un
unililoyee of Ihe uwner.

(h) la tibeil to limiapurl iigilciilturiil products, inuchliiery or uiilijilleu (0o ur from u
coiiiinurclul funning O u eoinuieiclul aloch ruining ulieriilfuii

to) la nut uaeil iu llie operations of u cciiiiuuu ur cuulruct nmlor currier.

(ii) la vauil wilhin unu huiiilreil fifty inllea uf the furiu vehicle nwuer'a cuuiuiurciul fmniiug
ur couuiiei'clul uloclt ruiaiug Uliurutlun.

1. "Kuieign" mutiny outside the United Slides.

13. "tiroaa vehicle weight ruling” meuns llie weight wliicli la uaaigned hy the vehicle
niuiiufuctuier tu u vehicle uml which represents the muxlimim recommended tolul weight
Inehulmg velilele ami luuil fur the vehicle.

IU  "lLicunsu cluaa" iiieuua, fur Ihe piupusc uf determining the uppiupilutu cluaa uf driver's
license icipiired for Ilie typu uf inulor velilele or velilele coiiililiiulhiu u driver Intends tu ur Is
updating, the cluaa of driver's licenuu preacrihed iu } 38 *103.

I*i. "Nonresident cuminerciid driver’s license” meutia u coiiiinurclul driver's license issued
tu un individual domiciled in u foreign country.

16. "llkcieullunul vehicle” meuns u inulor vehicle or vehicle comhliiulioii (hut is iu excess
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(or plivutu pleusute use end Includes vehicles commonly called inulor humcs, plchup trucks
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peiaonul puaaeauioua ur persona fur iiuucouiinurclul puipuses
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upplicutiun fur u new license muy lie presented und ucled upon by the depwi (meld ufter the
cxpiiulioii uf ul leual une year ufter the (lute of rcvoculiuu

17, "Suspension™ iiieuua (lull Thu drivor'u license uml privilege tu tlilvu u motor veh.clu uu
lhe public highways are leinpuruiily withdrawn hut uuly dining the peiiod of the auupeiiaiun
uml unlit upplieutiun for reluatuteniciil is inude

18 "Tunk vehicle" iiieuua u cmuiueieiul iliulur vehicle Iliul ia designed (u tiunapurl u lupin!
or gaseous luuturlul within u tunk Hiul is either periiiuuenlly or temporarily utluched lu llm
vehicle or chassis. Tank vehicle includes a cutgo tunk und u puiluhle lank Tunk vehicle
does not mcuil u puiluhle tunk having u lulud capacity under unu tlumaum! gallons.

IU.  "Vehicle cumhlnatluu™ means u inulor vehicle and uny vehicle iu excess uf ten thoiisuud
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I. Class A A class A license Is valid fur upending n vehicle unuliln.iiluil with a gin-,:,
cuudiiued weight ruling uf twenty six Ilium.,mil une in umu*. puuudu, if llie gums vein, I

weight luting uf Ilie vehicle being lowed Is In excess ul leu ihiiiihaiul pound.i, liuhiding .ill
vehicles icqiiiiiug a class Il, C ur 1) license, luil nut including a vehicle le.pining n .i.e:.. M
license in a vehicle ni vehicle ciiiuhliiiilluii which impillea a special eiidoiai.-ineul unle.,:. llu

pioper emloi auiueiit appeals uu Ihu license.
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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 of 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 of state

funds when discussing policy options for die state

To analyze customer service, we used several measures, including 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 diesummer and fall of 1993 We also
interviewed deputy registrars and DPS lioid representatives who monitor deputy
registrar*. To analyze customer access, we mapped tho location of 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 of 101 deputy regis-
trars. We also collected linuncial data for the front counter nnd mail operations of
the Department of Public Safety. We examined die cost per transaction for public
and non-profit deputies, and tho profitability of private deputies. To analyze tho
economics of scale, we examined how cost per transaction, profits, and transac-
tions per employee varied by size of deputy.

Wo interviewed deputy registrars, officials from (lie Department of Public Safety,
the Department of Natural Resources, and the Pollution Control Agency. Finally,
to obtain perspective on how other states provide motor vehicle registration and
driver’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 of Columbia. I We conducted in-depth in-
terviews with several states, including neighboring states and states that use pri-
vate agents to provide tabs, utles, and driver's license rcnowals. Overall, we
consider the information to be reliable, but it mlikely that some data represent
"hest-gucsi* csumatcs of interviewees, In several instances, we wens unable ro ob-
last information about fees or specific number of public and private agcnu, be-
cause tho state office had limited mfotmaaon. This usually occurred when

Il Intil KuJytc*. we 70U ihe teener of CohtoOui u t tuic.
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counties controlled the process (such os Ronda or Texas) or when private agenfs
sctllieirown recs (such as Pennsylvania, California, jnd Maryland).

Registration and Renewal System 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. Wec askert 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-
en' licenses, in odicr slates, a different slate agency is responsible.

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

Altogether, wc identified 29 states Ihal 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 of 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. lllinois 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 of these functions.

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

13 SavenJ juiu told us (Mt automobile iW er*. 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 atrawler on a used car. Wc did not collect information on the nomher of
xatca us which denial perform these (Unctions.

/J Fourof 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 Maryland, 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 Ineleven of these Mare*, private agavs process utlcam 1 lobs. Inilhio. pnvatc menu process
motor vehicle registration renewals md driver licenses la Coiuarncul, pnvase ugous procea tnlea
and Cover'i license renewals.
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Taple 12 Responaible Goyernmental Entit¥, Number of Public and
Private Agents, and Type of Transactions Processed by Private Agents
for Fifty States and the District of Columbia, 1993

blliinlliil.A Fvue of Aoents

Slate Prtvale Agents Process _ Oliver's
or Branch  Other 1 License

Slain Offices PufiUc.Officos PilOliC Private UUaa__ Falis. (LmiwaJ

Alebeina No Counties 77 Car dealers Car dealers

Alaska Yes Counties 32 2 V&S Yes

Arizona Yes Qrancnes in ali Car denims Car dealers

ovillY. do paperwork
Arkansas YCS No ibO
California Yes No 172 Carrental AAA Car rental, AAA.  AAA.
Negistrattan Pegisiration fiegistralion
service <7 teivica jeivicn

Colorado ..No. .. Countins AP7

Connecticut Yes No 11 Leasing com- Leasing AAA

panies. AAA(5| compiimes

Delaware s No 4

Ulsr. orCoiuatow Yes No 2

Florida Na C jiinties....... 67 28, YRE e e Yes.

Oftrjiad A ... No Counties 153

Hawaii No Counties 13 Registration Yes Yos

services

Idaho.........ccceun.... ..M. ... Cauntlex ... .50,

lllinois Yes No 102  Licensed remit- Licensed Yes

ters 1006. rsriulUifi
Financial institu-
tions 224

Indiana Yes NO....ccuvee.. ica 4 bnnks Yes Ye* Yes

lowa NO. Counties R S,

Kansa?..... NO........ .Countfe*, , 115

Kentucky No. CpMfitis* 140_

Louisiana Ye* No a3  Title lervics Yes

company,
. Cir.dealer*

Mama Yes Soma 444

......... .mnJSRMM.

Maryland y#8....  Sptno.counoes no Yes ... Yos

Macucnysottj  Yop.. JBL 32 .

Michigan Ye* Afew police 135; Some Fleet*. Fleets, Fleets,
stations sheriff* dd Car rental Car rental Car renta

D.kranevral.

MINNESOTA No Some 41 78 Yes Yes Yce.
counties Selected
and Cftfol agents

Mississippi No Caunttos N Apptcalon Application

form at car form e* car
dealers, dealers,
immW. JpjlQcta!

MIMOuri Yee 3Inefy u 185 Yes Yes Yes
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Figure 1.7: States Using Private Agents to Process Titles,
Automobile Registration, Or Driver's License Renewals

Transaction T

pes Processed

By Private Agents

m Two of Mur*

O Ono

(iro
)

I 1No PrKuio Agunb tui!)

Note: Agents in Alaska and Hawaii

Source: Office of ihe Legislative Auditor.
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 of 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.

State Regulation

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 of Public .Safety
closely regulates each deputy.



MOTOR VEIItt’l.E DEPUTY REGISTRARS

States v.uy considerably in the way they regulate private agents. Muily suites
requlate llie number ami location ot pnvatc agenu. recording t0 gcogm~iio or €C0-
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 Unlike Minnesota, ihc agent is often appointed under a formal contract. In Ohio,

Minnesota private agents bid on a two-year contract,(1 Selection at Ohio agents involves

some St&tﬁé comparing their hids against a point system based on economic and demographic
- factors and applicant qualifications. About 20 pciecnt ofagents Dim over each

appoint Rr vate year, and they have an ongoing training progiam using a ncrwoik of field repre-
? ntslu ! sentatives. Ohio also loam each agent a computer, incorporating an automated
rmal contract. system for calculation, forms completion, uid reporting.

Almost JOO pnvatc agents in Oklahoma work under a continuing contract, but
they mai/ be removed for any reason. Agents in the metropolitan aicas must be
ihtee miles apart, .uul elsewhere die state lunus the number of agents per town.
Oklahoma has a S5j Q000 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, leasin comPames, and ilccts pioccss their own ti-
tles ami registration. In lllinois, over 2000 financial institutions process tah re-
newals. Officials in Wisconsin aid us that they arc considering authoring
currency exchanges id issue tabs. 7 Some states delegate part or all of the appoint-
ment function to counties, which regulate their own sub-agents.

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

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

* Minnesota isthe only state where the right to provide motor vehicle
snd driver”s license services In « protected, restricted environment can
be sold to a private agent.

Officials from other jutes 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-«-
|ccted and operate in an open environment, tha Agents may incorporate and sell
their business, but there is no exclusive ngnito provide these services. Officials
from most states told us dm they wanted a person designated as the agent, even

16 Ihroeyanun 1994.

17 Cuncncy exchanges perform vuioui functions, sum as ctvecxruhutg, and ino mart oitai found
inuitAnuau.
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when the (rue agent was a noii-ptolit corporation such ax AAA, a Chamber ot*
Commerce, or a rtof/fuy 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 of 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 AP/ registration.

Wec compared Minnesota's administrative lees with fees nt other states for three
types of 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 of S10, but private agcuts must give this feu revenue back to the state.!8

Wc excluded fees charged by registration services that ate agents of die customer

because they do not provido tho sanio type ofservice 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 of ihc state,
dicy me minimally regulated. lhoir fees may bo higher than most administrative

fees, butsince 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 of 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 motor vehicle cities, tahi, and
driver 3 license renewal are higher than fees in mnst other states.

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

19 california, lllinois, Pototylvarua, .VOryund, Hawaii, and W at Virginia lutro licouoi but mini-
mally rcgulued regmranca scmcas.



10

The median
?gemlmsgrzawe
Sl

[
S, . [
and 5300

ﬁf

ea ,
or arivers

jcense
renewals.

DT

states In use of
com Otiter

technology.

MOTOR VEHICLE DEPUTY REGISTRARS

Hie median administrative fix wad S200 for tabs, 5250 for titles, and S3.00 for
unvcr's license renewal. ** Fees ranged from S 75 t0 S5.25 tor tahs, from S. 5 to
3 Dfor titles, and from $L00to 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 hi?herthan dial
for public agents. In mrmy states, pnvatc agents charged die same Tee as public
agents, most ortcn hecause tees were limited Ie?islatively. Officials in several
states with relatively low fees told us diat they felt their fees were too low. restrict-
ing the ability of pnvatc agents to lure and retain adequate sttuf.

Use of Technology

Minnesota lags behind most other stales in us use oftechnology. One areain
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 data entry already

performed by (he deputy registrars.

Minnesota uses bar coding to scan infoniiatioii from unaltered bills for registrauon
renewal. Ilowcver, each year, DPS clerical staiTmanuaII* enter into the state's da-
tabase about 15 million udc transactions and about | million registration renewals
that cannot be electronically scanned. Most ofthis data oniry duplicates woric al-
ready Performed by deputy registrars on their own computers. Many stales upload
this Information electronicallﬁ 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 of Minnesota’s deﬁuty 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 cidxr 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 a([xents with limited tUnaioru, such as financial
uisutuuons in lllinois, aro not similarly automated. Many states are plannmé; js-
tem upgrades to expand the uso of computers. Officials in several states told us

70 Them ail* u the midpoint ofthe uunpte; halfofthe agentslave liiyha fees and half heve
tower tea.
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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 of agent paperwork is also reduced hy the use
ofautomation. W collected limned data on how other states review agent trans-
acuons for errors. Several states use a system similar to Minnesota's. Fnother
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 of 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
1nd 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.

Kiosk 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 of success. Virginia's unsuccess-
ful pilot lest was in pan due to the cost of 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. lhc 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.
Integrating Emissions 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 of 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 of Medford (population 67,000) for
several yean. No surfwore 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 mtograted system.
The workload in that office has not decreased overall, although itis castor to



22 MO TOR VEHICLE DEPUTY KECISTRARS

ichcdule. Kowevcr. when die U*.u systems arc uiccgroxcd, it ia likely lliat work*
load in ih . motor vehicle office will decrease  Since tiiey have had long waiting
times ;.icviously, no staif will probably be released. They \k)llan 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 of their motor vehicle of-
fices, includin? Private agents, arc iocatcd near on inspection station, lu addition,
there arc live full service I'aciliucs which combine molur vehicle agents (twu of
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 oftheir bid for die state contract.

Renewal by Mail and Phone

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

e Other states process more registration renewals by mail than
.Minnesota.

On uvcrnge,
other states States widi nan-mandatory mail renewal pmccss an average of 51percent of regis-

rocess anout tration renewals by mill, about six times Minnesota’s percentaqe. Afew IUies,
Ra?f O%S . such as Connecucut and New Y ak, require tab renewal by mal.

Fgﬂl%g?gl%ﬂ One reason that other sates process more mbs by mail may be that mast 3Wics do
? y notchuigo an lulmmistrauve fee fur mail renewal. .Some states (Alaska, Arkansas,
mall. Maine, Wisconsin, and Rhode Island) encourage mail renewal by charging a

"Walk-m" fee ofup to S100D  Another reason may be dmr, unlike Minnesota,
some stares include a rcnim envelope with their registrauon bill. In a few suics
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 credil 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 incy have not implemented credit card pay-
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ments because they were told that they cannot charge customers for using credit
eard services. wisconsin oiliciids 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.

SUMM ARY

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 of 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 ofanother 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 of 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 of all deputy registrars have computer access to (lie suite database, and
much of die dataonuy pcrfonned by state employees duplicates woik already per-

forated by deputy registrars.



Car dealers
privatize
registration

m ailing
By ABLEfM SAWYER

The tute of Montana ;nd
the ilimur* <hevy 2<alc;e
.Uiocieiluo h*v« joined fotrea
lor *Bm ii the tint
government .llr«t*ffiiil id-
<e(ti*ingcampaign.

Tha dealera auociailon onon
a ‘iiil to mall out 190.000
Montana motor vemcte ccijlLa-
Uailun renewal /inner* m me
neat year. Aa part of the
igrccment. the government
mailing wilt tucluao eti «a
menage from the recipient'i
lornl Chevrolet dealer.

"W«emilultr autrd about
tha taiee potential if tma
privatized mailing," raid Hill
Oawen, pri.id.ot of tha Clv.*v*
roletdealrr* group.

“II'l a adn-win jituauuit. *
Mr, Given laid. "Va will ha
mv.ng hutulmla of thousand*
Of dollar* of taxpayer*'
money, .rul wo will raa.h «e*
hirle owner* with our market-
ing useaaag* :n a rather
unique advertising medium.”

Tho Ural 34,000 TUUlnga
were to have «oue uut lJet,I.
uul Boo Henkel, rxcvutive
director of Ihc dealer uuuli.

lhc contract ta for on* year
adth an option for two mure.
It allowa the llate or the aa«o-
clallon u» cancel the contract
lay giving a 00-.uy notice.

Ooui Hobart*. adminutntnr
tf tha Montana Department of
‘'oatlea, Motor Vehlda Dim*
uoQ, UUl:nrtuning nuvtiunng
widi the rrhutratioiu will save
about 9200009 annually.

The dlviaion decided tu
privatize the mailing In .'ar.u*

'\l.(in government lUctuneut*
* rare, out tha practice le not
anhrarduf.
fucuj group rtudlaa con*
ducted ay Ilw isaiara id
egancy indicate that coniuat*
erj llka the idea uf the lealac
«da uving tha atale money.
Mr. Hemet old.
— 1'iuia iVeuu .tenure

*e
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5TAIEOF WASHINGTON

DEPARTMENT OF LICENSING
Olynpia, Withintpvn oflso4-Hbot

November 22, 1994

Patricia Yeung
— Dwsk%h of-Motor Vafaiclas-
— StfO'ErPnwni”, 'Rttr
—AtfUroiagc, ®hafcp-"

Dear Ms. Young:

Enclosed a copy the Revised Code of Washington (RCW) 46.01.130 authorizing the director
of the Department of Licensing to appoint county auditors as his/her agent to penarm vehicle
licensing duties. Washington sate has thirty-mne counties. In addition. RCW 46.01.140(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 (July 1, 1993 thru lune 30. 1994) Auditors and their subagents process
1.333.178 title applications out of a total of 1.967,780. The balance of 134,602 were processed

by the department.

The department provides computer terminals to the auditon/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. Twice a week the atle data ia
down loaded to magnetic tape and thipped to Moore, Business Forms & Systems Division.
Logan. Utah where the titic documents ire primed and mailed to the applicant.

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

Sincerely,

Contracts Manager

Cay™,
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RCW J6,C1.1J0 Powers of department and
dlrg,cto r—Personnel—Appointment of count)'
auditors as agents.

. The department of licensing inail -av* tnt
jenerai supervision and control of he qum? of
vrhacte Il,?enses and vehicle ||ec.-{e numb:.- plaits
and snall have the full power fo do itl things
necessary and proper ‘o carry out 4e provtjlon* of
the »aw Telating to the licensing of vemclea: the
director shall"have the power to lopoint md
employ dePutlesJ assistants and repreaentativel.
and tucn olerKs ja may he resulted from ‘imo to
time, and to provide "of their operation m oifferent
parts of ihc stata, and the djrector mall have the
power to appoint ihe tcuntﬁ lyditort of the revem
counties as nis agents for the ilcsnung of veniclea

RCW *6,01.1*0 Coun% auditors, olheri. tl
special deputies and su a1gent* of director—
pisposition Of application fees.

(1) The county auditor, if sppointed :y. the
direcfor of licensing snail carry. cut the provisions
of this titla retann%,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 icectil deﬁ)ut[es and recommend
?utar,cm,x '3 accept soglcsnom ara collect 'sea
or venicte licenses and fransfers and to deliver
vehicle Means* numcer Jalates. , ,

(2 A counr?g auditor aopointed hy the oirec-
ter may request that the director aﬁgomt tubs?m-
clei within the county. Upon autnonution of the
director, the auyditor“snail’ loverttsc a request for
proootala and &sc the process for soliciting
vendars under RCW 39, .|90C2. Sleeps that me
Provnlon requiring tha contract {o be swarded to
he Iowg,st responsible bidder snail not sgpl{x
The auditor shall tuomit all proposals to tne
clrector. and snail recommend tne aepomtrr.em of
one or more subagents wr» nave aooiicd throygh
me reoucit [br proposal procus. The director 1U
final ag Qintment authority. _
¢ (|)PA county siroitcr who ts apPomted at
in agent Py the départment shall enter into a
standard contrac; provu*ed by.ihe director, devd-
cped with the advice of me title ir.o rtgtstnncn
adviigry commute*, )

b{ Atuctgc.ll appointed uncar subsection
SQ of this section shall tmer info a tiar.oard

ntract with tna county auditor, developed with
me advice of 'he title and regulation aovucry
committee. The director iheil” provide me sun
daro ccntraa 10 aunty auditors. ,
. 7) The contracts"provided for n fa).ind (b
if mu tublectton mutt contain at t minimu
provisions mus: e
.. (1) Describe tha nupoissiptliiiei, and wrtre
|ﬁpl|ca0|e, tr.c liability, of etch party ‘elating to
the lervtc: eaoectatloni and lavais. quipment ;0
pc ,tupﬁhed by the depinment. and equipment
maintenance; , ,

fli) Require the tpceifle type of insurance it
bondi So mat tha ttafa is protected againit any
on of collcctad motar v«nicle tat revenues or
loss of wuipmeni: - ,

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

Sucagenu o
Il») Describe allowable com insi msv be

charged"tp motor vantde Icenamg acilvtues as

provide for in <d) of tnia auoaecdon: .
<»| Describe 'tha causes ana ptocequrcs ‘or

3

termination if the .untr;c:. *nich may nduce
medinupn trd pinoing sroitraticn

Q? "he cepsrmint mail develop procedure!
het will ninesrdizc :nd prescribe cilowaoie ions
hit may  tssigned 0 mctor vehicle iccnims
tctivitieS Tﬁen‘ormed by county luditon.

