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

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

2 utilizes a curriculum certified by the Professional Truck Driver

1 Institute of America or its equivalent.

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

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

or corporation which has oeen in the business of providing commercial

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

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

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

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

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

12 license with a vehicle group designation.

H VI. REQUIREMENTS FOR THIRD PARTY EXAMINERS

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

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

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

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

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

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

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

applicant must meet all of the following conditions:

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

tester an examiner application on behalf of the applicant and the

approval has not been suspended, canceled or revoked terminated.

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

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

her third party examiner application.

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

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

operation of the commercial motor vehicle used in the skills tests 

conducted by the examiner.

4. Have successfully completed a CDL examiner training workshop conducted

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

Department.

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

instructional meetings as required by the Department. Failure to 

attend scheduled training and instructional sessions will result in 

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

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

office.

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

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

compromise the integrity of the CDL testing program.

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

or administrative adjudication for any of the following violations 

unaer Michigan law or a local ordinance substantially corresponding to 

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

corresponding to law, during the three year period preceding 

application:

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

a controlled substance, or both.

b. Operating a vehicle while visibly impaired by intoxicating liauor 

or a controlled suostance, or both.

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

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

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

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

h. Reckless driving.

i. Fleeing and eluding a police or conservation officer.

j .  Unlawful driving away of a motor vehicle.

k. Negligent homicide by operation of any vehicle.

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

property damage accident.

m. No proof of insurance.

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

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

denied, canceled or disqualified, or subject to any driver 

improvement action ordered by the Department or a court.

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

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

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

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

been accumulated within the one (1) year period preceding 

apolication.

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

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

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

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

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

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

accordance with all legal requirements and in accordance with test

specifications and procedures prescribed by the Department.

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

CERTIFICATES AND IDENTIFICATION CARDS

General Requirements:

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

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

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



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

qualified employees of the third party tester.

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

appropriate office of the third party tester.

The certificate issued by the Department to operate a third party 

testing program must be prominently displayed in the place of business 

of the third party tester.

The examiner must surrender the identification card to the Department 

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

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

party tester, or when the card has been canceled.

Agreement to administer third party testing programs, certificates to 

operate third party testing programs, and examiner's identification 

cards are nonassignable.

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

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

each year.

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

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

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

the application is not received within the necessary time frame.

3. Application for third party tester certification.

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

the Office on a-forms prescribed by the Office.

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

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

prescribed by the Department.

C. Application for Third Party Examiner Identification Card.

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

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

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

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

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

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

departmental CDL third partv tester program. Specific consioerations 

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

testing in their area.

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

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

the weekend.

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

vehicles including all passenger vehicles.

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

the CDL skills tests.

Adequate space and facili ties for CDL vehicle inspection and basic 

control skills testing activities. Must provide written authorization 

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

Area driving test routes which provide exercises and naneuvers which 

meet CDL skills testing requirements.

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

tests each year.

Record of satisfactory participation in the Michigan CDL Third Party 

Testing program.

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

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

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

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

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

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

’ changed third party tester employers.

3 IX. CERTIFICATION BY THE DEPARTMENT

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

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

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

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

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

14 vehicles listed.

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

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

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

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

.3 testing facility.

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

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

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

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

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

authorized representatives of both parties.

PERFORMANCE-EVALUATTQN AUDITS AND-ON-SETS INSPECTIONS 

ON-SITE INSPECTIONS AND AUDITS

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

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

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

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

certified into the program.

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

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

testing program to determine whether it continues in compliance with all 

legal requirements.

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

without prior notice to the third party tester.

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

1. Records relating to the third party testing program.



2. Evidence o f  compliance wi th the FMCSRs.

3. Skills testing procedures, practices and operations.

4. Vehicles used for testing.

5. Qualifications of third party examiners.

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

drivers who have been issued certificates evidencing that they have 

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

having Department employees or designees take the skills tests from a

third party examiner.

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

Department determines is necessary to verify tnat the third party

tester meets all applicable requirements.

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

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

PROFESSIONAL CONDUCT

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

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

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

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

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

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

provide CDL skills testing services in a professional manner-

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

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

harassment is a form of discrimination which is expressly prohibited.

2. In an environment free of smoking.

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

regardless of alcohol content as identified and prohibited under FMCSR 

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

activities.

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

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

during CDL skills testing activities.

ADVERTISING

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

issue or guarantee the issuance of a CDL or imply that the t t ; rd party
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tester can in any way influence the Department in ihe issuance of a CDL or 

imply that preferential or advantageous treatment from the Department can be 

obtained.

8. Third party testers that are in fact certified by the Department may in 

their advertising state they are "certified." but shall not indicate that 

the tester is approved, sanctioned or in any other way endorsed by the 

Department and shall not use any other name besides the name on its 

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

of its name.

X II I .  INSURANCE REQUIREMENTS

A. Each third party tester must maintain security which meets the requirements 

of sections 3101 and 3102 of Act No. 218 of the Public Acts of 1956, as

amended; MCL 500.3101 and 500.3102, on motor vehicles owned or registered by

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

B. Each third party tester must maintain bodily injury and property damage

liabil i ty  insurance coverage on motor vehicles owned or registered by the

third party tester while used to administer skills tests in this state, and 

the amount of insurance coverage shall not be less than 51,000,000.00 for 

bodily injury to or death of one or more persons in any one accident and not

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

any one a c c i d e n t .
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• C. A third party tester must maintain insurance coverage which does not exclude

2 from coverage any person while taking skills tests administered by the third

3 party tester, any person suffering bodily injury or sustained property

i  damage as a result of skills tests administered by the third party tester,

: or any person employed by the third party tester to administer skills tests.

5 0. As evidence of required insurance coverage, the third party tester must file

with the Department either a certificate of insurance issued by an insurance 

3 company licensed to do business in this state or a certificate if  self-

3 insurance issued by a group motor vehicle self-insurance pool formed under

10 1951 PA 35, as amended, stating that there is in effect a contract of which

11 certificate shall stipulate that the insurance shall not be canceled except

12 upon thirty (30) days' prior written notice to the Department or a

'3 certificate of self insurance in excess of $20,000,000.00 issued by the

!•* Department. A certificate of insurance or self-insurance shall include the

15 make, model, year and vehicle identification number of every vehicle which

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

17 E. A third party tester must not use a motor vehicle owned or registered by the

13 third party tester to administer skills tests unless evidence of insurance

12 coverage for the vehicle has been filed with the Department.

20 F. The third party tester must not use motor vehicles to administer skills

21 tests unless the owner or registrant of the vehicle produces a certificate

22 of insurance for the vehicle issued by an insurance company which states

22 that security which meets the requirements of sections 3101 and 3102 of Act
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1 No. 218 of the Public Acts of 1956, as amended; MCL 500.3101 and 500.3102, 

is in fores, or unless the owner or registrant produces a certificate of 

self-insurance issued by the Deoartment.

A G. The D e p a r t m e n t  w i l l  r e s e r v e  t h e  r i g h t  t o  c a n c e l  t h e  a g r e e m e n t  w i t h  t h e  t h i r d

5 p a r t y  t e s t e r  UDon d e t e r m i n i n g  t h a t  t h e  t h i r d  p a r t y  t a s t e r  h a s  f a i l e d  t o  f i l e

5 a c e r t i f i c a t e  o f  i n s u r a n c e  o r  s e l f - i n s u r a n c e  o r  h a s  f a i l e d  t o  m a i n t a i n

7 i n s u r a n c e  c o v e r a g e .

3 H. The third party tester must, also, agree to indemnify and hold harmless the

9 State of Michigan, the Department, and all of its officers, employees, and

•0 agents from and against any an all rights, causes of action, claims,

‘I demands, suits, l iab i l i t ies ,  arising out of, based upon, occasioned by or

•w '2 attributable to any act or omission of the Third Party Tester or the Third

Party Tester's agents, examiners or other employees in the performance of

14 t h e  a g r e e m e n t .

15 XIV. NOTIFICATION REQUIREMENTS

15 A. Third party testers must:

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

13 change in the tester 's  name or address.

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

20 following:
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a. Any change in the employment of any person authorized by the 

Department to be a third party examiner for the tester.

3 b. Notice received by the tester with respect to any conviction,

4 civil infraction determination, or administrative adjudication, of

5 any of the tester 's  third party examiners for violation of a law

6 or local ordinance of any state relating to motor vehicle traffic

7 control (other than a parking violation).

3 c. Notice received by the tester with respect to any suspension,

9 revocation, cancellation, disqualification, or driver improvement

10 action ordered by a court or the Department, imposed upon the

11 driver license or vehicle group designation or privilege to

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

13 employ.

14 d. Any notice of complaint regarding criminal and\or civil actions,

15 or skills test administration received by the tester regarding any

15 of the testers third party examiner.

17 e. The tester ceases business operations in Michigan.

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

19 tester as follows:

20 1. 8efore the end of the next business day after the examiner receives
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notice of any suspension, revocation, cancellation or disqualification 

of his or her driver license or vehicle group designation or privilege 

to operate any motor vehicle, or any driver improvement action ordered 

by a court or the (Department.

2. Within tan (10) days after being convicted or found responsible for

violation of a law or local ordinance of any state relating to motor

vehicle traffic control (other than a parking violation).

3. before the end of the next business day after the examiner rgcsives

notice of anv complaint regarding criminal or civil actions or skills

test administration.

TEST ADMINISTRATION

A. Skills tests shall be conducted strictly in accordance with the provisions

of law and the test specifications and procedures prescribed in the CDL

Third Party Examiner's Manual provided by the Office.,

3. CDL Skills tests shall be conducted:

1. In a vehicle which is representative of the class and type of vehicle 

for which the CDL applicant seeks to be licensed and for which the

third party examiner is qualified to test. The vehicle shall not

contain explosives or other hazardous material. Prior to testing, the 

examiner shall inspect the vehicle to verify that i t  is empty and meets



1 all motor carrier safety regulations and is otherwise safe to operate.

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

3 3. On Michigan roads and highways.

1 XVI. TERMINATION OF THIRD PARTY TESTING PROGRAM AND CERTIFICATES

5 A. The Department -tefty will not select any application for a third party tester

5 agreement/certificate or examiner's identification card, if  the applicant or

7 examiner does not qualify for the certificate or card under the requirements

3 of the third party tester program. A misstatement or misrepresentation of

9 a material fact will be grounds for der ŷ+ng non selection an- agreement-;—*

0 cer t4f-k a te - -3r- a- --aH. —

1 B. Any third party tester may relinquish its certificate and agreement upon

2 sixty (60) days' notice to the Department.

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

•i testing program as described in these requirements.

5 0. The Department may cancel or suspend the certificate of and agreement with

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

7 examiner has done one or  more of  the fo l lowing:
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1. Has failed to comDly with or satisfy any of the provisions of the

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

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

testing program.

3. Has committed any act or omission which, in the judgement of the

tiff ice, compromises the integrity of the third party program.

4. Continues to employ a third party examiner who does not have a valid

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

whose examiner card has been canceled, or wnose application for a 

driver license has been denied.

If the Department determines that grounds for cancellation exist and that 

they relate to a failure to comply with or satisfy any of the requirements 

for a certificate or a card or for a third party tester agreement, the 

Department may postpone cancellation and ailow the third party tester thirty 

(30) days to correct the deficiency.



M e m o r a n d u m

To: Representative .Al Vezey

. lA y / J P * 1From : Patricia A . Young C / /  '  '

Date: January 31 , 1995
Sub ject: Privatization ot M otor vehicle Services (9 5 .0 3 2 )

Enclosed are materials that vou requested from Washington's Department or 
Licensing The materials include a copy of the standard contract used between the 
Countv Auditors and the Department o f Licensing, a copy of the coiicv and 
crccedures manual, and a copy o f the Vehicle Vessel Field System (VF5', Overview. 
The VFS Is the computer network used to tie the operations together.

i hoce this in form ation is helofui.

From rm D u xO p  ..

Patricia a . Ycunc
UCSCvOVt ANALYST 
LKISUTW I .UlLwRCM ACLNCT 
130 Siwaac in n r r .  Sum  C18
,'U'MAU'. A1.VSKA 'JV801

JOT/403. I 
F u  >0?/4'jj.J35 1



STATE OF WASHINGTON

DEPARTM ENT O F L ICENSING
O lym pia. W ,nhington '?85U~-d001 

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

D e c e m b e r  19, 199^

P a t r i c i a  Y o u n g  

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

130  S e w a r d  S t ree t .  Su i te  21*8 

J u n e a u .  A j a s k a  9 9 801

D e a r  M s .  Y o u n g :

fn response to our telephone conversation on December 12. 199a. enclosed reference 
materiai pertains to the network tor vehicle.-vessel licensing. The Director of Licensing 
appoints the thirty-nine County Auditors to perform licensing activities. The county 
auditors may select private entities to perform the licensing activities for die auditor. 
Approximately one hundred rirty of these subagents have been appointed.

E n c l o s e d  is a c o p y  o f  the  s t a n d a r d  c o n t r a c t  e xe cu te d  b e t w e e n  the  C o u n t y  A u d i t o r s  a n a  

the  D e p a r t m e n t  o f  L i c e n s i n g .  A  s im i l a r  s ta nd a rd  c o n t r a c t  is b e i n g  d r a f t e d  fo r  

e x e c u t i o n  b e t w e e n  the  c o u n t y  a u d i t o r s  and  the i r  su ba ge nt s .  T h e  ide a  is to  h a v e  all  o f  

th e  a u d i t o r s  w o r k i n g  f r o m  the s a m e  d o c u m e n t  j n d  all o f  the  s u b a g e n t s ,  r e g a r d l e s s  o f  

th e  a p p o i n t i n g  au th o r i ty ,  w o r k  f r o m  the  s am e d o c u m e n t .  T h e  s t a n d a r d  c o n t r a c t  wi t h  

the  a u d i t o r s  m a k e  t h e m  r e s p o n s i b l e  to the  d e p a r t m e n t  fo r  th e  p e r f o r m a n c e  o f  c o u n t y  

e m p l o y e e s  as  weil  as th e i r  s u b a g e n t s .  T h e  s ta nd a rd  c o n t r a c t  w i th  the  s u b a g e n t  m a k e  

the  s u b a g e n t  r e s p o n s i b l e  to the  a u di to r .

T h e  s t a n d a r d  c o n t r a c t s  m a k e  l ibera l  use .  by r e f e r en ce ,  o f  a d o p t e d  p o l ic ie s  a n d  

p r o c e d u r e s .  T h e  e n c l o s e d  c o p y  h a s  s o m e  red m a rk in g s .  I a p o l o g i z e d  fo r  th a t ,  b u t  i t ’s 

the  o n l y  copy a v a i l a b l e  at the m o m e n t .  Th e  pol ic ies  and p r o c e d u r e s  a re  in the  p r o c e s s  

o f  a m e n d m e n t s  w h i c h  a r e  c o o r d i n a t e d  w i th  the aud i tor s  a n d  s u b a g e n t s  b e f o r e  a d o p t i o n



M s .  P a t r i c i a  Y outh 

D e c e m b e r  19. 1994  

P a g e  T w o

W i t h  thi s  c o n f i g u r a t i o n ,  the c i t i zens  o f  the state a re  s e r v e d  by  a p p r o x i m a t e l y  o n e -  

h u n d r e d  n in e ty  of f ices  loca ted  t h r o u g h o u t  the state.  E a c h  o f  the of f ices  c a n  p e r f o r m  ail 

t r a n s a c t i o n s  r e la t ed  to l i cens ing  o f  vehic les  a n d  vesse l s .  Al l  o f  (he of f ices c a r r y  the ir  

o w n  i n v e n t o r y  ip ia t es .  t abs  Sc fo rm s)  co l lec t  and  d e p o s i t  funds ,  h a v e  d i r e c t  l ine acces s  

to v e h i c l e  a n d  vesse i  re co rd s ,  and  cai upda t e  any  r e c o r d  o n  p r o p e r  a p p l i c a t i o n .

E n c l o s e d  is an  o v e r v i e w  o f  the Vehic le /  Vesse l  P ie id  S y s t e m  w h i c h  »s the  c o m p u t e r  

n e t w o r k  u s e d  to tie ai! o f  this  to ge th e r .  Al l  o f  the c o m p u t e r  s o f t w a r e ,  h a r d w a r e  

i n c l u d i n g  o n- s i te  P C s  and  m o d e m s ,  and  data l ines a re  o w n e d  and  m a i n t a i n e d  by  the 

d e p a r t m e n t .  T h e  c o m p u t e r  p r o g r a m  has ch eck s  and ba l a n c e s  to s a f e g u a r d  a n d  p r o v i d e  

a c c o u n t a b i i i t v  o f  l u n d s  a n d  in vent o ry  i tems.  T h e  p r o g r a m  h as  p r o m p t s  to ass i s t  the  

o p e r a t o r  to p r o c e s s  the  a p p l i c a t i o n  and to p r e v e n t  the p r o c e s s  if  the a p p r o p r i a t e  

d o c u m e n t a t i o n  is no t  ava i lab le .  It a iso ca lcu la tes  the  h in d s  to be co l l ec te d  a n d  a c c o u n ts  

for  s ta te  r e v e n u e .

T h i s  is a v e r y  s im pl i s t ic  o v e r v i e w  o f  ou t  vehicle/  vesse l  l i c ens in g  p r o c e s s .  I f  y o u  ha ve  

a n y  q u e s t i o n s  o r  ne ed  addi t iona l  in fo rm at io n ,  p le ase  ca l l  m e  o n  ( 20 6 ;  9 0 2 - 3 7 7 3 .

S i n c e r e l y .

Contracts Manager

at:  a g e n t  c o n t r a c t

Pol . .  P r o c .  

O v e r v i e w  o f  V ? 5



V E H IC L E /V E S S E L  FIELD S Y S T E M  (V F5 ) OVERVIEW

The Vehicle,'Vessel/ParKing Ticker, DisaDlea Person Dataoases are located on 
the host, w hich is currently a Unisys mainframe. It is used during the 
business day for on-line nquiry.

The VFS programs for processing title/registration transactions ana the 
associated tables are resident on each of tne regional Hewlett Packarc 
minis.

The VFS programs whicn allow :or maintenance o f certain *ees, use tax 
rates ana excise information are resident on the HG regional. The VFS 
Headquarters inventory functions also resiae there.

INVENTORY -

Accountaole items are ente-ed into the system at the HG level. 
System assigned numbers are ass.gned to a regional mscnine. Physical 
inventory items are assigned to an County evei VFS office. U d o o  receipt o f 
the physical inventory, tne office enters tr.em on the system as received at 
the county  level. The County levei office '•eoeats the process oy assigning 
inventory to a VFS level office. Each VFS office, after acknowledging them 
as received on the system, may tnen assign the accountable items to either 
central or works ta tion  inventory. S3ch morning ana evening when ooenmg 
or closing a workstation, a screen aDpears which must be comoieied 
indicating w ha t the starting numoers are. The system compares it to the 
previous day 's  ending inventory and reoorts any discrepancies. Inventory is 
now  ready to be issued to the customer.

When the customer's transaction is finalized ana the system 
determines that accountame inventory :s tc be issued, the system disoiays 
the item to be issuea. If tne item ;s missing, the operator may overriae the 
item w ith  the next one available ana later adjust the missing .term out o f the 
system. Eacn monrn inventory reports are ormtea rc ica tm c  the accountable 
items sniooeo, receiveo. overridden and aaiusted for every level Raoraer 
levels are also maintained on the system.

There are also background reports ormrea 'or the Aucit Unit to detect 
potential aouse o f tne system.



MONEY -

At the start o f day the operatcr is required to enter the amount of 
starting cash. For each transaction, tne system determines the amount due. 
The operator :s required to enter the amount paid and whether check or 
casn or a compination. Checks may not exceed the amount due. A t the end 
of the day, the operator is required :o enter the amount and types o f cash, 
as well as the numoer o f checks. A 'eoort is printed of any aiscrepancies. 
For eac.n transaction, the oystem aeiermines now muc.n money goes nto 
each or tne funding codes. This information is held for 30 days, so if tr.ere 
is a DHC, the money is backed out of tne same accounts. When an office 
has a DHC. tney are allowed instant credit ana a letter is sent to the 
customer 3ut w ith in 14 pays if the DHC has nor been restituted, a reoort is 
printea a: HQ alerting the DHC aesx tnat the check will be coming in the 
mail w itn  a copy of the letter to the customer. Cancellation letters are 
generated and sent, warning ihe customer that the DHC will be sent to a 
collection agency. The system automatically updates the records when the 
cnecx is sent to tne collection agency.

At the and of tne day, a reoort is printed indicating how much money was 
collectec ay the office, how  much goes to the county, how  much is retained 
by the office ana how  much will be electronically w ithcraw n from the office 
account.

The HQ regional gathers all the transactions at the ena of the day statewide 
and proauces an Autom atic  Clearing House (ACH) tape. The net resuit is 
the electronic w ithdraw al of money owed the state from the office accounts 
and automatic distribution to the State Treasurer. Any office which aoes 
not have a suffic ient amount of money in the account is immeaiately 
reportea ana investigated for potential Vaud or system proolems.

TRANSACTIONS -

As each transaction is begun in eacn office, it is assigned a transaction 
numoer. This provides tracking of accountable inventory issuec and money 
collectec for tne transaction.

At the ena of the aay, a report is printed in each office showing the title and 
non-tttle work 'inaiized by that office. Title w ork  is attached to a copy of the 
report ana sent to HQ. The system automatically assigns each title 
transaction a title numoer. The HQ regional produces the update tapes by 
wnich the vehicie/vessel records are uoaated w ith  title and non-title 
transactions on the Unisys w ith in  48 nours. A report ts printed for HG staff



indicating how  many applications are :o ae received from each office and 
worksta tion .

The title transactions are automatically uodateo w ith  a pending status.
When the verification unit receives the work from the offices and 
determines whether the documentation submitted is suffic ient :o issue a title 
or not, the w ork  is released using one of the HQ regional processes. Thus 
the VFS title tape is created and sent :o an outside vendor who orints and 
mails the titles, while a copy of the released title data is auac.oed to the 
suoDorting documentation and microfilmed.