Io: The contracts may include any provuion
‘hat the director dcema riecessary to ‘ensure a>
ceotaele service and the full colléction il motor
echicle tax revenues,

(O The director may waive_any provision! of
he contract deemed necepsnry in order ¢ ensure
that reso|]Jy, icceasible servicé is provioco to the
citizens 11”'he state. S

Ao(a) At any time any application is mede to
tra director, thF county audjtor, or other sgent
pursuant m my law peam? with licenses, resistra®
non, 7 the “ant to operate any v*nicle upcn me

uotic highways of tma stau:, tacluolng pgpncanta
Ireaoy paying tucn fee unoer RCW dgq .6 070 or
sil. 16C83..n cpplicsm snail pay to the director,
county auciCer. or other sgem a res of two dollars
‘or teeg ap?ncotlon in jooitton to any otner toe*
required by law..
(b) Counuei that do not carer tha ««oensea of
motor <«niele Ilcensmtt; activities may suomtt to
he department a regues for ecst-coverége mcnezs.
The request must Sc suBmitted on a torm bevel-
iced. by me department. Tha dergarlmem snail
developy procedures {0 vorify wnefner s request ta
reaaonaotc. Payment jhnil"be mcde on r,e(ﬂu,ests
a%%BSnEO 0« allowable from the licensing icrvicc*

(e) Appiicpnis for certificates of ownership
-‘cluo(% scgncané%spa%mg fees unoer RCW
1616070 or J616085. shall”pay to the director,
county auditor, dr other agent a fée of three doiian
:n addition to my other foes rvquired by 'iw
_1d) Tha fees under lo) end (c) of this suoiec-
tion. ;f"paid to the county auditor as agc.it of tne
director, or It paid to a'sueigens of the county
auditor, mail be paid to the county treasurer in tha
tame manner :i other fees collected by tha county
auditor anc cr?dned to the count¥ current expense
fund. It the fee 1s paid to another sgent of the
director, the fee shall be uied by the agent to
ﬁéfrgay nil or her expenae* in handling the acpliea*

f]) A lubagent shall coiled a icrvics fit of
a) five dollars and fifty eenti for cnangca in a
certificate of owner}hlo., wish, ot wﬂhoué reg|stra-
tion rer.ewel, or verification of record and orépxra-
tion of an affidavit of lost tltla other than at the
tima of tna fula aﬁpllca,tlon or trenafcr and !o>two
dollars and twenty-five canti for registration
renewal only, .aaumg i Iranut parmit. or my other
jervice unogr this section.
_ (6)1f 'he fro ‘I collected bY the sure patrql
i agent for he eirector, the ‘ce to collected snail
Qc oc/tifito t% the state treas%r,er ano deposited 10
he %rcc,lt of he sure E)atrol |9hwa acount. It
the tee 1a ollacted b?/] ha departmerit o tranaFor-
‘attop at aqent for the director, the fee stall pa
certified to tha ante treasurer ind deposited to the
credit ol tha motor v#niele fhna, Al ?]ucn fucs
ppiiccua by the director or bnnehes of hli office
mill ﬁ*certmed to the state treasurer ano (?tpssn-
rd to hs creeit of tha highway safety fund.
(7) Any county revenuct mat asoawe m* coat
of providing motor vehicle uctnimg pciivmes m
a county, calculated in accordance wun tne
re,?tdurej in tubicction <3Kdg of this section,
snail be eiptnded u determined bv tha counly
agtsiniva [umonty during me procau eacblunod
by™'aw_"or adoption of counry budget*.
ISH), TS* director may sooot ruiti io mpl*-
rant this section.



CHAPTER 39-02

REGISTRAR

Srction Section

39-0201. 3*tutr«r Of aotor vrhidecs — Ap- iiuooniion. ir reciaion if a
pointment — Term — Hi- motor vamcl* rr<i«tr»fiim or s
rrovil — 0«th — 3ond. cmi/icat# of :iil« to a motor

390202. S«luy tnd cipcrurs_<if r*tictror. article.

390203. Pi»«j tnd duti« Ofr*fmrar ind  29-0204. Qffica of rrfutrir open for licanies
I*p*rttaunt and iruTorrnauon — Tima.

33-02 03.1. R*cntr»r to pnjvid* notice tnd 39.02-03. ittconla Of th* -jeoartmanc opan to
npportunitr far h«win» prior public luooctton.

Vo canctllation. rtvocition. 19-02 08. 28-0207. .V > " -

39-02-01. Registrar of motor vehicles — Appointment — Term —
Removal — Oath — Bond. The governor shall appoint * mutable person
is registrar of motor vehicles. The registrar shall sene 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.

Sourcin 5.L 1937.ch. 179. 11 3. Jt; 1931. CroM-3afcT«nc«s-

ch. 186. I T. 1939. ch. 1*0. | 3. R.C. 19*3. G*n«nl penalty for eolation of title. **
| 39-0201; S.!,. 1951. ch. 338. | 2, 1957 I 39-07.08
3upp.. | 390201. Oath, w* 93 Ccn.t. 2Ul 1 44-01 05.

39-02-02. Salary and expenses of registrar. 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.

Sourc*f 3.L 1927. ch. 179. Il 2. 31; 1931, 314. | 15: 1957 3app.. | 390202. 3.L. 1981.
ch. 188. I T; 1933. ch. 150. | 2; R.C. 1943. ch. S33. | 13
| 39-0202; S.L 1545. ch. 284. 1 18: 1949. :h.



39-0203 MOTCR mnCLE£3

39-02-03. Powers and duties of registrar and department- The reg-
istrar, subject to the approval j(the governor, may adopt and enforce such
administrative rules and regulations and designate auch agencies and es-
tablish auch branch offices as may b« necessary U) carry out the laws appil-
cable to hia office and department. He shall provide suitable forms for
applications. registration rards, license number plates, and all other forma
requisite for the operation of his office and department, and ahajl prepay all
transportation charges thereon. In addition, the registrar shall provide for
a uniform fee schedule for the various services provided by the branch
offices. All branch office personnel must be bonded. The department and
Me officers thereof snail enforce the provisions of alt iaws pertaining to the

registrar and the motor vehicle department.

Source; 31- 1927.civ 1TB. | J; 7.C. 19*3. Cro»»-Reference*.
1 19-0203: 3.L. 19M. A 205. | 1; 1957 Communication* ad-osory conunitie* mrm-
Subd.. » 39-0203; 3.L. 1967 ai. 234. » I; h*mniB. im * 3<.23.t-03.
1975. :h. 323, » L

39-02-03.1. Registrar to provide notice and opportunity for hear-
ing prior to cancellation, revocation, suspension, or redsion of a
motor vehicle registration or a certificate of title to a motor vehicle.
Whenever, under :h* laws pertaining to the cancellation, revocation, sus-
pension. or recision of a registration of a motor vehicle or « certificate of
title io a motor vehicle, a determination has been made to cancel, revoke,
suspend, or rescind either the registration or certificate of title, or both, the
registrar of motor vehicles shall provide the legai and registered owner
with notice of such cancellation, revocation, suspension, or recision and the
opportunity for a heanng. Such notice must be sent uy registered or certi-
fied mail, return receipt requested, not less than ten days prior to the

effective date of the cancellation, revocation, suspension, or recuion.

ourc«i 5.L. 1976, dL 324. » I.

39-02-0d. Office of registrar open for licenses and information —
Time. The office of the registrar must be open and accessible to all appli-
cants for motor vehicle licenses and to ail persons desiring information

regarding the records of his office during all reasonable office hours.

Sourer S.L 1927, ;fi- 179. | 4: 1931. Jv
185. | |1 1933. eh. 1s0. 1| 3; R.C. 1943.
» 39-0204.

39-02-05. Records of the department open to public inspection. All
registration and license records in the office of the department must be
public records and must be open to inspection by the public dunng business
hours. The registrar of motor vehiciea lhall charge a uniform foe. uot to
exceed ono dollar, for 'ach item of information furnisfted to any person
concerning a specific motor vehicle. However, such charges may not be
assessed ti) a person requesting information concerning a motor vehicle of
which he :a die owner, nor may such charges apply to law enforcement
officials requesting motor vehicle information in their official capacity. Ail
fees received under the provisions of this section must be credited to the

motor vehicle registration ‘'und.

Source: 9.L. 1927 th. 179. 1 3 3.C. 1943. Aetew A 2uolic -wort*. wotition an in-
* 39-JCC5. S.L. 1939. -Jv 169. » J. !Wetion. m | 44-04- 19.
Cro*e-3 »f«rencre. Coll«i»r«l H«f*r*nc«*.

AbotracU of w unut Urlvtiui frrordt. ic- Ritiu Mimport rsotor «eokl* recerd*. 44
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PREFACE TO THE AGREEVENT

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 Iis:

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 iIn mind, additional offices may be opened when the need exists or it 1is
determined to be in the public iInterest.

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 AGRERVENT

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

tation,

hereinafter referred to as NOOOT; and

address

608 East Boulevard Avenue, Bismarck, North Dakota 58505-0700,
, whose

. Hereinafter referred to

is

as the Manager.

Witnesseth:

l.
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

Al

limited to the following enumerated responsibilities and duties:

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.

’he Manager shall process registration renewals and issue registration
plates or renewal tabs for such renewals.

The Manager shall 1issue temporary registration for vehicles on which
such registration 1is sought.

The Manager shall assess and collect the proper registration fees and
taxes prescribed by law.

The Manager shall oversee the day to day operations of the branch
office. «

tl.
OFFICE MANAGEMENT AND PROCEDURES

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 1In personnel that occur during the term

of the Agreement.

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.



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

The Manager 1is 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 1).

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.

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. AlIl monies received by the branch office shall be deposited into
the account dally. Under no circumstances shall the Manager re-
tain the daily monies iIn 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 iIn 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 iIn 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

QOirector.

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.



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. AH non-sufficient fund (NSF) checks must be returned to NODOT *or
collection. NOOOT will 1issue a reimbursement check to the branch
office for the amount of the NSr check. IT 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.

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

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.

Allapplications 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.

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.

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.

A record must be keot of ail taos or plates missing from tne manufac-
turer or issued in error.

Allexpired validation decals must be returned monthly to NOOOT.

Any unusual occurrence in the branch office (fire, burglary, account-
ing discrepancy, etc.) must be immediately reported to NODOT.

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 notlf]y_ NDOOI of any changes in
office hours or (_:Iosmghs]e of the branch office on qla)(s when Is
open to the public. 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 NI%DI’ to be open.

The er 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 Dekota in matters concerning motor vehicle
registration. The Manager shall establish policies necessary to appro-
priately handle general public contacts and inquiries.

The I\/hnaqer 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
NOOOT remains gthe p_ropert?/ ofgl\[?(DT._ ﬂg?l\/anager also agrees that ar%//
costs associated with relocating this equipment will be the responsi-

bility of the Manager unless the relocation is directed by NJDOT.

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

The I\/hna%er agrees that the cost of replacing equipment supplied to
the branch office by NIDOT 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.

1.
INSLRANCE GOERACE AND IONDING

The I\/anagier is responsible for protecting public monies and is liable
for the o_sst_ of utilr:c Nrré)nrggg as a resultof errblezzeléartrylen%h M;heft, or
nisappropriation e r or person employ eManager.
The er shall furnish a suretyangond, valid for the period of the
reement, in the amount of _ . The surety bond must be
executed by the Manager as principal, executed by a Suret
licensed and qualified to do business within the state of North Dako-
ta, and under which NOOOI Is the obligee.

NXOOr will arrange for robbery insurance coverageagainst loss of
public monies.  Howewer, the robbery insurance coverage will not in-
clude the service fees collected by the Manager or any other monies
not expressly due to :



V.
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 NJOOT
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 NDJOOT

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

C All signs, advertisements, anx correspondence identifying the branch
office must read " Motor Vehicle Branch Office”.

Each office shall have at least one outside sign, approved by NOOOT.

\
CEPARIMANT - TRANSRCRTATION

~ 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.

M.
GENRAL

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

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

C If the Manager fails to conply with the requirements of the Agreement
or other reasonaole procedures established by NODOI, 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 nonccrmpliance 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 NIOI deci-

sion IS made.

D This agreement be amended by the issuance cf 3 policy nmenmorandum
by I\D:%T and V\rrénaypolicy Is so ldentified shall become a part of the

Agreement.

E This agreement is subject to all applicable statutes and lans amendato-
ry thereof.



P. This agreement shall be subject to termination, by either party, upon
thirt%/ (30) days written notice to the other party. Additionally,
reserves the right to terminate this Agreement immediately and
jtgopagﬁg%dthe duties of the Manager whenever the public interest is

G CML RGHDB - DSIRMNATION  Under NOOC section 14-02.4-01 it is
the policy of the state of North Dekota 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 enployment relations, public accommodations, housing, and

state and local™ government services.

H HOD HARMES The manager shall save and hold harmless the state of
North Dakota and NOOOT, i1ts officers, agents, employees, and members,
from all claims, suits, or actions of whatsoever nature resulting from

or arising out of this Agreement.

. MRER 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, 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. AVBENDMINIS  Tre terns of this agreement shall not be waived, altered,
modified, supplemented, or amended, in any manner whatsoever, except
by written instrument signed by the parties.

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

L SUOESFS IN INTBEST  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 WAMERS The failure of NODO to enforce any provisions of this agree-
ment shall not constitute a waiver by NIBOI of that or any other provi-

sion.

H NOTCE 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.



This  Agreement becomes effective «en all parties have signed and shall
terminate on , 19

IN WITNESS WHERECE

Dated this day of . 10,
WTNESS MNCGR
Dated this day of . 19
WTNESS NOIRIH DXOA CEPARTMENT OF
TRANSRCRTATICN
Qrector

Recommrenced for approval by:



Addendum tl.

MAXIMUM SERVICE FEE SCHEDULE

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

meximum service fee schedule is hereby established.

APPLICATION FR LICENEE QLY MMM
A Renewal Card S2.00
3 Form SAN-2372 (MMO-100) 3.00
C  Computer Generated Fam 3,00
NEWAND FOREGN TITLE AND LICENSEARPLICATION 4.00
TITLE TRANSFER APPLICATION 3.00
TITLE TRANGER AD LICENEE APPLICATION 4.00
APPLICATION KR DLRLICATERLATES ANDCR TAS 3.00
APPLICATICN FR DLRUCATETITLE 3.00
APLICATION KR DLPLICATEREASTRATIONGAD 3.00
APPLICATION KR VG INREASE 3.00

MarsnalVw. Moore, Director
CEPARIMENT F TRANSRCRTATION



MICHIGAN DEPARTMENT OF STATE W . OFFICE OF TRAFEIC SAFE
THIRD PARTY TESTING

RICHARD H. AUSTIN SECRETARY OF STATE MUTUAL BUILDING
208 N. CAPITOL AVENUE

LANSING. MI 48913-2222
(517) 373-7620
FAX (517) 335-0125

Novenoer 23. 1994

M. Patricia Young

Legislative Researcn

130 Seward Street Sta 218

Juneau, Alaska 99801

Dear Ms. foung:

RE Statute 312F - L Third Party Contract

In response to_your recant reauest for information pertaining to the statutory
provision for ;hird Party tasting , | 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, piease feel free to call.

Sincarely,

3i11 Charron, Director
Third Party Testing Program

9C :df



1993 SUPPLEMENT
TO THE 1992 EDITION
MICHIGAN VEHICLE CODE

Includes Related Laws Concerning
Ownership and Use of Vehicles

(Public Acts enacted througn December 31, 1992)

Compilec Uncer the Supervision
of the
Secretary of State

Price for Supplement only:
$7.00 (includes postage)
5.00 (pick up price)

Orders by mail should be directed to:

Michigan Department of State
Purchasing and Contracts Section
Lansing, Ml 48918-1444
Telecnone: (517) 373-2570

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 ef vehicle group designation; determining appticabiity ef 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 avehicle group designation or indorsement, otherthan a motorcycle indorsement, on an operators
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 49 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 ;nclude 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 3I2e«,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 L
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 avehicle 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 Xl of Puollc Law 99-570. 100 StalL""
2207-170. (Vv

(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.

(i) Liquid fertilizers In quantities of 3,000 gallons or less.

(li) 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

a skills test required under this"sectlon,:'sectlon 3129. 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: okEk ! e e c

"(a)'The aoplicant 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. ,ftho 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”dlsqualified from operating s
commercial motor venicle or as having a license suspended, revoked,.canceled.'dr dqlnl()ldf""

iIM .

111 Apnl. 1993
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AGREEMENT
hetween the
MICHIGAN DEPARTMENT OF STATE

and a
COMMERCIAL DRIVER LICENSE THIRD PARTY TESTER

THIS AGREEMENT is nmede and entered into this day of
19
By AND BETWEEN the MICHIGAN DEPARTVENT OF STATE (hereinafter the Department)

(hereinafter the Third Party Tester)

LOCATED AT [THRD PARTY TESTER ADDRESY

This agreement authorizes of the nanmed Tinrd Party Tester to administer Commercial

Driver License skills tests on behalf of the Department.

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:

1

BB S B R

TERM OF AGREEMENT: RENBWALS

his agreement is effective on the sate of execution of this agreement, and shall
reolace any comparable agreement previously executed between the parties. This
document shall expire on December 21, but nay be renewed for additional annual
periods extending from January 1 through December 31 of subsequent years, provided
that any such renewal is set forth in writing and that the renewal is signed by
a duly authorized representative of each party. Executing such a renewal shall

se automatically incorporated herein by reference.

THE DEPARTVENT AGREES TO

A Testing

Permit the Third Party Tester to administer commercial driver license skills
tests pursuant to the terms of this agreement, and all of the provisions set
forth in the Third Party Requirements Document and applicable provisions of

state and federal Law

3. Administration and Enforcement
Administer and enforce the provisions of the Commercial Qrivcr License Third

Party Testing program.

C. On-Site Inspections

Conduct an on-site inspection of Third Party Tester facilities. >m in audit
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of its books, and records annually.

Performance Evaluation Audit
Conduct a performance evaluation audit of the skills tests administered by

the Third Party Tester annually.

Resorts

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

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

THE THIRD PARTY TESTER AGREES TO

Leoa’ Compliance

Comply with all applicable statutes and administrative rules of the State of
Micnigan, with all applicable federal laws, including regulations of the
Federal Highway Administration (FHM), with all applicable local ordinances
and with all of the provisions set forth in the Third Party Testing

Requirements Document.

IV. RELATIONSHIP OF THE DEPARTVENT AND THIRD PARTY TESTER

The relationship of the Department and the Third Party Tester is that of an
independent contractual one, and nothing contained herein shall be construed to

constitute the parties as partners, joint venturers, or agents of one another.
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V.

COMMUNICATIONS

The Third Party Tester designates the following individual a: the following
address to be its reoresentative to receive the written notices anccommunications

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 Qvision
Office of Traffic Safety
Michigan Department of State
Mutual 3uilding - Third Floor
208 North Capitol Avenue
Lansing, M 48913-2222
Telephone:  (517) 373-0563
FAX (517) 335-0125



1 Ay (nailed notice shall bedeemed given when duly mailed at a United State post

2 office or official U.S. maildepository.

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. Cancellation

3 The Department reserves the right to cancel this agreement immediately upon
10 determining that the Third Party Tester, ora third party examineremployed

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

12 1. Hes failed to comply with or satisfy any of the provisions of this
13 agreement or the Department'sinstructionsrelating to thisagreement,
14 including the Third Party Tester R:quirements attached hereto and nede
15 a part of this agreement.

16 2. Hes 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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VII.

4- Enploys a third party examiner wwodoes not have a valid driver
license, whose driver license has been suspended or revoked, whose
examiner card has been canceled, orwhose application for a driver

license has been denied.

Cancellation of this agreement shall be effected by furnishing the Third
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

short and plain statement of the facts necessitating the cancellation.

flecassarv Amendments

The Third Party Tester agrees to accept any amendment to any provision of
this agreement, if the amendment is set forth in writing, is necessitated by
a change in state or federal law, and is requested by the Department. The

Third Party Tester shall execute such an amendment upon request.

Other Amendments

Except as otherwise provided in Section IX A above, this ayi . may be
amended only by the mutual consent of the parties which is expressed in
writing and is signed by a duly authorized representative of each party. No
verbal representation, interpretation, or commitment by any officer, agent,

representative, or employee of either oarty, either before or after the
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execution of this agreement, snail affect or modify any of the provisions in
this agreement. This agreement constitutes the entire understanding of the
parties to it and supersedes any and all prior or contemplated agreements,

representations or negotiations, whether written or oral.

NON-ASSIGNABILITY

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

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

WAIVERS AND UNENFORCEABILITY

Awaiver by either party of any provision of this agreement shall not act as
a waiver of any other provision of this agreement. If any provision of this
agreement is for any reason declared invalid, illegal or unenforceable, that

declaration shall not affect the remainder of the provisions of this

agreement.

APPLICABLE LAV

Ay dispute between the parties hereto as to the application, meaning, or

interpretation of any part of this agreement shall be resolved in the State
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of Michigan by application of Michigan law.

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

written above.

(THIRD PARTY TESTER OFFICIAL)

SIGNATURE:

NAME:

TITLE,

(MICHIGAN DEPARTVENT OF STATE OFFICIAL)

SIGNATURE:

NAVE BILL GCHARRON

TITLE: DIRECTOR. THIRD PARTY TESTING DIVISION
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MICHIGAN DEPARTMENT OF STATE

Commeicial Driver License Program

Third Party Testing Requirements

I. PURPOSE

The purpose of this document is to explain to persons other than employees of the
Michigan Department of State the requirements for conducting Commercial Driver
License skills tests as provided for under Michigan law Section 257.312f (3) and
Title 49 Code of Federal Regulations (AMC3R) Part 383.75.

Authority to administer skills tests is granted only to third party testers who
both utilize third party examiners deemed qualified by the Department and enter
into an agreement with the Department. As a secondary matter, this document will

be incorporated by reference into each agreement.

IL. GOALS

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

driver applicants:

K  Hawe “easonaole access to (L skills testing in terms of time and

driv no distance.



2. Receive L skills *:gst:na from examiners qualified ov the Department
who are self enployed 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 L skills tests.

Demonstrate tne required skills in accordance with PJCSR Part 383.1 13

ano Michigan Vehicle Code Section 257.312f(l1) in a representative

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

. DEFINITIONS

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

following meanings:

A Department -- The Michigan Department ofState.

3. QL -- Commercial Driver License.

C HMWA -- Federal Highway Administration.

0. HAMR -- 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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Department and are administered by third party testers.

Certificate -- That document which is issued to a third party tester in
order to verify that the taster is authorized to administer an approved

testing program on behalf of the Department.

Third Partv Tester -- A government entity, an association, an educational
institution or a business entity engaged in the use of commercial motor
vehicles and certified by the Department to acminister an approved testing
program for (IL applicants in accordance with the requirements described

herein.

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

Department of State.

Grector -- The Director of the Office of Traffic Safety, Third Party

Testing Division, Michigan Department of State.

Examiner Identification Card -- Acard issued by the Department to indicate
that a person has been approved by the Department as a qualified examiner,

and evidencing authority to conduct the skills tests required for a CCOL

Third Partv Examiner -- A self employed individual, employee or person
employed under the direction or control of a third party tester who has been

issued an examiner identification card authorizing himor her to conduct L

skills testing.

*3.



IV. GENERAL PROVISIONS

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 Mike 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 includesat least one permanent,

regularly occupied structure situated within the State of Michigan.

3. Hawe 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.

7.

3/\

10.

11.

Meet all requirements of state and federal law and local ordinances.

Ensure that all L testing activities will be conducted in an

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

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

examiner approved by the department.