VFS also has a Paoerless Title system -or oarticioating financial institutions 
and Super Service Titles for those deaiers who require issuance o f a title 
docum ent wniie they wait.
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A G R E E M E N T  B E T W E E N

s t a t e  o f  W a s h i n g t o n

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

A N D  

I  -

A g r e e m e n t  No.  2 -

A g e n t  N o.  3 ~

Date:  M a r c h  199—

T H I S  A G R E E M E N T ,  e n t e r e d  :nto b y  and b e t w e e n  :he  D E P A R T M E N T  O F  L I C E N S I N G ,  

h e r e i n a f t e r  ca l led  ’D O L ” . and  the C o u n t y  o f  -  -  . a c t i n g  t n r o u g h  :ts c o u n t y  a u d i t o r ,  

h e r e i n a f t e r  cal led :r.e ' A g e n t ' .  T hi s  a g r e e m e n t  s u p e r s e d e s  a n y  p r e v i o u s  a g r e e m e n t ,  k n o w n  

or  u n k n o w n ,  m a d e  c e t w e s n  D O L  a n d  Ag en t .

This  a g r e e m e n t  is m a c e  u n d e r  the p r o v i s i o n s  o f  the R e v is e a  C o d e  o f  W a s n i n g t o n  ' R C W '  

-16 .01 .130 .  R C W  c d J l . U O .  R C W  3 3 . 0 2 . 0 4 0  and c h a p t e r  3 9 . 3 4  R C W .

D O L  has the g e n e r a ,  r e s p o n s ib i l i t y  for  i s suance  o f  ve h ic le  a na  vesse l  c e r t i f ic a t e s  o f  
o w n e r s h i p  and  r e g i s t r a t i o n .  v e h i c l e  l icense  n u m o e r  pia tes  and  vesse l  a eca ls .  a n d  for the 

c o l l e c t i o n  o f  veh ic l e  and vessel  l i c ens in g  tees ,  ex c i se  taxes a n a  o t h e r  fees a n a  taxes.

1.0 . A P P O I N T M E N T

T h e  D i r e c t o r  o f  D O L  h e r e b y  a p p o in ts  the C o u n t y  A u d i t o r  o f  5 ~  as a n  A g e n t  o f  D O L  

for th e  p u r p o s e  o f  l i cens ing  a n d  t i t l ing ve hi c le s  a n d  vesse l s  and co l le c t in g  vehic le  a n a  
vessel  fees a n a  e x c i s e  t ax es ,  in a d d i t i o n  to the  ad d i t i ona l  fu nc t io ns  o u t l i n e d  in this 

a g r e e m e n t ,  for  the  d u r a t i o n  o f  tnis a g r e e m e n t .

4 -  C o u n t y  a c c e p t s  the a p p o i n t m e n t  as A g e n t  for  D O L  a n a  snail  p e r f o r m  the au t t es  

set for th  in tnis a g r e e m e n t .

2.1) S C O P E  O F  S E R V I C E S

2.1  T h e  A g e n t  snai l  p e r f o r m  al! n e c e s s a ry  fu nc t io ns  r e la t in g  to the l i c en s i n g  or 
ve iu c . e s  a n d  ves se l s ,  i s su ance  o f  v e h ic le  l i cense  n u m b e r  p la tes  a n d  vesse l  

deca i s  and  o th e r  s im i la r  se rv ic e s  u n d e r  the d i r e c t i o n  and  s u p e r v i s i o n  o f  tne 
D i r e c to r  o f  D O L .  T h e  A g e n t  shai l  co l l ec t  all  a p p r o p r i a t e  fees ,  e x c i s e  ’axes  

a n d  o tner  taxes .  T h e  serv ic es  snail  b e  p r o v i d e d  to the c i t i ze ns  o f  the State o f  

W a s r . m g t o n  and  to fo re ig n  j u r i s d i c t i o n s  u p o n  r e c e ip t  o f  a p p l i c a t i o n s  to r  
r eq u es t s  for  se rv i c e .
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2 .2  A g e n t  m a y  p e r f o r m  the  s e rv i ce s  i tseif .  m a y  es tab l i s h  b r a n c h  o f f i c e s ,  a nd  wi th  

aD p ro v a l  o f  D O L ,  a p p o i n t  spec ia i  dep u t ie s  to p e r f o r m  the  s e r v ic e s .  T h e  A g e n t  

m a y  r e q u e s t  D O L  to a p p o i n t  s u b a g e n t s  wi t h in  the  c o u n t y  as p r o v i d e d  in R C W  

4 6 . 0 1 . 1 - 0  to p e r f o r m  the  s e rv ic e s .

.0  C O N S I D E R A T I O N

T h e  A g e n t  sna i l  c h a r g e ,  c o l le c t  and  re ta in  the fees as a u t h o r i z e d  by  R C W  -4-6.01.1-0.  
T h e  A g e n t ,  in l i c ens in g  v e h ic le s  a n d  v es se l s ,  m a y  p ro c e s s  che c o l l e c t i o n  o f  l i cense 

fees  a n d  ta x e s  b y  us ing  the V e h ic i e  F ie id  S y s t e m  p r o v i d e d  by  D O L  p u r s u a n t  to this 

a g r e e m e n t ,  and  m a y  re ta in  the a p p r o p r i a t e  co l l ec t io n  fees  w h e n  a u t h o r i z e d  b y  s ta tute 

o r  ru le .

4 . 0  A L L O W A B L E  E X P E N S E  C O N S I D E R A T I O N

4.1 In a d d i u o n  to fees c o l l e c t e d  a n d  r e t a ined  as p r o v i d e d  in s e c t i o n  3 . 0  o f  this 

a g r e e m e n t ,  D O L  sha ll  r e i m b u r s e  A g e n t  for  the ex c e ss  o f  A g e n t ' s  a l l o w a b l e  

e x p e n s e s  a f te r  d e d u c t i o n  o f  the re ta ined  fees for  p e r f o r m a n c e  o f  this 
a g r e e m e n t ,  as p r o v i d e d  in R C W  4 6 . 0 1. 1 - O ( -X b ) .  P a y m e n t  to the A g e n t  shall  

b e  m a d e  o ni y  f r o m ,  a n d  sna il  be su b je c t  to.  fur.as b e i n g  a v a i l a b l e  in the  

L i c e n s i n g  S e r v ic e s  a c c o u n t  in the M o t o r  V e h ic ie  Fu n d .

4 . 2  A g e n t  m a y  s u b m i t  to D O L  P r o g r a m  M a n a g e r ,  a n n u a l  in v o ic e  v o u c h e r s  

s n o w i n g  the  p r io r  t w e l v e  m o n th s  total  fees co l le c te d  by  the A g e n t ,  th e  fees 

r e t a i n e d  by  the A g e n t ,  i t e m iz e d  a l l o w a b l e  e x p e n s e s  i n c u r r e d  in the s a m e  p r io r  

a p p l i c a b l e  tw e lv e  m o n t h  p e r i o d ,  a n d  the excess  a m o u n t  o f  a l l o w a b l e  e x p e n s e s  
a f t e r  d e d u c t i o n  o f  the fees  r e ta in ed  b y  the  A g e n t .  D O L  shal l  p r o v i d e  p a y m e n t  

o f  the  e x c e s s  a m o u n t  n o  later  than  th ir ty bus in es s  days  a f t e r  a p p r o v a l  o f  the 
i n v o i c e d  a m o u n t .  T o  a c c o m m o d a t e  the e n d  o f  a n  a c c o u n t i n g  p e r i o d ,  an 

i n v o i c e  m a y  use  e s t i m a t e d  fees a n d  e x p e n s e s  in l ieu o f  ac tua l  fees  c o l l e c t e d  
a n d  r e t a i n e d  and  a l l o w a b l e  e x p e n s e s  for  the last o n e  m o n t h  p e r i o d  o f  the 

a p p l i c a b l e  pr io r  t w e l v e  m o n t h  p e r io d .  A n y  d i f fe r e n c es  in che e s t i m a t e d  
a m o u n t s  a nd  the ac tu a l  a m o u n t s  shal l  be de bi te d  o r  c r e d i t e d  in the  s u b s e q u e n t  

a n n u a l  invoic e .  I n v o i c e s  r e f le c t in g  a  July 1 th r o u g h  J u n e  3 0  fiscal  y e a r  snail  
b e  p r e s e n t e d  to D O L  n o  la te r  than  J u n e  1.

4 . 3  D O L  wiil  pay r e a s o n a b l e  d i r e c t  e x p e n d i t u r e s  in cu r re d  w h i c h  e x c e e d  the 

A g e n t  s fees  r e ta in ed  fo r  p e r f o r m i n g  vehic le  and vesse l  ' i c e n s i n g  ac t iv i t i es  
u n d e r  h i s  a g r e e m e n t .  O n l y  the  fo l l o w in g  cost s sha ll  be  c o n s i d e r e d  d i r e c t  

e x p e n d i t u r e s  for  che p u r p o s e s  o f  this sec t ion:

4 . 3 . 1  Sa la r ie s ,  p ay ro l l  t axes  and e m p l o y e e  benef i t s  pa id  to A g e n t ' s  e m p l o y e e s
d i r ec t ly  a s s i g n e d  to l i cens i ng  ac t ivi t i es  u n d e r  this a g r e e m e n t :



4 .3 . : Telephone service charges direcriv related :o this agreement:

4 . 3 . 3  P r e m i u m  for i n s u r a n c e  and b o n d i n g  e x p r e s s l y  r e q u i r e d  b y  this 

a g r e e m e n t :

4 . 3 . 4  Po s t ag e  a n d  o t h e r  p u r c h a s e d  of f ice  s u p p l i e s  ne ces sa ry  to the 

p e r f o r m a n c e  o f  this a g r e e m e n t :

4 . 3 . 5  A u x i l i a r y  e q u i p m e n t  p u r c h a s e d  by the  A g e n t ,  wi th  a p p r o v a i  o f  D O L .  

w h i c h  e n h a n c e s  A g e n t  p e r f o r m a n c e  o f  this a g r e e m e n t .

D i r e c t  e x p e n d i t u r e s  shall  not  inc lud e  any  d i r ec t  cos ts  in c u r r e d  w h i c h  a r e  not re lated  to 

ve h ic le  a n d  vessei  l i cens ing  ac t iv i t i es  u n d e r  this a g r e e m e n t .

PERIOD OF OBLIGATION

T h is  a g r e e m e n t  shail  c o m m e n c e  o n  the date o f  the s i g n i n g  and c o m p l e t e  e x e c u t i o n  o f  

this a g r e e m e n t  a n d  shall  c o n t i n u e  th r o u g h  the  s e con d  s u c c e e d i n g  D e c e m b e r  31 or 

u n d e r  m u tua l  c o n s e n t  unt il  a n e w  c o n t r a c t  is e x e c u t e d  o r  until  t e r m i n a t i o n  as p r o v i d e d  

in s e c t io n  17.

T h is  a g r e e m e n t  is void u p o n  fo rm a l  ac t i on  o f  the s ta te  le g is la tu r e  or  c o u n ty  g o v e r n i n g  

b o d y  e n a c t i n g  s t a tu tory  p r o h i b i t i o n  o r  fai iure  to p r o v i d e  fu n d in g  for  p e r f o r m a n c e  o f  
the du t ies  p r o v i d e d  he re in .

ADM INISTRATION OF AGREEMENT

6 . 1  D O L  M A N A G E R

T h e  Ti t le  and  R e g i s t r a t i o n  Serv i ce s  U ni t  A d m i n i s t r a t o r  is a p p o i n t e d  the 

P r o g r a m  M a n a g e r  o f  this  a g r e e m e n t  a nd  sha ll  m o n i t o r  the p e r f o r m a n c e  o f  the 

A g e n t  u n d e r  this a g r e e m e n t ,  a p p r o v e  b i l l ings s u b m i t t e d  b y  che A g e n t ,  accept  
an y  r epor t s  p r o v i d e d  by  the  A g e n t ,  a n a  r e c o n c i l e  a d o w a b i e  co s t s .  T h e  

P r o g r a m  M a n a g e r  shai l  p r o v i d e  and faci l i tate  a ss i s ta nc e  a n d  g u i d a n c e  to the 

A g e n t  as n e c e s s a ry .  D O L  shail p r o v i d e  the A g e n t  wi th the  D O L  P r o g r a m  

M a n a g e r ' s  n am e ,  a d d r e s s  a nd  t e le p h o n e  n u m o e r  a n d  any  s u b s e q u e n t  c h a n g e s  
m a d e .

6 . :  A G E N T  A D M I N I S T R A T O R

T h e  A g e n t  shall  a p p o i n t  a P r o g r a m  A d m i n i s t r a t o r  for  this a g r e e m e n t  a n a  shail  
no t i fy  D O L  o f  the  P r o g r a m  A d m i n i s t r a t o r  r e s p o n s i b l e  for  A g e n t ’s p e r r o r m a n c e  
o f  this a g r e e m e n t .  T h e  A g e n t  shall  o r o v i d e  D O L  with the P r o g r a m  
A d m i n i s t r a t o r ’s n a m e ,  a d d r e s s ,  t e l e p h o n e  n u m b e r  a nd  a ny  su b s e q u e n t  c h a n g e s  
m a a e .



6.3 NOTICES

Ail no t ic e s  c o n c e r n i n g  this a g r e e m e n t  shall  be se n t  to the p a r t ie s  at  the 

a d d r e s s e s  s ta te be lo w :

D O L  - A d m i n i s t r a t o r .  T i t le  and  Reg is t ra t ion  S e rv ic e s .  D e p a r t m e n t  o f  

L i c e n s i n g .  P O  B o x  2 9 5 7 .  O l y m p i a .  W a s h i n g t o n  9 S 5 0 " - 2 9 5 7 .

A g e n t  - C u r r e n t  C o u n t y  A u d i to r .  5 -  . 6 -  .

ORDER OF PRECEDENCE

In the  e v e n t  o t ‘ c o n f l i c t i n g  p ro v is io n s  w i t h in  this a g r e e m e n t ,  the c o n f l i c t  wii l  be 

r e s o lv e d  b y  g i v i n g  p r e c e d e n c e  ;n the fo l l o w in g  order :

7 .1 A p p l i c a b l e  federa l  and state s ta tutes a n d  co d e s ,  inc lud i ng  R C W  rules  - 6 .  32.  

an d  88 .

7 . 2  T h i s  a g r e e m e n t ,  in c lu d in g  ail a m e n d m e n t s  a nd  exhib i t s .

7 .3  W a s h i n g t o n  A d m i n i s t r a t i v e  C o d e s ,  inc lud ing  W'AC c h a p t e r s  3 0 8 - 5 6 A .  - 5 " .  - 

93 .  a n d  - 9 6 A .

7.4 T h e  D e p a r t m e n t  o f  L ic ens in g  P o l i c i e s / P r o c e d u r e s ,  the V e h ic l e  S e r v i c e s  

D i v i s i o n  P o l i c i e s / P r o c e d u r e s ,  the  V eh ic le  F ie ld  S y s t e m  A u t o m a t e d  O p e r a t i n g  

G u i d e ,  and  the  Ve hi c ie  F ield S y s te m  O p e r a t i n g  G u id e .

SERV ICE QUALITY

3 . 1  A g e n t  shall  p e r f o r m  ail l i cens ing  func t io ns  in a c o n c i s e ,  c o u r t e o u s ,  a c c u r a t e ,  

a n d  p r o f e s s io n a l  m a n n e r .  A g e n t  is r e s p o n s ib le  for  p r o c e s s i n g  al l  ' l icensing 
fu n c t i o n s  to a c h i e v e  a  level  o f  o n e  h u n d r e d  p e r c e n t  a c c u r a c y .  I f  A g e n t ' s  

a c c u r a c y  ievei  falls b e l o w  n ine ty- f ive  p e r c e n t  ( 9 5 % )  a c c u r a c y ,  b a s e d  u p o n  tne 

n u m b e r  o f  t r a n sa c t i o n s  pr oc ess ed  by the  A g e n t  w i th in  a c o n t i n u o u s  s ix  (6) 
m o n t h  p e r i o d ,  this a g r e e m e n t  m a y  be te rm in a t e d  by  D O L .  a n d  A g e n t  shai l  be 

r e s p o n s i b l e  for  ail o f  D O L ' s  cos i s  d u e  to A g e n t ’s e r ro rs .

A g e n t  is r e s p o n s i b l e  for  r equ i r in g  its e m p l o y e e s  specia l  c ep u t i e s  and  s u b a g e n ts  
ro p e r f o r m  at the s am e  level  and  qu a l i ty  o f  s e rv ic e  as p r o v i d e d  m  this sec t i on .

3 . 2  D O L  sha il  m o n i t o r  A g e n t .  A g e n t ’s b r a n c h  o f f ic e s ,  specia l  d e p u t i e s  and 
s u b a g e n t s  to d e t e r m i n e  :ne se rv ice  qu a l i ty  o f  e a c h  ent i ty.  M o n i t o r i n g  m a y  

c o n s i s t  o f .  bu t  is not  l imi ted  to.  e v a lu a t io n  o f  c o m m e n t s  f r o m  the  pub l ic ,  

p e r i o d i c  r e p o r t s ,  o b s e r v e d  prac t ices  o f  the  en t i ty ,  c o m p l i a n c e  w i n  D O L



P o i i c i e s / P r o c e d u r e s .  a n d  c o m p i i a n c s  auuirs .  as  p r o v i d e d  in D O L  

P o i i c y / P r o c s d u r e  V E H .  3.

8 . 3  W h e n  se rv i ce  qu a l i ty  is d e f i c i e n t  o r  w h e n  D O L  and  A g e n t  a g r e e  th a t  se rv ic e  is 

to be m o d i f i e d ,  D O L  and  A g e n t  a g r e e  to m a k e  g o o d  fai th e f f o r t  to a m e n d  the 

s e r v ic e  b y  m utu a l  a g r e e m e n t .

9.0 REVENUE ACCOUNTABILITY

9 .1  A g e n t  shai l  co l lec t  a n d  a c c o u n t  for  veh ic l e  a n a  vesse l  l i c ense  fees,  t axes  and  

o t h e r  fees,  as p r o v i d e d  in D O L  V e h ic le  S e p / i c e s  D iv is io n  P o i i c v / P r o c e d u r e  

V E H . 7 a n d  . 10. as n o w  o r  h e r e a f t e r  a m e n d e d .

9 . 2  A g e n t  shail  e n d o r s e  e a c h  n e g o t i a b le  i n s t r u m e n t  r e c e iv e d  in p a y m e n t  o f  se rv ice s  
p e r f o r m e d  p u r s u a n t  to this c o n t r a c t ,  w i t h  a  s t a t e m e n t  " f or  d e p o s i t  o n i y "  or  for 

" a e p o s i t  to a c c o u n t  o f"  o r  s im i la r  res t r i c t ive  w o r d i n g ,  i m m e a i a t s l v  upon  

r ec e ip t  o f  such p a y m e n t .

9 . 3  In the e v e n t  o f  thef t ,  b u r g l a r y ,  o r  d e s t r u c t i o n  o f  r e v e n u e  c o l l e c te d  b y  A g e n t  or  
A g e n t ' s  su b a g e n t .  A g e n t  shal l  i m m e d i a t e l y  c o n t a c t  ail p e r s o n s  w h o  i ssued a 
n e g o t i a b l e  i n s t r u m e n t  w h i c h  was  stoie.n o r  d e s t r o y e d  a n d  r e q u e s t  r e p l a c e m e n t  

p a y m e n t  in the a m o u n t  p r e v i o u s l y  r e n d e r e d .  AH cos ts  re la ted  to the  re c o v e r y  

o f  the a m o u n t  s to ien  o r  d e s t r o y e d  is the re s p o n s i b i l i t y  o f  A g e n t .

9 . 4  In the e v e n t  o f  thef t ,  b u r g l a r y ,  d e s t r u c t i o n  o f  r e v e n u e  c o l l e c t e d  b y  A g e n t  o r  

A g e n t ' s  s u b a g e n t ,  o r  for  a n y  o t h e r  rea so n  A g e n t  or  A g e n t ’s s u b a g e n t  has 
in su f f i c ie n t  funds  to p r o c e s s  the d a i i y  A u t o m a t e d  C l e a r i n g h o u s e  T a p e  i A C H )  

w i t h d r a w a l ,  a g e n t  sha il  m a k e  re s t i tu t ion  to D O L  w i th in  f o n y - e i g h c  <N3) h e a r s  
o f  r e c e iv in g  D O L  no t i f ic a t i on  o f  the  in su f f ic i en t  fund  c o n d i t i o n .

10.0 INSURANCE .AND BONDING

1 0 . J T h e  A g e n t  shail  p r o c u r e  an  e n d o r s e m e n t  to i n s u r a n c e  it m ay  c a r r y ,  o r  shall  

p r o c u r e  a  sep ara te  p o i i c y  o f  in s u r a n c e  to i n d e m n i f y  D O L  a g a i n s t  ail  loss,  

d a m a g e ,  d e s t r u c t i o n ,  i n c lu d in g ,  b u t  not  l im i te d  to: w i n d ,  w a t e r ,  f i r e ,  and 
e n v i r o n m e n t a l  c o n d i t i o n s ,  and  th e f t  o f  any  o r  ail o f  the  fo l l o w i n g  D O L  

p r o p e r t i e s :

a.  T h e  r e p l a c e m e n t  co s t  o f  su ppl ie s  p r o v i d e d  by D O L  to A g e n t  in sec t ion

12 .2 o f  this c o n t r a c t .  Th e  m i n i m u m  a m o u n t  o f  i n s u r a n c e  c o v e r a g e  
r e q u i r e d  o r  p r o c u r e d  shall  b e  ca l cu l a te d  o n  r e o r d e r  levels  p r o v i d e d  in 

V eh ic ie  S e r v i c e s  D iv is io n  Pol  i c y / P r o c e d u r e  V E H .  I I .  as n o w  or  

h e r e a f t e r  a m e n d e d :
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b. T h e  cos t  o r ' e q u i p m e n t  p r o v i d e d  by D O L  co Agent  in se c t io n  12.3 o f

;nis c o n t r a c t .  T h e  a m o u n t  o f  ins ur ance  c o v e r a g e  shai l  p r o v i d e  for  

ins ta l la t ion  a nd  r e p l a c e m e n t  cos t s  for che s a m e  o r  e q u i v a l e n t  e q u i p m e n t ,  

less d e p r e c i a t i o n  o f  che e q u i p m e n t  lost  o r  d a m a g e d .