Shall provide the Office with written results of having conducted a
background criminal record check to determine whether each examiner was
convicted of any of the following offenses:
i1 Criminal assault in anv degree.
bj.  Assault with intent to commit criminal sexual conduct.

Al attempt to commit criminal conduct in anv degree.
(L_ Felonious assault, abuse, cruelty, torture, or indecent exposure.
Designate an individual who will be responsible for its third party

testing operation and inform the Department of that designation.

Allow FHMA its representatives, and/or the Department to conduct
random examinations, inspections and audits of its operating facilities
and records as they relate to its third party testing program, without

prior notice.

Allow the Department to conduct annual on-site inspections,
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14.

evaluations, and audits of its operations, facilities and records.

Maintain at each approved third party testing location, for at
least 4 years, all records of every (L skills test administered by the
third party tester pursuant to these requirements on the forms provided

by the office.

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

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

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—~MiMd— —ldentificat-lon—cord-—Ff An employee rqcord
including nare, residential address and social security number-fand

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

examiner has met all Department qualifications.

b.  Acopy 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.



1

12

14

17

13

15.

15.

17.

Retain all third party examiner records for at leas: four (4) years

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

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

conducted bv anv examiner within a twenty-four period.

skills testing are not tested nore than once in a 24 hour oeriod
unless the original test failure wes due to vehicle or document

deficiencies.

i1 Ensure that skills tests are not conducted after daylight hours.

e.  Ensure that skills tests are not conducted during severe weather
such as neflw rain, snow, ice or during anv hazardous conditions

which would meke driving of a commercial vehicle unsafe.

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

to each driver-applicant wo passes the (L 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 enployed 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 enployed 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 hy
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 nore of the following conditions:



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.

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.

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".

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

companies in Michigan.
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5 3¢ a commercial driver training school which has been continuously
licensed by the Department during the preceding two (2) years and which
utilizes a curriculum certified by the Professional Truck Driver

Institute of America or its equivalent.

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

3e a state agency, political subdivision, individual, firm, partnership
or corporation which has oeen in the business of providing commercial
driver safety services during the preceding two (2) years and which has
a written contract to provide third party testing services to the
employees of one or more public or private companies, state agencies or
political subdivisions employing, in the aggregate, at least twenty-
five (25) persons having a valid Michigan operator's or chauffeur's

license with a vehicle group designation.

REQUIREMENTS FOR THIRD PARTY EXAMINERS

A Athird party examiner may conduct skills tests on behalf of no nore than

one third party tester. Third party testers must apply for "examiner
identification cards" on benaif of each person seeking to become a third
party examiner in their employ. If a third party examiner leaves the employ
of a third party tester, he/she must be approved for a new examiner

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

party tester.
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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.

3e a self enployed 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.

Hold a valid commercial driver license with tne appropriate Qrossv”ed
Hidereement— (L group designation and indorsements required for

operation of the commercial motor vehicle used in the skills tests

conducted by the examiner.

Have successfully completed a DL examiner training workshop conducted

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

Department.

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.

*11-



& The applicant's driving record does not indicate he or she nay be
incompetent to operate a motor vehicle safely, as determined by the

office.

| The applicants criminal m-ecord. in the ’‘uoaement of the Office, soes
nor, indicate that issuance of an examne** identification card would

compromise the integrity of the (L 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.

e12-



f. Felonious driving.
g. A felony in which a motor vehicle was used.

h.  Reckless driving.

i. Fleeing and eluding a police or conservation officer.
Jj. Unlawful driving anay 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  Nb proof of insurance.

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.



c. The applicant has not accumulated more than five (5) points on his
or her driving record, of which no nore 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

319 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 (L 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 certificate 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 ad

agreement documents expire. The Department is not responsible for the

e15-



VIII.

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 filed with

the Office on a-forms prescribed by the Office.

2. A 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 ldentification Card.
The third party tester who employs, controls or directs an examiner shall

file with the office an application for an examiner identification card on

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

SELECTION OF TESTER/EXAMINERS BY¥ THE DEPARTVENT

A. 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 L third partv tester program.  Specific consioerations

include:

-16-



lhe need, as determined hbv the Office, for additional @@L skills

testing in their area.

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

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

the weekend.

Ability to provide (AL skills testing Tor all tvoes and classes of QL

vehicles including all passenger vehicles.

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

the L skills tests.

Adequate space and facilities for (L vehicle inspection and basic
control skills testing activities. Must provide written authorization

to use facilities and grounds not owned or leased bv the tester.

Area driving test routes which provide exercises and naneuvers which

meet (L skills testing requirements.

Potential to administer one test per week or a mininum of %2 (L ski'Is

tests each year.

Record of satisfactory participation in the Michigan L Third Party

Testing program.

-17-
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The office will review the application submitted on behalf of the third
party examiner including the individual's driving record. If satisfactory,
the Office wa4- nmay schedule a pre-approval on site inspection of the
tester site and facilities. If satisfactory, the prospective examiner nay
be scheduled for third party examiner training. Training nay be waived if
the examiner is seeking another identification card only because he/she has

changed third party tester employers.

IX. CERTIFICATION BY THE DEPARTIVENT

A UWon selection, a third party tester must execute a written agreement

prescribed by the Department to administer skills tests. Upon return of the
agreement to the Department, the third party taster will be issued a
certificate by the Department evidencing the tester's authority to
administer a third party testing program for the classes and types of

vehicles listed.

Uoon selection and successful completion of training, an examiner
identification card will be issued evidencing a third party examiner's
authority to conduct skills tests for the classes and types of vehicles

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

testing facility.

Certificates, agreements and identification cards will remain valid until
December 31 of the year in which they were issued or until canceled by the

Department or voluntarily relinquished by the third party tester or

*18-



examiner.  Agreements and certification may be extended for additional
periods (renewal) with fhe mutual written consent of both the Office ad
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 FHM or
the Department to conduct pre-approval inspections and audit its operations,
facilities and records as they relate to its third party testing program,
for the purpose of determining whether the applicant is gualified to ce

certified into the program.

3. Athird party tester who has been certified and has executed an agreement
shall permit the Department or FHM to inspect and audit its third party
testing program to determine whether it continues in compliance with all

legal requirements.

C  The Department and FHM nay perform its inspections and audits with or

without prior notice to the third party tester.

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

1. Records relating to the third party testing program.



2. Evidence of compliance with 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 thethird party tester or by
having Department employees or designees takethe 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 A examiner, employee or agent of the third party tester may not assist any
(L applicant for the purpose of completing a license application or taking
a knowledge or skills test or other driver examination.

-20-



An examiner, employee or agent of the third party tester nmay 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 (L 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 AMCR
3art 392.5. within 4 hours prior to or during L skills testing

activities.

jL. - \Ahose examiners shall not consume or possess, anv drugs or other
controlled substances as identified and prohibited in AMCR 3art 392"
during L skills testing activities.

ADVERTISING

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

issue or guarantee the issuance of a (L or imply that the tt;rd party

21-



tester can in any way influence the Department in ihe issuance of a (CL 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 nane on its

application for certification, nor shall the tester use "state" in any part

of its nane.

X111, INSURANCE REQUIREMENTS

A Each third party tester must maintain security which meets the requirements
of sections 3101 and 3102 of Act Nb. 218 of the Public Acts of 1956,as
amended; ML 500.3101 and 500.3102, on motor vehicles owned or registeredby

the third party tester while used to administer skills tests in this state.

B  Each third party tester must maintain bodily injury and property damege
liability insurance coverage on motor vehicles onned 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 ormore persons in any one accident and not

less than S100,000.00 for injury to or destruction of property of othersin

any one accident.

*22-
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C Athird party tester must maintain insurance coverage which does not exclude

from coverage any person while taking skills tests administered by the third
party tester, any person suffering bodily injury or sustained property
damege 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.

As evidence of required insurance coverage, the third party tester must file
with the Department either a certificate of insurance issued by an insurance
company licensed to do business in this state or a certificate if self-
insurance issued by a group motor vehicle self-insurance pool formed under
1951 PA 35, as amended, stating that there is in effect a contract of which
certificate shall stipulate that the insurance shall not be canceled except
upon thirty (30) days' prior written notice to the Department or a
certificate of self insurance in excess of $20,000,000.00 issued by the
Department. Acertificate of insurance or self-insurance shall include the
make, model, year and vehicle identification number of every vehicle which

will be used by the third party tester to administer skills tests.

Athird party tester must not use a motor vehicle owned or registered by the
third party tester to administer skills tests unless evidence of insurance

coverage for the vehicle has been filed with the Department.

The third party tester must not use motor vehicles to administer skills
tests unless the owner or registrant of the vehicle produces a certificate
of insurance for the vehicle issued by an insurance company which states

that security which meets the requirements of sections 3101 and 3102 of Act

-23-
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No. 218 of the Public Acts of 1956, as amended; ML 500.3101 and 500.3102,
Is in fores, or unless the owner or registrant produces a certificate of

self-insurance issued by the Deoartment.

The Department will reserve the right to cancel the agreement with the third
party tester UDon determining that the third party taster has failed to file
a certificate of insurance or self-insurance or has failed to maintain

insurance coverage.

The third party tester must, also, agree to indemnify and hold harmless the
State of Michigan, the Department, and all of its officers, employees, and
agents from and against any an all rights, causes of action, claims,
demands, suits, liabilities, arising out of, based upon, occasioned by or
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

the agreement

NOTIFICATION REQUIREMENTS

Third party testers must:

I.  Notify the Office in writing within thirty (30) days prior to any

change in the tester's name or address.

2. Notify the Office in writing within ten (10) days of any of the

following:

—24-
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a.

Aty change in the employment of any person authorized by the

Department to be a third party examiner for the tester.

Notice received by the tester with respect to any conviction,
civil infraction determination, or administrative adjudication, of
any of the tester's third party examiners for violation of a law
or local ordinance of any state relating to motor vehicle traffic

control (other than a parking violation).

Notice received by the tester with respect to any suspension,
revocation, cancellation, disqualification, or driver improvement
action ordered by a court or the Department, imposed upon the
driver license or vehicle group designation or privilege to

operate any vehicle of any third party examiner in the tester's

employ.

Ay notice of complaint regarding criminal and\or civil actions,
or skills test administration received by the tester regarding any

of the testers third party examiner.

The tester ceases business operations in Michigan.

3. Third party examiners must notify the Office and his or her Third Party

tester as follows:

1. 8efore the end of the next business day after the examiner receives

-25-



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 afterbeing 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 L

Third Party Examiner's Manual provided by the Office.,
3. @@L Skills tests shall be conducted:

1. In a vehicle which is representative of the class and type of vehicle
for which the (L 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 it is empty and meets
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all motor carrier safety regulations and is otherwise safe to operate.

2. Using Department approved content, fornms and scoring procedures.

3. (1 Michigan roads and highways.

TERMINATION OF THIRD PARTY TESTING PROGRAM AND CERTIFICATES

A The Department -tefty will not select any application for a third party tester
agreement/certificate or examiner's identification card, if the applicant or
examiner does not qualify for the certificate or card under the requirements

of the third party tester program. A misstatement or misrepresentation of
a material fact will be grounds for dery+ng non selection an- agreement-—*

certdfkate—-3r- & --aH. —

B Awy third party tester may relinquish its certificate and agreement upon

sixty (60) days' notice to the Department.

C.  The Department reserves the right to change or cancel the third party

testing program as described in these requirements.
0. The Department nay cancel or suspend the certificate of and agreement with

a third party tester or examiner after determining that the tester or

examiner has done one or more of the following:

*27-



Hos failed to comDly with or satisfy any ofthe provisions of the

agreement or the Department's instructions relating to the agreement.

Has falsified any record or information relating to the third party

testing program.

Has committed any act or omission which, inthe judgement of the

tiffice, compromises the integrity of the third party program.

Continues to enploy a third party examiner whodoes not have a valid
driver license, whosedriver 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.



To: Representative Al Vezey

- JAY/IP*1
From:  Patricia A. Young ¢ //*Y"7P "

Date:  January 31, 1995
Subject: Privatization ot Motor vehicle Services (95.032)

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 of Licensing, a copy of the coiicv and
crccedures manual, and a copy of the VehicleVessel Field System (VF5', Qverview.
The VFS Is the computer network used to tie the operations together.

| hoce this information is heloful.

FromrmDuxOp .

Patriciaa. Ycunc
UCSCvOVt ANALYST
LKISUTWI .UILWRCM ACLNCT
130 Swaac innrr. Sum C18
JUMAU'. ALVSKA'JV801

JOT/403. |
Fu >07/4j.J35 1



STATE OF WASHINGTON

DEPARTMENT OF LICENSING

Olympia. W,nhington '?85U~-d001

? 0 Box 295~ Olympia. IVasftwgion. 98507-29:7

December 19, 199~

Patricia Young
Legislative Research Agency
130 Seward Street. Suite 21*8
Juneau. Ajaska 99801

Dear Ms. Young:

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.

Enclosed is a copy of the standard contract executed between the County Auditors ana

A similar standard contract is being drafted for

the Department of Licensing.
The idea is to have all of

execution between the county auditors and their subagents.
the auditors working from the same document jnd all of the subagents, regardless of

the appointing authority, work from the same document. The standard contract with

the auditors make them responsible to the department for the performance of county

employees as weil as their subagents. The standard contract with the subagent make

the subagent responsible to the auditor.

The standard contracts make liberal use. by reference, of adopted policies and

procedures. The enclosed copy has some red markings. | apologized for that, but it’s

the only copy available at the moment. The policies and procedures are in the process

of amendments which are coordinated with the auditors and subagents before adoption



Ms. Patricia Youth
December 19. 1994

Page Two

With this configuration, the citizens of the state are served by approximately one-
hundred ninety offices located throughout the state. Each of the offices can perform ail
transactions related to licensing of vehicles and vessels. All of (he offices carry their
own inventory ipiates. tabs Sc forms) collect and deposit funds, have direct line access

to vehicle and vessei records, and cai update any record on proper application.

Enclosed is an overview of the Vehicle/ Vessel Pieid System which » the computer
network used to tie ail of this together. All of the computer software, hardware
including on-site PCs and modems, and data lines are owned and maintained by the
department. The computer program has checks and balances to safeguard and provide
accountabiiitv of lunds and inventory items. The program has prompts to assist the
operator to process the application and to prevent the process if the appropriate
documentation is not available. It aiso calculates the hinds to be collected and accounts

for state revenue.

This is a very simplistic overview of out vehicle/ vessel licensing process. If you have

any questions or need additional information, please call me on (206; 902-3773.

Sincerely.

Contracts Manager

at: agent contract
Pol.. Proc.
Overview of V?5



VEHICLE/VESSEL FIELD SYSTEM (VF5) OVERVIEW

The Vehicle,'Vessel/ParKing Ticker, DisaDlea Person Dataoases are located on
the host, which 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 of 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. Udoo receipt of
the physical inventory, tne office enters tr.em on the system as received at
the county level. The County levei office 'seoceats 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 workstation inventory. S3ch morning ana evening when ooenmg
or closing a workstation, a screen aDpears which must be comoieied
indicating what 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 with the next one available ana later adjust the missing .term out of the
system. Eacn monrn inventory reports are ormtea rcicatmc 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 of tne system.



MONEY -

At the start of 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. At the end
of the day, the operator is required :0 enter the amount and types of cash,
as well as the numoer of 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 within 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 witn 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
checx 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 withcrawn from the office

account.

The HQ regional gathers all the transactions at the ena of the day statewide
and proauces an Automatic Clearing House (ACH) tape. The net resuit is
the electronic withdrawal of money owed the state from the office accounts
and automatic distribution to the State Treasurer. Any office which aoes
not have a sufficient 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 work 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 with title and non-title
transactions on the Unisys within 48 nours. A report ts printed for HG staff



indicating how many applications are :0 ae received from each office and
workstation.

The title transactions are automatically uodateo with a pending status.
When the verification unit receives the work from the offices and
determines whether the documentation submitted is sufficient :0 issue a title
or not, the work is released using one of the HQ regional processes. Thus
the VFS title tape is created and sent :0 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 of a title

document wniie they wait.
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AGREEMENT BETWEEN
state of Washington
DEPARTMENT OF LICENSING
AND
| -

Agreement No. 2 -
Agent No. 3~
Date: March 199—

THIS AGREEMENT, entered :nto by and between :he DEPARTMENT OF LICENSING,
hereinafter called 'DOL”. and the County of - - . acting tnrough :ts county auditor,
hereinafter called :re 'Agent'. This agreement supersedes any previous agreement, known

or unknown, made cetwesn DOL and Agent.

This agreement is mace under the provisions of the Revisea Code of Wasnington 'RCW'
-16.01.130. RCW c¢cdJI.UO. RCW 33.02.040 and chapter 39.34 RCW.

DOL has the genera, responsibility for issuance of vehicle ana vessel certificates of
ownership and registration. vehicle license numoer piates and vessel aecals. and for the
collection of vehicle and vessel licensing tees, excise taxes ana other fees ana taxes.

1.0 .APPOINTMENT

The Director of DOL hereby appoints the County Auditor of 5~ as an Agent of DOL
for the purpose of licensing and titling vehicles and vessels and collecting vehicle ana
vessel fees ana excise taxes, in addition to the additional functions outlined in this

agreement, for the duration of tnis agreement.

4 - County accepts the appointment as Agent for DOL ana snail perform the auttes

set forth in tnis agreement.
2.1) SCOPE OF SERVICES

2.1 The Agent snail perform all necessary functions relating to the licensing or
veiuc.es and vessels, issuance of vehicle license number plates and vessel
decais and other similar services under the direction and supervision of tne
Director of DOL. The Agent shail collect all appropriate fees, excise ’axes
and otner taxes. The services snail be provided to the citizens of the State of
Wasr.mgton and to foreign jurisdictions upon receipt of applications tor

requests for service.



4.0

2.2

Agent may perform the services itseif. may establish branch offices, and with
aDproval of DOL, appoint speciai deputies to perform the services. The Agent
may request DOL to appoint subagents within the county as provided in RCW

46.01.1-0 to perform the services.

CONSIDERATION

The Agent snail charge, collect and retain the fees as authorized by RCW -4-6.01.1-0.

The Agent, in licensing vehicles and vessels, may process che collection of license
fees and taxes by using the Vehicie Fieid System provided by DOL pursuant to this
agreement, and may retain the appropriate collection fees when authorized by statute

or rule.

ALLOWABLE EXPENSE CONSIDERATION

4.1

4.2

4.3

4.3.1

In addiuon to fees collected and retained as provided in section 3.0 of this
agreement, DOL shall reimburse Agent for the excess of Agent's allowable
expenses after deduction of the retained fees for performance of this
agreement, as provided in RCW 46.01.1-O(-Xb). Payment to the Agent shall
be made oniy from, and snail be subject to. fur.as being available in the
Licensing Services account in the Motor Vehicie Fund.

Agent may submit to DOL Program Manager, annual invoice vouchers
snowing the prior twelve months total fees collected by the Agent, the fees
retained by the Agent, itemized allowable expenses incurred in the same prior
applicable twelve month period, and the excess amount of allowable expenses
after deduction of the fees retained by the Agent. DOL shall provide payment
of the excess amount no later than thirty business days after approval of the
invoiced amount. To accommodate the end of an accounting period, an
invoice may use estimated fees and expenses in lieu of actual fees collected
and retained and allowable expenses for the last one month period of the
applicable prior twelve month period. Any differences in che estimated
amounts and the actual amounts shall be debited or credited in the subsequent
annual invoice. Invoices reflecting a July 1 through June 30 fiscal year snail

be presented to DOL no later than June 1.

DOL wiil pay reasonable direct expenditures incurred which exceed the
Agent s fees retained for performing vehicle and vessel 'icensing activities
under his agreement. Only the following costs shall be considered direct

expenditures for che purposes of this section:

Salaries, payroll taxes and employee benefits paid to Agent's employees
directly assigned to licensing activities under this agreement:



4.3.: Telephone service charges direcriv related :o0 this agreement:

4.3.3 Premium for insurance and bonding expressly required by this
agreement:
4.3.4 Postage and other purchased office supplies necessary to the

performance of this agreement:

4.3.5 Auxiliary equipment purchased by the Agent, with approvai of DOL.

which enhances Agent performance of this agreement.

Direct expenditures shall not include any direct costs incurred which are not related to

vehicle and vessei licensing activities under this agreement.

PERIOD OF OBLIGATION

This agreement shail commence on the date of the signing and complete execution of
this agreement and shall continue through the second succeeding December 31 or

under mutual consent until a new contract is executed or until termination as provided

in section 17.

This agreement is void upon formal action of the state legislature or county governing
body enacting statutory prohibition or faiiure to provide funding for performance of

the duties provided herein.

ADMINISTRATION OF AGREEMENT

6.1 DOL MANAGER

The Title and Registration Services Unit Administrator is appointed the
Program Manager of this agreement and shall monitor the performance of the
Agent under this agreement, approve billings submitted by che Agent, accept
any reports provided by the Agent, ana reconcile adowabie costs. The
Program Manager shail provide and facilitate assistance and guidance to the
Agent as necessary. DOL shail provide the Agent with the DOL Program
Manager's name, address and telephone numoer and any subsequent changes

made.
6.: AGENT ADMINISTRATOR

The Agent shall appoint a Program Administrator for this agreement ana shail
notify DOL of the Program Administrator responsible for Agent’s perrormance
of this agreement. The Agent shall orovide DOL with the Program

Administrator’s name, address, telephone number and any subsequent changes

maae.



6.3

NOTICES

Ail notices concerning this agreement shall be sent to the parties at the

addresses state below:

DOL - Administrator. Title and Registration Services. Department of
Licensing. PO Box 2957. Olympia. Washington 9S50"-2957.

Agent - Current County Auditor. 5- . 6 -

ORDER OF PRECEDENCE

In the event ot‘conflicting provisions within this agreement, the conflict wiil be

resolved by giving precedence ;n the following order:

7.1

7.2

7.3

7.4

Applicable federal and state statutes and codes, including RCW rules -6. 32.
and 88.

This agreement, including ail amendments and exhibits.

Washington Administrative Codes, including W'AC chapters 308-56A. -5". -
93. and -96A.

The Department of Licensing Policies/Procedures, the Vehicle Services
Division Policies/Procedures, the Vehicle Field System Automated Operating
Guide, and the Vehicie Field System Operating Guide.

SERVICE QUALITY

3.1

3.2

Agent shall perform ail licensing functions in a concise, courteous, accurate,
and professional manner. Agent is responsible for processing all 'licensing
functions to achieve a level of one hundred percent accuracy. |If Agent's
accuracy ievei falls below ninety-five percent (95%) accuracy, based upon tne
number of transactions processed by the Agent within a continuous six (6)
month period, this agreement may be terminated by DOL. and Agent shail be

responsible for ail of DOL's cosis due to Agent’s errors.

Agent is responsible for requiring its employees special ceputies and subagents
ro perform at the same level and quality of service as provided m this section.

DOL shail monitor Agent. Agent’s branch offices, special deputies and
subagents to determine :ne service quality of each entity. Monitoring may
consist of. but is not limited to. evaluation of comments from the public,
periodic reports, observed practices of the entity, compliance win DOL



8.3

Poiicies/Procedures. and compiiancs auuirs. as provided in DOL

Poiicy/Procsdure VEH. 3.

When service quality is deficient or when DOL and Agent agree that service is
to be modified, DOL and Agent agree to make good faith effort to amend the

service by mutual agreement.

9.0 REVENUE ACCOUNTABILITY

9.1

9.2

9.3

9.4

Agent shail collect and account for vehicle ana vessel license fees, taxes and
other fees, as provided in DOL Vehicle Sep/ices Division Poiicv/Procedure

VEH.7 and .10. as now or hereafter amended.

Agent shail endorse each negotiable instrument received in payment of services
performed pursuant to this contract, with a statement "for deposit oniy" or for
"aeposit to account of" or similar restrictive wording, immeaiatslv upon

receipt of such payment.

In the event of theft, burglary, or destruction of revenue collected by Agent or
Agent's subagent. Agent shall immediately contact ail persons who issued a
negotiable instrument which was stoie.n or destroyed and request replacement
payment in the amount previously rendered. AH costs related to the recovery

of the amount stoien or destroyed is the responsibility of Agent.

In the event of theft, burglary, destruction of revenue collected by Agent or
Agent's subagent, or for any other reason Agent or Agent’s subagent has
insufficient funds to process the daiiy Automated Clearinghouse Tape iACH)
withdrawal, agent shail make restitution to DOL within fony-eighc <N3) hears
of receiving DOL notification of the insufficient fund condition.

10.0 INSURANCE .AND BONDING

10.J

The Agent shail procure an endorsement to insurance it may carry, or shall
procure a separate poiicy of insurance to indemnify DOL against ail loss,
damage, destruction, including, but not limited to: wind, water, fire, and
environmental conditions, and theft of any or ail of the following DOL

properties:

a. The replacement cost of supplies provided by DOL to Agent in section
12.2 of this contract. The minimum amount of insurance coverage
required or procured shall be calculated on reorder levels provided in
Vehicie Services Division Policy/Procedure VEH. Il. as now or

hereafter amended:



b. The cost or'equipment provided by DOL co Agent in section 12.3 of
;nis contract. The amount of insurance coverage shail provide for
installation and replacement costs for che same or equivalent equipment,

less depreciation of che equipment lost or damaged.

10.1.1 In lieu of an endorsement co insurance or a separace poiicv of
insurance, che Agent may provide a .certificate of self-insurance. Any
csrtificace of seif-insurance shall include an endorsement by the Bureau
of Risk Management. Deparnnenc of General Administration, attesting
to the adequacy of the self-insurance for the purposes of this

agreement.

10.1.2 DOL shail be named as an additions insured and loss payee as to che
.0ss. damage, destruction, or chert of the suppiies and equipment.
DOL may disapprove any such insurance by providing reasons of
inadequacies in die endorsement, policy, or seif-insurance.

10.1.3 Any insurance endorsement or policy shall be written by an insurer
authorized to transact business in tne State of Washington and shall
require the insurer to provide DOL cnirtv (30) davs written notice of
any canceilacion or alteration of the endorsement or policy affecting the
insurance coverage.

10.2 Agent shail procure a primary commercial bianket bond or its equivalent,
satisfactory co DOL, in a minimum amount of fifty thousand dollars
(550,000.00) with a deductible provision of no greater than two thousand
dollars (S2.000.00). The bond shail be written by an insurer authorized to
transact surety business in the State of Wasmngton and shall require ihe
insurer to provide DOL thirty (30) days written notice of any canceilacion or
alteration of the bond.

10.2.1 The bond shall provide fidelity coverage for any fraudulent or dishonest
acts committed by Agent, one or more of tne employees of Agent,
special deputies appointed by Agent, and Agent's subagents and
subagents' employees.

10.3 Agent shall appiy for and obtain from the Department of Labor and Industry a
certificate of Industrial Insurance, as provided in Title 51 RCW. Agent shall

keep evidence of continuing Industrial Insurance coverage on file with DOL.
11.0 EDUCATION AND TRAINING

DOL and Agent shail share the responsibilities for education and training of Agents
and subagent personnel in the operations and functions relating to the licensing of



vehicles and vessels. Training and education will be provided in die following

categories:
a. Basic education, training, and qualifying new operators.
b. Continuing Education and Training.
c. Standards training to improve accuracy and performance.

11.1 DEFINITIONS

Terms used in this section have the following meanings:

11.1.1 "PRC" means the Problem Response Center maintained by DOL. This
telephone avaiiabie information unit offers ongoing probiem resolution
on che Vehicle Field System for Agents ana subagents.

11.1.2 "C3T" means che Computer Based Training software used to educate
and train individuals on the basics of computer use.

11.1.3 "Education Mode" means the software program which emulates ne full
business operation of the Vehicle Field System. This mode is used as
practice to train individuals on che system without creating "reai"

vehicle or vessel records.

11.1.4 "Production Mode"™ means che full business mode avaiiabie to each
licensing office to do "live" business transactions which update the
database. This mode is used by individuals after they have been trained

in Education Mode.
11.2 BASIC EDUCATION AND TRAINING

11.2.1 DOL ana Agent agree that present Agent and subagent personnel are
fully trained on the operation and functions of the Vehicie Fieia System
(VES) ana the necessary functions relating to the licensing of vehicles
and vessels and the issuance of vehicle license number plates and vessel

decals.

11.2.2 The Agent is responsible for and shall educate, train, and qualify for
Producnon Mode operation, ail Agent and subagent s personnel hired
subsequent to the execution of this agreement. Agent snail ensure that
ail licensing personnel assigned the responsibility of processing title ana
license registration applications and performing otner licensing
functions, receive adequate education and training to enable the person



co complete normal title and license functions and to properly disburse
the materials and operate the equipment provided.

11.2.3 DOL will provide Agent the following materials to assist Agent [l
conducting education and training of licensing personnel:

VFS Operating Guides
- VFS User .Vlanuais with casebook
- Electronic mailbox capabilities

Computer Based Training (CBT) programs

Other training aias ana assistance when avaiiabie
- Qualification standards

u.3 CONTINUING EDUCATION AND TRAINING

11.3.1 DOL snail provide continuing education and training to Agent and
subagent's licensing personnel regaraing new ana amended laws, rules,
and procedures. DOL will develop training materials, schedule training
meetings, and conauct classes as necessary to maintain competency in
the Agent and subagent's licensing staffs.

11.3.2 Agent shail ensure the attendance of Agent and suoagent's licensing
personnel at training classes as required by DOL.

11.4 STANDARDS TRAINING

11.4.1 DOL snail monitor Agent and Agent’s subagents performance of all
vehicle and vessel licensing functions for courteous, accurate, and
professional conduct. DOL will advise Agent when the Agent's or
subagent's performance does not meet the standards set in this contract.
DOL and Agent shall coordinate their efforts to improve the stanaaras
in a timely and cost effective manner.

11.4.2 Agent shall provice training to improve standards in processing license
applications and other functions performed by Agent and subagent's
licensing personnel.

11.4.3 Agent shall conduct periodic education and training classes to improve
the performance and accuracy of Agent and subagent’s licensing
personnel.

11.4.4 Agent shall ensure tne attendance of Agent and suoagent's licensing

personnel at training classes as required by DOL or Agent, to maintain
competency in che licensing functions ana to improve knowledge ana
functionalitv of the individuals.

.3 -
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11.4.5 DOL shall maintain a problem response center (PRC) to assist Agent
and subagent's by providing instant assistance with daily proDiems that
materialize during business hours. Agent anr subagents may contact
the PRC during normai business hours and receive assistance in

processing particular applications and equipment problems.

SUPPLIES : T> EQUIPMENT

DOI shail ?r,. ..€ supplies, equipment, and perform equipment maintenance uncer
the terms ana conditions set forth oeiaw. Suppiies and equipment furmshea by DOL
snail be used soieiy for the performance of this agreement anler; authorized by DOL.
DOL wviil provide the Agent access from the Agent's location t DOL's central
venicle and vessel information file for the purpose of inquiry and to update tnose files
as to iicensing, registration, anu titling transactions performed by Agent. Agent shail
make changes directly to information >"nred in DOL's venicie and vessel information
flies only as may be authorized by DOL. pursuant to this agreement.

111 DEFINITIONS

Terms used in this section have the following meanings:

12.1.1 ‘Supplies' means, but is not limited co: paper proaucts. expencable
items used on computer equipment provided by DOL. license plates,
year and month tabs, vessel decals, veteran embiems. and disaoied
person placards, ail of which are further defined in the Titic and
Registration Services Operating Manual. "Supplies’ dees not inciuae
general office items such as pens and pencils, w icing paper, and
envelopes, unless such items have unique uses in the performance of

this agreement.

12.1.2 'Equipment means, but is not limited to; monitors, modems, printers,
software, mini-computers, mainframe computers, wiring back-bones
and peripheral items, ail of which “re more fuily identified in the
Vehicle FieldServices Automated Operating Guide and are necessary
for functionaloperation of rhe Vehicle Field System (VFS) operation
system. "Equipment' does not include document scanning units, mail
sorting units, office furniture, or other equipment purchasea by the

Agent for its own use.

12.1.3 ‘Accountable item"™ means an inventory item of supplies provided by
DOL which are exchanged bw the Agents or their subagents to
customers for a fee. Accountable items include, out are not limited to:
vehicle license plates, license plate tabs, vessel decals, veteran
emblems, various permits, and forms for which a fee is collected.

-9 -



12.1.4

12.1.5

12.2

12.2.1

12.2.2

12.2.3

12.2.4

12.2.5

SUPPLIES

"Vehicle Field System Automated Operating Guide’ means the DOL
document which identifies and illustrates the functional operation of
each piece of equipment used in the VFS. The document may be
amended or revised at the discretion of DOL when equipment is
changed, added, or deleted from the system.

"Vehicle Field System (VFS)" means the automated computer system
and corresponding policies and procedures used when processing
vehicle and vessel title and 'icsnsing transactions and for the collection
and accounting of state revenues pursuant tc this agreement.

DOL wiii issue co the Agent, in a timely and cost efficient manner.
supplies neeced by the Agent to properly perform duties under this
agreement. Supplies provided will be inventoried and controlled, ai
wrovided in Vehicle Services Division Pglicy/ Procedure VEH. 11. as
now or hereafter amended.

All supplies required to be furnished by DOL. pursuant to tnis
agreement, snail be shipped directly by DOL to the destination address
provided by Agent. The destination address shall be a facility under
the direct control of Agent.

Agent wiii protect supplies from damage by environmental events,
mcluding, but not limited to: water, wind, fire, and extreme
temperature variations. Agent shail provide basic care of supplies to
protect them against ail damage, destruction, and theft of any or ail of
tne supplies. AIll accountable items shail be stored when not in use
during the business Jay. within locked cabinets, storage rooms, or
some other secured environment, ai! of which provide a double lock or
a secured holding area when supplies arc not being used.

Ail supplies furnished by DOL under this agreement shail remain tne
property of DOL and DOL shail retain full titie md all rights
associated with ownership. The supplies shall not become fixtures
The Agent shall not cncumoer or permit an encumbrance upon the
state's title to the supplies, or the supplies themselves, m anv manne'
Risk of. and rcsponsiodity for. loss or damage to the suDpues during

transportation or removal by DOL or its representatives shall be upon
DOL. Risk of, and responsibility for. loss or damage while supplies
are in the care and custodv of Agent or its representatives snail be ucon

Agent.

¢ 10 ¢



12.3

12.3.1

12.3.2

12.3.3

12.3.4

12.3.5

EQUIPMENT

DOL wiii select and prov.de co Agent, without cost to Agent. che
equipment and communications lines, identified in the Vehicle Field
System Automated Operating Guide, necessary to DOL's vehicle and
vessel records tiles. The equipment shail be installed by. or at che
direct supervision of. DOL or its authorized contractor or agent without
cost to the Agent. DOL or its authorized contractor or agent will test
the equipment initially to ensure that it is functional at the time of

installation.

DOL wiii install the equipment at locations mutually agreed to in
writing by DOL and Agent, and using criteria developed by DOL as set
forth in DOL Vehicle Services Division Policy/Procedures as now or
hereafter amended. Agent snail not cause or permit any relocation or
disconnection of the equipment once installed, without che prior written
approval of DOL. Any request for relocation of equipment must be
accompanied by a detailed floor plan of the new location. All
relocations shall be carried out by DOL. or its authorized contractor or

agent.

Agent wiii provide necessary electrical power outlets, telephone lines,
ana access terminals identified by DOL as being required to facilitate

the installation or relocation of equipment provided by DOL.

Agent shail reimburse DOL for all of DOL's costs incurred by DOL or
its authorized contractor or agents, for relocation or disconnection of
equipment. Costs shail include, but may not be limited to; relocation
or installation or commun.cation lines, additional parts and equipment,
and direct and indirect labor and travel expenses, os provided in chapter
-0.03 RCW. DOL shall furnish an itemized invoice of all costs
incurred upon completion of the relocation or disconnection. Agent
shall remit payment in full to DOL within thirty (20) days from the

date on the invoice or at such other time is agreea to in writing.

The number of VFS workstations allocated to Agent snail be mutually
agreed upon by DOL and Agent, using criteria developed by DOL. as
set forth in DOL Vehicle Services Division Policy ?*ocedure VEH.9
as now or hereaiter ame.naed. DOL and Agent viii regularly monitor
the validity of VFS workstation allocation criteria and statewide
workstation allocations. Consideration for any adjustment :n ihe
numbers of workstations allocated under this agreement will be maue
primarily for providing sufficient automated ecuipment to maintain
customer service while improving tne efficiency ana cost-effectiver.ess

of statewide vehicle and vessel licensing activities.

- 11 -



12.3.6

12.3.7

12.3..3

12.3.9

12.3.10

12.3.11

Ageru shall use the equipment tor the purposes of carrying out its
responsibilities under this agreement and as an agent of DOL,
appointed pursuant to RCW a6.01.i~0. and as an agent of Washington
State Department of Revenue, appointed pursuant to title 32 RCW. and
for no other puiposes without specific written authorization -'rom DOL.
Agent shall operate the equipment in accordance with the provisions of
Vehicie Field System Automated Operating Guide, as now or hereafter

amended.

Agent shail use reasonable care to protect the equipment from damage
by environmental events, including, out not limited to: water, wind,
fire, and extreme temperature variations. Agent shail provide basic
care of equipment to protect it against damage, destruction, and theft of
any and ail of the equipment. All equipment shall be located in a
secured environment wnen not in use.

The equipment furnished by DOL under this agreement shall be located
upon the premises of Agent where it :s installed. Agent snail make the
ecutpment accessible omy to authorized personnel of che Agent. DOL.
ano DOL contractors or representatives. Agent shail take ail necessary
steps to ensure the jquipmem s used only for the purposes proviced
under this agreement and only by authorized personnel of the Agent
and DOL.

Agent shail not connect or permit co be connected any additional
equipment to the communications line, or modify, ado parts, or remove
parts from the eauiDmenc without the expressed written consent of
DOL.

All equipment furnished by DOL under this agreement snail remain the

property of DOL and DOL shall retain full title and all ngms
associated with ownersmp. The equipment shall not become fixtures.
Agent shall nor encumber, or permit an encumbrance upon, the state s

tide to the equipment, or the equipment itscif. in any manner.

Risk of. and responsibility for. loss or damage to tne equipment curing
transportation, installation, maintenance, or removal by DOL or its
representatives, shall be upon DOL. Risk of. and responsibility fcr
loss or damage caused by ordinary wear and tear or by DOL or its
authorized representatives, snail be upon DOL.

124 MAINTENANCE OF EQUIPMENT

12.4.1

DOL is responsible to provide all maintenance and repair ana



13.0

12.4.2

12.4.3

12.4.4

12.4.5

12.4.6

authorities.

replacement for equipment provided by DOL under this agreement, it
is DOL's exclusive right :0 determine the amount and extent or repair
or maintenance requirea and for the replacement of equiDtneni when

deemed advisable by DOL or its representatives.

DOL is responsible for basic care of the equipment as set forth in che
Vehicie Field System Automated Operating Guide.

DOL shall provide maintenance services as soon as reasonabiv possible
following notification :0 DOL by Agent of a malfunction of the

equipment.

DOL shall have sole discretion to determine the need for maintenance
or engineering support, and to determine the appropriate soiution to any
malfunction of the equipment or communications line. DOL shall not
be resoonsibie to the Agent for any down time during the normal

operating hours of che communications Jine.

Agent shail notify DOL as soon as possible of any malfunction of ihe
equiDmenc or of communications line problems by telephone to the
Liaison/Problem Response Center PRC), telephone number 1-300-336-
m*631. Agent shail provide full. free, and safe access to che equipment
by DOL representatives, and other persons authorized by DOL as
necessary to perform maintenance, between the hours of 3:00 a.m. ana
5:00 p.m. and on any weekday which is not a state holiday.

Cost of repair, replacement, and maintenance of the equipment
provided by DOL pursuant to this agreement is the responsibility of
DOL. Agent shail reimburse DOL for any and ail costs incurred for
the repair, replacement, and maintenance of che equipment when the
repair, replacement, or maintenance is required due to tne failure of
Agent to provide basic care of the equipment, as provided under this
agreement or .vhen the equipment is damaged or otherwise

malfunctions through misuse, fault, or neglect of Agent.

SITE PREPARATION

Agent snail provide ail office furniture and make any and all modifications to me sue
wherein che equipment is installed ana proviacd by DOL pursuant to section 12.3.
Agent shail provide a sue floor plan setting form the positioning of che furniture,
electrical service, customer service areas, and any other requirements requested by
DOL prior co DOL's approval of an original or relocation site. Agent is responsible
for all sue remodeling, procurement of furniture required to accommodate equipment
ind obtaining the necessary approvals or building owners ana local building code



Agent shall provide dedicated electrical service of 15 amp isolated circuits required
for each workstation of equipment provided by DOL. An isolated circuit means there
will be no other electrical appliance connected to chat circuit except the workstation
worth of equipment provided by DOL. No more than ten 00) equipment items wv.il
be allowed on an isolated circuit. If the number of actual outlets on an individual
isolated circuit are limited, a six (6) outlet 15 amp power strip with surge protector

may be used.

Agent is responsible for procuring and installing .viring cabling if the wnng/cabling
is routed through a wall or floor, inside a wall or through a ceiling, inside a caole
poie or a covered floor caole. or is over fifteen (15) feet :n iengtn. Agent s
responsible for pre-driiling a 2-1/2 inch diameter hoie for installation or wiring,
cabling through counter tops or wail of cabinets. If wirmg/cabiir.g nas co be routau
across the floor. Agent is responsible for assuring that such rloor wiring.cabling is
under a table or desk and does not cross nor impede walkways in conformity wun
locai building and safety codes and OSHA ana WISHA rules administered by the
Washington State Department of Labor and Industries.

140  CONFIDENTIALITY OF INFORMATION

141 Agent shall adhere to any applicable current or future statutory or
aammistrative ruies including, but not limned to. chapter -2.17 RCW. RCW"
m*6.12.370. RCW -*0.12.380. and chapter 308-10 WAC ana DOL Policy,
Procedure ADM. ", as now or hereafter amendea. regulating disclosure, the
right of privacy, ana confidentiality relating to ail information and data to

which Agent has access under this agreement.

14.2 Agent shall not use or furnish to any person, corporation, partnership,
association, or organization of any kind for any commercial purpose by itself
or by any otner entity, any of the individual owner name or address
information, or part thereof, provided by DOL under this agreement for che
purpose of making any unsolicited business contact with :he individuals named
therein. The term unsolicited business contact means a contact that is inter.ced
to resuit in. or promote the sale of. any gooas or ser/ices :0 a person named
in the disclosed information, including the Agent or the Agent's subagent.
This subsection shai! not prevent Agent from requesting additional specific
exceptions from this section from DOL. subject :0 prior written approval, and
any conditions imposed by DOL. No exceptions shall be valid unless
approved in writing by :he Director of DOL and accompanied by a statement
of conditions, if any, imposed on such approval, prior to the intended use of

che information which is the subject of the exception.



15.0

16.0

17.0

DOL PROCEDURE MODIFICATION

DOL may modify ihe DOL Policy. Procedures. Vehicie Field System Operating
Guide, and Vehicie Fieid System Automated Operating Guide, incorporated herein by
reference as required to incorporate statutory amendments or to improve quality of
service to the public. DOL will soiicit the advice of the Title and Registration
Advisory Committee (TRAC). Washington Association of Vehicie Subagents
(WAVS), and Washington Association of County Officials (WACO), prior co adoption

of modifications.

AUDIT

DOL or DOL's designee may conduct audits and inspections, during normal business
hours, of Agent's licensing transactions. re*.enue coiiections and deposits, records,
inventories, equipment, and performance, ail of which pertain to the vehicie and
vessei licensing activities of this agreement. DOL wiii prepare an audit report, ano
Agent wiii take immediate action to address ail discrepancies, as provided in DOL

Poiicy/Procedure VEH.3. as now or hereafter amended.
TERMINATION OF AGENT OR SUBAGENTS

17.1  This agreement, or appointment of Agent or Agent's suoagent. may be
terminated or revoked by DOL for Agent or Agent's subagent's failure to
comply with non-material provsions of this contract or other agreement.
Agent or Agent's subagent may cure such defauit after being given written
notice thereof and a reasonaoie opportunity, wnich in no event shail be more
than thirty days, to cure such defauit. If sucn default cannot reasonably be
cured within thirty days, additional time may be granted if Agent or .Agent's
subagent has initiated substantial and continuing action to cure che default
within the thirtg daws. Agent or Agent’s subagent's continued raiiure to
comply, which in no event needs to be more ‘han three such faiiures within a
twelve month period, with this agreement or other agreement for which notice
and opportunity to cure has been given as provided in this subsection. DOL
may terminate or revoke this agreement without giving prior notice or

opportunity to cure.