1 0 . 1 . 1  In l ieu o f  an  e n d o r s e m e n t  co i n su ra nc e  o r  a separace p o i i c v  o f  

in s u r a n c e ,  che A g e n t  m ay  p r o v i d e  a .certificate o f  s e l f - i n s u r a n c e .  A n y  

cs r t i f icace  o f  s e i f - i n s u r a n c e  shal l  inc lude  an  e n d o r s e m e n t  b y  the B ure au  

o f  Ri sk  M a n a g e m e n t .  D e p a r n n e n c  o f  G e n e ra l  A d m i n i s t r a t i o n ,  a t test ing  

to the  a d e q u a c y  o f  the  s e l f - i n s u ra n c e  for  the  p u r p o s e s  o f  this 

a g r e e m e n t .

1 0 . 1 . 2  D O L  sha il  be  n a m e d  as an a d d i t i o n s  ins ured  and  loss p a y e e  as to che 
.oss.  d a m a g e ,  d e s t r u c t io n ,  o r  chert o f  the supp i ies  and  e q u i p m e n t .

D O L  m a y  d i s a p p r o v e  a n y  s u c h  ins urance  by  p r o v i d i n g  r e a s o n s  o f  

i n a d e q u a c i e s  in die  e n d o r s e m e n t ,  po l ic y ,  o r  s e i f - i n s u r a n c e .

1 0 . 1 . 3  A n y  i n s u ra n c e  e n d o r s e m e n t  o r  p o l ic y  shall  be  w r i t te n  by  a n  i nsurer  

a u t h o r i z e d  to t ransac t  b us in ess  in tne S tate  o f  W a s h i n g t o n  and  shall  

r e q u i r e  the  i n s u re r  to p r o v i d e  D O L  cnirtv (30)  d a v s  w r i t te n  no t ice  o f  

a n y  ca nce i l ac ion  or  a l t e r a t io n  o f  the e n d o r s e m e n t  o r  p o l i c y  a f f ec t in g  the 
i n s u r a n c e  c o v e r a g e .

10 .2  A g e n t  shail  p r o c u r e  a  p r i m a r y  c o m m e r c i a l  b i a n k e t  b o n d  o r  its e q u i v a l e n t ,  

sa t i s f a c t o r y  co D O L ,  in a  m i n i m u m  a m o u n t  o f  f ifty t h o u s a n d  d o l l a r s  

( 5 5 0 , 0 0 0 . 0 0 )  wi th  a  d e d u c t i b l e  p r o v i s i o n  o f  no  g r e a te r  tha n  t w o  th o u s a n d  

do l l a rs  ( S 2 . 0 0 0 . 0 0 ) .  T h e  b o n d  shai l  be  w r i t te n  b y  an in su re r  a u t h o r i z e d  to 
t r ansa c t  s u r e t y  b u s in e s s  in the S ta te  o f  W a s m n g t o n  and  shal l  r e q u i r e  ihe 
in su re r  to p r o v i d e  D O L  thir ty  (30) d a y s  wr i t t en  no t ice o f  a ny  c anc e i la c io n  or  
a l te r a t io n  o f  the b o n d .

1 0 .2 .1  T h e  b o n d  shal l  p r o v i d e  f ide l i ty  c o v e r a g e  for  any  f r a u d u l e n t  o r  d i s h o n e s t
acts c o m m i t t e d  b y  A g e n t ,  o n e  o r  m o r e  o f  tne e m p l o y e e s  o f  A g e n t ,  

spec ia l  d e p u t i e s  a p p o i n t e d  by A g e n t ,  a n d  A g e n t ' s  s u b a g e n t s  and  
s u b a g e n t s '  e m p l o y e e s .

10 . 3  A g e n t  shall  a p p i y  for  and ob ta in  f ro m  the D e p a r t m e n t  o f  L a b o r  a n d  Indus t r y  a 
c e r t i f i c a t e  o f  Indus t r ia l  In su ra n c e ,  as p r o v i d e d  in Ti t le  51 R C W .  A g e n t  shall 

k e e p  e v i d e n c e  o f  c o n t i n u i n g  Ind us t r ia l  I n su ranc e  c o v e r a g e  o n  file wi th  D O L .

11.0 EDUCATION AND TRAIN ING

D O L  a n d  A g e n t  sha il  shar e  the r e s p on s i b i l i t i e s  for ed u c a t io n  and  t r a in in g  o f  A ge nt s
and  s u b a g e n t  pe rs o n n e l  in the  o p e ra t io ns  and  func t ions  re la t ing  to the  l i c en s in g  o f
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v e h ic le s  and  ve ss e l s .  T r a i n i n g  a n d  e d u c a t i o n  will be p r o v i d e d  in die  f o l l o w i n g

ca te g o r ie s :

a. Ba s i c  e d u c a t i o n ,  t r a in in g ,  and qu a l i fy in g  n e w  o p e r a to r s .

b.  C o n t i n u i n g  E d u c a t i o n  a n d  T ra in in g .

c.  S t a n d a r d s  t r a in in g  to improve a c c u r a c y  and  p e r f o r m a n c e .

11 .1  D E F I N I T I O N S

T e r m s  u s e d  in this s e c t i o n  ha ve  the fo l l o w in g  m e a n in g s :

1 1 . 1 . 1  " P R C "  m e a n s  the P r o b l e m  Re sp on se  C e n t e r  m a in ta in e d  b y  D O L .  This  
te l e p h o n e  a v a i i a b ie  i n f o r m a t i o n  unit  o f f e r s  o n g o i n g  p r o b i e m  re so l u t i on  

o n  che V ehi c le  F ie ld  S y s t e m  for  A g e n ts  a na  s u b a g e n ts .

1 1 . 1 . 2  " C 3 T "  m e a n s  che C o m p u t e r  Based  T r a i n i n g  s o f tw a r e  u s e d  to educa te  

a n d  t rain in d i v i du a l s  o n  the bas ics  o f  c o m p u t e r  use.

1 1 . 1 . 3  " E d u c a t i o n  M o d e "  m e a n s  the s o f tw a r e  p r o g r a m  w h ic h  e m u l a t e s  ne full 
b u s in e s s  o p e r a t i o n  o f  the  Veh ic l e  F ie ld S y s t e m .  T h is  m o d e  is used  as 

p r a c t i c e  to t rain in d iv id ua ls  on  che s y s t e m  w i t h o u t  c re a t i n g  " reai"  

v e h i c l e  or  vesse l  r e c o r d s .

1 1 . 1 . 4  " P r o d u c t i o n  M o d e "  m e a n s  che full  b us in es s  m o d e  a v a i i a b ie  to each  
l ic e n s in g  of f i ce  to d o  "l ive" bus iness  t r a n sa c t i o n s  w h i c h  u p d a t e  the 
d a t a b a s e .  T h is  m o d e  is used by  ind iv i dua ls  a f te r  th ey  h a v e  b e e n  t ra ined  
in E d u c a t i o n  M o d e .

11 .2  B A S I C  E D U C A T I O N  A N D  T R A I N I N G

1 1 . 2 . 1  D O L  a n a  A g e n t  a g r e e  that  p r e se n t  A g e n t  a n d  s u b a g e n t  p e r s o n n e l  are 

fu l ly  t ra ined  o n  the  o p e r a t i o n  a n d  fu nc t io ns  o f  the V e h i c i e  F i e i a  S y s te m  
( V F S )  a n a  the n e c e s s a r y  func t ions  re la t in g  to the l i c en s i n g  o f  vehic les  

a n d  vesse l s  a n d  the  i ssuance  o f  veh ic le  l i cense  n u m b e r  p l a t es  and  vessel  

de c a l s .

1 1 . 2 . 2  T h e  A g e n t  is r e s p o n s i b l e  for  and  shal l  e d u c a t e ,  t ra in ,  a n d  q u a l i f y  for 

P r o d u c n o n  M o d e  o p e r a t i o n ,  ail A g e n t  a n d  s u b a g e n t  s p e r s o n n e l  hi red 
s u b s e q u e n t  to the e x e c u t i o n  o f  this a g r e e m e n t .  A g e n t  snai l  e n s u r e  that 
ail l i c ens in g  p e r s o n n e l  a s s ig n e d  the r e s p o n s ib i l i t y  o f  p r o c e s s i n g  ti tle a na  

l i c ense  r eg i s t r a t io n  appl ica t i ons  and  p e r f o r m i n g  o t n e r  l i c ens ing  
fu n c t i o n s ,  re ce iv e  a d e q u a t e  e d u c a t i o n  a n d  t r a i n in g  to e n a b l e  the  pe rson



co c o m p l e t e  n o rm a l  title and  l icense  fu n c t i o n s  and  to p r o p e r l y  d i s b u r s e  

the ma te r ia l s  and opera t e  the e q u i p m e n t  p r o v i d e d .

1 1 . 2 . 3  D O L  will  p r o v i d e  A g e n t  the f o l l o w in g  m a te r ia l s  to ass i s t  A g e n t  111
c o n d u c t i n g  edu c a t io n  a n d  t ra in in g  o f  l i cens i ng  p e r s o n n e l :

- V F S  O p e r a t i n g  G ui des

- V F S  U s e r  .Vlanuais wi th  c a s e b o o k
- Elec t ron ic  m a i l b o x  c apabi l i t i e s

- C o m p u t e r  B ased  T r a i n i n g  ( C B T )  p r o g r a m s

- O th e r  t r a in in g  a ias  a n a  a s s i s ta nc e  w h e n  a v a i i a b ie

- Q ua l i f ic a t io n  s t a n d a r d s

U . 3  C O N T I N U I N G  E D U C A T I O N  A N D  T R A I N I N G

1 1 . 3 . 1  D O L  snail  p ro v id e  c o n t i n u i n g  e d u c a t i o n  a nd  t r a in in g  to A g e n t  a nd
s u b a g e n t ' s  l i cens ing  pe r so n n e l  r e g a r a i n g  n e w  a n a  a m e n d e d  la w s ,  ru les ,  

a nd  p r o c e d u r e s .  D O L  will  d e v e l o p  t ra in in g  m a te r ia l s ,  s c h e d u l e  t ra in ing  
m e e t i n g s ,  and  c o n a u c t  c l asses  as neces sa ry  to m a i n t a i n  c o m p e t e n c y  in 

the A g e n t  and  s u b a g e n t ' s  l i cens in g  s ta ff s.

1 1 . 3 . 2  A g e n t  shail  en su re  the a t t e n d a n c e  o f  A g e n t  a n d  s u o a g e n t ' s  l i cens i ng

p e r s o n n e l  a t  t ra ining c lasses  as  r e q u i r e d  by  D O L .

11 .4  S T A N D A R D S  T R A I N I N G

1 1 .4 .1  D O L  snail  m o n i t o r  A g e n t  and  A g e n t ’s s u b a g e n t s  p e r f o r m a n c e  o f  all
v e h i c l e  a n d  vessel  l icens ing fu nc t io ns  for  c o u r t e o u s ,  a c c u r a t e ,  and  

p ro fe s s io n a l  c o n d u c t .  D O L  will  adv is e  A g e n t  w h e n  the  A g e n t ' s  o r  

s u b a g e n t ' s  p e r f o r m a n c e  do es  no t  mee t  the s t a n d a r d s  se t  in this c o n t r a c t .  

D O L  and  A g e n t  shall c o o r d i n a t e  thei r  e f fo r t s  to i m p r o v e  the  s t a n a a r a s  
in a  t im e ly  and  cos t  e f f ec t i v e  m a n n e r .

1 1 . 4 . 2  A g e n t  shall  p r o v i c e  t ra in ing  to i m p r o v e  s t a n d a r d s  in p r o c e s s i n g  l icense
a p p l i c a t i o n s  and o th e r  f un c t io ns  p e r f o r m e d  b y  A g e n t  a n d  s u b a g e n t ' s  

l i c ens in g  p e r s o n n e l .

1 1 . 4 . 3  A g e n t  shall  c o n d u c t  pe r io d ic  e d u c a t i o n  and  t ra in ing  c l a s s e s  to i m p r o v e

the p e r f o r m a n c e  and  a c c u r a c y  o f  A g e n t  a n d  s u b a g e n t ’s l i c en s i n g  
p e r s o n n e l .

1 1 . 4 . 4  A g e n t  shall  en su re  tne a t t e n d a n c e  o f  A g e n t  a n d  s u o a g e n t ' s  l i cens ing
p e r s o n n e l  a t  t ra in ing  c lasses  as r e q u i r e d  by  D O L  o r  A g e n t ,  to m a in ta in  

c o m p e t e n c y  in che l i cens ing  fun c t i ons  a n a  to i m p r o v e  k n o w l e d g e  a n a  
fu n c t i o n a l i tv  o f  the ind iv idua ls .
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1 1 .4 .5  D O L  shall m a in ta in  a p ro b le m  re sp o n se  c e n te r  ( P R C )  to assist A g e n t

a n d  s u b a g e n t ' s  b y  p ro v id in g  instant a s s is ta n c e  w ith  d a i ly  p roD iem s tha t  

m a te r ia l iz e  d u r in g  bus iness  h o u rs .  A g e n t  a n r  s u b a g e n t s  m ay  c o n ta c t  
the P R C  d u r in g  no rm a i  b u s in ess  hours  and  re c e iv e  a ss is ta n c e  in 

p r o c e s s in g  p a r t ic u la r  a p p l ic a t io n s  and  e q u ip m e n t  p r o b le m s .

.1) S U P P L I E S  :  T> E Q U I P M E N T

D O l  shail  ? r „ .  .:e su p p l ie s ,  e q u ip m e n t ,  and  p e r fo rm  e q u ip m e n t  m a in te n a n c e  u n c e r  

the te rm s  a n a  c o n d i t io n s  set fo r th  o e ia w .  S u pp iie s  and  e q u ip m e n t  fu rm s h e a  b y  D O L  

snail b e  u se d  so ie iy  for  the  p e r f o r m a n c e  o f  this a g re e m e n t  a n l e r ; a u th o r iz e d  b y  D O L .  
D O L  vviil p r o v id e  the  A g e n t  access  f ro m  the A g e n t 's  lo ca t io n  t D O L 's  cen tra l  

v e n ic le  and  vesse l in fo rm a t io n  file for the p u rp o se  o f  in q u iry  a n d  to u p d a te  tn o se  files 

as to i i c e n s in g ,  r e g is t r a t io n ,  anu  titling t ran sac t io n s  p e r f o r m e d  by  A g en t .  A g e n t  shail  

m a k e  c h a n g e s  d i r e c t ly  to in fo rm a tio n  >"nred in D O L 's  v e n ic ie  a n d  vesse l in fo rm a t io n  

flies o n ly  as m ay  be  a u th o r iz e d  by D O L . p u rsu a n t  to  this a g r e e m e n t .

I l l  D E F I N I T I O N S

T e r m s  u sed  in this s e c t io n  have  the fo l lo w in g  m e a n in g s :

1 2 .1 .1  'S u p p l i e s '  m e a n s ,  bu t is no t l im ited  co: p a p e r  p r o a u c t s .  e x p e n c a b le  
i tem s  used  on  c o m p u te r  e q u ip m e n t  p r o v id e d  b y  D O L .  l icense  p la te s ,  

y e a r  and  m o n th  tabs, vessel deca ls ,  v e te ra n  e m b ie m s .  a n d  d is a o ie d  

p e r s o n  p la c a rd s ,  ail o f  w h ic h  a re  fu r th e r  d e f in e d  in the  T i t ic  an d  

R e g is t r a t io n  S e rv ic e s  O p e ra t in g  M a n u a l .  " S u p p l i e s ’ d e e s  not in c iu a e  
g e n e ra l  o f f ic e  i tem s such  as p en s  and p e n c i ls ,  w  icing p a p e r ,  an d  

e n v e lo p e s ,  un less  such item s h av e  u n iq u e  uses  in the p e r f o r m a n c e  o f  
this a g re e m e n t .

1 2 .1 .2  'E q u ip m e n t ' '  m ean s ,  b u t  is no t l im ited  to; m o n i to r s ,  m o d e m s ,  p r in te r s ,

s o f tw a re ,  m in i - c o m p u te r s ,  m a in f r a m e  c o m p u te r s ,  w i r in g  b a c k -b o n e s  
a n d  p e r ip h e ra l  i tem s ,  ail o f  w h ic h  ^re  m o re  fu i ly  id e n t i f ie d  in the  

V e h ic le  F ie ld  S erv ices  A u to m a te d  O p e ra t in g  G u id e  an d  a re  n e c e s sa ry
for fu n c t io n a l  o p e ra t io n  o f  rhe V eh ic le  F ie ld  S y s te m  (V F S )  o p e ra t io n

s y s te m .  " E q u ip m e n t '  d o es  no t inc lude  d o c u m e n t  s c a n n in g  un its ,  mail 

s o r t in g  un its ,  o f f ic e  fu rn i tu re ,  o r  o th e r  e q u ip m e n t  p u r c h a s e a  b y  the 
A g e n t  fo r  its o w n  use.

1 2 .1 .3  'A c c o u n ta b le  i tem ''  m eans  an in v e n to ry  item o f  s u p p l ie s  p r o v id e d  by

D O L  w h ich  a re  e x c h a n g e d  bv  the A g e n ts  o r  th e i r  su b a g e n ts  toatf • J -»

c u s to m e rs  fo r  a fee. A c c o u n ta b le  i tem s  in c lu d e ,  ou t  a re  not l im i te d  to: 

v e h ic le  l ic en se  p la te s ,  l icense  p late  ta b s ,  vesse l  d e c a ls ,  v e te ra n  

e m b le m s ,  v a r io u s  p e rm its ,  and  form s for  w h ic h  a fee is c o l l e c te d .
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1 2 .1 .4  " V e h ic le  F ie ld  S y s te m  A u to m a te d  O p e ra t in g  G u i d e ’ m e a n s  the D O L  

d o c u m e n t  w h ich  iden tif ies  and  i l lu s tra te s  the fu n c t io n a l  o p e ra t io n  o f  

e a c h  p ie c e  o f  e q u ip m e n t  used  in the V F S .  T h e  d o c u m e n t  m ay  be 

a m e n d e d  o r  rev ised  at the  d isc re t io n  o f  D O L  w h e n  e q u ip m e n t  is 

c h a n g e d ,  a d d e d ,  o r  d e le te d  f ro m  the sy s te m .

1 2 .1 .5  " V e h ic le  F ie ld  S y s te m  ( V F S )"  m e a n s  the  a u to m a te d  c o m p u te r  sy s te m  

and  c o r r e s p o n d in g  po l ic ie s  and  p r o c e d u r e s  u sed  w h e n  p ro c e s s in g  

v e h ic le  and  vesse l  title a n d  ' i c s n s in g  t r a n sa c t io n s  and  for  the c o l le c t io n  

and  a c c o u n t in g  o f  s ta te  r e v e n u e s  p u r s u a n t  tc  this a g re e m e n t .

12 .2  S U P P L I E S

1 2 .2 .1  D O L  w iii  issue co the A g e n t ,  in a t im e ly  an d  cost e f f ic ie n t  m a n n e r .

s u p p l ie s  n e e c e d  b y  the A g e n t  to p r o p e r ly  p e r fo rm  d u t ie s  u n d e r  this
a g r e e m e n t .  S u p p l ie s  p ro v id e d  will be in v e n to r ie d  a n d  c o n t ro l le d ,  a i

n r o v id e d  in V eh ic le  S e rv ic e s  D iv is io n  P o l icv /  P ro c e d u re  V E H .  11. as * » •
n o w  o r  h e re a f te r  a m e n d e d .

1 2 .2 .2  All su p p l ie s  re q u ire d  to be  fu rn ish e d  b y  D O L .  p u r s u a n t  to tnis 
a g r e e m e n t ,  snail be  sh ip p e d  d i re c t ly  b y  D O L  to the d e s t in a t io n  a d d re ss  

p r o v id e d  b y  A g en t .  T h e  d e s t in a t io n  a d d re s s  shall be  a fac il i ty  u n d e r  

the  d i r e c t  c o n tro l  o f  A g en t .

1 2 .2 .3  A g e n t  wiii p ro te c t  s u p p l ie s  f ro m  d a m a g e  b y  e n v i ro n m e n ta l  e v e n ts ,  
m c lu d in g ,  b u t  no t l im ited  to: w a te r ,  w in d ,  fire , a n d  e x t r e m e  

t e m p e r a tu r e  v a r ia t io n s .  A g e n t  shail p ro v id e  b a s ic  c a r e  o f  su p p l ie s  to 
p r o t e c t  them  a g a in s t  ail d a m a g e ,  d e s t r u c t io n ,  a n d  the f t  o f  any  o r  ail o f  

tne  su p p l ie s .  A ll a c c o u n ta b le  i tem s sha il  be s to red  w h e n  no t  in use 

d u r i n g  the  b u s in e ss  J a y .  w i th in  lo ck ed  c a b in e ts ,  s to r a g e  ro o m s ,  o r  
s o m e  o th e r  s e c u re d  e n v i r o n m e n t ,  ai! o f  w h ic h  p ro v id e  a  d o u b le  lock  or 

a s e c u re d  h o ld in g  a re a  w h e n  su p p l ie s  a r c  not b e in g  used .

1 2 .2 .4  A il s u p p l ie s  fu rn ish e d  b y  D O L  u n d e r  th is  a g r e e m e n t  shail r e m a in  tne 

p r o p e r t y  o f  D O L  a n d  D O L  shail  re ta in  full titie  m d  all r igh ts  

a s s o c ia te d  w ith  o w n e r s h ip .  T h e  su p p l ie s  shall not b e c o m e  f ix tu res  

T h e  A g e n t  shall not c n c u m o e r  o r  p e r m i t  an  e n c u m b r a n c e  u p o n  the 
s t a t e 's  title to  the su p p l ie s ,  o r  the  su p p l ie s  th e m s e lv e s ,  m a n v  m a n n e '

1 2 .2 .5  R isk  o f .  and  rc sp o n s io d i ty  for. loss o r  d a m a g e  to the  suD pues d u r in g  

t r a n s p o r ta t io n  o r  r e m o v a l  b y  D O L  o r  its r e p re s e n ta t iv e s  shall  be  upon  

D O L .  R isk  o f ,  a n d  re s p o n s ib i l i ty  fo r .  loss o r  d a m a g e  w h ile  supp lie s  
a r e  in the  c a re  and  c u s to d v  o f  A g e n t  o r  its r e p re s e n ta t iv e s  snail be  u c o n  
A g e n t .
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12.3 EQ U IPM EN T

1 2 .3 .1  D O L  wiii  se le c t  and  p ro v .d e  co A g e n t ,  w i th o u t  cos t  to  A g e n t .  che 

e q u ip m e n t  a n d  c o m m u n ic a t io n s  l ines , iden tif ied  in the V e h ic le  Field  

S y s te m  A u to m a te d  O p e ra t in g  G u id e ,  necessary to D O L 's  v e h ic le  and 

vesse l  r e c o rd s  tiles. T h e  e q u ip m e n t  sha il  be  ins ta lled  b y .  o r  a t che 

d i r e c t  s u p e rv is io n  o f .  D O L  o r  its a u th o r iz e d  c o n tra c to r  o r  a g e n t  w i th o u t  

c o s t  to  the A g e n t .  D O L  o r  its a u th o r iz e d  c o n t r a c to r  o r  a g e n t  w ill  test 

the  e q u ip m e n t  initia lly  to e n su re  tha t it is func tiona l  at the t im e  o f  
in s ta l la t io n .

1 2 .3 .2  D O L  w iii  install the  e q u ip m e n t  at lo ca t io n s  m u tu a l ly  a g r e e d  to in 

w r i t in g  by  D O L  and  A g en t ,  and us ing  c r i te r ia  d e v e lo p e d  b y  D O L  as set 

fo r th  in D O L  V eh ic le  S e rv ice s  D iv is io n  P o l i c y /P r o c e d u r e s  as n o w  or 
h e r e a f t e r  a m e n d e d .  A g e n t  snail no t c a u se  o r  p e rm i t  a n y  r e lo c a t io n  or  

d i s c o n n e c t io n  o f  the e q u ip m e n t  o n ce  ins ta l led ,  w ith o u t  che p r io r  w r i t ten  

a p p ro v a l  o f  D O L .  A n y  re q u e s t  for  r e lo c a t io n  o f  e q u ip m e n t  m u s t  be 
a c c o m p a n ie d  by  a d e ta i led  f loo r  p lan  o f  the new  lo c a t io n .  All 

r e lo c a t io n s  shall  be ca rr ied  ou t by  D O L .  o r  its a u th o r iz e d  c o n t r a c to r  o r  
ag en t .

1 2 .3 .3  A g e n t  w ii i  p ro v id e  n ecessa ry  e lec tr ica l  p o w e r  o u t le ts ,  te le p h o n e  lines, 

a n a  ac c e s s  te rm in a ls  iden tif ied  by  D O L  as b e in g  r e q u i r e d  to fac i l i ta te  
the  in s ta l la t io n  o r  re lo ca t io n  o f  e q u ip m e n t  p ro v id e d  b y  D O L .

1 2 .3 .4  A g e n t  shail  r e im b u r s e  D O L  for all o f  D O L 's  costs  in c u r re d  b y  D O L  o r  

its a u th o r iz e d  c o n t r a c to r  o r  ag en ts ,  fo r  r e lo c a t io n  o r  d i s c o n n e c t io n  o f  

e q u ip m e n t .  C o s ts  shail inc lude , b u t  m a y  not be l im ited  to; r e lo c a t io n  
o r  in s ta l la t io n  or  c o m m u n .c a t io n  l ines ,  a d d i t io n a l  p a r ts  a n d  e q u ip m e n t ,  

an d  d i re c t  a n d  ind irec t  lab o r  a n d  trave l  e x p e n se s ,  os p r o v id e d  in c h a p te r  
- 0 . 0 3  R C W . D O L  shall fu rn ish  an  i tem ized  invo ice  o f  all cos ts  
in c u r re d  u p o n  c o m p le t io n  o f  the re lo c a t io n  o r  d is c o n n e c t io n .  A g e n t  

shall  r e m i t  p a y m e n t  in full to D O L  w ith in  th ir ty  (20)  d a y s  f ro m  the 

d a te  o n  the in v o ice  o r  a t such o th e r  t im e  i s  a g re e a  to in w r i t in g .

1 2 .3 .5  T h e  n u m b e r  o f  V F S  w o rk s ta t io n s  a l lo c a te d  to A g en t  sna il  b e  m u tu a l ly

a g re e d  u p o n  b y  D O L  and  A g e n t ,  u s in g  c r i te r ia  d e v e lo p e d  by  D O L .  as

set fo r th  in D O L  V eh ic le  S e rv ice s  D iv is io n  P o l icy  ? * o c e d u re  V E H . 9

as n o w  o r  h e re a i te r  am e.naed . D O L  and  A g en t  viii r e g u la r ly  m o n i to r
the v a l id i ty  o f  V F S  w o rk s ta t io n  a l lo c a t io n  c r i te r ia  and  s t a t e w id e

w o r k s ta t io n  a l lo ca t io n s .  C o n s id e ra t io n  for  anv  a d ju s tm e n t  :n ihe* *
n u m b e r s  o f  w o rk s ta t io n s  a l lo ca ted  u n d e r  th is  a g re e m e n t  w il l  be  m au e  
p r im a r i ly  fo r  p ro v id in g  su ff ic ien t  a u to m a te d  e c u ip m e n t  to  m a in ta in  

c u s to m e r  se rv ic e  w h ile  im p ro v in g  tne  e f f ic ie n cy  a n a  co s t -e f fe c t iv e r .e s s  
o f  s ta te w id e  v e h ic le  and vessel l ic e n s in g  activ it ies .
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1 2 .3 .6  A g e ru  shall use  the e q u ip m e n t  to r  the p u rp o s e s  o f  c a r r y in g  o u t  its 

re sp o n s ib i l i t ie s  u n d e r  this a g re e m e n t  and  as an  a g e n t  o f  D O L , 

a p p o in te d  p u r s u a n t  to R C W  a 6 . 0 l . i ~ 0 .  a n d  as an  a g e n t  o f  W a sh in g to n  

S ta te  D e p a r tm e n t  o f  R e v e n u e ,  a p p o in te d  p u r s u a n t  to  title 32 R C W . and 

fo r  no o th e r  p u ip o s e s  w i th o u t  sp e c if ic  w r i t te n  a u th o r iz a t io n  -'rom D O L . 

A g e n t  shall o p e ra te  the e q u ip m e n t  in a c c o r d a n c e  w ith  the  p ro v is io n s  o f  

V e h ic ie  F ie ld  S y s te m  A u to m a te d  O p e r a t in g  G u id e ,  as n o w  o r  h e re a f te r  

a m e n d e d .

1 2 .3 .7  A g e n t  shail use  re a so n a b le  c a re  to p r o te c t  the  e q u i p m e n t  from  d a m a g e

b y  e n v i ro n m e n ta l  e v e n ts ,  in c lu d in g ,  ou t  no t l im ite d  to: w a te r ,  w in d ,  
f ire ,  and  e x t r e m e  te m p e ra tu re  v a r ia t io n s .  A g e n t  sha il  p ro v id e  bas ic  

c a re  o f  e q u ip m e n t  to p ro te c t  it a g a in s t  d a m a g e ,  d e s t ru c t io n ,  and thef t  o f

a n y  an d  ail o f  the e q u ip m e n t .  All e q u ip m e n t  sha ll  be located  in a 
s e c u re d  e n v i r o n m e n t  w n e n  not in use.

12.3..3 T h e  e q u ip m e n t  fu rn ish e d  by  D O L  u n d e r  th is  a g r e e m e n t  shall be  located

u p o n  the p re m ise s  o f  A g e n t  w h e re  it :s in s ta l led .  A g e n t  snail m ake the 

e c u tp m e n t  a c c ess ib le  o m y  to a u th o r iz e d  p e r s o n n e l  o f  che A g en t .  D O L . 

a n o  D O L  c o n t ra c to r s  o r  r e p re se n ta t iv e s .  A g e n t  sha il  take  ail n ecessa ry  
s teps  to e n s u re  the jq u ip m e m  s u sed  o n ly  fo r  the p u rp o s e s  p ro v ic e d  

u n d e r  this a g r e e m e n t  and  o n ly  by  a u th o r i z e d  p e r s o n n e l  o f  the A g en t  
a n d  D O L .

1 2 .3 .9  A g e n t  shail not c o n n e c t  o r  p e rm i t  co be c o n n e c te d  a n y  ad d i t io n a l  

e q u ip m e n t  to the c o m m u n ic a t io n s  l ine ,  o r  m o d i f y ,  a d o  p a r ts ,  o r  re m o v e  

p a r ts  f rom  the eauiD m enc w i th o u t  the  e x p re s s e d  w r i t t e n  co n se n t  o f  
D O L .

1 2 .3 .1 0  All e q u ip m e n t  fu rn ish e d  by  D O L  u n d e r  th is  a g r e e m e n t  snail  r e m a in  the 

p r o p e r ty  o f  D O L  a n d  D O L  shall re ta in  full t i t le  a n d  all n g m s  
a s so c ia te d  w ith  o w n e r s m p .  T h e  e q u ip m e n t  sh a l l  n o t  b e c o m e  f ix tu res .  

A g e n t  shall  nor e n c u m b e r ,  o r  p e r m i t  an  e n c u m b r a n c e  u p o n ,  the sta te  s 

t id e  to  the  e q u ip m e n t ,  o r  the e q u ip m e n t  i tsc if .  in a n y  m a n n e r .

1 2 .3 .1 1  R isk  o f .  and  re s p o n s ib i l i ty  fo r .  loss o r  d a m a g e  to  tne e q u ip m e n t  c u r in g  

t r a n s p o r ta t io n ,  in s ta l la t io n ,  m a in te n a n c e ,  o r  r e m o v a l  b y  D O L  o r  its 
r e p re s e n ta t iv e s ,  sha ll  b e  u p o n  D O L . R isk  o f .  a n d  re s p o n s ib i l i ty  fc r  

loss o r  d a m a g e  c a u se d  by o r d in a r y  w e a r  a n d  te a r  o r  by  D O L  o r  its 
a u th o r iz e d  re p re s e n ta t iv e s ,  sna il  be  u p o n  D O L .

12.4 MAINTENANCE OF EQUIPMENT

1 2 .4 .1  D O L  is re sp o n s ib le  to  p ro v id e  all m a in te n a n c e  a n d  r e p a i r  a n a
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r e p l a c e m e n t  for e q u ip m e n t  p ro v id e d  by D O L  u n d e r  this a g r e e m e n t ,  it 

is D O L 's  e x c lu s iv e  r igh t  :o d e te rm in e  the  a m o u n t  a n d  e x te n t  o r  r e p a i r  

o r  m a in te n a n c e  r e q u i r e a  and fo r  the r e p l a c e m e n t  o f  eq u iD tn en i  w h e n  

d e e m e d  a d v i s a b le  by  D O L  o r  its r e p re s e n ta t iv e s .

1 2 .4 .2  D O L  is r e s p o n s ib le  for bas ic  c a re  o f  the  e q u ip m e n t  as se t  fo rth  in che 

V e h ic ie  F ie ld  S y s te m  A u to m a te d  O p e ra t in g  G u id e .

1 2 .4 .3  D O L  sha ll  p ro v id e  m a in te n a n c e  s e rv ice s  as s o o n  as r e a s o n a b iv  p o s s ib le  
fo l lo w in g  n o t i f ic a t io n  :o D O L  by  A g e n t  o f  a m a l fu n c t io n  o f  the 
e q u ip m e n t .

1 2 .4 .4  D O L  shall  h a v e  so le  d isc re t io n  to d e te r m in e  the n eed  for  m a in te n a n c e  

o r  e n g in e e r in g  s u p p o r t ,  and  to  d e te rm in e  the  a p p r o p r i a t e  so iu t io n  to an y  
m a l fu n c t io n  o f  the  e q u ip m e n t  o r  c o m m u n ic a t io n s  line. D O L  sha ll  not 

b e  re s o o n s ib ie  to the  A g e n t  fo r  a n y  d o w n  t im e  d u r in g  the n o rm a l  

o p e ra t in g  h o u rs  o f  che c o m m u n ic a t io n s  Jine .

1 2 .4 .5  A g e n t  shail n o t i fy  D O L  as so o n  as p o s s ib le  o f  a n y  m a l fu n c t io n  o f  ihe

equ iD m enc  o r  o f  c o m m u n ic a t io n s  line p r o b l e m s  by  t e le p h o n e  to the 
L ia i s o n /P r o b le m  R e sp o n se  C e n te r  P R C ) ,  t e l e p h o n e  n u m b e r  1 -3 0 0 -3 3 6 -  
■*631. A g e n t  shail  p ro v id e  fu ll .  free , a n d  s a fe  a c c e s s  to che e q u ip m e n t  

by  D O L  r e p re s e n ta t iv e s ,  and  o th e r  p e r s o n s  a u th o r iz e d  by  D O L  as 

n e c e s s a ry  to p e r f o r m  m a in te n a n c e ,  b e tw e e n  the  h o u rs  o f  3 :0 0  a . m .  a n a

5 :0 0  p .m .  a n d  o n  a n y  w e e k d a y  w h ich  is n o t  a  s ta te  h o l id a y .

1 2 .4 .6  C o s t  o f  r e p a i r ,  r e p la c e m e n t ,  a n d  m a in te n a n c e  o f  the  e q u ip m e n t  

p r o v id e d  b y  D O L  p u r s u a n t  to this a g r e e m e n t  is the r e s p o n s ib i l i ty  o f  

D O L .  A g e n t  sha il  r e im b u r s e  D O L  for a n y  a n d  ail c o s t s  in c u r re d  for  

the  re p a i r ,  r e p la c e m e n t ,  and  m a in te n a n c e  o f  che e q u ip m e n t  w h e n  the 

r e p a i r ,  r e p la c e m e n t ,  o r  m a in te n a n c e  is r e q u i r e d  d u e  to tne fa i lu re  o f  
A g e n t  to p r o v id e  b as ic  ca re  o f  the e q u ip m e n t ,  as p ro v id e d  u n d e r  this 
a g r e e m e n t  o r  .vhen the e q u ip m e n t  is d a m a g e d  o r  o th e r w i s e  

m a l fu n c t io n s  th ro u g h  m isu se ,  fault, o r  n e g le c t  o f  A g e n t .

13 .0  S I T E  P R E P A R A T I O N

A g e n t  snail p ro v id e  ail o f f i c e  fu rn i tu re  an d  m a k e  a n y  a n d  all  m o d i f ic a t io n s  to m e  su e  
w h e re in  che e q u ip m e n t  is in s ta l led  a n a  p r o v ia c d  by  D O L  p u r s u a n t  to se c t io n  1 2 .3 .  

A g en t  shail  p ro v id e  a  s u e  f lo o r  p lan  se t t in g  fo rm  the p o s i t io n in g  o f  che fu rn i tu re ,  

e le c tr ica l  s e rv ic e ,  c u s to m e r  s e rv ic e  a rea s ,  a n d  any  o th e r  r e q u i r e m e n ts  r e q u e s te d  by  

D O L  p r io r  co D O L 's  a p p ro v a l  o f  an  o r ig in a l  o r  re lo c a t io n  s i te .  A g e n t  is r e s p o n s ib le  
for all su e  r e m o d e l in g ,  p r o c u r e m e n t  o f  fu rn i tu re  r e q u i r e d  to  a c c o m m o d a te  e q u ip m e n t  
i n d  o b ta in in g  the  n e c e s sa ry  a p p ro v a ls  or' b u i ld in g  o w n e r s  a n a  local b u i ld in g  c o d e  
a u th o r i t ie s .



A g e n t  sha ll  p ro v id e  d e d ic a te d  e lec tr ica l  se rv ic e  o f  15 a m p  iso la ted  c i rc u i ts  r e q u ire d  

for  each  w o rk s ta t io n  o f  e q u ip m e n t  p ro v id e d  by  D O L .  An iso la ted  c i r c u i t  m e a n s  there  

w il l  b e  no o th e r  e lec tr ica l  a p p l ia n c e  c o n n e c te d  to chat c i r c u i t  ex c e p t  the w o rk s ta t io n  

w o r th  o f  e q u ip m e n t  p ro v id e d  by  D O L .  N o  m ore  than  ten 0 0 )  e q u i p m e n t  i tem s vv.il 
be  a l lo w e d  o n  an  iso la ted  c i r c u i t .  I f  the n u m b e r  o f  ac tua l o u t le ts  o n  an  ind iv id u a l  

iso la ted  c i r c u i t  a re  l im i te d ,  a s ix  (6) o u t le t  15 am p  p o w e r  s t r ip  w ith  s u r g e  p ro te c to r  

m ay  be u sed .

A g e n t  is re s p o n s ib le  for  p r o c u r in g  and  insta ll ing  .viring c a b l in g  if  th e  w n n g / c a b l i n g  

is ro u te d  th ro u g h  a wall o r  f loo r ,  inside  a wall o r  th ro u g h  a  c e i l in g ,  inside a cao le  

p o ie  o r  a  c o v e r e d  f lo o r  c a o le .  o r  is o v e r  f if teen  (15) feet :n ie n g tn .  A g e n t  s 

re s p o n s ib le  for  p r e -d r i i l in g  a 2 -1 /2  inch d ia m e te r  ho ie  for in s ta l la t io n  o r  w ir ing , 

cab l in g  th ro u g h  c o u n te r  tops  o r  w ail  o f  cab in e ts .  If  w i rm g /c a b i i r .g  nas  co be ro u tau  
a c ro ss  the f lo o r .  A g e n t  is re s p o n s ib le  fo r  a s su r in g  tha t  such r lo o r  w i r in g .c a b l in g  is 

u n d e r  a ta b le  o r  d e s k  and  d o e s  not c ro ss  nor im p ed e  w a lk w a y s  in c o n f o r m i t y  w u n  

locai b u i ld in g  and  sa fe ty  c o d e s  and  O S H A  a n a  W I S H A  ru les  a d m in i s t e r e d  by  the 

W a s h in g to n  S ta te  D e p a r tm e n t  o f  L a b o r  and Ind u s tr ie s .

14.0 CONFIDENTIALITY OF INFORMATION

14.1 A g e n t  shall  a d h e re  to a n y  a p p l ic a b le  c u r r e n t  o r  fu tu re  s t a tu to r y  o r  

a a m m is t r a t iv e  ru ies  in c lu d in g ,  b u t  not l im n e d  to. c h a p te r  - 2 .1 7  R C W .  RCW'' 

■*6.12.370. R C W  -* o .1 2 .3 8 0 .  and  c h a p te r  3 0 8 -1 0  W A C  an a  D O L  Policy , 

P ro c e d u re  A D M .  " ,  as n o w  o r  h e re a f te r  a m e n d e a .  r e g u la t in g  d i s c lo s u r e ,  the 
r ig h t  o f  p r iv a c y ,  a n a  c o n f id e n t ia l i ty  re la t ing  to ail in fo rm a t io n  a n d  d a ta  to 

w h ic h  A g e n t  has ac c e s s  u n d e r  th is  a g re e m e n t .

14 .2  A g e n t  sha ll  not use  o r  fu rn ish  to any  p e r so n ,  c o r p o r a t io n ,  p a r tn e r s h ip ,  

a s s o c ia t io n ,  o r  o rg a n iz a t io n  o f  a n y  k ind  for  a n y  c o m m e r c ia l  p u r p o s e  by  itse lf  
o r  by  a n y  o tn e r  e n t i ty ,  any  o f  the ind iv idua l  o w n e r  n a m e  o r  a d d r e s s  

in fo rm a t io n ,  o r  p a r t  th e re o f ,  p ro v id e d  b y  D O L  u n d e r  th is  a g r e e m e n t  for  che 
p u rp o s e  o f  m a k in g  a n y  u n so l ic i te d  b u s in ess  c o n ta c t  w ith  :he in d iv id u a ls  n am ed  

th e re in .  T h e  te rm  u n so l ic i ted  b u s in e ss  c o n ta c t  m ean s  a  c o n ta c t  th a t  is in ter .ced 

to  re su i t  in. o r  p r o m o te  the sa le  o f .  any  g o o a s  o r  s e r / i c e s  :o a  p e r s o n  n a m e d  
in the d is c lo se d  in fo rm a t io n ,  in c lu d in g  the A g e n t  o r  the A g e n t ' s  s u b a g e n t .

T h is  s u b s e c t io n  shai! no t p r e v e n t  A g en t  f rom  re q u e s t in g  a d d i t io n a l  sp ec if ic  

e x c e p t io n s  f rom  this se c t io n  f ro m  D O L .  su b je c t  :o p r io r  w r i t te n  a p p r o v a l ,  and 
any c o n d i t io n s  im p o se d  b y  D O L .  N o  e x c e p t io n s  shall be  v a l id  u n le ss  

a p p r o v e d  in w r i t in g  b y  :he  D ire c to r  o f  D O L  a n d  a c c o m p a n ie d  b y  a s ta te m e n t  
o f  c o n d i t io n s ,  if  a n y ,  im p o s e d  on such a p p r o v a l ,  p r io r  to the in te n d e d  use o f  

che in fo rm a t io n  w h ic h  is the  su b je c t  o f  the e x c e p t io n .
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15.0 DOL PR O C ED U R E  M O D IFIC A T IO N

D O L  m ay  m o d i fy  ihe  D O L  Po licy . P ro c e d u re s .  V eh ic ie  F ie ld  S y s te m  O p e r a t in g  
G u id e ,  an d  V e h ic ie  F ie id  S y s te m  A u to m a te d  O p e ra t in g  G u id e ,  in c o r p o r a te d  h e re in  by 

r e fe re n c e  as  r e q u i r e d  to i n c o r p o r a te  s ta tu to ry  a m e n d m e n ts  o r  to im p r o v e  q u a l i ty  o f  

s e rv ic e  to the  p u b l ic .  D O L  w il l  so i ic i t  the ad v ice  o f  the T it le  and  R e g is t r a t io n  

A d v is o ry  C o m m i t t e e  ( T R A C ) .  W a sh in g to n  A sso c ia t io n  o f  V eh ic ie  S u b a g e n ts  

( W A V S ) ,  a n d  W a s h in g to n  A s s o c ia t io n  o f  C o u n ty  O ff ic ia ls  ( W A C O ) ,  p r i o r  co a d o p t io n  

o f  m o d i f ic a t io n s .