17.3 This agreement, and appointment of Agent or Agent's subagent, may oe
immediately terminated or revoked without giving prior notice or opportunity
to cure a default for failing to comply with anv material provisions of this
agreement which include, but are not limited to: any fraua. theft, or illegal
act, for breach of any provisions of this agreement, attachments to. or DOL
departmental policies and procedures contained in this agreement, or for

abandoning the business.



130

190

200

17.3 Notice of termination shall oe conclusively deemed :0 have been deliverer: to,
and received by, the other party as of midnight of :he third day following the
date of us posting in the United State mail, addressed as provided in section
6.3 of this agreement, in the absence of actual delivery to and receipt by the

party by maii or other means at an earlier date ana.or time.

17.-1 Agent or Agent’s subagent or t>oth shail immediately return ail equipment and
supplies provided by DOL upon termination of this agreement or revocation of

PAYMENT IN THE EVENT OF TERMINATION

tn the event this agreement is termmateu. each party shail oe responsible for the
actual cost they have incurred during their performance under this agreement, arc
neither party snail be obligated to the other party for sue:: costs. Ail fees and taxes
collected by Agent and payable to tne State of Washington shall be due and payaoie to

DOL as provided in this agreement.

REMEDY OF TERMINATION

The remedy of termination of this agreement, to release DOL from the obligations of
this agreement, ano afforded to DOL snaer the various provisions or tnis agreement
shail not be deemed to be an exclusive remedy, but rather shall be :n acoition to ail
other remedies which may be avaiiabie to DOL. Termination of tins agreement shail
release DOL from any and all obiigacion.s whatever under this agreement, but sr.aii
not bar DOL from pursuing any remedies which it would otherwise nave against

Agent.

INDEPENDENT STATUS

DOL and DOL employees and DOL authorized representatives shail perform all
duties pursuant to this agreement is an independent agency from Agent and not .a any
manner as officers, agents or employees of Agent. AIl references in this agreement
to DOL shall include its employees ana authorized representatives. Agent shall not
withnoid or pay any taxes or insurance or deductions of any kind in connection with

reimbursement of DOL under this agreement.

Agent and Agent’s employees and Agent's subagents shail perform ail duties pursuant
to this agreement as an independent agency from DOL and not in any manner as
officers or employees of DOL. All references in tins agreement to Agent shall
include its employees and subagents. DOL shall not withnoid or pay any taxes or
insurance or deductions of anv kind :n connection with reimbursement of Agent under

this agreement.

*16 -



21.0

22.0

NONDISCRIMINATION

21.1

21.2

21.3

LIM

22.1

22.2

During me terms of this agreement, the parties agree to comply with the
following nondiscrimination requirements as well as applicable federal, state,
and local laws and regulations governing nondiscrimination. No party shail
exclude a person from participation in. deny the benefits of. or discriminate
against, individuals in connection with any function related to this agreement,
or to be performed in connection therewith because of race, coior, creed,

religion, sex. marital status, national origin, age. or disability.

Agent wiii conduct a self-evaiuation and complete a reasonable accommodation
transition pian to comply with The Americans with Disabilities Act of 1990
(ADA) within six (6) months of execution of this agreement. A written copy
of the plan shail be forwarded to the DOL Program Manager. Agent shail
attend any training sessions on ADA offered to Agent by DOL. Ager.t siiaii
immediately notify DOL of any allegations, claims, disputes, or challenges
made against Agent under the ADA and shail cooperate with DOL in random

compliance reviews with ADA.

In the event of the Ager.Ts noncompiiance or refusal to compiv with the
nondiscrimination section of this agreement, this agreement may be rescinded,
canceled, or terminated, in wnoie m in part, for breach under section 17, and

the Agent’s appointment may be withdrawn and declared ineligible for further

agreements with DOL.
ITATION ON LIABILITY AND RESPONSIBILITY

The parties agree that in no event shail the State of Washington, DOL, the
Director of DOL, DOL employees, or any authorized representatives of DOL.
be liable to Agent for any damages, costs, lost production, or any other loss of
any kind for failure of DOL's equipment, hardware, or software to perform
for any reason, or for the loss or consequential damage which is the result of
acts of God. strikes. lockouts, riots, acts of war, epidemics, acts of fire,
failure of communications or computer equipment, facilities or software power

faiiure. nuclear accidents, or other disasters.

The parties agree that in no event shall the County of 4 -, the Agent, and the
Agent's employees, be liabie to DOL for any damages, costs. lost production,
or any other loss of any kind for failure of DOL's equipment, hardware, or
software to perform for any reason, or for the loss or consequential carnage
which is the resuit of acts of God. strikes, lockouts, riots, acts of ware,
epidemics, acts of fire, faiiure of communications or computer equipment,
facilities or software power failure nuclear accidents, or otner disasters.



23.0

24.0

25.0

26.0

22.3 The parries agree char in no event shall the Scare of Washington. DOL. che
Director of DOL. and DOL employees, or any authorized representatives of
DOL be iiaoie for any claim or any nature against Agent by any party arising
from any failure in the service furnished by Agent under this agreement, for
any errors, mistakes, omissions, or acts on che part of Agent or Agent's
subagents which result in the faiiure to properly release vehicles and vessel

title interests.

22.4 The parties agree chat in no event shail che County of 4 - , the Agent, and che
Agent's employees, be liable for any claim of any nature against DOL ay anv
party arising from any faiiure in che service furnished by DOL under this
agreement, for any errors, mistakes, omissions, or acts on the part of DOL or
its authorized representatives, which result in che faiiure co properly release

vehicle ana vessel citle interests.

WAIVER

DOL may waive any of the provisions of this agreement deemed necessary in order co

ensure chat readiiv accessible service is provided co the citizens of this state.

SAVINGS CLAUSE

It is che belief of aii parties that all provisions of this agreement are lawful. If any
section of this agreement should be found co be contrary co existing law. by court
decisions or opinion of cne Washington State Attorney General, che remainder of che
agreement shall not be affected thereby, and the parties shall enter into immediate
negotiations for the purpose of arriving at a mutually satisfactory replacement of such
section. The provisions of the agreement shall be subject co any formal actions of the
legislature of the State of Washington. In che event of conflicts between the formal

actions of che legislature and provisions of the agreement, the former shall prevail*.

CONTROLLING LAW VENUE

This Agreement shall be governed by che laws of che Scate of Washington. Venue of
any lawsuit filed by any party against the other party arising in whoie or in part of
this agreement shail be in che superior court for Thurston County, Olympia.

W ashington.
ALL WRITING CONTAINED HEREIN
This Agreement contains all the cerms and conditions agreed upon by the parties. No

other understanding, orai or otherwise, regarding che subject matter of this Agreement
shall be deemed co exist or co bind any of the parties hereto.

- 13 .



270 ENTIRE AGREEMENT

This Agreement may not be modified or amended without ihe written consent of both
parties. The Agent shall comply with ail applicable laws, ordinances, codes,
regulations, and pol c:es of local, state, and federal governments.

IN WITNESS WHEREOF. DOL and Agent have executed this agreement as of the date and
year last written below. The parties signing hereby affirm that they have the authority to

bind their respective p?ities to the terms of this Agreement.

DEPARTMENT OF LICENSING

Contract Officer Signature

Title

Date

APPROVED AS TO FORM ONLY:

Assistant Attorney General

Date

1-

Agent Signature

Title

Date

APPROVED AS TO FORM

Countv Prosecuting Attornev

Date

ONLY:
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DIVISION e ¢ =  osf juvm”
POLICY/PROCEDURE I VEH.-A
Personalized Plates
Vehicle-Ser-ices m— RCW 46.12.160
3n/lj>lal RCW 46.16.560

RCW 46.16.565
RCW 46.16.570

* . RCW 46.16.580
Supersedes: VEH.2

POLICY:

Personalized license plates shall not duplicate or conflict with existing or projected
vehicle license piate senes or other numbering systems for records kept by the
department. The department may refuse to issue any combination of letters or numbers
that may carry connotations offensive to good taste or decency, or which couid be
misleading or a duplicate of license plates provided for in Chapter 46.16 RCW.

WAC 308-96A-066 PERSONALIZED LICENSE PLATES--DENIED OR
CANCELED.

(1) .An application for a personalized license plate may be denied, at the discretion of the
department, when the department considers the combination of letters and numbers to be
offensive to good taste or decency, which may be misleading; vulgar in nature, a racial ethnic,
lifestyle or gender siur, related to illegal activities or substances, blasphemous, or contrary to

the department's mission to promote highway safety.

(2) A personalized license plate may be canceled at the discretion of the department if
after being issued the department determines the combination of letters and numbersto be
offensive to good taste or decency by being profane, sexually suggestive, alcohol or drug
related, racist, derogatory, or slanderous, or which couid be misleading or a duplicate of license
plates provided in chapter 46.16 RCW.

(a) When a personalized license plate is canceled, the vehicie owner will be refunded die
amount of the fee paid pursuant to RCW 46.16.585 and 46.16.606 for such license plate; or

(b) Instead of a refund, the owner may apply for and be issued another configured
personalized license plate without payment of an additional personalized license plate fee.

[Statutory Authority; RCW 46.01.110 and 46.16.580. 93-11-069, filed 6/30/93. effective

7/30/93.j
rage i ui u rugcs i



5. Letters or other written correspondence received by the department which
expresses an opinion of the writer that the message is offensive, indecent, or

misleading;
6. Any other reference material the department deems appropriate.
PROCEDURE:

A. APPROVAL OF PLATE MESSAGE

Responsibility Action

Inquire on the vehicie data base for the
availability of a specific piate message as

a courtesy to the public.

Agents, Subagents

Request the applicant to mail or hand
carry the appiicauon to the Department of
Licensing, Olympia, Washington or to
the King County Licensing Office,
Seattle, Washington.

King County, DOL Review and evaluate applications for

personalized plates for:

1. Exisdng or planned plate
configurations,

2. Availability by checking the vehicle
data base,

3. Acceptable message connotations.
Approve plate message.
Establish data base vehicle record.

Issue plate pursuant to existing

procedures.
3. DISAPPROVAL OF PLATE MESSAGE
Responsibility Action
King County, DOL All questionable applications are to be

reviewed and discussed bv the DOL

Page 2 of 6 Pages (VEH.2A)



personalized piaie staff, and their
recommendation approved/disapp

the supervisor.

roved by

Refer to the Title and Registration
Services Administrator and Assistant
Director of Vehicie Services ror a
decision in situations when no consensus

can be reached.

Convey in person or by first class U.S.

mail as appropriate if a plate is
disapproved.

CANCELLATION OF AN EXISTING PLATE MESSAGE

Responsibility

Agents. Subagents

DOL Personalized
Plate Unit

Review Team

Assistant Director,
Vehicie Services

DOL Personalized
Plate Unit

Action

Refer all complaints co the Department of
Licensing, personalized plate unit.

Review and evaluate using the ab

ove

guidelines for approval/disapproval of

plate messages.

Prepare a canceiladon notice for the
Assistant Director, Vehicle Services,
signature whenever an existing plate is

considered for cancellation based

further review.

upon

Send cancellation notice and supporting
documents to the Personalized Plate
Review Team appointed by the Director.

Review proposed cancellation package

and forward their decision to the
Assistant Director.

Sign the cancellation notice and r
to the Personalized Plate Unit.

Respond to the complainant and

eturn it

retain a copy of correspondence on tile.

Page 3 of 6 Pages

(VEH.2A)



When approved for cancellation:
1 Assign regular plates to the vehicle.

2. Cancel the personalized plate by
changing the vehicle data base
record to show the regular plate

assigned.

3. Send the cancellation notice, new
vehicle registration and regular
plates to the last known address of
the vehicle registered owner using
certified U.S. mail.

NOTE: The cancellation notice shall
offer the applicant a choice of another
personalized plate or a refund of the

unused portion of the plate fee.

Page of 6 Pages (VEH.2A)
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POLICY/PROCEDURE VgH jA

Standards of Operations for Agents. Subagents, and DOL Office
<N

-VQ'K]/I“.:-IKH Services RCW -16.01. MO

,s lj-rlia , VEH-3A
tl

YPJUUI O atU /i*

policy:

The Depanment of Licensing and its Agents and Subagents wiii adhere :0 prescribed
standards of operation for vehicie and vessel title and registration functions.

PROCEDURE:
A. CONTRACTS

Responsibility ActiQn

Enter into a formal contract with the
agency defining the terms and
conditions of operation including,
but not limited to:

Subagents

1. Agreement to comply with all
statutes and depanment
procedures regarding licensing
of motor vehicles and vessels

2. Minimum hours of operation.

3. Record keeping and reporting
requirements.

4. Authorized subagent fees.

5. Bond and insurance
rcauirements.

Page | of 10 Pages (VEH.3A)



BONDS AND INSURANCE

Responsibility

Agent. Subagent

6. Termination rights and

timelines.

7. Agreement to comply with
equal opportunity and human
nghts laws.

8. Non-transferable, non-

exclusive clause.

9 Hold harmless clause for agent
and DOL.

10. Contract effective dates.

11. Assurance of accessibility to

records for auditing during
normal business hours.

Enter into a formal contract with the
Depanment of Licensing (DOL) and
agent regarding automation

equipment.

Action

Page 2 of 10 Pages

Maintain proof of bond and
insurance coverage.

Obtain a bond bound to the County
Auditor or agent and the State of
Washington in the amount of 51,000
to cover plates, tabs, etc., plus
55.000 or three times the projected
daily revenue to be received by the
subagency, whichever is greater.

NOTE: The agent may opr to
provide equivalent blanket bond
coverage for any or all of its

subagents.
CALCULATIONS: Use May,

September or October historical data
(or projection if new subagency).

(VEH.3A)



BANK ACCOUNTS

RgsEQgs.ibjlity

Agent, Subagent
DOL Office

Muitipiv die one month's receipts
and divide by the number of work
days in that month.

Obtain burglar/, robber/, fire,
casualty, vandalism, and malicious
mischief insurance coverage in the
amount of S1.000 to cover piates.
tabs, etc., that may be possessed
pius S5.000 or twice the daily
revenue receipts, whichever :s
greater, to cover the replacement
cost of state property possessed,
including the loss of money or
securities. Automation equipment
shall be insured as specified in the
CAA? contract.

NOTE: The named insured for each
type of coverage shall be the County
Auditor and the Director,
Depanment of Licensu j*

1. At the discretion of the
Administrator, Title ind
Resummon Sep/ices, coverage
above the minimum amount
may be required for an agent
or subagenr.

2. At the discretion of the agent,
coverage above the minimum
amount may be required for a
subagent.

d&JIQH

Establish a bank account in
accordance with DOL Directive
VEH.7: Bank Accounts for Agents
and Suoagents and DOL Office.



BUSINESS SITE

Responsibility

Agent, Subagent

Action

Page 4 or 10 Pages

Provide a business site that is
convenient and easily accessible to
the public.

Provide service and arrange facilities
in a manner which provides and
identifies access to the handicapped.

Provide adequate parking for the
license customers being served.

Provide sufficient customer waiting
area to accommodate anucipated
volume of business.

Provide adequate work space for
employees, workstations and
required inventory items.

Provide security for money and
inventory at all times. Keep money,
inventory and validation stamp
inaccessible to the public.

1. Durng working hours, keep
the work area containing
money, inventory and
validation stamp under
constant supervision. Lock
excess inventory in a secure

place.

2. During non-working hours,
keep all money, inventory and
validation stamp in a locked
room or cabinet accessible
only to authorized personnel.

Provide secure area for automated

equipment.

Restrict access to automated
equipment to authorized personnel

(VEHIA)



PUBLIC NOTICE

Responsibility

Agent, Subagent

Subagent

Action

Page 5 of 10 Pages

(licensing employees and DOL

authorized personnel).

Post a sign visible to the public
identifying the business site as a
vehicle/vessei license agency or
subagency. When not prohibited by
law or ordinance, this sign should be
located so that it can be read by
oersons driving bv the locaucn.

Post business days and hours of
operation in such a manner that they
can be readily seen when the
business is closed.

NOTE: AIll business hours must be
approved by the agent and a copy
furnished to Liaison.

Post subagent service charges in
such a manner that they can easily
be read by a customer prior to the
customer receiving service.

Do not impose service charges in
excess of those ailowed in Appendix

A.

Post the Certificate of Appointment
where it can be seen by customers.

Post changes in business days or
location 30 days prior to change.

(VEH.3A)



SERVICE TO THE PUBLIC
Responsibility

Agent. Subagent
DOL Ofnce

Page 5 of 10 Pages

Action

Provide courteous, accurate, efficient
and timely service for all customers.

Provide all services authorized bv
DOL.

Make every reasonable effort to
assist applicants in solving utling and
licensing problems.

Provide assistance and instruction to
local vehicle and vessei dealers in
completing title and license
registration applications.

Serve the public during approved
working days anc hours.

Represent the Depanment of
Revenue in collecting use tax and
granting tax waivers. Follow
instructions from the Depanment of
Revenue and DOL regarding such
matters, making every reasonable
effon to collect the proper amount of
tax in a couneous and efficient

manner.

Cooperate with the Washington State
Patrol, Depanment of Ecology and
other governmental units to ensure
that required documents are
submitted: provide instructions on
how to obtain required inspections
and/or other items when requested.

If limited sen/ice is available due to
computer downtime, post notice that
can readily be seen by customers

that only limited service is available.

Combine computer transactions to
minimize customer service fees.

(VEH.3R)



Liaison, Problem Response
Center (PRC)

PERSONNEL TRAINING

Responsibility

Liaison, Field Operations

Agent, Subagent
DOL Office

All License Personnel

Notify agents of scheduled computer
downtime so that appropriate backup
procedures can be instituted with
minimum disruption to service.

Action

Page 7 of 10 Pages

Provide operaung manuais. memos,
charts and other materials as needea
to enable license clerks to effectively
complete applications and provide
efficient service. Provide training
for agents, subagents and DOL
offices regarding new or changed
laws, ruies or procedures.

Provide training to correct
deficiencies found by depanment
monitoring of applications and
reports. Liaison field visits and

audits.

Ensure that all persons assigned the
responsibility of accepting title and
license registration applications have
received training that enables them
to complete normal title and license
applications with materials and
equipment provided. The training
must also enable them to handle
complex situations and complete
unusual or difficult applications with
minimal assistance. The agent has
primary responsibility for the
training of agent and subagent
personnel.

Attend training classes as required
by the subagent, agent or Liaison.
Activeiy seek to improve knowledge
and competence by studying
materials and equipment provided by
the agent or the depanment.

(VEH.3A1



materials and equipment provided by
the agent or the depanment.

STANDARD OF WORK

Responsibility Action

Complete all applications for title,
license, permit or other services in
accordance with the Operating Guide
and/or other instructions provided bv

DOL.

Agent. Subagent.
DOL Office

Certify signatures in accordance with
instructions in the Operating Guide.
Require identification of all persons
before certifying their signatures.

Make every reasonable effon to
correct errors and resolve problems,
including those deficiencies and
discrepancies noted by the
depanment.

Follow data entry guidelines
provided by DOL. Verify accuracy
of data before submitting work to
DOL.

NOTE: Agent will provide
subagents with all required forms,
instructions and training to ensure

full service.

COMPLIANCE
Responsibility Agnon

Coordinate with Liaison (subagent
also notify agent) on anticipated
changes in hours, location, address,
personnel or any other matter that
might affect service to the public.

Agent. Subagent

Maintain and adhere to all current
instructions and fee schedules.

Page ™ of 10 Paws iIVE. HA Ai



QUALITY ASSURANCE
Responsibility

Compliance Audit

Liaison

Agent, Subagent
DOL Office

Compliance Audit

Agent

Agent. Subagent
DOL Office

Action

Perform periodic audits of agents
and subagents and DOL offices
according :o0 the Compliance Audit
Procedures Manual.

Perform periodic monitoring of ill
agent, subagent, and DOL offices :0
determine compliance with DOL
procedures.

Provide access to all records as
requested by Compliance Audit or
Liaison. Cooperate with, and
provide any needed assistance to
DOL representatives.

Prepare an audit report which
describes the results of the audit.
For any negative findings (problems
or discrepancies”, the report must
give specific instruction for
corrective action to be taken by the
agent/subagent and specify when the
corrective action is to be completed.

Provide copies of the audit repons to
the agent, subagent, DOL office,
Vehicle Services. Assistant Director.
Liaison Supervisor, the assigned
Liaison Officer, and the State
Auditor.

Send the subagent audit report to ihe
agent for distribution to the

subagent.

Send copy of subagent audit report
to subagent.

Review audit repons from
Compliance Audit and seek
assistance from Liaison as
appropnate. Resolve items requinng



Liaison

Agent/Administrator

corrective action, prepare and send
written audit response to Compliance
Audit within time frames specified in
audit report transmittal.

Review audit repons received from
Compliance Audit, and if warranted,
take the following steps to resolve
problems indicated:

1. Monitor procedures to identify
the source of the problem.

2. Instruct persons in correct
procedures.

3. Monitor activity to ensure that
correct procedures are being
followed.

4. Send a wntten repon of resuits

achieved to the Assistant
Administrator. Field
Operations, and a copy to
Compliance Audit within
ninety days of the audit repon
that pointed out the proolem.

Take action as appropriate when a
repon of missing or misused state

funds is received. Refer the matter
to the County Prosecutor when the
situation warrants.



APPENDIX A

SUBAGENT SERVICE CHARGES

EXAMPLES OF MAXIMUM ALLOWABLE SUBAGENT SERVICE CHARGES

THEIE WL OUL 110 8 N S B it b e b e bbb et b e b e b e e et e s b et e ket et e b eneebe e erea 52.0()
Title With 1iCense . 54.00
Prebiil @and NO D i 11 s 52.00
Registration with renewal and/orliCENSE e 52.00
Registration without renewal and/orTiCeN S oo S2.00

Charges not authorized by the depanment incluae. but are not limited to:

1. Charges for notary fees when certificate of signature without notarv seal is allowed bv
WAC.

2. Charges for completing DOL forms which are to be used as supporting documents for
title or license applications, regardless of whether or not the transaction is completed at
the office.