16.0 AUDIT

D O L  o r  D O L 's  d e s ig n e e  m a y  c o n d u c t  audits and in sp e c t io n s ,  d u r in g  n o rm a l  b u s in e s s  

h o u rs ,  o f  A g e n t ' s  l i c e n s in g  t r a n s a c t io n s .  re*.enue c o i ie c t io n s  and  d e p o s i t s ,  r e c o r d s ,  

in v e n to r ie s ,  e q u ip m e n t ,  a n d  p e r f o r m a n c e ,  ail o f  w h ich  p e r ta in  to the v e h ic ie  and  

v esse i  l i c e n s in g  a c t iv i t ie s  o f  th is  a g re e m e n t .  D O L  w iii  p re p a re  an au d i t  r e p o r t ,  a n o  

A g e n t  wiii ta k e  im m e d ia te  a c t io n  to address  ail d i s c re p a n c ie s ,  as p r o v id e d  in D O L  

P o i i c y /P r o c e d u r e  V E H . 3. as n o w  o r  h e rea f te r  a m e n d e d .

1 7 .0  T E R M I N A T I O N  O F  A G E N T  O R  S U B A G E N T S

17.1 T h i s  a g r e e m e n t ,  o r  a p p o in tm e n t  o f  A g en t  o r  A g e n t 's  su o a g e n t .  m a y  be 
t e r m in a te d  o r  r e v o k e d  b y  D O L  for A g en t  o r  A g e n t ' s  s u b a g e n t ' s  f a i lu re  to 

c o m p ly  w ith  n o n - m a te r i a l  p r o v s i o n s  o f  this c o n tra c t  o r  o th e r  a g r e e m e n t .
A g e n t  o r  A g e n t ' s  s u b a g e n t  m ay  cu re  such d e fa u i t  a f te r  b e in g  g iv e n  w r i t te n  

n o t ice  t h e r e o f  a n d  a  r e a s o n a o ie  o p p o r tu n i ty ,  w n ic h  in no e v e n t  sha il  be  m o re  

than  th i r ty  d a y s ,  to c u r e  su ch  de fau it .  I f  sucn d e fa u l t  c a n n o t  r e a s o n a b ly  be  
c u re d  w i th in  th i r ty  d a y s ,  add i t io n a l  tim e m ay  be g ra n te d  if A g e n t  o r  .A gen t 's  
s u b a g e n t  has in i t ia ted  su b s ta n t ia l  and c o n t in u in g  ac t io n  to cu re  che d e f a u l t  

w i th in  the  th ir tv  d a v s .  A g e n t  o r  A g e n t ’s s u b a g e n t 's  c o n t in u e d  r a i iu r e  to0 * J  ■— 7

c o m p l y ,  w h ic h  in n o  e v e n t  needs to be m o re  ‘h a n  th ree  such  fa i iu re s  w i th in  a 
tw e lv e  m o n th  p e r io d ,  w ith  this a g re e m e n t  o r  o th e r  a g r e e m e n t  fo r  w h ic h  n o tice  
and  o p p o r tu n i ty  to c u r e  has  b een  g iv en  as p ro v id e d  in this s u b s e c t io n .  D O L  

m ay  te rm in a te  o r  r e v o k e  this a g re e m e n t  w i th o u t  g iv in g  p r io r  n o t ic e  o r  
o p p o r tu n i ty  to  c u re .

17 .3  T h is  a g r e e m e n t ,  a n d  a p p o in tm e n t  o f  A g e n t  o r  A g e n t 's  s u b a g e n t ,  m a y  oe
im m e d ia te ly  t e r m in a te d  o r  r e v o k e d  w ith o u t  g iv in g  p r io r  n o t ice  o r  o p p o r tu n i ty  

to  c u re  a d e fa u l t  fo r  fa i l in g  to c o m p ly  w ith  an v  m a te r ia l  p ro v i s io n s  o f  this 
a g r e e m e n t  w h ic h  in c lu d e ,  bu t are  not l im ited  to: a n y  f ra u a .  th e f t ,  o r  i llegal 

ac t ,  fo r  b re a c h  o f  a n y  p ro v is io n s  o f  this a g r e e m e n t ,  a t ta c h m e n ts  to. o r  D O L  

d e p a r tm e n ta l  p o l ic ie s  a n d  p ro c e d u re s  c o n ta in e d  in this a g r e e m e n t ,  o r  for  
a b a n d o n in g  th e  b u s in e s s .



17.3  N o tic e  o f  te rm in a t io n  shall oe c o n c lu s iv e ly  d e e m e d  :o h av e  b e e n  d e l iv e re r :  to, 

a n d  rece iv ed  b y ,  the  o th e r  par ty  as o f  m id n ig h t  o f  :he th ird  d a y  fo l lo w in g  the 

da te  o f  us p o s t in g  in the U n ited  S ta te  m ail ,  a d d re s s e d  as p ro v id e d  in sec t io n
6 .3  o f  this a g r e e m e n t ,  in the a b se n c e  o f  ac tua l  d e l iv e ry  to  a n d  re c e ip t  by  the 

p a r ty  by  maii o r  o th e r  m eans  at an e a r l ie r  da te  a n a . o r  t im e .

17.-1 A g e n t  o r  A g e n t ’s s u b a g e n t  o r  t>oth shail im m e d ia te ly  r e tu rn  ail e q u i p m e n t  and  

su p p l ie s  p ro v id e d  by  D O L  upon  te rm in a t io n  o f  this a g r e e m e n t  o r  r e v o c a t io n  o f  

:he  A g e n t 's  o r  A g e n t ' s  s u o a g e n t 's  a p p o in tm e n t .

13.0 PAYMENT IN THE EVENT OF TERMINATION

tn the e v e n t  this a g r e e m e n t  is t e rm m a te u .  each  p a r ty  shail  oe re s p o n s ib le  fo r  the 

actual c o s t  th ey  have  in c u r re d  d u r in g  the ir  p e r f o r m a n c e  u n d e r  this a g r e e m e n t ,  a r c  
n e i th e r  p a r ty  snail be  o b l ig a te d  to the o th e r  p a r ty  for  sue:: cos ts .  A il fees a n d  taxes 

c o l le c te d  by  A g e n t  and  p a y a b le  to tne S tate  o f  W a s h in g to n  sha ll  be  d u e  a n d  p a y a o ie  to 

D O L  as p ro v id e d  in th is  a g r e e m e n t .

19.0 REMEDY OF TERMINATION
T h e  re m e d y  o f  t e rm in a t io n  o f  this a g re e m e n t ,  to re le a se  D O L  f ro m  the  o b l ig a t io n s  o f  

this a g r e e m e n t ,  ano  a f f o r d e d  to D O L  s n a e r  the v a r io u s  p ro v i s io n s  o r  tnis a g r e e m e n t  
shail no t b e  d e e m e d  to b e  an  e x c lu s iv e  re m e d y ,  bu t  r a th e r  sha ll  be  :n a c o i t i o n  to ail 

o th e r  r e m e d ie s  w h ich  m a y  be av a i iab ie  to D O L .  T e r m in a t io n  o f  t ins  a g r e e m e n t  shail 

re lea se  D O L  from  any  and  all obiigacion.s w h a te v e r  u n d e r  this a g r e e m e n t ,  b u t  sr.aii 
no t b a r  D O L  from  p u r s u in g  a n y  re m e d ie s  w h ic h  it w o u ld  o th e r w i s e  n av e  a g a in s t  
A g en t .

20.0 INDEPENDENT STATUS

D O L  and  D O L  e m p lo y e e s  a n d  D O L  a u th o r iz e d  r e p re s e n ta t iv e s  sha il  p e r f o r m  all 
du ties  p u r s u a n t  to this a g r e e m e n t  i s  an in d e p e n d e n t  a g e n c y  f ro m  A g e n t  a n d  no t  .a any  

m a n n e r  as o f f ic e r s ,  a g e n ts  o r  e m p lo y e e s  o f  A g e n t .  A ll  r e f e r e n c e s  in  th is  a g r e e m e n t  
to D O L  shall inc lude  its e m p lo y e e s  an a  a u th o r iz e d  re p re s e n ta t iv e s .  A g e n t  sh a l l  not 

w ith n o id  o r  p ay  any  ta x e s  o r  in su ran ce  o r  d e d u c t io n s  o f  any  k in d  in c o n n e c t io n  with 
r e im b u r s e m e n t  o f  D O L  u n d e r  this a g re e m e n t .

A g e n t  and  A g e n t ’s e m p lo y e e s  an d  A g e n t 's  su b a g e n ts  shail p e r f o r m  ai! d u t ie s  p u r s u a n t  
to this a g r e e m e n t  as an  in d e p e n d e n t  a g e n c y  f ro m  D O L  an d  not in a n y  m a n n e r  as 

o f f ic e r s  o r  e m p lo y e e s  o f  D O L .  All r e fe re n c e s  in tins a g r e e m e n t  to  A g en t  sha ll  

inc lu d e  its e m p lo y e e s  a n d  su b a g e n ts .  D O L  shall not w i th n o id  o r  p a y  a n y  ta x e s  or  
in su ran ce  o r  d e d u c t io n s  o f  anv  k ind  :n c o n n e c t io n  w ith  r e im b u r s e m e n t  o f  A g e n t  u n d e r  
this a g r e e m e n t .
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21.0 N O N D ISC R IM IN A T IO N

2 1 .1  D u r in g  m e  te rm s  o f  th is  a g re e m e n t ,  the p a r t ie s  a g re e  to c o m p ly  w ith  the 
f o l lo w in g  n o n d i s c r im in a t io n  re q u i re m e n ts  as w ell  as a p p l ic a b le  fed e ra l ,  s ta te ,  

and  local law s a n d  r e g u la t io n s  g o v e rn in g  n o n d is c r im in a t io n .  N o  p a r ty  shail 

e x c lu d e  a p e r s o n  f ro m  p a r t ic ip a t io n  in. d e n y  the b en e f i ts  o f .  o r  d i s c r im in a te  

a g a in s t ,  in d iv id u a ls  in c o n n e c t io n  w ith  a n y  fu n c t io n  re la ted  to this a g re e m e n t ,  

o r  to b e  p e r f o r m e d  in c o n n e c t io n  th e re w i th  b e c a u se  o f  race ,  c o io r ,  c re e d ,  

re l ig io n ,  s e x .  m ar i ta l  s ta tu s ,  na tional o r ig in ,  a g e .  o r  d isab i l i ty .

2 1 .2  A g e n t  w ii i  c o n d u c t  a s e l f -e v a iu a t io n  and  c o m p le te  a r e a s o n a b le  a c c o m m o d a t io n  

t r a n s i t io n  p ia n  to c o m p l y  w ith  The A m e r ic a n s  w ith  D isab i l i t ie s  A c t  o f  1990 

( A D A )  w i th in  s ix  (6) m o n th s  o f  e x e c u t io n  o f  this a g re e m e n t .  A w r i t te n  c o p y  

o f  the p la n  shail  be  f o r w a r d e d  to the D O L  P r o g ra m  M a n a g e r .  A g e n t  shail 
a t te n d  a n y  t r a in in g  se s s io n s  on  A D A  o f f e r e d  to  A g e n t  by  D O L .  A ger.t  siiaii 

im m e d ia te ly  n o t i fy  D O L  o f  any  a l le g a t io n s ,  c la im s ,  d isp u te s ,  o r  c h a l le n g e s  

m a d e  a g a in s t  A g e n t  u n d e r  the A D A  a n d  sha il  c o o p e ra te  w ith  D O L  in ra n d o m  

c o m p l i a n c e  r e v ie w s  w i th  A D A .

2 1 .3  In the  e v e n t  o f  the  A g e r .T s  n o n c o m p i ia n c e  o r  re fusa l  to c o m p iv  w ith  the 

n o n d i s c r im in a t io n  se c t io n  o f  this a g re e m e n t ,  this a g r e e m e n t  m a y  be r e s c in d e d ,  
c a n c e l e d ,  o r  te rm in a te d ,  in w n o ie  m in p a r t ,  fo r  b re a c h  u n d e r  sec t io n  17, and 

the A g e n t ’s a p p o in tm e n t  m a y  be  w i th d ra w n  an d  d e c la re d  ine l ig ib le  for fu r th e r  

a g r e e m e n t s  w ith  D O L .

2 2 .0  L I M I T A T I O N  O N  L I A B I L I T Y  A N D  R E S P O N S I B I L I T Y

22 .1  T h e  p a r t ie s  a g re e  tha t  in no  ev e n t  shail the  S ta te  o f  W a s h in g to n ,  D O L ,  the 

D i r e c to r  o f  D O L ,  D O L  e m p lo y e e s ,  o r  a n y  a u th o r iz e d  re p re se n ta t iv e s  o f  D O L .  
b e  l iab le  to  A g e n t  for  a n y  d a m a g e s ,  co s ts ,  lost  p ro d u c t io n ,  o r  a n y  o th e r  loss o f  

a n y  k in d  fo r  fa i lu re  o f  D O L 's  e q u ip m e n t ,  h a r d w a r e ,  o r  so f tw a re  to p e r f o r m  
fo r  a n y  r e a s o n ,  o r  fo r  the  loss o r  c o n s e q u e n t ia l  d a m a g e  w h ic h  is the re s u l t  o f  

ac ts  o f  G o d .  s t r ik e s .  lo c k o u ts ,  r iots ,  ac ts  o f  w a r ,  e p id e m ic s ,  ac ts  o f  f ire ,  
fa i lu re  o f  c o m m u n ic a t io n s  o r  c o m p u te r  e q u ip m e n t ,  fac il i t ies  o r  so f tw a re  p o w e r  

fa i iu re .  n u c le a r  a c c id e n t s ,  o r  o th e r  d isa s te rs .

2 2 .2  T h e  p a r t ie s  a g re e  th a t  in no e v e n t  shall the  C o u n ty  o f  4 - ,  the A g e n t ,  and  the 

A g e n t 's  e m p lo y e e s ,  be  l iab ie  to D O L  for a n y  d a m a g e s ,  cos ts .  lost p ro d u c t io n ,  

o r  a n y  o th e r  loss o f  a n y  k in d  for fa i lu re  o f  D O L 's  e q u ip m e n t ,  h a r d w a r e ,  o r  
so f tw a r e  to p e r f o r m  for a n y  reason , o r  fo r  the  loss o r  c o n s e q u e n t ia l  c a rn a g e  

w h ic h  is the  re su i t  o f  a c ts  o f  G o d .  s tr ikes ,  lo c k o u ts ,  r io ts ,  acts  o f  w a re ,  

e p id e m ic s ,  ac ts  o f  f ire ,  f a i iu re  o f  c o m m u n ic a t io n s  o r  c o m p u te r  e q u ip m e n t ,  
fac i l i t ie s  o r  s o f tw a r e  p o w e r  fa ilu re  n u c le a r  a c c id e n ts ,  o r  o tn e r  d i s a s te r s .
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2 2 .3  T h e  parr ies  ag ree  char in no  ev e n t  shall the Scare o f  W a s h in g to n .  D O L .  che 

D i re c to r  o f  D O L . and  D O L  e m p lo y e e s ,  o r  a n y  a u th o r iz e d  r e p re s e n ta t iv e s  o f  

D O L  be  iiao ie  for a n y  c la im  or any  n a tu re  a g a in s t  A g e n t  by  a n y  p a r ty  a r is in g  

f ro m  a n y  failure  in the s e rv ic e  fu rn ish ed  by  A g e n t  u n d e r  th is  a g r e e m e n t ,  for 

a n y  e r ro r s ,  m is ta k e s ,  o m is s io n s ,  o r  acts  on  che p a r t  o f  A g e n t  o r  A g e n t 's  

su b a g e n ts  w h ich  re su l t  in the faiiure  to p r o p e r ly  re le a se  v e h ic le s  and  vessel 

title  in te res ts .

2 2 .4  T h e  pa r t ie s  ag ree  chat in no  e v e n t  shail che C o u n ty  o f  4 -  , the  A g e n t ,  and che 

A g e n t ' s  e m p lo y e e s ,  be  l iab le  for any c la im  o f  a n y  n a tu re  a g a in s t  D O L  ay  an v  
p a r ty  a r i s in g  f ro m  a n y  fa i iu re  in che se rv ic e  fu rn is h e d  b y  D O L  u n d e r  this 

a g r e e m e n t ,  for any  e r r o r s ,  m is tak es ,  o m is s io n s ,  o r  ac ts  on  the  p a r t  o f  D O L  or 

its a u th o r iz e d  re p re s e n ta t iv e s ,  w h ich  re su l t  in che fa i iu re  co p r o p e r ly  re lea se  

v e h ic le  a n a  vessel citle in te res ts .

2 3 .0  W A I V E R

D O L  m a y  w a iv e  a n y  o f  the p ro v is io n s  o f  this a g r e e m e n t  d e e m e d  n e c e s s a ry  in o r d e r  co 

e n s u re  chat r e a d i iv  ac c e s s ib le  s e rv ic e  is p ro v id e d  co the  c i t iz e n s  o f  th is  s ta te .

2 4 .0  S A V I N G S  C L A U S E

It is che b e l i e f  o f  aii pa r t ie s  tha t all p ro v is io n s  o f  this a g r e e m e n t  a re  la w fu l .  If any  
se c t io n  o f  this a g re e m e n t  s h o u ld  be  found  co be c o n t r a r y  co e x is t in g  la w .  by  c o u r t  

d e c is io n s  o r  o p in io n  o f  cne W a s h in g to n  S tate  A t to rn e y  G e n e r a l ,  che r e m a in d e r  o f  che 

a g r e e m e n t  shall  not be a f fe c te d  th e re b y ,  and  the p a r t ie s  sha ll  e n te r  in to  im m e d ia te  
n e g o t ia t io n s  fo r  the p u rp o s e  o f  a r r iv in g  at a m u tu a l ly  s a t i s f a c to ry  r e p l a c e m e n t  o f  such  

se c t io n .  T h e  p ro v is io n s  o f  the a g r e e m e n t  shall  be  s u b je c t  co a n y  fo rm a l  a c t io n s  o f  the 

le g is la tu re  o f  the S ta te  o f  W a s h in g to n .  In che e v e n t  o f  c o n f l ic t s  b e tw e e n  the fo rm al 

a c t io n s  o f  che leg is la tu re  and  p ro v is io n s  o f  the a g r e e m e n t ,  the  f o r m e r  sha ll  prevail*.

2 5 .0  C O N T R O L L I N G  L A W  V E N U E

T h is  A g r e e m e n t  shall  be  g o v e rn e d  b y  che laws o f  che Scate o f  W a s h in g to n .  V e n u e  o f  

a n y  la w su i t  f iled  by  a n y  p a r ty  a g a in s t  the o th e r  p a r ty  a r i s in g  in w h o ie  o r  in p a r t  o f  

th is  a g r e e m e n t  shail be  in che s u p e r io r  c o u r t  fo r  T h u r s to n  C o u n ty ,  O ly m p ia .  
W a s h in g to n .

2 6 .0  A L L  W R I T I N G  C O N T A I N E D  H E R E I N

T h is  A g r e e m e n t  co n ta in s  all the cerms and  c o n d i t io n s  a g re e d  u p o n  b y  the  p a r t ie s .  N o 
o th e r  u n d e r s ta n d in g ,  orai o r  o th e r w is e ,  re g a rd in g  che s u b je c t  m a t te r  o f  th is  A g re e m e n t  
shall be  d e e m e d  co ex is t  o r  co b in d  a n y  o f  the p a r t ie s  h e re to .
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27.0 E N T IR E  A G R E E M E N T

T h is  A g r e e m e n t  m ay  no t be  m o d if ied  or  a m e n d e d  w i th o u t  ihe w r i t t e n  c o n s e n t  o f  both 
p a r t ie s .  T h e  A g e n t  sha ll  c o m p ly  with ail ap p l icab le  law s, o rd in a n c e s ,  c o d e s ,  
r e g u la t io n s ,  a n d  pol c :e s  o f  loca l,  s ta te , and federal g o v e rn m e n ts .

IN W I T N E S S  W H E R E O F .  D O L  a n d  A g en t  have  ex e c u te d  th is  a g re e m e n t  as o f  the da te  and 

y ea r  last w r i t t e n  b e lo w .  T h e  p a r t ie s  s ig n in g  h e re b y  a f f i rm  th a t  th ey  have  the a u th o r i ty  to 

b ind  th e ir  r e s p e c t iv e  p ? i t ie s  to the te rm s  o f  this A g re e m e n t .

DEPARTMENT OF LICENSING 1 -

C o n tr a c t  O f f i c e r  S ig n a tu r e  A g e n t  S ig n a tu re

T itle T itle

D a te  D ate

A P P R O V E D  A S T O  F O R M  O N L Y :  A P P R O V E D  AS T O  F O R M  O N L Y :

A ss is ta n t  A t to r n e y  G e n e ra l  C o u n tv  P ro se c u t in g  A t to rn e v

D ate D ate
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l i c E n s i n c D I V I S I O N
POLICY/PROCEDURE

  .iJ'. HF 'lUMRf **
V E H .: A

P erso n a l izea  P la tes

Ve h ic le - S e r - i ces.

S ' / / ? / ? /

C ~ $ 6 r

_  R C W  -16 .12 .160  
R C W  4 6 .1 6 .5 6 0  

-  R C W  4 6 .1 6 .5 6 5  
R C W  4 6 . 1 6 .5 7 0  

'  R C W  46. i 6 .5 3 0  
S u p e rsed es :  V E H .2

P O LIC Y ;

P e rso n a l iz e d  license p la tes  shall not d u p l ica te  o r  co n r l ic t  w ith  e x is t in g  o r  p ro jec ted  
veh ic :e  l icense  plate series o r  o th e r  n u m b e r in g  sys tem s for  reco rd s  k ep t  by  the 
d e p a r tm e n t .  T he  d e p a r tm e n t  m ay  re fuse  to issue any  c o m b in a t io n  o f  le t te rs  o r  n u m b e rs  
tha t may c a r ry  c o n n o ta t io n s  o f fen s iv e  to good taste o r  d e c e n c y ,  o r  w h ich  co u ld  be 
m is lead ing  o r  a d u p l ica te  o f  l icense  p lates p ro v id ed  for  in C h a p te r  4 6 .1 6  RCW.

WAC 308-96A-066 P E R S O N A L I Z E D  L I C E N S E  P L A T E S  — D E N T E D  OR
C A N C E L E D .

(1) A n  a p p l ic a t io n  fo r  a  p e r s o n a l i z e d  l i c e n s e  p la te  m a y  b e  d e n i e d ,  a t  th e  d i s c re t io n  o f  the  
d e p a r tm e n t ,  w h e n  the d e p a r tm e n t  c o n s id e r s  th e  c o m b in a t io n  o f  le t te r s  a n d  n u m b e r s  to b e  

o f f e n s iv e  to g o o d  ta s te  o r  d e c e n c y ,  w h ic h  m a y  b e  m is le a d in g ;  v u l g a r  in  n a tu r e ,  a  rac ia l  e th n ic ,  

l i f e s ty le  o r  g e n d e r  s lu r ,  r e la te d  to  i l le g a l  a c t iv i t ie s  o r  s u b s ta n c e s ,  b l a s p h e m o u s ,  o r  c o n t r a r y  to 
th e  d e p a r t m e n t ’s m is s io n  to  p r o m o t e  h ig h w a y  s a fe ty .

(2)  A p e r s o n a l iz e d  l ic e n s e  p la te  m ay  b e  c a n c e le d  a t  th e  d i s c r e t io n  o f  th e  d e p a r tm e n t  i f  
a f t e r  b e in g  issued  the  d e p a r tm e n t  d e te r m in e s  the  c o m b in a t io n  o f  l e t te r s  a n d  n u m b e r s  to be 

o f f e n s iv e  to g o o d  tas te  o r  d e c e n c y  b y  b e in g  p r o f a n e ,  s e x u a l ly  s u g g e s t iv e ,  a lc o h o l  o r  d ru g  
re la te d ,  rac is t ,  d e r o g a to r y ,  o r  s l a n d e r o u s ,  o r  w h ic h  c o u id  b e  m is le a d in g  o r  a  d u p l i c a te  o f  l ic en se  
p la te s  p r o v id e d  in c h a p te r  4 6 . 1 6  R C W .

fa) W h e n  a  p e r s o n a l iz e d  l ic e n se  p la te  is c a n c e le d ,  th e  v e h ic le  o w n e r  w i l l  be  r e f u n d e d  the 

a m o u n t  o f  the fee  p a id  p u r s u a n t  to R C W  4 6 . 1 6 . 5 8 5  a n d  4 6 . 1 6 . 6 0 6  fo r  su c h  l ic e n se  p ia te ;  o r

fb) In s te a d  o f  a r e f u n d ,  the  o w n e r  m a y  a p p ly  fo r  a n d  b e  is su e d  a n o t h e r  c o n f ig u r e d  
p e r s o n a l i z e d  i ic e n se  p la te  w i th o u t  p a y m e n t  o f  an  a d d i t io n a l  p e r s o n a l i z e d  l ic e n s e  p la te  fee .

[ S ta tu to ry  A u th o r i ty :  R C W  4 6 . 0 1 . 1 1 0  a n d  4 6 . 1 6 . 5 8 0 .  9 3 - 1 1 - 0 6 9 ,  f i led  6 / 3 0 / 9 3 .  e f f e c t iv e  
7 / 3 0 / 9 3 . ]
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p e rso n a l ized  plate staff, and  their 
re c o m m e n d a t io n  a p p ro v e d /d is a p p ro v e d  by 
the superv iso r .

R e fe r  to the T itle  and R egis tra t ion  
S e rv ic e s  A d m in is tra to r  and A ssis tan t 
D ire c to r  o f  V ehic ie  S e rv ice s  to r  a 
dec is io n  in s ituations w hen  no co nsensus  
can  be reached .

C o n v e y  in person  o r  by  f irs t  c lass U .S .  
mail as a p p ro p r ia te  if  a p la te  is 
d i sa p p ro v e d .

C A N C E L L A T I O N  O F  A N  E X IS T IN G  P L A T E  M E S S A G E

R espons ib il i ty  

A g en ts ,  S u b a g e n ts

D O L  P e rso n a l ized  
P la te  U nit

Action

R e fe r  all com p la in ts  to the D e p a r tm e n t  o f  
L ic e n s in g ,  p e rsona lized  p la te  unit.

R e v ie w  and  eva lua te  u s ing  the above  
g u id e l in e s  for a p p ro v a l /d isa p p ro v a l  o f  
p la te  m essages .

P re p a re  a cance lla t ion  n o tice  for  the 
A ss is tan t  D irec to r ,  V eh ic le  S e rv ices ,  
s ig n a tu re  w h e n e v e r  an ex is t in g  piate is 
co n s id e re d  for cance l la t io n  based  upon 
fu r th e r  rev iew .

R e v ie w  T e a m

Assistant Director, 
Vehicle Services

D O L  P e rso n a l ized  
P la te  Unit

Send  can ce lla t ion  n o tice  and  su p p o r t in g  
d o c u m e n ts  to the P e rso n a l iz e d  Plate 
R ev iew  T e a m  a p p o in ted  by  the D irec to r .

R ev iew  p ro p o sed  c a n ce l la t io n  package  
an d  fo rw a rd  the ir  d ec is ion  to the 
A ss is tan t  D irec tor .

S ign  the cance lla t ion  n o tice  and  re tu rn  it 
to the  P e rsona lized  P la te  U nit.

R espond  to the c o m p la in a n t  and  
retain  a c o p y  o f  c o r r e s p o n d e n c e  on file.

Page 3 o f 6 Pages (V E H .IA )
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DIVISION •>01 • •' ••• . '• »if -juMm ^

POLICY/PROCEDURE ! V E H . - A

P erso n a l ized  Plates

V e h ic le -S e r - ice s  ■■—   R C W  4 6 .1 2 .1 6 0

3 ^ / /  j > / a /  R C W  4 6 .1 6 .5 6 0

-X
I i

R C W  4 6 .1 6 .5 6 5
R C W  4 6 .1 6 .5 7 0

*  . R C W  4 6 .1 6 .5 8 0
  _______________  S up e rsed es :  V E H .2

P O L I C Y :

P e rso n a l ized  license  p la tes  shall not d u p l ica te  o r  con f l ic t  w ith  ex is t in g  o r  p ro jec ted  
veh ic le  l icense  piate s e n e s  o r  o th e r  n u m b e r in g  sys tem s for re c o rd s  k ep t  by  the 
d ep a r tm en t .  T h e  d e p a r tm e n t  m ay  re fuse  to issue any  c o m b in a t io n  o f  le t te rs  o r  n u m b e rs  
that m ay c a r ry  co n n o ta t io n s  o f fe n s iv e  to good  taste o r  decency, o r  w h ic h  cou id  be 
m is lead ing  o r  a du p l ica te  o f  l ic en se  plates p ro v id e d  for  in C h a p te r  4 6 .1 6  R C W .

W A C  3 0 8 - 9 6 A - 0 6 6  P E R S O N A L I Z E D  L I C E N S E  P L A T E S - - D E N I E D  O R
C A N C E L E D .

(1) .An a p p l ic a t io n  f o r  a  p e r s o n a l i z e d  l ic e n se  p la te  m a y  b e  d e n i e d ,  a t  th e  d i s c re t io n  o f  the 
d e p a r tm e n t ,  w h e n  the  d e p a r tm e n t  c o n s id e r s  th e  c o m b in a t io n  o f  le t te r s  a n d  n u m b e r s  to b e

o f f e n s iv e  to g o o d  ta s te  o r  d e c e n c y ,  w h ic h  m a y  b e  m is le a d in g ;  v u l g a r  in n a tu r e ,  a  rac ia l  e th n ic ,

l i f e s ty le  o r  g e n d e r  s iu r ,  r e la te d  to i l l e g a l  a c t iv i t ie s  o r  s u b s ta n c e s ,  b l a s p h e m o u s ,  o r  c o n t r a r y  to 
the  d e p a r t m e n t ' s  m iss io n  to p r o m o t e  h i g h w a y  sa fe ty .

(2)  A p e r s o n a l iz e d  l ic e n se  p la te  m a y  b e  c a n c e le d  a t  th e  d i s c r e t io n  o f  th e  d e p a r tm e n t  i f  
a f t e r  b e in g  issued  the  d e p a r tm e n t  d e te r m in e s  the c o m b in a t io n  o f  le t te r s  a n d  n u m b e r s  to be

o f f e n s iv e  to g o o d  tas te  o r  d e c e n c y  by  b e in g  p ro fa n e ,  s e x u a l ly  s u g g e s t iv e ,  a lc o h o l  o r  d ru g
r e la te d ,  rac is t ,  d e ro g a to r y ,  o r  s l a n d e r o u s ,  o r  w h ic h  c o u id  b e  m is le a d in g  o r  a  d u p l i c a te  o f  l ic en se  
p la te s  p r o v id e d  in c h a p te r  4 6 . 1 6  R C W .

(a) W h e n  a  p e r s o n a l iz e d  l ic e n se  p la te  is c a n c e le d ,  the  v e h ic ie  o w n e r  w il l  b e  r e fu n d e d  die 

a m o u n t  o f  the fee p a id  p u r s u a n t  to  R C W  4 6 .1 6 .5 8 5  a n d  4 6 . 1 6 . 6 0 6  fo r  s u c h  l ic e n s e  p la te ;  o r

(b )  In s tead  o f  a  r e fu n d ,  the  o w n e r  m a y  a p p ly  fo r  a n d  b e  i s s u e d  a n o t h e r  c o n f ig u re d  
p e r s o n a l i z e d  l ic en se  p la te  w i th o u t  p a y m e n t  o f  an  a d d i t io n a l  p e r s o n a l i z e d  l i c e n s e  p la te  fee .

[S ta tu to ry  A u th o r i ty ;  R C W  4 6 . 0 1 . 1 1 0  a n d  4 6 . 1 6 . 5 8 0 .  9 3 - 1 1 - 0 6 9 ,  fi led  6 /3 0 / 9 3 .  e f f e c t iv e  
7 / 3 0 / 9 3 . j
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5. Letters  o r  o th e r  w rit ten  co r re sp o n d e n c e  rece ived  by the d ep a r tm e n t  w hich  
ex p re sse s  an op in io n  o f  the w ri te r  that the m essag e  is o f fen s iv e ,  indecen t ,  o r  
m is lead ing ;

6. A n y  o th e r  re fe re n ce  m ateria l  the d e p a r tm e n t  d e e m s  ap p ro p r ia te .

P R O C E D U R E :

A. A P P R O V A L  O F  P L A T E  M E S S A G E  

Responsibility 

A g e n ts ,  S u b ag en ts

K ing  C o u n ty ,  D O L

3 . D I S A P P R O V A L  O F  P L A T E  M E S S A G E  

Responsibility 

K ing  C o u n ty ,  D O L

Action

Inqu ire  on  the v eh ic ie  data  base  for the 
ava ilab il i ty  o f  a spec if ic  p ia te  m essage  as 
a c o u r te sy  to the  public .

R equest  the  a p p l ican t  to mail o r  hand 
c a rry  the a p p i ic a u o n  to the D e p a r tm e n t  o f  
L icen s in g ,  O ly m p ia ,  W ash in g to n  o r  to 
the K ing  C o u n ty  L icen s in g  O ff ice ,
Sea tt le ,  W ash in g to n .

R ev iew  and  eva lu a te  a p p l ica t io n s  for 
p e rso n a l ized  p la tes  for:

1. E x is d n g  o r  p la n n e d  p la te  
c o n f ig u ra t io n s ,

2. A vai lab i l i ty  by ch e c k in g  the  veh ic le  
d a ta  base,

3. A c c e p ta b le  m e ssa g e  co n n o ta t io n s .»

A p p ro v e  p la te  m essage .

Establish  da ta  base  v eh ic le  reco rd .

Issue p la te  p u rsu an t  to ex is t ing  
p ro ced u re s .

Action

All q u e s t io n a b le  app l ica t io n s  a r e  to be 
rev iew ed  and d iscussed  bv the D O L
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perso n a l ized  p iaie  staff ,  and  their 
r e c o m m e n d a t io n  a p p ro v e d /d is a p p ro v e d  by 
the superv iso r .

R e fe r  to the Title  and R eg istra tion  
S erv ices  A d m in is t ra to r  and A ssis tan t  
D ire c to r  o f  V ehic ie  S e rv ice s  ror a 
d ec is ion  in s ituations w h en  no c o n se n su s  
can  be reached .

C o n v e y  in person  o r  by  first c lass U .S .  
mail as ap p ro p r ia te  i f  a p la te  is 
d i sa p p ro v e d .

C. C A N C E L L A T I O N  O F  A N  E X IS T IN G  P L A T E  M E S S A G E

R esponsib il i ty  

A g en ts .  S ubagen ts

D O L  P erso n a l ized  
P la te  U nit

A c tio n

R efe r  all co m p la in ts  co the D e p a r tm e n t  o f  
L icen s in g ,  p e rsona lized  p la te  unit.

R e v ie w  and eva lua te  us ing  the a b o v e  

g u id e l in e s  fo r  a p p ro v a l /d is a p p ro v a l  o f  
p la te  m essages.

P re p a re  a  ca n c e i lad o n  n o tice  for the 
A ss is tan t  D irec to r ,  V eh ic le  S e rv ice s ,  
s ig n a tu re  w h e n e v e r  an ex is t ing  p la te  is 
co n s id e red  for cance lla t ion  based  upon  
fu r th e r  rev iew .

R ev iew  T e a m

Assistant Director, 
Vehicie Services

D O L  P ersona lized  
P la te  Unit

Send  cance lla t ion  n o tice  and  su p p o r t in g  
d o c u m e n ts  to the P e rso n a l ized  P late  
R ev iew  T e a m  ap p o in ted  by  the  D irec to r .

R ev iew  p roposed  can ce l la t io n  package  
and  fo rw ard  their  d ec is ion  to the 
A ss is tan t  D irec to r .

S ign  the cance lla t ion  n o t ic e  and  re tu rn  it 
to the Persona lized  P la te  Unit.

R espond  to the co m p la in a n t  and  
retain  a copy  o f  c o r re s p o n d e n c e  on tile.
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1. Assign re g u la r  p la tes  to the vehicle .

2. Cancel the pe rsona lized  plate by 
chang ing  the veh ic le  da ta  base 
record  to show  the reg u la r  plate 
assigned .

3. Send the cance lla t ion  no tice , new  
vehicle  reg is tra t ion  and regu la r  
p lates to the last know n add ress  o f  
the vehic le  reg is te red  o w n e r  using 
cer tif ied  U .S .  m ail.

N O T E :  T h e  cance lla t ion  no tice  shall 
o f fe r  the app l ican t  a c h o ic e  o f  an o th e r  
pe rsona lized  p late  o r  a re fund  o f  the 
unused  portion  o f  the p late  fee.

When approved for cancellation:
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Personalized Plates
A. A p p r o v a l  o f  P l a t e  M e s s a g e
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P e r s o n a l i z e d  P l a t e s
C. C ance lla t ion  of an Existing p la te  M e s s a g e
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l i c E n s i n c
■  DIVISION

POLICY/PROCEDURE V g H  j A

S ta n d a rd s  o f  O p e ra t io n s  for A gen ts .  S ubagen ts ,  and  D O L  O ffice
•■''•'UN

V eh ic le  S e r v i c e s ________________________________________  R C W -16.01. MO
• *'Vl .-Aff

,  s / j - r / i a  , V E H -3A
-  t 1 ____________________

Y P J U U i O a t U / i *

p o l i c y :

T h e  D e p a n m e n t  o f  L icen s in g  and its A gen ts  and S u b ag en ts  wiii a d h e re  :o p resc r ibed  
s tan d a rd s  o f  o p e ra t io n  fo r  veh ic ie  and  vessel title and reg is tra tion  func t io n s .

P R O C E D U R E :

A . C O N T R A C T S  

R espons ib il i ty  

S u b a g e n ts

A ctiQn

E n te r  into a  fo rm a l  c o n tra c t  w ith  the 
agency  d e f in in g  the te rm s  and 
co n d it ions  o f  o p e ra t io n  in c lud ing ,  
bu t no t l im ited  to:

1. A g re e m e n t  to  c o m p ly  with all 
s ta tu tes  and d e p a n m e n t  
p ro c e d u re s  r e g a rd in g  licensing  
o f  m o to r  v e h ic le s  and  vessels

2. M in im u m  h o u rs  o f  o p e ra t io n .

3. R ecord  keep in g  and  repo rt ing
req u irem en ts .

4.  Authorized subagent fees.

5. Bond a n d  in su ra n c e  
rc a u ire m en ts .
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6. T e rm in a t io n  r igh ts  and  
tim elines.

B O N D S  A N D  I N S U R A N C E

Responsibility

A g e n t .  S u b ag en t

7. A g reem en t  to c o m p ly  with 
equal oppor tu n i ty  an d  hum an  
n g h ts  laws.

8. N o n - tran sfe rab le ,  n o n ­
exc lus ive  clause .

9 Hold h a rm less  c lause  for agent
and D O L .

10. C o n trac t  e ffec t ive  da tes .

11. A ssu ran ce  o f  access ib il i ty  to
reco rds  for aud it ing  during  
no rm al business  hours .

E n te r  into a form al c o n trac t  with the 
D e p a n m e n t  o f  L icensing  (D O L )  and 
agent reg a rd in g  au tom ation  
eq u ipm en t.

A ction

M ain ta in  p r o o f  o f  bo n d  and 
insurance  co verage .

O bta in  a bond  b ound  to the C o u n ty  
A u d ito r  o r  ag e n t  and the S ta te  o f  
W ash ing ton  in the am o u n t  o f  5 1 ,0 0 0  
to c o v e r  p la tes ,  tabs, e tc . ,  p lus
5 5 .0 0 0  o r  th ree  t im es the p ro jec ted  
daily  rev en u e  to be rece ived  by the 
subagency , w h ic h e v e r  is g rea te r .

N O T E : T h e  agent m ay  opr to 
p ro v id e  equ iva len t  b lanke t  bo n d  
co v e rag e  for any  o r  all o f  its 
subagents .

C A L C U L A T I O N S : U se  M ay , 
S e p te m b e r  o r  O c to b e r  h is torica l da ta  
(o r  p ro jec tion  i f  new  subagency ) .
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BANK ACCOUNTS 

RgsEQgs.ibjlity

A g en t ,  S u b a g e n t  
DOL Office

M u itip iv  die o n e  m o n th 's  receipts  
and d iv id e  by the n u m b e r  o f  w ork  
days  in that m onth .

O b ta in  b u r g l a r / ,  r o b b e r / ,  fire, 
casu a l ty ,  v an d a l ism , and m alic ious  
m isc h ie f  in su rance  c o v e ra g e  in the 
a m o u n t  o f  S 1 .000  to c o v e r  piates. 
tabs, e tc . ,  that m ay be possessed  
p ius  S 5 .0 0 0  o r  tw ice the  daily  
r ev en u e  rece ip ts ,  w h ic h e v e r  :s 
g re a te r ,  to c o v e r  the rep lacem en t  
cost o f  state p ro p e r ty  possessed , 
in c lud ing  the loss o f  m oney  or 

securi t ies .  A u to m a tio n  eq u ip m en t  
shall be  insured  as specif ied  in the 
C A A ?  con trac t .

N O T E : T he  n am ed  insured  for  each 
type  o f  c o v e ra g e  shall be  the C o un ty  
A u d i to r  and  the  D irec to r ,
D e p a n m e n t  o f  L icen su  j*.

1. At the d isc re t io n  o f  the 
A d m in is tra to r ,  T i t le  i n d  
R e s u m m o n  S e p / ic e s ,  co v e ra g e  
ab o v e  the m in im u m  am o u n t  
m ay  be req u ired  fo r  an agent 
o r  subagenr.

2. A t  the d isc re t ion  o f  the  agen t,  
c o v e ra g e  ab o v e  the  m in im u m  
am o u n t  m ay  be req u ired  for a 
subagen t .

d&JQH

Establish  a  bank  a c co u n t  in 
a c c o rd a n c e  with D O L  D irec t iv e  
V E H . 7: Bank A cco u n ts  fo r  A gen ts  
and  S u o ag en ts  an d  D O L  O ffice .



B U S IN E S S  S IT E

R esponsib il i ty  

A g en t ,  S ubagen t

■

P ro v id e  a b u s in ess  site  that is \

c o n v e n ie n t  a n d  eas i ly  accessib le  to 
the public .

P ro v id e  se rv ice  and  a r ra n g e  facilities f
in a m a n n e r  w h ich  p ro v id es  and 
iden tif ie s  access  to the  hand icapped .

P ro v id e  a d e q u a te  p a rk in g  fo r  the £
l icense  c u s to m e rs  b e in g  se rved .  ';j

P ro v id e  su f f ic ien t  c u s to m e r  waiting  
a re a  to a c c o m m o d a te  an u c ip a ted  
v o lu m e  o f  bus iness .

P ro v id e  a d e q u a te  w o rk  space  for J
e m p lo y e e s ,  w o rk s ta t io n s  and  
req u ired  in v e n to ry  item s.

P ro v id e  secu r i ty  for m o n ey  and
in v e n to ry  at all t im es. K eep  m oney ,
in v e n to ry  and va l id a t io n  s tam p  j
in access ib le  to th e  public .

1. D u r n g  w o rk in g  h o u rs ,  keep 
the  w o rk  a r e a  c o n ta in in g  
m o n ey ,  in v e n to ry  and  
va lida tion  s tam p  u n d e r  
c ons tan t  su p e rv is io n .  L ock  
excess  in v e n to ry  in a secure  
p lace .

2. D u r in g  n o n -w o rk in g  hou rs ,  
k eep  all m o n e y ,  in v en to ry  and 
va lida t ion  s tam p  in a  locked 
ro o m  o r  c a b in e t  a ccess ib le  
o n ly  to a u th o r iz e d  personne l.

P ro v id e  secure  a r e a  for au to m ated  
e q u ip m e n t .

R es tr ic t  access  to  au to m ated  
e q u ip m e n t  to a u th o r iz e d  personnel
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P U B L IC  N O T IC E  

R esponsib il i ty  

A gen t,  S u b a g e n t

S u b ag en t

( licensing  e m p lo y e e s  an d  D O L  
au th o r ized  pe rsonne l) .

A ction

Post a sign v is ib le  to the pub lic  
iden tify ing  the bus iness  site as a 
v eh ic le /vesse i  l icense  a g e n c y  o r  
su b agency .  W hen  not p ro h ib i ted  by 
law o r  o rd in a n c e ,  this sign shou ld  be 
located  so that it can  be read  by 
o e rso n s  d r iv in g  bv the lo c a u c n .

P ost  bus iness  days and h o u rs  o f  
ope ra t io n  in such a  m a n n e r  that they 
can be read ily  seen w hen  the 
bus iness  is c losed .