3. Chargestor long distance telephone calls for record verifications.

Appendix A Page | of i Page [VEH.3A)



<nrr >I’\\<§ishis«:rOS

lic E n sin ¢
DIVISION ~

POLICY/PROCEDURE VEH.-B
Processing of uisnonored Checks. Cancellations and Revaluation Of vem<T.trifid Viiie!

Registrations (VFS)

M. 4
Vehicle Services RCW i6.01.230
~~~C ; RCW 46.12.160
-r"LZb/f/ RCW 46.16.270

RCW 62A.3.6 L5
ADM.5B Dishonored Check

It *ox B R F
ra ' VEn.ioc grss

Supersedes: 20-01-5B, VEH.4.A
dated 5/5/89

POLICY:

The Depanment or Licensing will adhere :0 estaoiished metnotis for cancellation ot a
vehicie or vessel title and/or registration ana license piates or registration number .vnich
have been purchased with a dishonored check that has failed collection attempts ana if the

check meets the following criteria:

1 It is submitted prior to the date the vehicle or vessel was listed on a wrecker repon;

or

2. It is submitted to the depanment and the ownership has not changed on the vehicle or

vessel repon.

This policy will not appiy when the check is written ov a Washington dealer for "ees
previously collected from a customer. This policy will apply when the check is written by
a non-Washington aeaier for fees collected from a customer, as the depanment has no

jurisdiction over non-Wasnington dealers.

Page | of | Page VEH.4B)
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POLICY/PROCEDURE VEH.OB

Transmitting Documents to DOL ov Agents. Subagents ana DOL Office (VFS)
and-Transmitting Documents >n Agents bv Subagent-:

JZehice. Services VEH. IOC
17 [~ Supersedes: ZO-Ol-iZ.A.
- tte— — N VEH.0A oated 6-Z6-S9

i& JM sfiu X IM w
~00C-"%C

POLICY:

The Depanment of Licensing and its agents and subagents wiii follow stanoarcizec

procedures when transmitting oocuments.

PROCEDURE:
Responsibility Action

Agents. Subagents
and DOL Office(s) Produce snipping list mrougn end
of day functions.

Arrange documents in groups and
sequence of shipping iist. starting
with 1-50. Within eacr. group,
arrange documents by workstation.
Shipping list groups are:

1 vehicie title work:

Z. vessel title v.orK:

5. unresolved DHC Report uf
activity);

backed-out transaction

documents.
Subagents Send to agent:
1. auditor’s copy of ail

vehicie title aoDiications

Page 1of a Pages iVEH SB)



Agents/Subagents

without supporting
documents:

auditor's copy or'ail
venicle non-rule
applications wun
supporting documents
attached:

auditor's copy of ail vessel
title applications without
supporting documents:

auditor's copy of ail vessei
non-title applications with
supporting documents
attachec:

Depanment of Ecology
emission exemption forms.
Do not forward cnese ;0 the
Depanment of Licensing;

Federal Heavy Duty
Vehicie Use Tax proof of
payment forms. These are
fo be banded separately.
Do not forward to
Depanment of Licensing.

Send co depanmen::

Page Zof -t Pages

department copy of all

vehicle title applications
with supponing documents:

depanment’s copy of ail

vessei title applications
with supponing documents
attached:

DHC Repon with

supponing documentation,
if there is activity;

Backed-out transaction

documents including
customer copies. These
are kept In the

i\VEH.0B)



Auditors

Agents, Subagents

and DOL Officets)

Subagents

Agents

Page 3 of 4 Pages

agents/subagents -irnces for
13 months. Do not send to
the Department.

Senc emission exemption forms to
Depanment of Ecology. (Address
on Dept, of Ecology form)

Sena application documents and the
original copy of the shipping
documents to DOL by c:ose of next
business day. Retain a cooy of the
shipping list by transmittal date for
18 months.

Senc auditor copy of documents
and shipping list to agent by close
of next business day.

Retain auditor copies of

applications ana supponing
documents for 13 months.

1VEH .6B)



Transmitting Documents

Agents. Subagents

DOL Otfice(s) Subagents

' teato soent
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U cEnsinG

DIVISION
POLICY/PROCEDURE

Bank Accounts tor Agents. Suoagents ana DOL Offices (VFS)

<IN

Vehicle Services

POLICY:

RCW 46.01.230

RCwW 46.01.140

ADM.5B: Disnonored Check
Handing Fes

VEH.3A: Standards of Operations
VEH.SA: Appointment Termination
of Agents and Subagents

V5H.10C. Handling of Dishonored
Checks

SuDersedes: 20-01-13. VEH." aated

7/6/88

The Depanment of Licensing and us agents ana subagents will foilow standardized procedures
ana guiaeiines used in establishing and maintaining bar.K accounts and bank account records of

fees collected in association van issuance of vehicle and vessel registrations, licenses and titles.

PROCEDURE:

A. ESTABLISHING THE 3ANK ACCOUNT

Responsibility

Agents. Subagents.
DOL Office

Page | of | Pages

EstaDiisn an agency checking
account, with oanks that "™'lll accent
electronic transfers, automated
clearinghouse t.ACH ‘apes),
demined as n the following

examoies:

Depanment of Licensing, Agency
Account King Co. Auto License
Dept.. Agent

Depanment of Licensing, Agencv
Account Auoum Auto License
Agency. Subagent

iVEH.TAI



Suba

gents

Agents. Subagents.

DO!.

Office

PREPARING DEPOSITS

Hmzapii'gimy

Agents. Subagents
DOL Office

Action

Pa”e 2 of 3 Pages

Sign signature :ara authonzmg tne
withdrawal of DOL tunas. The
depanment controller must oe
authorized to withdraw funds from

the agency account without the
3gents' signature.

Sign Signature card authorizing the
appropriate agent to withdraw funds

without subagents’ signature.

Attempt to negotiate a no-fee, no-
interest account with the bank.

Obtain ore-numberea cnccks from
the bankK.

Notify DOL one month in advance
of any cnange in bank accounts so
that testing of the system may be

accomplished and Federal Reserve

System approval car. be obtained.

NOTE: Agents and subagents are
responsible for all fees and banking
charges incurred in operating the
sank account. These charges are
not transrerrabie to DOL.nor will
DOL compensate agents and
subagents for such Charges.

Ensure that tne total sank deposits
equal the total money received for
each business day as shown on the
workstation summary.

Prepare deposit slips m duplicate.
Give the original to bank: retain the

duplicate.
Ensure that no other money is

deposited into the agency account
or intermingled with DOL funds.

iVEH. “A»



C.

WRITING CHECKS
Responsibility Action

Agents and Subagents

Deposit cash and checks into the
[ocal bank no ;aier than the close or
the banking day on the day
following collection.

Obtain a receipt from the bank for
each day’s deposit.

Write cnecks on this account to
withdraw authorized agent riling
fee- or subagent fees in the name

of the subagency only.

Ensure that no other checks or
withdrawals except authorized ACH
withdrawals are made from this
account. Refunds are not to be
drawn from this account. (Refunds
will be made by the depanment.)

MAINTAINING THE CHECKING ACCOUNT RECORDS

Responsibility

Agents. Subagents,
and DOL Office

Page 3 of S Pages

Maintain the following information
concerning all checking account
transactions for DOL insbcction:

1. Indicate date of each
transaction :n check
register.

2. Indicate name or each
payee in check register.

3. Indicate amount and date
of each check written ana
deposit made in the check
register.

(VEHTAI



Page 4 of 3 Pages

NOTE:

Indicate adjustments. >ucn
as deposit errors or
dishonored checks, ov cate
and reference to suddoh
documentation.

Post ACH tape withdrawals
maae by DOL.

Maintain up-to-date
running balance in the

check register.

Must carry a zero or

positive balance. A negative

balance

0 not acceptable. Agents

and subagents can prevent a
negative balance by keeping two or
three days of their fees on deoosi:

to cover potential lishonored

checks.

Reconcile the bank account eac.n

month after receipt of the bank

statement.

List all deposits which do
not appear in the bank
statement.

List all written checks and
DOL withdrawals not
shown as cleared on oar.K

statement.

Note and resolve any
differences between bank
statement and checking
account. Attach and retain
the written reconciliation
with the checking account
and bank records.

Retain reconciliation record
for six (6) years.

iVEH ."A)



changes to
Responsibility

Agent; Subagent

Field Operations

sank accounts

Action

Page 5 of 3 Pages

Reference Bank Reconciliation
(Appendix A) for sampie form of
checking account reconciliation
with bank statement.

Maintain the checking account and
bank records where they ire readiiv
avaiiabie for audit when requested
by department.

Retain the checking account records
anc bank statements for six (6)

years.

Notify Revenue Accounting
concerning any changes affecting
electronic transfer of funds 30 days
‘n advance.

Noufy DOL one month m advance
of any change in bank accounts so
that testing of the system may be

accomplished and Federal Reserve

System approval can be ootamed.
Obtain new signature cards, if
needed, and ootain Controller's

signature.

Retain a copy of new signature card
in agent/subagent rile.

(VEH.TA



Balance Per Bank Statement

Add Outstanding Deposits:

Date Amount
9/:9 25.500
9/30 29.200

Total Outstanding Deposits

APPENDIX A
bank reconciliation
(Sample Form)

Date

Total Outstanding Deposits and 3ank Statement Balance

Deduct Outstanding Checks and DOL ACH Tape Withdrawals:

Date Check/Voucher Number Amount
9/27 us3 101
9/29 1454 4.569
9/30 1455 92

Total Outstanding Checks
Date

Adjusted Balance
300k Bajance

Difference
Expianauon of Difference:

Check Printing:
Monthly Service Charge:

(22)
(54)
(76)

Page 6 of 8 Pages

$100,000

5 54.7Q0

S154,700

S («*.762)

S14Q.938
S\iImz+

S 16
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Appointment and Termination of Agents and Subagents

iVehicie Services
eee‘ O M JAIf

A /10 /-2 S-IVDO
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POLICY:

VEifrsx ' -2

RCW 46.01.U0

RCW 46.01.130

VEH.3: Standards of Operations
for Agents, Subagents and DOL
Offices

The Depanment will adhere to establish standards when appointing and ter mnaung its

Agents and Subagents.

PROCEDURE:

A APPOINTMENT OF AGENTS .AND SUBAGENTS

Responsibility Action

Director Appoint Agents and SuDagents.

NOTE: RCW 46.01.130 authorizes the
Director to appoint representatives in
different pans of the state and to appoint
Councy Auditors as Agents.

Director, Agent Enter into an agreement oudining
operating procedures and equipment

requirements.

Agent Select subagent for appointment ov

Director.

Page 1 of 18 Pages
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NEW SUBAGENTS

Responsibility Action

NOTE: A new Subagent is one which
will not be in the same general area, nor
serve the same clientele as a previous
Subagent. Some replacement Subagents,
as specified :n Section C, will be
processed as new Subagents.

Submit written request for establishing a
Subagent to Depanment of Licensing
(DOL) prior to soliciting applications.

Agent

Include data which reasonably projects
the voiume of business for the proposed
agency. Provide data which meets die

following criteria:
1. Distance / Population / Volume

Distance to Nearest

Monthly Volume Licensing Office

Over 1500 transactions....Fewer than 5 miles

1001-1500 transactions............ 5 miles or more
501-1000 transactions............ 10 miies or more
301-500 transactions.............. 15 miles or more
(15-25 daily average)

201-300 transactions............. 25 miles or more

(10-15 daily average)
200 or fewer transactions...JO miles or more

(fewer than 10 daily)

Base support for projections on the

following considerations:

a. Distance: Mileage by
surfaced raid to nearest
, rrounding licensing offices
ir.espective of county lines;

b. Population: Voter populations

or census data by area, or
venicle data by area: and

Page 2 of 18 Pages (VEH.SA)



c. Volume: Transactions of
neighboring offices.

2. ELECTRONIC BANKING

Provide for electronic transfer of
funds from Subagent's bank
account.

3 STAFFING

Provide Agent and Subagent
sufficient staff to deliver high
quality customer service.

Provide training on a continuing
basis.
Assistant Director. Acknowledge Auditor request by letter
Vehicie Services outlining DOL review procedure.

Forward request and copy of letter from
Agent to Assistant Administrator. Field
Operations within ten days.

Assistant Administrator, Evaluate the request and write a System

Field Operations Service Request (SSR) requesting
technical and budget impacts. Include
expected volume and number of

workstations proposed. Send sighed SSR
to Informauon Services.

Prepare separate repon to include:
1. Ability to meet criteria,
2. Expected impact on other offices.

Number of workstations proposed:
and

4. Recommendation.

Forward repon to Assistant Director.
Vehicle Services within two weeks.

Page 3 of 18 Pages rVEH.SA



Evaluate the SSR and prepare a report to
include:

Information Seivices

1. Technical feasibility,
2. Budget impact,

3. Schedule estimate: and
4. Recommendation.

Forward report to Assistant Director.
Vehicle Services within two weeks.

Schedule meetings with Subagency
Review Team to review all subagency
requests on a statewide basis. Prepare

Assistant Administrator,
Field Operations

summary of requests.

Review Subagency requests, Field

Subagency Review Team*
Operations' and Information Services’

reports. Make recommendation to
Director based on:

l. Ability to meet and/or exceed

criteria;

2. Availability of equipment;

3. Impacts on County Auditor
Automation Project (CAAP)
network;

4. Need for Subagency; and

5. Budgetary and other considerations.

Deputy Director; Assistant Director, Vehicie Services; Administrator, Title and
Registration Services; Vehicle Systems Manager; Assistant Administrator, Field
Operations; two representatives of Liaison Committee not from a county under review;
Washington Association of County Officials (WACO) representative; Subagent

representatives.



Approve (confirm) or disapprove (deny;

Agent's request.

Director

NOTE: Approval may be dependent
upon Agent/Subagent agreeing to pay
costs of automation, including one-time
setup costs and monthly on-going costs.

Assistant Director. Prepare decision letter to die Agent

Vehicle Services within two weeks. When automation
costs are not ir.cluded in the
Department's budget, the Agent/Subagent
mnill be required to pay these costs. The
letter of approval is to contain, in detail,
the specific costs that must be paid by the
Agent/Subagent.

If approved, advertise in a newspaper of
general circulation to solicit applications
for new Subagency. Advertisement
should include:

Agent

1. An Affirmative Action Statement to
the effect: "The Depanment of
Licensing is an Equal Opponunity
Employer, and encourages women,
minorities, aged and handicapped :o

apply for subagency"”;

2. A description of the area to be
served;
3. Time frame during which

applications will be accepted:

4. A statement of where and when
application forms and additional
information will be avaiiaole; and

5. Automation costs as specified in
approval letter.

Accept and review applications.

Interview applicants and inspect proposed
locations. Review DOL procedures with
the applicant and obtain assurance that, if
appointed, the applicant will comply.

Page 5 of 18 Pages (VEH.3AI



Assistant Administrator,
Field Operations

Assistant Director,

Vehicle Services

Director

istant Administrator,
élseﬁua%eratlons

Page 6 of 18 Pages

Send a signed, recommended application
to the Assistant Administrator, Field

Operauons.

Include a map of the area showing
distance to the nearest licensing office.
Also include evidence of compliance with
the Department's Affirmative Action
policy, i.e. newspaper clipping of
announcements.

Evaiuate application and whenever
possible, interview applicant.

Forward a Certificate of Appointment
with the application and recommendadon
for approval or disapproval, to the
Assistant Director, Venicie Services
within two weeks of receipt of

application.

Forward the certificate with the
application and recommendation to the

Director.

Approve or disapprove appointment and
return signed documents to the Assistant
Administrator, Field Operations.

Send Certificate and copy of signed
application to the Agent and request

copies of the following:

1. Bond and insurance;

2. Contract between Agent and
Subagent;

3. Bank account information for

forwarding to Fiscal to set up for
Automated Clearing House (ACH)
withdrawals, and copy of signature

card(s);

4. Information required by
Information Services to setup office
under CAAP as follows:

(VEH.3A)
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a. ail employee names,
b. agency number.
C. operator privilege (Clerk,

Cashier or Independent) for
each employee,

d. access class tor each
employee,
e. supervisor name and an

alternate for Electronic
Mailbox system.

f. office environment;
5. Office hours; and
6. Effective date of opening.

Send SSR to Informauon Services
requesting establishment of office and
installation of equipment.

File copies of all documentation for new
Subagent in Field Operations'
Agent/Subagent rile.

Notify Contracts Officer-Titles. Obtain
information for Exhibit "A" from
Information Services and provide copy to
Contracts Officer-Titles.

Information Services Arrange for the acquisiuon and
installation of automated equipment.

Contracts Officer-Titles Prepare CAAP Contract and have it
signed by all parties prior to equipment
installation. Distribute copies to Agent,
Subagent, Depanment Contracts Officer,
and Fiscal Office. Retain copy in Field
Operauons’ Agent/Subagent file.

Agent Provide training of Subagent staff on
equipment and procedures.

Page 7 of 18 Pages (VEH.SA)



Fiscal Office Prepare billing as appropriate. Collect
and account for pavment(s).

REPLACEMENT SUBAGENTS

Responsibility Action

NOTE: A replacement Subagent is one that
will be in the same general locality, and serve
die same clientele as a previous Subagent.

If the previous Subagent has been ‘'out of
business” for more than two months, or
was not meeting ‘he established minimum
transaction criteria, when considering
proximity to other licensing offices, inv
replacement will be considered a "new"
Subagent, and all procedures in Section B

must be followed.

In some cases, a replacement subagent
may be approved pnor to the
discontinuance of service by current
subagent.

Request replacement of a Subagency to
Vehicie Services pnor to soliciting a

Agent
specific applicant.

Provide histoncal volume data for
subagency being replaced and distance
relationship between this subagency and
others in the surrounding area.

Provide copies of request to Assistant
Administrator, Field Operations, and
Vehicle Systems Manager.

Assistant Director,
Vehicle Services

Assistant Administrator, Review request and make
recommendation to Assistant Director,

Vehicle Services.

Field Operations

Vehicle Systems Manager Review request and make
rccommcndauon to Assistant Director.

Vehicle Services.
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Assistant Director, Evaluate request and recommendations,

Vehicle Services and obtain Director's approval or
disapproval. Notify Agent. Assistant
Administrator, Field Operations, and
Vehicle S/stems Manager or' decision.

If approved, advertise in a newspaper of
general circulation to solicit applications
for a replacement Subagency.
Advertisements shouid include:

Agent

t. An Affirmative Action Statement to
the effect, "The Depanment of
Licensing is an Equal Opponun;:;.
Employer, and encourages women,
minorities, aged and handicapped :o0

3ddly for subagency ™

2. A description of the area to oe
served:
3. Time frame during which

applications will be accepted:

4, A statement of where and when
application forms and additional
information wiii be available: ana

5. Automation costs as specified in
approval letter.

Accept and review applications.

Interview applicants and inspect proposea
locations. Review DOL procedures with
die applicant and obtain assurance that, if
appointed, the applicant will comply.
Send a signed, recommended application
to Assistant Administrator. Field

Operations.

Include a map of the area showing
distance to the nearest licensing office.
Also include evidence of compliance with
the Department's Affirmative Action
policy, i.e. newspaper clipping of
announcements.
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Assistant Administrator,
Field Operations

Assistant Director.
Vehicle Service0

Director

Assistant Administrator,
Field Operations

Page 10 of 18 Pages

Evaluate application and, whenever
possible, interview applicant.

Forward a Certificate of Appointment
with the application and recommendation
for approval or disapproval to the
Assistant Director. Vehicle Services
within two weeks of receipt of

application.

Forward the certificate with the
application and recommendation to the

Director.

Approve or disapprove appointment and
return signed documents to Assistant
Administrator, Field Operations.

Send Certificate and copy of
signed application to the Agent and
request copies of the following:

1. Bond and insurance:

2. Contract between Agent and
Subagent;

3. Bank account information and copy

of signature card(s);

ei. Information required by
Information Services to setup office

under CAAP as follows:

a. all employee namer,
b. agency number.
c. operator privilege (Clerk.

Cashier or Independent) for

each employee,

d. access class for each
employee.
c. supervisor name and alternate

for the Electronic Mailbox

system.
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Information Services

Contracts Officer-TitJes

Agent

OWNERSHIP CHANGES

Bcspensintiiiy

f. office environment.
5. Office hours; and
6. Effective date of opening.

Send signed SSR to Information Services
requesting establishment of office and
installation of equipment.

File copies of ail documentation for
replacement Subagent in Fieid
Operations’ Agent/Subagent rile.

Notify Contracts Officer-Titles. Obtain
information for Exhibit "A" from
Information Services and provide copy to
Contracts Officer-Titles.

Arrange for the acquisition and
installation of automated equipment.

Prepare CAAP Contract ana have it
signed by ail parties pnor to equipment
installation. Distnbute copies to Agent.
Subagent, Depanment Contracts Officer
and Fiscal Office. Retain copy in Field
Operations' Agent/Subagent rile.

Provide training of subagent staff on

equipment and procedures.

Action

NOTE: Ownership change is defined as any
paniai or complete change of ownership in a
Subagency. All owners must be listed in DOL
Subagency records, ano have signed
applications, contracts, etc. as required.
Change to a corporate structure will be treated

as an ownership change.

ILMC-Supagencv has a complete chance m
ownership, all steps for appointing a
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Subagent

Assistant Administrator,
Field Operations

Contracts Officer-Titles

replacement subagent are to be followed. See
Sce»Q.n_C.,

Submit an updated Applicadon for
Subagency and contract between Agent
and Subagent to the Assistant
Administrator, Field Operations when the
Subagency has a partial ownership
change, such as the addition or deletion
of a partner.

Review and rile the updated application
and contract in the subagent riles, and
update name/address listings.

When the name of the subagency is ajso
changing, prepare a new Certificate of
Appointment, obtain Director's signature
and return to the Agent.

Submit a signed SSR to change the office
address file in CAAP.

Notify Agent of acceptance of
applications and of additional items
needed as a result of the change,

including:

1. Bond and insurance;

2. Contract between Agent and
Subagent:

3. Bank account information and copy

of signature card(s);

4, Office hours and list of employees:
and
5. Effective date of change.

Notify Contracts Officer-TitJes of neea
for contract amendment.

Prepare CAAP contract amendment and
have it signed by .ill panics. Distribute
copies to Agent. Subagent, Depanment
Contracts Officer, and Fiscal Office.
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Agent

NAME CHANGES

Responsibility

Subagent

Assistant Administrator,
Field Operations

Retain copy in Field Operations’
Agent/Subagent tile.

Provide training to any new subagent
staff on equipment and procedures.

AQfIj]

NOTE: Name change means a change in a
suoagency name that is not a change of
ownership.

When there is a change in ownership or change
‘0 corporate structure, see Section D.

‘Tne Depanment of Licensing™ may not be

used as pan of a subagent's name.

Submit an updated application and
Subagent Contract modification :0 the
Assistant Administrator, Field Operations
when the Subagencv changes its name
wtthout any change :n ownership.

Include the following information
reflecting the change of business name:

1. Bond and insurance;

2. Contract between Agent and
Subagent;
3. Bank account information and copy