N O T E : All bus iness  hou rs  m us t  be 
a p p ro v e d  by  the ag e n t  and  a  co p y  

fu rn ished  to L ia ison .

Post su b ag en t  se rv ice  c h a rg e s  in 
such a  m a n n e r  that they  can  easily  
be read  by a c u s to m e r  p r io r  to the 
c u s to m e r  rece iv ing  se rv ice .

Do no t im p o se  se rv ice  c h a rg e s  in 
excess  o f  those  a i lo w ed  in A p p en d ix  
A.

Post the  C e r t i f ic a te  o f  A p p o in tm e n t  
w h ere  it can be  seen by c u s to m e rs .

Post c h a n g e s  in bus iness  d ay s  or  
location 30 d a y s  p r io r  to  c h a n g e .
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SER V IC E  TO TH E PUBLIC

R esponsib il i ty  Action

A g e n t .  S u b ag en t  P rov ide  co u r te o u s ,  a c c u ra te ,  e ff ic ien t
D O L  O f n c e  and tim ely  se rv ic e  for  all cus tom ers .

P rov ide  all se rv ices  a u th o r ized  bv 
D O L .

M ak e  eve ry  rea so n ab le  e f fo r t  to 
assist app lican ts  in so lv ing  u tl ing  and 
’licensing p ro b le m s .

P ro v id e  a ss is tan ce  and in s truc tion  to 
local veh ic le  and vessei d ea le rs  in 
c o m p le t in g  ti tle  and  l icense  
reg is tra tion  app l ica t io n s .

S e rv e  the pu b l ic  d u r in g  ap p ro v e d  
w o rk in g  d ay s  a n c  hours .

R epresen t  the  D e p a n m e n t  o f  
R evenue  in co l lec t in g  use tax and 
g ran t in g  tax w a iv e rs .  F o l lo w  
ins truc tions  f ro m  the D e p a n m e n t  o f  
R evenue  and  D O L  re g a rd in g  such 
m atte rs ,  m ak in g  e v e ry  rea so n ab le  
e f f o n  to c o l lec t  the p ro p e r  a m o u n t  o f  
tax in a  c o u n e o u s  and e f f ic ien t  
m anner .

C o o p e ra te  w ith  the W a sh in g to n  State 
P a tro l ,  D e p a n m e n t  o f  E co lo g y  and 

o th e r  g o v e rn m e n ta l  units  to en su re  
that requ ired  d o c u m e n ts  a re  
subm itted :  p ro v id e  in s tru c t io n s  on 
h o w  to ob ta in  req u ired  in spec tions  
a n d /o r  o th e r  i tem s w hen  reques ted .

If  l im ited  se n / ic e  is av a i lab le  due  to 
c o m p u te r  d o w n t im e ,  post no tice  that 
can read ily  b e  seen by  c u s to m e rs  
that on ly  l im ited  s e rv ice  is ava ilab le .

C o m b in e  c o m p u te r  t ran sac t io n s  to 
m in im ize  c u s to m e r  se rv ice  fees.
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L iaison , P rob lem  R esponse  
C e n te r  (P R C )

P E R S O N N E L  T R A IN IN G

R esponsib ili ty

L ia ison , Field  O p era t io n s

A g en t ,  S u b ag en t  
D O L  O ffice

All L icense  P e rsonne l

N o tify  ag en ts  o f  s c h e d u le d  c o m p u te r  
d o w n t im e  so that a p p ro p r ia te  b a ck u p  
p ro ced u re s  can  be  inst i tu ted  with 
m in im u m  d is ru p t io n  to se rv ice .

A ction

P ro v id e  o p e r a u n g  m an u a is .  m em o s ,  
ch a r ts  and o th e r  m a te r ia ls  as needea  
to enab le  l icense  c le rk s  to e ffec t iv e ly  
c o m p le te  a p p l ic a t io n s  a n d  p ro v id e  
e ff ic ien t  s e rv ice .  P ro v id e  tra in in g  
for agen ts ,  su b a g e n ts  and  D O L  
off ices  r e g a rd in g  n ew  o r  ch a n g e d  
law s, ruies o r  p ro c e d u re s .

P ro v id e  t ra in in g  to c o r re c t  
d e f ic ien c ies  found  by d e p a n m e n t  
m o n ito r in g  o f  a p p l ic a t io n s  and 
rep o r ts .  L ia ison  f ie ld  v isits  and 
aud its .

E n su re  that all p e rso n s  ass ig n ed  the 
resp o n s ib i l i ty  o f  a c c e p t in g  title an d  
l icense  reg is tra t ion  a p p l ica t io n s  h av e  
rece ived  tra in in g  tha t e n a b le s  th em  
to co m p le te  n o rm a l  title and  l icense  
app l ica t io n s  w ith  m a te r ia ls  and 
e q u ip m e n t  p ro v id e d .  T h e  tra in ing  
m us t  a lso  e n a b le  them  to hand le  
co m p le x  s i tua tions  and  c o m p le te  
unusua l  o r  d if f icu l t  ap p l ica t io n s  with  
m in im a l  ass is tance .  T h e  ag en t  has  
p r im a ry  re sp o n s ib i l i ty  fo r  the 
tra in ing  o f  a g e n t  and  su b ag en t  
p e rso n n e l .

A ttend  tra in in g  c lasses  as  req u ired  
by  the su b ag en t ,  a g en t  o r  L ia ison . 
A c t iv e iy  seek to  im p ro v e  k n o w le d g e  
and  c o m p e te n c e  by s tu d y in g  
m ate r ia ls  and e q u ip m e n t  p ro v id e d  by 
the  ag en t  o r  the  d e p a n m e n t .
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R esp o n s ib i l i ty

A g en t .  S u b a g e n t .
D O L  O ff ice

S T A N D A R D  O F  W O R K

C O M P L I A N C E  

R esp o n s ib i l i ty  

A g en t .  S u b ag en t

m ater ia ls  an d  eq u ip m en t  p ro v id ed  by 
the agen t o r  the d e p a n m e n t .

Action

C o m p le te  all app lica tions  for title, 
l icense , p e rm it  o r  o th e r  se rv ices  in 
acc o rd a n ce  with the  O pera ting  G u ide  
a n d /o r  o th e r  instructions p ro v id ed  bv 
D O L .

C er t i fy  s ignatures  in acco rd an ce  with 
in s truc tions  in the O p e ra t in g  G uide . 
R eq u ire  iden tif ica tion  o f  all persons  
b e fo re  ce r t ify ing  th e ir  s igna tu res .

M ak e  every  reasonab le  e f f o n  to 
c o r rec t  e r ro rs  and reso lve  p ro b lem s ,  
inc lud ing  those  de f ic ienc ies  and 
d isc rep an c ies  noted  by the 
d e p a n m e n t .

F o l lo w  da ta  en try  gu ide lines  
p ro v id ed  by D O L . Verify  accu racy  
o f  data  b e fo re  subm itting  w o rk  to 
D O L .

N O T E : A g en t  will p ro v id e  
subagen ts  w ith  all requ ired  fo rm s, 
in s truc tions  an d  tra in ing  to ensu re  
full serv ice .

A gnon

C o o rd in a te  w ith  L ia ison  ( subagen t  
also notify  agent)  on  an tic ipa ted  
ch an g es  in hours ,  location , address ,  
personne l  o r  any o th e r  m a tte r  that 
m ight a ffec t  serv ice  to the public .

M ain ta in  and adhere  to all cu rren t  
instruc tions  and  fee schedu les .
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J. Q U A L IT Y  A S S U R A N C E  

R esponsib ili ty  

C o m p lia n c e  A udit

Liaison

A gen t,  S u b a g e n t  
D O L  O ffice

C o m p lia n c e  A ud it

A gen t

A gen t.  S u b a g e n t  
D O L  O ff ice

P e r fo rm  p e r io d ic  aud its  o f  agents  
and  su b a g e n ts  and  D O L  o ff ices  
ac c o rd in g  :o the  C o m p l ia n c e  Audit  
P ro c e d u re s  M an u a l .

P e r fo rm  p e r iod ic  m o n ito r in g  o f  il l  
a g en t ,  su b a g e n t ,  and  D O L  o ff ices  :o 
d e te rm in e  c o m p l ia n c e  with D O L  
p ro c e d u re s .

P ro v id e  access  to all reco rd s  as 
req u es ted  by C o m p l ia n c e  A ud it  or 
L ia ison . C o o p e ra te  w ith , an d  
p ro v id e  an y  n eed ed  a ss is tance  to 
D O L  rep re sen ta t iv es .

P re p a re  an  aud it  rep o r t  which  
d e sc r ib e s  the resu lts  o f  the audit .

F o r  any  n e g a t iv e  f ind ings (p ro b le m s  
o r  d isc rep an c ies^ ,  the  report  must 
g iv e  specif ic  in s tru c t io n  for 
c o r r e c t iv e  ac t ion  to be  taken by the 
a g e n t / s u b a g e n t  and  spec ify  w hen  the 
c o r re c t iv e  ac t io n  is to b e  c o m p le te d .

P ro v id e  c o p ie s  o f  the aud it  r e p o n s  to 
the a g en t ,  su b a g e n t ,  D O L  off ice ,  
V eh ic le  S e rv ic e s .  A ss is tan t  D irec to r .  
L ia ison  S u p e rv is o r ,  the a ss igned  
L ia ison  O f f ic e r ,  and  the State 
A ud ito r .

S en d  the su b ag en t  au d it  repo rt  to ihe 
a g en t  for d is t r ib u t io n  to the 
subagen t .

Send  c o p y  o f  su b a g e n t  aud it  report  
to su b ag en t .

R ev iew  au d i t  r e p o n s  from 
C o m p l ia n c e  A u d it  and seek 
ass is tance  from  L ia ison  as 

a p p r o p n a te .  R eso lv e  i tem s re q u in n g

Action



Liaison

A g e n t /A d m in is t r a to r

co r rec t iv e  ac t io n ,  p re p a re  and send 
w ritten  audit re sp o n se  to C o m p l ia n c e  
A ud it  within t im e  fram es  specif ied  in 
au d it  report  t ransm itta l .

R ev iew  audit r e p o n s  received  from 
C o m p lian ce  A u d it ,  and  if  w arran ted ,  
take the fo l low ing  steps to resolve 
p ro b le m s  ind ica ted :

1. M o n ito r  p ro ced u re s  to identify  
the sou rce  o f  the p rob lem .

2. Ins truct p e rso n s  in co rrec t  
p ro ced u re s .

3. M o n i to r  a c t iv i ty  to en su re  that 
co rrec t  p ro c e d u re s  a re  being 
fo l low ed .

4. Send  a w n t te n  r e p o n  o f  resuits 
ach ieved  to the Assis tant 
A d m in is t ra to r .  F ield  
O p e ra t io n s ,  and a c o p y  to 
C o m p l ia n c e  A udit  w ith in  
n inety  d a y s  o f  the aud it  r e p o n  
that p o in ted  o u t  the p roo lem .

T a k e  ac tion  as a p p ro p r ia te  w hen a 
r e p o n  o f  m iss ing  o r  m isused  state 
funds is rece iv ed .  R e fe r  the m atte r  
to the C o u n ty  P ro s e c u to r  w hen  the 
s itua tion  w arran ts .



A P P E N D I X  A 

S U B A G E N T  S E R V I C E  C H A R G E S  

E X A M P L E S  O F  M A X I M U M  A L L O W A B L E  S U B A G E N T  S E R V I C E  C H A R G E S

T it le  w ith o u t  i i c e n s e ........................................................................................................................................ 52.0()

T i t le  w ith  l i c e n s e .................................................   5 4 .0 0

P reb ii l  and  no  b i l l ............................................................................................................................................5 2 .0 0

R eg is t ra t io n  with ren ew al  a n d /o r  l icense  ........................................................................................ 5 2 .0 0

R eg is t ra t io n  w ith o u t  ren ew al  a n d /o r  l i c e n s e ...........................................................................................S 2 .00

C h a rg e s  not au th o r ized  by  the  d e p a n m e n t  inc luae .  bu t a re  not l im ited  to:

1. C h a rg e s  fo r  no ta ry  fees w h en  c e r t i f ic a te  o f  s igna tu re  w ith o u t  n o ta rv  seal is a l lo w ed  bv
W A C .

2. C h a rg e s  fo r  c o m p le t in g  D O L  fo rm s w hich  a re  to be used a s  s u p p o r t in g  d o c u m e n ts  for
title o r  l icense  a p p l ica t io n s ,  reg a rd le ss  o f  w h e th e r  o r  not the  t ran sac t io n  is c o m p le te d  at 
the  o ffice .

3. C h a rg e s  to r  long d is tan ce  te lephone  ca lls  for reco rd  v e r i f ica t io n s .
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l i c E n s i n c
DIVISION ~

POLICY/PROCEDURE V EH .-B
P rocess ing  o f  u i s n o n o r e d  C hecks . C an ce l la t io n s  and R e v a lu a t io n  Of vem<T. t r i f i d  V i i i e !  
R eg is tra t io n s  (V F S )