of signature card(s);

a. Office hours and list of employees:
and
5. Effective date of change.

Review and file the updated
application and contract in the Subagent
files. Update name/address lismigs.
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Contracts Officer-Titles

LOCATION CHANGES

Responsibility

Subagent

Agent

Prepare new Certificate of Appointment,
have it signed by Director, and send it ;o

the agent.

Submit a signed SSR to change office
address file in CAAP.

Notify Contracts Officer-Titles.

Prepare CAAP contract amendment ana
have it signed by all parties. Distribute
copies to Agent, Subagent. Depanment
Contracts Officer and Fiscal Office.
Retain copy in Field Operations’ Agent’
Subagent file.

Action

NOTE: Location Change means a Subagent
move within an area serving the same clientele.

When a Subagency moves to a new area
serving a different clientele, all steps tor
appointing a new Subagent arc to be followed.

See Section A.

Submit request to move to the Agent at
least 100 days pnor to the move.

Submit request to the Department for
Subagent move at least 90 days pnor to

the move.

Submit an updated application and
contract modification between Agent and
Subagent to the Assistant Administrator,
Field Operations when the Subagency
moves to a different location in the same

general area.

NOTE: all relocation costs are the
responsibility of the Agent/Subagent.

Submit requests for additional
workstations after CAAP implementation

to Vehicle Services for approval.
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NOTE: The Depanment will determine
costs for additional workstations as weil
as when the Agent or Subagent is
expected to pay any or ill of the costs.
These costs will be included in the

approval notice.

NOTE: Cost of equipment moves within
an office wiii be billed :0 that office.

Assistant Administrator. Submit signed SSR for proposed scneuule

Field Operations and estimate of costs.

Information Services Prepare impact within two weeks and
return to Assistant Administrator, Field
Operations.

Assistant Administrator, Review and rile the updated application

Field Operations and contract in the Agent/Subagent rile,

and update name/address listings.

Notify county of proposed schedule,
subagent costs, acceptance of applications
and of any additional items needed as a

resuit of the change.

Notify Contracts Officer-Titles of change
and include information regarding
changes in equipment installation, if any.

Contracts Officer-Titles Prepare CAAP Contract, amendment and
billing and have it signed by all parties.
Distribute copies to Agent, Subagent, and
Contracts Officer. Retain copy in Field
Operations’ Agent/Subagent file.

Fiscal Office Prepare billing as appropriate. Collect
and account for payment(s).

Information Services Proceed with move of equipment.
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G, TEMPORARY CLOSURES AND MISCELLANEOUS CHANGES

Responsibility

Agent/Subagent

Assistant Administrator,
Field Operations

Agent/Subagent

Assistant Administrator,
Field Operations

Action

NOTE: A Temporary Closure is whenever an
office will be closed during normal working

hours.

A Miscellaneous Change means changes sucn
as, but not limited to: telephone number, street
or mailing address, supervisor, staff changes,

etc.

Notify Assistant Administrator, Field

Operations if:

1. An Agency or Subagency will be
closed during normai working
hours due to an emergency;

2. There are any changes in Agency
or Subagency such as telephone
number, street or mailing address,
supervisor or other staff changes,
business hours; and/or

3. There are pending equipment
moves at the same iocation at least
90 days in advance.

NOTE: Cost for ail equipment location
changes are the responsibility of the
Agent/Subagent.

Write SSR to obtain estimate of costs
from Inform..Jon Services for equipment
location changes and forward information

to Agent/Subagent for approval.

Sign estimate and return to Assistant
Administrator, Field Operations.

Forward documents to the Fiscal Office

for billing.
Notify Administrator. Vehicle Systems

Manager, Receiving and Compliance
Audit of any changes in Agency or

Page 16 of 13 Pages (VEH.8A)
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Subagency and of any temporary
closures. Update Agent/Subagent file.

H. TERMINATION OF AGENTS .AND SUBAGENTS

Responsibility Action

Director/Agent Terminate agent appointment or revoke
Subagent approval when one or more of
the following conditions occur and the
problem cannot be resolved to the
satisfaction of the Director or Agent.

1. Department audit reveals that Agent
or Subagent is misusing state funds.

2. Agent or Subagent is not complying
with Department’s procedures or
standards.

3. Agent's or Subagent's error rate is
consistently high when compared to
similar offices.

4, Breach of contract.

5. Subagent volume falls below
acceptable transaction levels or
criteria specified in this procedure.

Agent Provide written notification to the
Assistant Director, Vehicie Services of
intent to terminate Subagent.

Assistant Director, When the termination is Department

Vehicle Services initiated, notify Agent/Subagent at least
30 days pnor to termination except when
unusual circumstances require immediate
termination.

Notify Assistant Administrator, Field

Operations.
Assistant Administrator, Initiate SSR for the removal of DOL
Field Operations equipment, and coordinate final closure.
Closing Agent/Suoagent Post sign directing customers to other

licensing agencies.
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Conduct closing inventory in accordance
with DOL Division Directive VEH. 11.
Inventory Control (CAAP).

Close financial records. Audit and close
bank trust accounts.

Agent

SURRENDER OF APPOINTMENT AS LICENSE AGENT/SUBAGENT

Responsibility Action
Provide notice in accordance with the
Agent/Subagent Contract to Director/
Agent if requesting termination.

Agent/Subagent

Acknowledge Agent/Subagent request for
termination.

Director/Agent

Forward notice co Assistant
Administrator.

Initiate SSR for the removal of DOL
equipment, and coordinate final closure.

Assistant Administrator,
Field Operations

Closing Agent/Subagent Post sign directing customers to other

licensing agencies.

Conduct closing inventory in accordance
with DOL Direcdve VEH. 11. Inventory
Control (CAAP).

Close financial records. Audit and close
bank trust accounts.

Agent

Retain all records for three years after
closure. Exception: Retain checking
account records and bank statements for
six years. See also VEH.6A and VEH. 7.

Agent
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DIVISION
POLICY/PROCEDURE

(Vehicle Field System Workstation Allocation

Vehicle Services Adm. 28A. ADM. 11A
Supersedes VEH.9 (10/25/901.
20-01-2C
POLICY:

The depanment will regularly monitor the validity of Vehicle Field System (VFS or "CAAP")
workstation allocation criteria and statewide workstation allocations. Consideration for my
adjustments to workstation allocations will be made primarily for providing sufficient automated
equipment to maintain customer service while improving the efficiency and cost-effectiveness of

statewide vehicle and vessel licensing activities.

The depanment will, within budget limitations, assume the cost of all necessary equipment and
installations or removal of workstations in accordance with the allocation criteria. Licensing
offices will be responsible for any necessary site preparation including remodeling, dedicated
electncal circuits, eftc.

PROCEDURES

A, WORKSTATION CHANGES

Responsibility Aition

Subagent Submit written request to the county
agent for workstation changes.

Agent Submit written request to the

Assistant Administrator, Field
Operations for workstation changes
at county or subagent offices.

Include justification with statistics
which meet the criteria in AptJcndix
A and/or any extenuating



Assistant Administrator
Field Operations

Information Services
Technical Services

Assistant Administrator
Field Operations

Assistant Director
Vehicle Services

Page 2 of 4 Pages

circumstances that should be
considered.

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 within one week.

Initiate changes when depanment
monitoring of statewide allocations
shows that workstations allocated to
an office are no longer approonate
per criteria in Appendix B.

Prepare SSR impact including detail
of all necessary equipment changes
at both the office location and
central site. Include revised Vehicle
Field System (VSF or CAAP)
contract Exhibit A information,
proposed schedule and estimate of
all costs for installation.

Return within one week to Assistant
Administrator. Fieid Operations.

Forward SSR impact and letter of
recommendation within one week to
Assistant Director, Vehicle Services.

Review recommendation from
Assistant Administrator. Field
Operations and SSR impact from
Information Services. Approve or
deny changes.

Inform Assistant Administrator,
Field Operations, of decision.
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Assistant Administrator
Field Operations

Agent/Subagent

Administrator
Titie & Reg. Services

County and depanment
representatives

Administrator
Title & Reg. Services

Asst. Administrator
Field Operations

Contracts Officer
Titles

Prepare notification letter
for Director's signature within one
week for approved requests.

Notify, m wnting, the requesting
office and the agent (if applicable; of
the denial if request is not approved.

Submit written request of appeal to
the Administrator, Title and
Registration Services, within 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 within
two weeks.

Provide final decision if county and
depanment representatives cannot
agree and inform Assistant
Administrator, Field Operations.

Prepare appeals notification, as
necessary, for Director’s signature
within one week.

Update log of workstation allocations
and available workstations for
approved changes.

Notify Information Services to
proceed with installation or removal
of workstation. Forward revised
Exhibit A information to Contracts
Officer-Titles.

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



Information Services
Technical Services

removai. Distribute copies to
Agent/Subagent and Department
Contracts Administrator. Retain
copy in Agent/Subagent riie.

Proceed with planning and
installation of workstations tor
approved SSRs. Coordinate update
of application workstation riie. office
floor plans, implementation
schedules, equipment deliveries, etc.

VERIFICATION OF WORKSTATION ALLOCATION CRITERIA

Responsibility Action

Assistant Administrator

Assistant Director
Vehicle Services

Assistant Administrator
Field Operations

Evaluate the need for a new study to
verify workstation allocation criteria
every two years. [NOTE: Analysis
should include field visits and actual
transaction timings. Consideration
should be given to impact of recent
legislative or procedural changes as
well as any exceptions to previous
criteria that were approved during
review of individual requests.]

Submit findings with any
recommendations for revisions of
criteria to Assistant Director.
Vehicle Services.

Review recommendation and
approve or disapprove changes.

Update Appendix A and B of this
policy/procedure.



APPENDIX A

191 WORKSTATION ALLOCATION CRITERIA

VEHICLE/VESSEL FIELD SYSTEM

TRANSACTION STATISTICS

Workstation allocations are based on business volume as indicated by monthly transaction
counts for title and non-title transactions.

TRANSACTION CAPACITY

Transaction capacities are based on SO percent uulization of a workstation (see Development or

Criteria).

As a baseline tor allocation decisions, the average workstation volume must meet or

exceed the SO percent utilization level for a minimum of four months in any twelve month

period:

PERCENT

TITLES

APPENDIX A

to
15
16
17
13
19
20
21

23
24
25
26
27
28

30
31
32
33
34

8°% PERCENT
CRITERIA TITLES
2868 35
2622 36
2410 37
2225 38
2190 39
2157 40
2124 41
2093 42
2062 43
2031 44
2002 45
1973 50
1944 55
1917 60
1890 65
1863 70
1837 75
1812 SO
1787 85
1763 90
1739 95
1716 100
1693

Page 1 of 3 Pages

30%
CRITERIA

1671
1649
1628
1607
1586
1566
1546
1527
1508
1489
1471
1384
1304
1231
1163
1101
1043

989

938

891

847

306
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DETERMINING WORKSTATION VOLUME
Using the Transaction Statistics Repon:

a. determine the percent of title work by month (this is the number of title transactions
divided by (he total of 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 of 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).

EXTENUATING CIRCUMSTANCES

The above criteria provide a baseline for allocation decisions. Additional circumstances may be
considered in determining allocations when one or more of the following conditions exists:

a. Workstation use for 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
or above capacity.

c. Projected increases in business can be substantiated based on closure of nearby offices,
new housing, shopping or dealership developments, or other changing business
conditions.

d. Office environment (e.g., one workstation) staffing considerations or other factors which

can be shown to negative impact capacity use of workstation(s) for at least four full
months in any twelve month period.

Specific statistics on daily and hourly fluctuations in business volume may be presented, as
justification 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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DEVELOPMENT OF CRITERIA

The 1991 set of criteria was developed by a Workstation Allocation Task Force with members

from agent .and subagent offices and the depanment. The following steps and assumptions were

used:

a. Transaction timings were taken at a representative 30 percent sample of offices of
various sizes, agent and subagent, eastern and western Washington. Timings 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 of time - title and non-title and
customer assistance (information only or canceled transactions. The average time for
tittes was 6 minutes and 2 minutes for non-titles and 2.5 for customer assistance.

C. It was found that 18 percent of an operator’s "transactions" are customer assistance and
therefore do not show on the Transaction Statistic Repons.

J. Maximum utilization of a workstation was based on an eight hour day and rive day work
week (21 days per month average). One hour of 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 of
8820 minutes per month.

e. A utilization rate of 80 percent was assumed.

f. Calculating the criteria:

.30 (Maximum Transactions)

80 percent Criteria

(8820/X +Y +Z) - .18 (8820/x -Y -r-2)

Maximum Transactions

.32 (6 min. x p) for title transactions
.82 (2 min. x (1-p) for non-title transactions
= .18 (2.5 min.) for customer assists

p = percent title transactions

X
Y
Z
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APPENDIX B
1991 WORKSTATION DE-ALLOCATION CRITERLA
VEHICLE FIELD SYSTEMS

TRANSACTION STATISTICS

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 of a workstation is merited.

An agent or subagent (through their county agent) may at any time request removal of
worksration(s) based on different criteria.

TRANSACTION CAPACITY

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 prior to depanment-
initiated removal on one of the workstations.

For example, if an office with four workstations has monthly transaction volumes significantly

below the 30 percent criteria for an extended period, an analysis would be done to determine

average volumes at two workstations. |If 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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POLICY/PF%OOCEDURE 9 VER, IOC
Handling of Checks by Agents, Subagents and DOL Office (VFS)
SivilM b 2 i)
Vehicle Services RCW 46.01.230
|'reic:ive 3m ~ R C W 46.12.160
A RCW 8244,090
.. 4OV CEyT a— RCW 4301072

RCW 43 0i.075

IT 'om /- e?uiidd ;-t? *c mw.oio
————————— Wa& 30804020
Supersedes VEH.108

POLICY:

The agents and subagents of the depanment. as well as the departments vehicle license
counter, wiii follow standardized guidelines in handling checks drawn for the purpose of
ootaimng vehicle and vessel registration and atle certificates, license, permits, taos. plates,

and decals.

The depanment allows the use of multiple checks on a single transaction or on a hatcn of
multiple transactions.

If one or more checks of a multiple check payment for a batch of transactions is
subsequently dishonored, all vehicle/vessel records in the batch will be affected. The
registered owner’s record - not Magged when a Washington dealer batch cneck is
dishonored or when a lienholder :heck for reissue to remove lien is dishonored.

The department does not allow acceptance of payment by check in excess of the total
authonzed amount due.

All checks must have die following identifying information:

1 Check maker's name, address, and telephone number;
2. The transaction number.

NOTE: If the total amount due is paid by more than one check, indicate the number of
checks involved in the payment.

Checks must be written on US banks except that checks written on Canadian banks may be
accepted a the office has made special arrangements with their bank for the acceptance of

Canadian checks.

Checks arc considered dishonored when they axe returned from the bank for reasons of
stop payment, account closed, insufficient funds, or improper preparation or execution.
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Checks should be rcdeposited a second time uniess the bank identifies the reason tor the
return as stop payment, account closed, or gives specific instructions not to redeposit.

The depanment may assess a SIb.OO handling fee tup to S15.(X) for agents and subagents)
whenever a check has been dishonored and returned to the bank.

The office that actually collects restitution for dishonored checks is entitled to retain the

handling fee.

If the maker of the dishonored check is someone other than the licensee, the maker, not
the licensee, is liable for the handling fee. The licensee is responsible for any late

application or reinstatement fees.

Individuals with a recent and/or repeat history of writing dishonored checks may be
required to pay by certified check, money order or cash.

Dishonored Check Notices will be sent to all licensees who have paid with dishonored

checks.

Nv: for dishonored checks written on Washington dealer's and lienholder’.? iKQUfIIS
i_ oe sent to the dealer, not the licensee and the licensee’s vehicle/vessel record. 15.fIQl

flagged-

Pisnonorcd checks from non-Washington dealers will be the responsibility g£ the
registered owner if not cleared wnhin fifteen Javs. The licensee's vehicle/vessel record

will be flagged If such checks_ire_not cleared-

2EQCEPUR5

A.

ACCEPTING CHECKS

Rgsponsipiiiu: Action

Ensure that customer checks are
made payable to the Department of
Licensing or to the county auditor.

Agents. Subagents

DOL Office Ensure that customer checks axe
made payable to Washington State
Treasurer or to the Depanment of
Licensing.

If the transaction is related to
vehicle or vessel uUc/licensc
/permit/regisinnon, accept only
checks made payable to the account
of, and signed by:

Agents, Subagents

Page 2 of 10 Pages (VEH. 100



1 Registered or legal owner
(preferred), OR

L Wasnmgton licensed
vehicle or vessei dealer.
financiad 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 of
businesses, OR

a. Businesses on oenalf of
their proprietors or
employees. OR

5. Immediate family members
of the registered owner.

For transactions not related to
vehicle or vessel utle/licensc/permu
registration, checks may be
accepted at the discretion of the
agem/subagent/DOL office,
provided all information to identify
the transaction and purpose is
present, and provided that accepting
the check is consistent with sound
business oracnccs.

If 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.

If the check is less than ihc total
amount due for the transaction,
indicate:

Page 3 of 10 Pages (VEH. 100C)



DISHONORED CHECK (DHC) -
Responsibility

Agents. Subagents,
DOL Office ~

Page 4 of 10 Pages

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

INSTANT CREDIT

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 of business on
the business day following the day
the dishonored check was received
from die bank. "Instant credit" is
taken at this time. Credits will be
listed on the DHC collection line of
the Office Recapitulation of the
Daily Remittance.

(VEH. 100C)



STOP PAYMENT

Responsibility

Agents. Subagents.

poL Office

Action

Page 5 of 10 P 3Jyes

Send the system generated
Dishonored Check Notice to tne
maker of the check by the close of
the ousiness day on which instant
credit was taken.

Send a copy of the Dishonored
Check Notice to the licensee also,
if the maker of the dishonored
check is other than the licensee.

Notices for dishonored checks
wr.tten on Washington dealer
accounts or lienholder will be tent
:0 :he dealer, not the licensee. The
licensee’s vehicie/vessei record is
not flagged.

Dishonored checks from non-
Washington dealers will be 'he
responsibility of the reg’crered
owner if not cleared within fifteen
davs. The licensee's vehicle/vessei
record will be flagged if such
checks are not cleared.

Retain a copy of the Dishonored
Check Notice in a pending rile.

Maintain a file of dishonored
checks until the checks have been
redeemed by the customers or they
have been sent to DOL for further
collection action.

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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SEND UNREDEEMED CHECKS TO DOL
Responsibility Action

Vehicle Services via
VES System

Agents, Subagents

RESTITUTION

Responsibility Aenon

Agents, Subagents
DOL System

Page 6 of 10 Pages

Attach tabs and registration to the
check and Dishonored Check
Notice being sent to Olympia if a
customer returns cabs and
rcgistrauon prior to the check being
sent to Olympia.

Follow instructions below.

VES system generates an
Unresolved Dishonored Check
Repon on the 16th day following
instant credit, if restitution has not

been made.

Place Unresolved Dishonored
Check Report and the dishonored
checks listed, along with copies of
Dishonored Check Notices, in an
envelope marked *DHC". This
envelope must be sent with other
shipping lists to DOL for that day,

NOTE; For stop payment DHC,
also attach tabs and registration if
surrendered by the customer.

Enter Restitution on the VFS
System.

Verify the amount to be collected.
It must be the amount of the

original transaction.

Enter the transaction amount, if
needed.

Accept payment for the amount of
check plus dishonored check
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Vehicie Services via
VES System

Page 7 of 10 Pages

handling tee. Partial restitution or
'‘payments"” are not to be accepted.
At the discretion of the agent or
subagent, cash, money order or
cashier’s check may be required.

Give customer restitution receipt.

Returned dishonored check to
customer if within fifteen days of
taking instant credit.

System will generate a receipt for
customer and incorporate restitution
into the day’s work. Amount of
original transaction will be inciudea
m the Gross Amount Collected

line. The DHC handling fee from
the Office Environment Table will
be shown on the DHC handling fee
line on the office recapitulation.

(VEH. 10C)
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B.
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Accepting Checks
Agents, Subagents, DOL Office
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POLICY/PROCEDURE

Inventory Control ("VFS)

Vehicle Services

POLICY:

DIVISION e

o

VEH.11A

o0 4 o-

VEH.3A: Standards of Operations
Supersedes: 20-01 -4B. VEH. 11

Supplies will be issued by die depanment and its agents in an efficient manner. The DOL
Office, agents, and subagents will ensure that these supplies are appropriately maintained

and inventoried.

PROCEDURE:

A. ACCOUNTABLE ITEMS - REORDER LEVEL
Responsibility Action

Inventory Control

Agent

Page 1of 19 Pages

Monitor number of accountabies
issued and adjusted out of each
county’s inventory to establish 90

day usage.

Adjust reorder levels for each
county using the "Inventory
Reorder Levels” process so that
when a county is at or below a 90
day supply level at the end of a
week, they will appear as needing
inventory on the "County Inventory
Reorder Report".

Monitor number of accountaoles
issued and adjusted out of each
subagent's inventory to estaoiisn 90
day usage.

(VEH.11A)



3. ASSIGNMENT OF ACCOUNTABLE
SHIPMENT FROM DOL

Inventory Control

Establish reorder levels so diat any
subagent at or below a 90 day
supply level is easily identified.

ITEMS TO AGENTS AND DOL OFFICE:

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 "Inquiry" process.

Assign and ship ai estimated 90
day supply of accountable items to
any new agent.

Assign and ship a 90 day supply of
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 prior
to the first day of issuance to the
public.

Retain signed copies of shipping
lists received from agents for 18
months.

C. ASSIGNMENT OF ACCOUNTABLE ITEMS TO AGENTS AND DOL OFFICE:

SHIPMENT FROM VENDOR

Inventory Control

Page 2 of 19 Pages

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 of
pending shipment. Retain the third

(VEH.il1A)



copy untii the agent inventory has
oeen updated as verified through
tne "Inquiry" 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. ASSIGNMENT OF ACCOUNTABLE ITEMS TO SUBAGENT; SHIPMENT FROM

AGENT

Agent

Page 3 of 19 Pages

Assign accountable items using the
‘Inventory Assighment Subagent"
process.

Forward the original document and
one copy with the accountables to
the subagent. Retain the copy until
subagent inventory has been
upaated as verified through the
"Inquiry" process.

Assign and ship an estimated 90
day supply of accountable items to
any new subagent.

Assign and ship a 90 day supply of
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 of shipping

iists receivei from subagents for
three years.

(VEH. 1:A)



RECEIPT OF ACCOUNTABLE

Inventory Control

Agent, DOL Office

Agent

ITEMS

Page 4 of 19 Pages

Receive and verify shipment of
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
utilizing the "Inventory Received

From Vendor" process.

Enter accountable items received at
headquarters rrom agents utilizing
the "Inventory Received From

County" process.

Delete these items from inventory
using the "Adjustment" process if
items are discovered to be lost,

stolen, mutilated, missing, or not

receiver.

Receive and verify shipment of
accountable items. Individual items
within an unopened box need not
be verified untii the box is opened.

Note any discrepancies on both
copies of the shipping list.

Sign, date both copies and return
the original shipping list to:

Department of Licensing
Liaison - Inventory Control

Box 9037
Olympia, WA 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
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F.

Agent. DOL Office

Subagent

DEASSIGNMENT OF INVENTORY

Subagent

Page 5 of 19 Pages

"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 of
accountable items. Individual items
within an unopened box need not
be verified until the box is opened.

Note any discrepancies on both
copies of the shipping list.

Sign, date both copies and return
the original snipping list :0 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 if
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 of the office
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.

(VEH. 11A)



G.

Agent

Agent. DOL Office

Inventor/ Control

ORDERING NON-ACCOUNTABLES

Inventory Control

Page 6 of 19 Pages

Verify deassigned items received
from subagent. Sign, date and
return copy of 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 of ihe county
inventory dcussignment listing with
the deassigned accountabies to:

Depanment of Licensing
Liaison - Inventory Controi
Box 9037

Olympia. W.A 98507-9037

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 of
deassignment listing to agent.

Enter these items into the
headquarters inventory using the
"Inventory Received From County"

Drocess.

Remove accountable items from the
headquarters inventory using the
"Deassignment" process.

Retain a copy of the headquarters
dcassignment listing for three
years.

Monitor statewide usage of non-
accountable items to determine six
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Supply

Subagent, Agent, DOL Office

Subagent

Agent

Agent

Page 7 of 19 Pages

month statewide supply and reorder
levels.

Notify Suppiy whenever items need
to be ordered and/or the reorder
level adjusted.

Notify Inventory Control whenever
ttcins are at or below the reorder
level.

Adjust the reorder levels as
requested oy Inventor/ Control.

Monitor usage of non-accountabie
items to determine 90-day suppiy
and reorder ievel.

Maintain a vO-day supply of 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 of all
supplies shipped.

Request non-accountabie items
from Inventory Conin lwhenever
items are at or below the reorder
level:

1. Complete Forms Requisition
(TD-ai0-033) in triplicate.

2 send ongmai and one copy :o:

Depanment of Licensing
Liaison - Inventory Control
Box 9037

Olympia. WA 98507-9037

3. Retain one copy until order is

received.

& Retain codv of requisition

returned oy Inventory Control

IVEH. 11A)



Inventory Controi

SECURITY OF INVENTORY

Agent, Subagent, DOL Office

DAILY INVENTORY RECORDS

Agent. Subapent, DOL Office

Page 3 of 19 Pages

until back' orders are filled
and/or discrepancies resolved.

Make a physical review of non-
accountabie items for obsolescence
at least quarterly and dispose of any
that are obsolete.

Mote any change/correction/back
order on both copies of the

requisition.

Return onginai Forms Requisition
document with non-accountabie

items.

Fill back orders as supplies become
available. Make notation on copy
of onginai requisition. Photocopy
and send photocopy with back
order to agent.

Log all items shipped, and retain a
copy of each Form Requisition
received for three years.

Send a list of 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 of Day“ and
“End of Day“ processes.

Maintain hard copy records
permitting location of, or

(VEH. 11A)



Vehicle Agent Audit Services

Administrator

Agent. Subagent

MONTHLY INVENTORY RECORDS

Agent, Subagent, DOL Office

Page 9 of ty Pages

accounting ’rom. any inventory
item witr.m :cn minutes ot request.

Use the ’'Adjustment" process to
remove the item from either (he
unassigned. workstation or central
inventor/ whenever an accountaoie
item is discovered fo be iost.
stolen, mediated or missing.

Print the "Inventory Override;
Adjustment™ Repon. Attach voided
or mutiiated items to the ongmai
copy of tne repon and place :n
separate envelope marked:
"Attention: Vehicle Agent Audit
Servces’ Send to DOL with daily
work. Retain a copy of 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.

Notify Fiscal Management.

Draft letter of sanction for
administrator when excessive,
recumng or unexplained losses of
other accountable items occurs.

Review and send recommended
letter of sanction to subagent and/or
agent, whicn may include requiring
agent/subagent to pay replacement
costs of the itcm(s) identified as
lost, stolen or missing.

Submit payment for .tcins as
msiructcd by the department.

Request ana print unassigned.
centra: ana workstation inventory
after close of business on tne
fifteenth calendar dav of eacn

»VEH 11A)



Subagent

Agenr. DOL Office

Agent

Page :0 of 19 Page;

month using the "Inquiring

process '. If the fifteenth calendar
dav is not a business day, then
request and pr.nt the data after the
close of business on the last
business day preceding the fifteenth
calendar day of the month.

Conduct physical inventory of ail
accountable items after close of
business on the fifteenth calendar
day of 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
of 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 of the month.

Print the office "Month End
Inventory Report" die first business
day following ihe fifteenth calendar
day of the month and sign it.

Send two signed copies to the agent
by the close or the first business
day following the fifteenth calendar
dav of ihe momh.

Ensure that all required inventory
information is entered into the VFS

system in a timely manner.

Check/rcconcile inventory data
contained in each subagent report.

Request recount, explanation or

justification when subagent
mvcntorv records do not balance.

(VEH. 11 A)



Agent. DOL Office

Inventory Control

Agent, Subagent. DOL Office

CLOSING INVENTORY - SUBAGENT

Subagent

Page ;1 of 19 Pages

("Start of Month" plus 'Received
for Month" minus "Issued for the
Month" minus "No. of Adj."
should equal "End of Month"
"Inquiry - Subagent" process before
sum of business on the 16111 day
should display the same inventory
items as the subagent's "Month End
Inventory Report".)

Monitor inventor/ "Override/
Adjustment” reports.

Reconcile, mid for.vard one signed
copy of the county's "Month End
Inventory Repon" accompanied by
one signed copy of each office’s
"Month End Inventory Repon" by
the twentieth calendar day of each
month, to:

Depanment of Licensing
Liaison - Inventory Control
3ox 9037

Olympia. WA 98507-9037

Log receipt of county inventories.

Prepare a repon identifying ail
counties which have not submitted
their "Month End Inventory
Repon(s)" by the twenty-fifth
calendar day of each month. Send
to Vehicle Agent Audit Services.

Retain copies of the "Month End
Inventory Rcpons” for three years.

Take physical mventorv wnen
ceasing to function as a suhagencv

Deassign all workstation and
central mventorv items.

Request and print the office

inventory using tne "Inquiry"
process.

iVEH. i 1A)



Agent

Agent. Subagent

CLOSING INVENTORY AGENT. DOL OFFICE

Agent. DOL Office

Page 12 of 19 P3ges

Comoarc physical to computer
inventory records. Resolve
discrepancies using the
"Adjustment” process.

Request and print the unassigned
office inventory using the "Inquiry"
process when discrepancies have
been resolved. Sign this final
repon. Send two copies to the
agent.

Send one signed copy of the
subagent’s final repon to Liaison.

Conduct a final physical inventory.
Use the "Adjustment” process if
there :s a discrepancy with the final
repon.

Deassign all inventory from the
office :0 the agent.

Take physical inventory when
ceasing to function as an agent or
DOL Office.

Dcassign all workstation and
central inventory items.

Request and print the county
unassigned inventory, using the
"Inquiry” process.

Compare physical to computer
inventory records. Resolve
discrepancies using the
"Adjustment” process.

Request and pnnt the unassigned
inventory using the "Inquiry”
process when discrepancies have
been resolved. Sign this final
repon. Send one copy to DOL.

(VEH. 11A)



Conduct a final physical inventory.

Use the 'Adjustment" process tf
there is a discrepancy with :ne final
repon.

Vehicie Agent Audit Services

Deassign all inventory to Inventory
Controi (Plate Desk).

DISPOSITION OF EXPIRED ACCOUNTABLE ITEMS

Agent. Subagent. DOL Office Conduct a physical inventor.- of
expired vessel decals and vehicle

tabs within 30 days after they
expire. Deassign all expired
accountable items.

Return expired tabs, decals with the

Subagents
deassignment listing to agent.

Agent Receive ceassigned subagent
accountaoies into county unassigned
inventory.

Agent. DOL Office Deassign aii expired tabs/decals.

Within 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.

Inventory Control

Deassign all expired tabs/decais and
notify Vehicle Agent Audit
Services.

Vehicle Agent *udit Services Verify receipt of expired items and
deassignment listings.

Arrange for destruction of expired
accountable items.
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Inventory Control (VFS)
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Inventory Control (VFS)
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Inventory Control (VFS)
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Inventory Control (VFS)
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POLICY/PROCEDURE VEH.12A
Insufficient Funds to Process ACH Withdrawal (VFS)
HOF
Vehicle Services 7 RCWS2.-U.UO
JATE — RCW 46.68.030
AT / RCW 46.68.020
RCW 43.01.050
i waiver or nour ueoosit
iy Requirement: Assistant
State Treasurer
Supersedes VEH. 12
POLICY:

Checks for Agent/Subagent DHC debit notices should be made out to the State of Washington.
Depanment of Licensing (DOL). Restitutions must be received within -8 hours of notification.

Western Union may be used to telegraph a money order.

The depanment 'will take appropnate action, which may include cancellation if more than two
notifications have been received and are due to agent/subagent actions.

PROCEDURE;

NOTE; If a withdrawal is not honored by the iocai bank, the State Treasurer wiii notify DOL
of the insufficient fund condition.

A. DHC RESTITUTION

Responsibility Action

Liaison Contact Licensing Service
Manager, Liaison.

Take appropnate action to solve the
problem and notify Assistant
Director, Vehicle Servtces if the
problem is due to a failure of the
ACH svstem.

Contact agent in the case of a
subagent dishonored check (DHC).

Page 1 of 3 Pages (VEH.12A)



SANCTIONS

Assistant Director.
Vehicle Services

Director

Contact administrator in the case of
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 of the
DHC debit notice.

Recommend sanction as
appropnate. in conjunction ..uh the
Assistant Director. Administrative
Services, to the Director.

Issue letter of sanction to
agenbsubagent.
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POLICY/PROCEDURE VFH R
SUBJECT
Standard Definitions
DIVISON HEFEUNCES
Viphirle Servirp<; All Policy/Procedures for Vehicle
Services Pertaining to Tide and
. P <leid Registration Services
Supersedes VEH. IA (5-1-91)
APOTOVAL
POLICY:

For the purpose of standardizing Policy/Procedures used by Vehicie Services. Title and
Registration Services and the depanment’s agents and subagents, the following
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 of 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.

Administrator
Administrator, Title and Registration Services. Depanment of Licensing.
Agent

County Auditor at.oilmr rjrint, appointed by the director to process vehicle and
vessel license and title applications for the Depanment of Licensing.



Bank Account Record

Ail/lsupporx documentation of transactions that burr fycwimmp krirf* 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 of

Licensing business activities.

Cash Receipt iouni ' Summary (CRJS)

A repon furnished to the State Treasurer which details the amount of revenue
piaced in eacn tuna and source, and which totals the amount of the deposit.

Check Register

Includes check bool*and voucher registerfer-agents. subagents and the DOL

office.
Concentration Bank
The major bank that handles transactions for the State Treasurer.

Depanment of Licensing Office

Depanment office, the Vehicle License Counter, which accepts and processes
vehicle and vessel licenses, registrations, and title applications.

Depanmem or DOL

Depanment of Licensing

Director

Director of the Depanment of Licensing.

Dishonored check (DHC)

A check drawn by an individual for the purpose of paying an obligation which is
refused tor payment by the bank or institution on which drawn.
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Field Services

The unit within Title 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 of a dishonored check.

Internal Operations

A unit within Title & Registration Services

Locai Bank . .
>y tm*

Banfrju dwirri agent, subagent and DOL. orTic*deposiUf*J vehicle and vessel

revenue, imu tKSD iT

Monthly Inventory Report

Repon generated by VFS which shows the ending inventory each month for ju:'l'ACH
agent, subagent If boL 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 of taking instant credit for dishonored
checks. The instant credit has caused the remittance to be negative instead of

positive.
Physical Inventory

Actual count of accountable items on hand and companson with those listed on the

VFS inventory repon.
Problem Response Center (PRC)

Unit within 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 within the depanment that received processed title applications from agents
and subagents” and also handle” rejecte” title aoplications.

>*>L s&rue.
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Shipping Document List

VFS end ot day repon used to identify the type and quantity of 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 within Title and Registration Services that handles dishonored checks,
rejects, federal heavy use tax. etc.

Title and Registration Advisory Committee (TRAC)

—  ml "emjir—inrp idv’snr/ enrrrfLw created by RCW 46.01.320.

Title & Registration Services C

A unu within Vehicle Service$/responsiblc for the licensing activities of
vehicles/vessels, snowmobiles, campers and travel trailers.

Vehicle Agent Audit Services Unu (VAAS).
Unit within Vehicle Services Division responsible for determining that state assets

(cash, negotiables and inventory) are accounted for and safeguarded from loss of
all kinds, and for determining the adequacy of procedures and controls.

Vehicle Field System (VFS)

The program for administration of the Field Licensing activities. The automated
computer systems used for these activities.

Vehicle Licensing Unu

Unu within Title and Rcgistrauon Services that handles vehicle and vessel
applications for title and licensing and for special vehicle license plates.
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C nSInG DIVISION

POLICY/PROCEDURE VEH.13B
VFS System Hours Availability

. . Bx<&MS
Vehicle Services
! J* Supersedes: VEH. 13A (9-1-91)

i \dn

-PMQVAC

POLICY:

In order for licensing agents and subagents to have consistency in the hours of Vehicle
Field System (VFS) and support while allowing access by the depanment to the system for
maintenance and upgrades, hours when the system is available are set as follows:

The VFS is available, excepting unforeseen hardware, software, application, or data
communication fa||ures for clients’ use beginning 6:45 a.m. until 9:00 p.m.. Monday
through Saturday. The VFS will noi be available on Sundays or state holldays

G
( Sign-on procedures may commence at 6:45 a.m., with first transactions transmitted no
earlkr 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 division policy, and may not be adapted
or amended wi»hout written approval from the Assistant Director of Information Services.

Page 1 of 1 Page (VEH.13B)
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[JCE nsinc DIVISION sw

POLICY/PROCEDURE VEH. MA

Refunds for Aacnts”"Subagents. and POL. Office (VFS)

-Veiitele-SeweebT-TSU ADM .33: Refund Processing
RCW u6.68.010
- / 's . | RCW 32.-u. 120
/] ’ /?/t'sy,S.S"'C— | Supersedes: VEH. 14
- a
V... ‘r
POLICY:

The Depanment of Licensing and its agents and subagents wiii follow standardized procedures
and guidelines when processing refunds due to agents or subagents.

PROCEDURE:
Responsibility Action

Agents. Subagents

DOL Office - County ~0
(Origination Office) . Determine that an overpayment hasbeen

made to DOL Fiscal Management via
ACH Tape. Confirm overpayment with
DOL Liaison Unit when a (Vehicle Field
System) VFS system problem is the
cause. Examples may include:

1 Item entered twice on VFS;

2. Item entered once, but VFSdid not
allow a backout:

3. VFS system aborted.

Prepare refund with written explanation
of problem and why refund is requested.
Sign request and forward to Vehicle
Services. Shortage/Overage Unit. Attach
all pertinent backup VFS documents:

Page | of + Pages (VEH.1M)



Vehicie Services
Overage/Shortage Unit

Agent, Subagent.
DOL Office -

County -*0 (Ongtnaong Office)

of a Panes

1 Copy of shipping list or lists
verifying that backout was not
successful;

2. Original document that backout was
for:

3. Applicable plate, tab or decal.

Retain copies of refund request and
documentation.

Review refund request for validity. If
refund is not valid, return to originating
office with reason refund cannot be
made.

If 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 of Revenue. Attention:
Fiscal Section. AX-02.

NOTE: If the refund is to a subagent,
the subagent will have to
request the filing fees sent to
the county auditor from the
county auditor.

Receive refund warrant through maii.
Deposit refund.

iVEH.MA)



Determine agreement or disagreement if
refund was ruled invalid by DOL.
Prepare letter of explanation noting arens
of disagreement and reasons why
agent/subagent feels refund is valid if
disagreement and submit letter to
Overage/Shonage L'mt.

Page 3 of - Pages (VEH.MA)



Refunds for Agents, Subagents, DOL Office

Agents, Subagents Vehicie Services

DOL Office(s) Overage/Shortage Unit (OSU)
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licEnsinc division IOUCV PTG
poucyhrocedure VEH L*
subject
Renorrmu Rohherv - Burolarv -Embezzlement.
DMSON UAifiCNCES
Vehicle Services ADM. i0A
P daX adm.ua
June 15/ 1993 VEH. 11A
| ppnovei A~y . AN RCW a6.010.3K)
1
4PPBOVA
V-vi JCT"
"\
PURPOSE:
To establish procedures for the reponing of Robbery. Burglar/, or Embezzlement
DEFINITION:

Agent: Individuai(s), business, organization, or political entity appointed by the Director to process
vehicle and vessei license and atle applications for the depanment.

Burglary: The crime of breaking into and entering a building with intention to steal.
Compliance Audit: (See Vehicle Agent Audit Services - VAAS)

COUﬂty d|) Depanment office established for accepting title and license applications. It is the
Vehicie License Counter and is also referred to as "County aO". For purposes of this procedure,

it functions as any other agent.
Director. Dpirector of the Depanment of Licensing.

Embezzlement: To take others propeny (e.g.. money, fixtures, etc.) :br one's own use m violation
of a trust and by fraudulent means.

Office of System and Program Review (OSPR): The internal auditing program of the Department
of Licensing.

Robbery: The taking of money or propeny from someone through pnvsical force or the threat or
violence. It may or may not involve weapons.

Subagent: Individual®), business, organization, or political entity appointed by an agent and

Page I of 7 Pages iVEH . 15))



approved by the Director 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 Audit Services (VAAS) Previously known as Compliance Audit. VAAS is
responsible for the periodic audit of all agents and subagents to determine compliance with DOL

policies and procedures.

PROCEDI 'RE:

Responsibility

A.

Action

ROBBERY

Re lember SAFETY FIRST!
Listen Be cooperative. Be cairn -
DO NOT RESIST.

Agents. Subagents

Observe the robber's appearance and
any weapon. Try 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 without going
outside.

Lock the doors immediately after the
robber haves. DO NOT resume

licensing business.

Call the police emergency number
which should be posted by the
telephone.

Preserve any evidence. Block off
areas that the robber might have
touched. Carefully protect any notes
or written matter the robber leaves.

Notify the County Auditor or County
Licensing Supervisor.
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Liaison

BURGLARY

Agents. Subagents

Page 3 of 7 Pages

Determine what was taken: money,
inventory, or equipment. Do a
physical inventor/.

NOTE: Resume licensing only arter
:he  County Auditor or County
Licensing Supervisor is satisfied that
the extent of the loss had been
determined and the investigation is
complete.

Notify L;aisou/PRC at 1-300-336-
-1681.

Notify Insurance Company/Bonding
company.

Make a copy of the police report for
the County Auditor and Liaison.

Notify  Title and Registration
Administrator's Office.

Notify VAAS (Vehicle Agent Audit
Services).

Provide VAAS with copies of police
report and physical inventory list.

Notify Office of System and
Program Review (OSPR).

Call the police emergency number
which should be posted by the
telephone.

Preserve any evidence.

Notify the County Auditor or County
Licensing Supervisor.

Determine wnat was taken: money,

inventory items, equipment. Do a
ohvsical mventorv.

(VEH. 15)



Vehicle Agent Audit Services (VAAS)

Page 6 of 7 Pages

provide VAAS wtth copies or the
police repon and physical inventory.

Contact the orfice that has suffered
the loss. Determine if measures
taken have been sufficient to reveal
the extent of loss.

Determine if an audit is necessary to
determine the extent of loss and/or
*he adequacy of measures taken to
prevent future losses.

(VEH. 15)



ROBBERY/BURGLARY/EMBEZZLEMENT
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ROBBERY/BURGLARY/EMBEZZLEMENT
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"USE COMMITTETE

)

Date Referred: March 1, 1995

6'/*/

Date of Committee Action:

The TRANSPORTATION Committee considered:

HOUSE BILL NO. 210

FURTHER REFERRALS:

REPOF

State Affairs

HB 210

PRIVATE MOTOR VEHICLE LICENSING/TESTING

"An Act relating to issuance of motor vehicle registrations and titles, and to licenses and permits to operate a

motor vehicle."

recommends it be replaced IV
with the following committee substitute A

[ Jadditional referral to Committee

j | attached amendment(s)

__Letter of Intent

(Dop0

ADOPTS: _

ATTACHES NEW FISCAL NOTE(s):

[ Jfiscal note(s)

(1] zero fiscal note(s)

SIGNING WITH RECOMMENDATIONS

CHAIR’S SIGNATURE

APPROVES PREVIOUS:

L/R ?/ O( 7/KZ/?J) iﬁthe same title

a new title

(Dept/Tile)

[ ] fiscal note(s)

| 1zero Fiscal note(s)

DP DNP NR AM