•M)f._____________________________________________________________________________ ___ -i
Vehicle Services RCW i6 .0 l.2 3 0
~~~C  ;-----------------------------------------------------  RCW 46.12.160

- r^ L Z b / f/ _______________________ RCW 46.16.270
RCW 62A .3.6 L5 

---------------------------------------------  A D M .5 B  D is h o n o re d  C h e c k

/ f r a * * ,  eL  v “ g F s s
' V E n . i O C

Sup e rsed es :  2 0 -0 1 -5 B , VEH.4.A  
dated  5 /5 /8 9

P O L I C Y :

T h e  D e p a n m e n t  or L icensing  will ad h e re  :o es tao iished  m etnotis  fo r  can ce l la t io n  ot a 
v eh ic ie  o r  vessel title a n d /o r  reg is tra tion  a n a  license p iates o r  re g is t ra t io n  n u m b e r  .vnich 
h ave  b een  p u rchased  with a d ish o n o re d  c h e c k  tha t has failed co l lec t io n  a t te m p ts  an a  i f  the 
c h e c k  m eets  the fo llow ing  c riteria :

1. It is subm itted  p r io r  to the da te  the v eh ic le  o r  vessel was lis ted  on  a w r e c k e r  r e p o n ;  
o r

2. It is subm itted  to the d e p a n m e n t  and  the o w n e rsh ip  has not c h a n g e d  o n  the v e h ic le  o r  
vesse l r e p o n .

T h is  po licy  will not appiy  w h en  the c h e c k  is w ritten  ov a W a sh in g to n  d e a le r  fo r  "'ees 
p re v io u s ly  co llec ted  from  a c u s to m e r .  T h is  po licy  w il l  app ly  w h e n  the  c h e c k  is written by 
a  n o n -W a sh in g to n  a e a ie r  fo r  fees co llec ted  from  a c u s to m e r ,  as the d e p a n m e n t  has no 
ju r isd ic t io n  o v e r  n o n -W asn in g to n  d ea le rs .
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l i C E n s i n G
DIVISION -- :: -  vii-

POLICY/PROCEDURE V E H .O B

T ransm itt ing  D o c u m e n ts  to D O L  ov A gen ts .  S ubagents  an a  D O L  O ff ice  (V F S )  
and -T ransm itting  Documents >n Agents bv Subagent-:

J Z e h ic e .  S e rv ices___________________________________________ V E H . IOC

/7  / ^ /  Supersedes: ZO-Ol-iZ.A.
- ttt— — ^   VEH.oA oated 6-Z6-S9
__________i'& jJ M s fiu jX J M w ________________________

.-ooC-.^c

POLICY:

T he D e p a n m e n t  o f  L icen s in g  and its agents and subagen ts  wiii fo llow  s tan o a rc izec  
p ro ced u re s  w h en  t ra n sm it t in g  o o cu m en ts .

P R O C E D U R E :

R esponsib il i ty

A gen ts .  S u b a g e n ts  
and  D O L  O ff ice (s )

Subagents

Action

P r o d u c e  sn ipp ing  list m ro u g n  end 
o f  d a y  fu n c t io n s .

A r r a n g e  d o c u m e n ts  in g roups  and 
s e q u e n c e  o f  sh ipp ing  iist. starting 
w ith  1-50. W ith in  eacr. g roup , 
a r r a n g e  d o c u m e n ts  by w orksta t ion . 
S h ip p in g  list g ro u p s  are:

1. veh ic ie  title  w ork :

Z. vessel title  v.orK:

5. u n re so lv e d  D H C  R ep o r t  u f
ac t iv i ty ) ;

b a c k e d -o u t  transaction  
d o c u m e n ts .

Send  to agen t:

1. a u d i t o r ’s copy  o f  ail
v e h ic ie  t i t le  aoD iica tions
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A g e n ts /S u b a g e n ts

w ith o u t  su p p o r t in g  
d o c u m e n ts :

Z. a u d i to r 's  c o p y  o r 'a i l
v en ic le  n o n -ru le  
a p p l ic a t io n s  w un  
s u p p o r t in g  d o c u m e n ts  
a t ta ch ed :

3. a u d i to r 's  c o p y  o f  ail vessel
title a p p l ic a t io n s  w ithou t 
su p p o r t in g  d o cu m en ts :

-t. a u d i to r 's  c o p y  o f  ail vessei
non-t i t le  a p p l ic a t io n s  with 
su p p o r t in g  d o c u m e n ts  
a t t a c h e c :

5. D e p a n m e n t  o f  E co logy
em iss io n  e x e m p t io n  form s. 
Do not fo rw a rd  cnese ;o the 
D e p a n m e n t  o f  L icensing ;

6 . F e d e ra l  H e a v y  D u ty
V eh ic ie  U se  T ax  p ro o f  o f  
p a y m e n t  fo rm s .  T h ese  are  
fo  b e  b a n d e d  sepa ra te ly .
Do not fo rw a rd  to 
D e p a n m e n t  o f  L icensing .

Send  co d e p a n m e n : :

I. d e p a r tm e n t  c o p y  o f  all 

veh ic le  title  app l ica t io n s  

w ith  s u p p o n in g  d o cu m en ts :

Z. d e p a n m e n t ’s c o p y  o f  ail
vesse i  t i tle  a p p l ica t io n s  
with  s u p p o n in g  d o c u m e n ts  
a t tach ed :

3. DHC Repon with
s u p p o n in g  d o c u m e n ta t io n ,  
i f  there  is ac t iv i ty ;

•i. B ack ed -o u t  transac tion
d o c u m e n ts  inc lud ing  

c u s to m e r  c o p ie s .  T h ese 
a re  kep t In the
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A u d ito rs

A g en ts ,  S u b ag en ts  
and  D O L  O ff ice ts )

S u b ag en ts

A g en ts

a g e n ts / s u b a g e n ts  - i rn ces  for 
13 m o n th s .  D o  not send to 
the  D e p a r tm e n t .

S e n c  e m iss io n  e x e m p t io n  fo rm s  to 
D e p a n m e n t  o f  E c o lo g y .  (A d d ress  
on  D ept, o f  E co lo g y  fo rm )

S ena  a p p l ica t io n  d o c u m e n ts  and  the 
o rig ina l  c o p y  o f  the  sh ipp ing  
d o c u m e n ts  to D O L  by  c :o se  o f  next 
business  d a y .  R e ta in  a cooy  o f  the 
sh ipping  list by t ra n sm it ta l  da te  for 
18 m on ths .

S en c  a u d i to r  co p y  o f  d o c u m e n ts  
and sh ipp ing  list to ag e n t  by c lo se  
o f  next b u s in e ss  d ay .

Retain  a u d i to r  c o p ie s  o f  
ap p l ica t io n s  a n a  s u p p o n in g  
d o c u m e n ts  for 13 m o n th s .

Page 3 of 4 Pages 1V E H .6B)



T r a n s m i t t i n g  D o c u m e n t s

Agents. Subagents  

DOL Otfice(s)
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D I V I S I O N  “  “ — ~ ---------------------
POLICY/PROCEDURE V E H . 7 A

Bank A ccoun ts  to r  A gen ts .  Suoagen ts  an a  D O L  O ffices  (V F S )

R C W  4 6 .0 1 .2 3 0  
R C W  4 6 .0 1 .1 4 0  

A D M .5 B :  D isn o n o re d  C h e c k  
H an d in g  F e s
V E H .3A: S ta n d a rd s  o f  O p e ra t io n s  
V E H .S A : A p p o in tm e n t  T e rm in a t io n  
o f  A gen ts  and  S u b a g e n ts  
V 5 H .1 0 C .  H an d lin g  o f  D ish o n o red  
C hecks
SuDersedes: 2 0 -0 1 -1 3 .  V E H . "  aa ted  
7 /6 /8 8

P O L I C Y :

The D e p a n m e n t  o f  L icensing and us  agen ts  an a  subagen ts  w ill  fo ilow  s ta n d a rd iz e d  p ro c e d u re s  
an a  g u iae i in e s  used  in estab lish ing  and m ain ta in in g  bar.K acco u n ts  and b a n k  a c c o u n t  r e c o rd s  o f  
fees co llec ted  in a ssoc ia t ion  v a n  issuance  o f  veh ic le  and vessel reg is t ra t io n s ,  l ic en ses  and titles.

P R O C E D U R E :

A. E S T A B L IS H IN G  T H E  3 A N K  A C C O U N T

R esponsib il i ty

A g en ts .  S ubagen ts .
D O L  O ffice EstaDiisn an  a g e n c y  c h e c k in g  

accoun t,  w ith  o a n k s  tha t '*'111 accent 
e lec tron ic  t ra n s fe rs ,  a u to m a te d  
c lea r in g h o u se  t.ACH 'a p e s ) ,  
d e m in e d  as  n the  fo l lo w in g  
exam oies:

D e p a n m e n t  o f  L ic e n s in g ,  A g e n c y  
Account K in g  C o .  A u to  L icen se  
D ep t. .  Agent

D e p a n m e n t  o f  L ic e n s in g ,  A gencv  
Account A u o u m  Auto L icen se  
Agency. S u b a g e n t

•MtJN

V ehic le  S e rv ices

'n n  it , \»*#i/N„r/nM ml )!

U c E n s in G
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Agents. S u b a g e n ts .  
D O !.  O ff ice

Subagents

B. P R E P A R I N G  D E P O S IT S

H m z a p i i 'g im y

A g e n ts .  S u b a g e n ts  
D O L  O ff ice

S ign s igna tu re  :a ra  a u tn o n z m g  tne 
w ithd raw al o f  D O L  tunas .  The 
d e p a n m e n t  c o n tro l le r  m ust oe 
au th o r ized  to w ith d raw  funds from 
the  agency  a c c o u n t  w ithou t  the 
3g en ts '  s igna tu re .

Sign Signature card  au th o r iz ing  the 
ap p ro p r ia te  a g en t  to w ith d raw  funds 
w ithou t  su b a g e n ts ’ s ignature .

Attem pt to negotiate a no-fee, no- 
interest account w ith  the bank.

O bta in  o re -n u m b e re a  c n cck s  from  
the banK.

N otify  D O L  o ne  m onth  in a d v an ce  
o f  any cnange  in bank  accoun ts  so 
that testing o f  the system  m ay be 
acco m p lish ed  and  Federa l R eserve  
S ystem  ap p ro v a l  car. be ob ta in ed .

N O T E : A g en ts  and subagen ts  are  
responsib le  fo r  all fees and ban k in g  
ch a rg es  in cu rred  in op e ra t in g  the 
s a n k  accoun t.  T h ese  ch a rg es  are 
not t ra n s re r ra b ie  to D O L .n o r  will 
D O L  c o m p e n sa te  agen ts  and  
subagen ts  for  such Charges.

Action

E nsu re  that tne  total s a n k  deposits  
equal the total m o n ey  rece iv ed  for 
each  business  d ay  as show n on the 
w orks ta t ion  su m m a ry .

P re p a re  d ep o s i t  s lips m du p l ica te .  
G ive  the o r ig in a l  to bank :  re ta in  the 
dup lica te .

E nsu re  that no o th e r  m o n ey  is 
deposited  in to  the  agen cy  accoun t 
o r  in te rm ing led  w ith  D O L  funds.
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C. W R IT IN G  C H E C K S

D epos it  cash  and  c h e c k s  into the 
[oca! b a n k  no  ;a ier  than the c lo se  or 
the b a n k in g  d a y  on  the day 
fo l lo w in g  co l le c t io n .

O b ta in  a r e c e ip t  from  the b an k  for  
each  d a y ’s d ep o s i t .

R esponsib ili ty A c tio n

Agents and S u b ag en ts W ri te  c n e c k s  on  this a c c o u n t  to 
w i th d ra w  a u th o r iz e d  agen t  riling 

fee-  o r  s u b a g e n t  fees in the nam e  
o f  the s u b a g e n c y  o n ly .

E n su re  tha t n o  o th e r  c h e c k s  o r  
w i th d ra w a ls  e x c e p t  a u th o r ized  A C H  
w i th d ra w a ls  a r e  m a d e  from  this 
a c c o u n t .  R e fu n d s  a r e  not to be 
d ra w n  f ro m  th is  acco u n t .  (R e fu n d s  
w il l  be  m a d e  by  the d e p a n m e n t . )

D. M A I N T A I N I N G  T H E  C H E C K I N G  A C C O U N T  R E C O R D S

R esponsib il i ty

A gents. S u b a g e n ts ,  
and D O L  O ff ice M ain ta in  the fo l lo w in g  in fo rm a tio n  

c o n c e rn in g  all c h e c k in g  accoun t 
t ra n sa c t io n s  fo r  D O L  insbcc tion :

1. In d ic a te  d a te  o f  each 
t ra n sa c t io n  :n c h e c k  
reg is te r .

2 . In d ic a te  n a m e  or each  
p a y e e  in c h e c k  reg is ter .

3. In d ic a te  a m o u n t  and  da te  
o f  e a c h  c h e c k  w rit ten  a n a  
d e p o s i t  m a d e  in the c h e c k  
re g is te r .
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-  Ind ica te  ad ju s tm en ts .  >ucn 
as d e p o s i t  e r ro r s  or  
d is h o n o re d  c h e c k s ,  ov cate  
and  re fe re n ce  to s u d d o h  
d o c u m e n ta t io n .

5. Post A C H  tape w ithd raw als  
m a a e  by D O L .

6. M a in ta in  up -to -d a te  
ru n n in g  b a lan ce  in the 
c h e c k  reg is ter .

N O T E : M u s t  c a r ry  a zero  or  
pos itive  ba lan ce .  A nega tive  
balance  o  no t a c cep tab le .  Agents 
and subagen ts  can p re v e n t  a 
neg a t iv e  b a lan ce  by keep ing  tw o or 
th ree  d ay s  o f  the ir  fees on  deoosi:  
to c o v e r  po ten tia l  l i s h o n o re d  
checks .

R econcile  the b an k  a c c o u n t  eac.n 
m onth  a f te r  rece ip t  o f  the bank  
s ta tem ent.

1. List all  dep o s i ts  w h ich  do 
no t a p p e a r  in the  bank  
s ta tem en t .

2. List a ll  w ri t ten  ch eck s  and 
D O L  w ith d ra w a ls  not 
sh o w n  as c le a re d  on  oar.K 
s ta tem en t.

3. N o te  and  re so lv e  any 
d if fe re n c es  b e tw e e n  bank 
s ta tem en t  and  check ing  
a c c o u n t .  A ttach  and  retain 
the w ri t ten  reconc il ia t ion  
w ith  the  c h e c k in g  account 
and  b a n k  reco rd s .

4. R e ta in  reco n c i l ia t io n  record 
fo r  six (6) years .
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c h a n g e s  t o  s a n k  a c c o u n t s

R e sp o n s ib i l i ty  

A gen t ;  S u b a g e n t

F ie ld  O p e ra t io n s

R efe ren ce  B ank  R e co n c i l ia t io n  

(A p p en d ix  A) for  sa m p ie  form o f  

c h e c k in g  a c c o u n t  r e co n c i l ia t io n  
with b a n k  s ta tem en t .

M ain ta in  the c h e c k in g  a c c o u n t  and 
bank  re c o rd s  w h e re  they  i r e  readiiv  
ava i iab ie  for  au d i t  w h e n  reques ted  
by d e p a r tm e n t .

Retain the  c h e c k in g  a c c o u n t  records  
anc  b a n k  s ta tem en ts  fo r  six (6) 
years.

A c tio n

N otify  R e v e n u e  A c c o u n t in g  
c o n c e rn in g  any  c h a n g e s  a f fec ting  
e lec tro n ic  t r a n s f e r  o f  funds  30  days 
:n a d v a n c e .

N o u fy  D O L  o n e  m o n th  m  ad v an ce  
o f  any  c h a n g e  in b a n k  a c c o u n ts  so 
that tes t ing  o f  the  sys tem  m ay  be 
acc o m p l ish e d  a n d  F e d e ra l  R eserve  
System  a p p ro v a l  can  be o o ta m e d .

O bta in  n ew  s ig n a tu re  c a rd s ,  i f  
needed , and  o o ta in  C o n t r o l l e r 's  
s igna tu re .

Retain a c o p y  o f  n e w  s ig n a tu re  card 
in a g e n t / s u b a g e n t  rile.
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APPENDIX  A

b a n k  r e c o n c i l i a t i o n

(S am ple  F o rm )

Date

B alance P e r  B ank  S ta tem en t  

Add O u ts tan d in g  Deposits :  

D ate  A m o u n t

9/ :  9 
9 /3 0

25.SOO
2 9 .2 0 0

Total O u ts tan d in g  D eposits

Total O u ts ta n d in g  D eposits  and 3 a n k  S ta tem en t  Balance 

D educ t O u ts ta n d in g  C h eck s  and D O L  A C H  T a p e  W ithd raw als :  

D ate  C h e c k /V o u c h e r  N u m b e r  A m oun t

9 /2 7  U 5 3
9 /2 9  1454
9 /3 0  1455

Total O u ts tan d in g  C h e c k s

A djus ted  B alance

3 o o k  B ajance

D iffe ren ce

E x p ia n a u o n  o f  D if fe rence :

C h e c k  P rin ting :
M o n th ly  S e rv ice  C h arg e :

101
4 .5 6 9

92

D ate

(22)
(54)

(76)

S I 0 0 ,0 0 0

5 54.7Q0 

S 1 54 ,700

S («*.762) 

S 14Q.938

s \jm ±
S 16
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B a n k  A c c o u n t s  f o r  A g e n t s ,  S u b a g e n t s  a n d

D O L  O f f i c e r s  ( V F S )

A .  E s t a b l i s h i n g  t h e  B a n k  A c c o u n t

A g e n t .  S u b a g e n t s ,
D O L  O f f ic e _________ S u b a g e n t

z - : :a c  r  ■ i z * - :  
- 3  a - z s : . -

B .  P r e p a r i n g  D e p o s i t s

A g e n t s ,  S u b a g e n t s  
D O L  O f f ic e

V

- ' “ c a ' r  a ^ c c s . :
; CS "  Z'~C C atr

 r___________
: - c c s i -  cv : : c c -  :• 
- a -g i i ' - z  : a v  
• :  )•;vw ~z ;ov

r

*



A c c o u n t s  f o r  A g e n t s ,  S u b a g e n t s  a n d  

D O L  O f f i c e r s  ( V F S )

W r i t i n g  C h e c k s

A gen t.  S u o a g e n t s .

*»'V Z " *? J " * * 1 a

 1___________
:* zez

• f£ — n  ̂o •••*■" 1Z Z Z - '

M a i n t a i n i n g  t h e  C h e c k i n g  A c c o u n t  R e c o r d s
A g e n ts .  S u D a g e n ts  
DOL O ffice

 _T__________

__________ r
-  j o o  - 3 ^  »» e r

h a , . a :  ? - t r  at.-;:'

__________r

- s t a i r  ' s c c r c s  
/ears

C h a n g e s  t o  B a n k  A c c o u n t s

A g o n t s .  S u D a g e n t a

■■loiify -oventic  - c c c u r r n z  jC 
23v s  r  ’ c v a r c s  -j’s c : r z r - c
'■•ans-g' t - a r g e s _______________

_______________ T__________________

No t i f y  3C_ a r e  -ror t- n a c v a n c s  
a' anv r - a - o c s  to s a r n  i c zzuc

___________ I _____________
' b - j . r  -«w  j ig -a t ' j f"  ta ro  
f re e o e c

F ie ld  O p e r a t i o n s

*eeo ” 3v ai new *,ignat.• :m  
n agen t/suoagenr  ‘no



v4>«/.si,r/nL.M Oeputtmrml )l

l i c e n s i n c
DIVISION

V E i f r s X '  -
bWll*

I *
A p p o in tm e n t  and  T e rm in a t io n  o f  A gen ts  and S ubagen ts

iVehicie Serv ices R C W  4 6 . 0 l . U 0
R C W  4 6 .0 1 .1 3 0
V E H .3: S ta n d a rd s  o f  O pera tions
for A gen ts ,  S u b a g e n ts  and D O L
O ffices

•••‘O’.VI JAIf

v r -------------/ O  / - ?  S - / V 0

,1'OBiJvAI

P O L I C Y :

T h e  D e p a n m e n t  w ill  a d h e re  to estab lish  s tandards  w hen  ap p o in t in g  an d  te r  m n a u n g  its 
A gen ts  and  S ubagen ts .

P R O C E D U R E :

A. APPOINTMENT OF AGENTS .AND SUBAGENTS
R esponsib il i ty

D ire c to r

D ire c to r ,  A g en t

A ction

A p p o in t  A gen ts  an d  SuD agents .

N O T E :  R C W  4 6 .0 1 .1 3 0  au th o r ize s  the 
D ire c to r  to a p p o in t  rep re sen ta t iv es  in 
d i f fe re n t  p a n s  o f  the  sta te  and  to a p p o in t  
Councy  A ud ito rs  as  A gen ts .

E n te r  into an a g re e m e n t  o u d in in g  
o p e ra t in g  p ro c e d u re s  an d  e q u ip m e n t  
req u irem en ts .

A g en t S e lec t  su b ag en t  fo r  a p p o in tm e n t  ov 
D irec to r .
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Responsibility

NEW  SU BA G EN TS

A g en t

N O T E :  A new  S u b a g e n t  is o n e  which  
will no t be in the s am e  g en e ra l  a re a ,  n o r  
se rve  the s am e  c l ien te le  as a p rev io u s  
S u b a g e n t .  S o m e  re p la c e m en t  S u b ag en ts ,  
as spec if ied  :n Sec tion  C , w il l  be  
p ro c e sse d  as new  S u b ag en ts .

S u b m it  w ri t ten  req u es t  for  es tab l ish in g  a 
S u b a g e n t  to D e p a n m e n t  o f  L icen s in g  
(D O L )  p r io r  to so lic it ing  ap p l ica t io n s .

Inc lude  da ta  w h ich  rea so n ab ly  p ro jec ts  
the v o iu m e  o f  b u s in ess  for  the p ro p o sed  
ag en cy .  P ro v id e  d a ta  w h ich  m eets  die 
fo l lo w in g  crite ria :

1. D is ta n c e  /  P o p u la t io n  /  V o lu m e

D is tan ce  to N e a re s t  
M on th ly  V o lu m e  L icen s in g  O ff ice

O v e r  1500 t r a n s a c t io n s . . . .F e w e r  than 5 m iles
1001-1500  t r a n sa c t io n s ............5  m iles  o r  m o re
5 0 1 -1 0 0 0  t r a n sa c t io n s ............ 10 m iies  o r  m o re
301-5 0 0  t r a n sa c t io n s .............. 15 m iles  o r  m ore
(15-25 d a ily  av e rag e )
201-3 0 0  t r a n sa c t io n s ............. 2 5  m iles  o r  m o re
(10-15  d a ily  av e rag e )
200 o r  few er  t r a n s a c t io n s . . . J O  m iles  o r  m ore  
( few er  than  10 daily )

Base su p p o r t  fo r  p ro je c t io n s  o n  the  
fo l lo w in g  c o n s id e ra t io n s :

a . D is tance :  M ile a g e  by  
su rfaced  r a i d  to n ea re s t
,  r ro u n d in g  l icens ing  o ff ices  
i r .e sp e c t iv e  o f  c o u n ty  lines;

b. P op u la t io n :  V o te r  p o p u la t io n s  
o r  census  d a ta  by  a re a ,  o r  
ven ic le  d a ta  by  a re a :  and

Action
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A ssis tan t  D irec to r .  
V eh ic ie  Se rv ices

A ssis tan t A d m in is tra to r ,  
F ie ld  O p era t io n s

c. V o lu m e :  T ra n sa c t io n s  o f  
n e ig h b o r in g  offices .

2. E L E C T R O N I C  B A N K IN G

Pro v id e  fo r  e le c t ro n ic  t ransfe r  o f  
funds from  S u b a g e n t 's  bank 
accoun t.

3. STAFF ING

P ro v id e  A g en t  and  S ubagen t  
su ff ic ien t  s ta f f  to d e l iv e r  high 
qua li ty  c u s to m e r  se rv ice .

4. TR A IN IN G

P ro v id e  t ra in in g  on  a con tinu ing  
basis.

A c k n o w le d g e  A u d i to r  reques t  by le tte r  
o u t l in ing  D O L  re v ie w  p ro ced u re .  
F o rw a rd  reques t  and  c o p y  o f  le tter  from 
A gen t to A ss is tan t  A d m in is t ra to r .  F ield  
O p era t io n s  w ith in  ten days .

E va lua te  the re q u e s t  and  w rite  a  S ystem  
S erv ice  R eques t  (S S R ) reques t ing  
technica l and b u d g e t  im p ac ts .  Inc lude  
ex p ec ted  v o lu m e  and  n u m b e r  o f  

w o rk s ta t io n s  p ro p o s e d .  S e n d  signed SSR 
to In fo rm a u o n  S erv ices .

P rep a re  separa te  r e p o n  to  include:

1. A bil i ty  to m ee t  c r i te r ia ,

2. E xpec ted  im p ac t  on  o th e r  o ff ices .

N u m b e r  o f  w o rk s ta t io n s  p roposed :  
and

4. R e c o m m e n d a t io n .

F o rw a rd  r e p o n  to A ss is tan t  D irec to r .  
V ehic le  S e rv ice s  w ith in  tw o  w eeks .
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Information Sei vices E valuate  the SSR  and p re p a re  a repo rt  to 
include:

A ss is tan t  A d m in is t r a to r ,  
F ie ld  O p e ra t io n s

S u b a g e n c y  R e v ie w  T e a m *

1. T echn ica l  feasib ility ,

2 . B udget im pac t ,

3. S chedu le  e s t im ate :  and

4. R eco m m en d a t io n .

F o rw a rd  repo rt  to A ss is tan t  D irec to r .  
V eh ic le  Serv ices  w ith in  tw o  w eeks.

S chedu le  m eetings  w ith  S ubagency  
R ev iew  T e a m  to rev iew  all subagency  
requests  on a s ta tew ide  basis . P repare  
su m m a ry  o f  requests .

R ev iew  S u b ag en cy  reques ts ,  F ield  
O p e ra t io n s '  and  In fo rm a tio n  S e rv ic e s ’ 
reports .  M ak e  re c o m m e n d a t io n  to 
D irec to r  based  on:

I. A bil i ty  to m ee t  a n d /o r  exceed  
cr ite r ia ;

2. A vailab ili ty  o f  e q u ip m en t;

3. Im pac ts  on C o u n ty  A u d ito r  
A u tom atio n  P ro je c t  (C A A P )  
n e tw ork ;

4. N eed  for  S u b ag en cy ;  and

5. B udgeta ry  and o th e r  cons ide ra tions .

D e p u ty  D ire c to r ;  A ss is tan t  D irec to r ,  V ehic ie  Serv ices; A d m in is tra to r ,  T i t le  and 
R eg is t ra t io n  S e rv ice s ;  V eh ic le  S y s tem s  M anager;  A ss is tan t A d m in is t ra to r ,  F ield 
O p e ra t io n s ;  tw o  re p re se n ta t iv e s  o f  L iaison C o m m ittee  not from  a  c o u n ty  u n d e r  rev iew ; 
W a s h in g to n  A sso c ia t io n  o f  C o u n ty  Offic ia ls  (W A C O )  rep resen ta t ive ;  S u b ag en t  
rep re sen ta t iv es .



D ire c to r A p p ro v e  (co n f irm )  o r  d i s a p p ro v e  (d e n y ; 

A g e n t 's  reques t .

A ss is tan t  D irec to r .  
V eh ic le  S e rv ices

A gen t

N O T E :  A p p ro v a l  m ay be  d e p e n d e n t  
upon A g e n t /S u b a g e n t  a g re e in g  to pay 
costs  o f  a u to m a t io n ,  in c lu d in g  o n e - t im e  
setup cos ts  and m o n th ly  o n -g o in g  costs .

P rep a re  d ec is ion  le tter  to d ie  A gen t 
w ith in  tw o  w eeks .  W h en  au tom ation  
costs a re  no t ir .c luded in the 
D e p a r tm e n t 's  b u d g e t ,  the  A g e n t /S u b a g e n t  
■will b e  req u ired  to pay  th e se  costs . T h e  
le tter  o f  a p p ro v a l  is to c o n ta in ,  in detail,  
the specif ic  cos ts  tha t m u s t  be  paid by  the 
A g e n t /S u b a g e n t .

I f  a p p ro v e d ,  a d v e r t i s e  in a  n e w sp a p e r  o f  

genera l  c i rcu la t io n  to so l ic i t  app lica t ions  
for  new  S u b a g e n c y .  A d v e r t i s e m e n t  
should  inc lude:

1. A n A f f i rm a t iv e  A c t io n  S ta tem en t  to 
the e ffec t:  "T h e  D e p a n m e n t  o f  
L icen s in g  is an E q u a l  O p p o n u n i ty  
E m p lo y e r ,  and  e n c o u ra g e s  w o m en , 
m in o r i t ie s ,  aged  an d  han d icap p ed  :o 
ap p ly  fo r  s u b a g e n c y " ;

2. A d e sc r ip t io n  o f  th e  a re a  to be 
se rved ;

3. T im e  f ra m e  d u r in g  w h ich  
ap p l ic a t io n s  will b e  accep ted :

4 . A s ta te m e n t  o f  w h e r e  and  w hen  
a p p l ica t io n  fo rm s  a n d  add it iona l  
in fo rm a tio n  will be  av a i iao le ;  and

5. A u to m a t io n  cos ts  a s  spec if ied  in 
a p p ro v a l  letter.

A ccep t  and rev iew  a p p l ica t io n s .
In te rv iew  a p p l ican ts  and  in sp ec t  p ro p o sed  
locations. R ev iew  D O L  p ro c e d u re s  with 
the a p p l ican t  a n d  o b ta in  a s su ra n c e  that,  if  
app o in ted ,  the a p p l ican t  w il l  co m p ly .
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A ss is tan t  A d m in is t r a to r ,  
F ie ld  O p e ra t io n s

A ss is tan t  D ire c to r ,  

V eh ic le  S e rv ic e s

D i re c to r

Assistant Administrator, 
Field Operations

Send  a s igned , re c o m m e n d e d  ap p l ica tion  
to the A ssis tan t A d m in is t ra to r ,  F ield  
O p e rau o n s .

Inc lude  a m ap  o f  the a rea  show ing  
d is tance  to the n ea res t  l icensing  office.
A lso  inc lude  ev id e n c e  o f  co m p lian ce  with 
the  D e p a r tm e n t 's  A ff i rm a t iv e  A ction  
po licy ,  i .e .  n e w s p a p e r  c l ip p in g  o f  
an n o u n c e m e n ts .

E va iua te  ap p l ica t ion  and  w h en ev e r  
poss ib le ,  in te rv iew  app lican t .

F o rw a rd  a C er t i f ica te  o f  A p p o in tm en t  
w ith  the app lica tion  an d  re c o m m e n d a d o n  
for  ap p ro v a l  o r  d isap p ro v a l ,  to the 
A ss is tan t D irec to r ,  V en ic ie  S erv ices  
w ith in  two w eeks  o f  rece ip t o f  
applica t ion .

F o rw a rd  the c e r t i f ic a te  ’with the

app lica tion  and  re c o m m e n d a t io n  to the
D irec to r .  ■"‘tfc

A p p ro v e  o r  d i s a p p ro v e  a p p o in tm e n t  and 
re tu rn  signed d o c u m e n ts  to the A ss is tan t 
A d m in is tra to r ,  F ie ld  O p era t io n s .

Send  C er t i f ica te  a n d  c o p y  o f  s igned  

app lica tion  to the A g e n t  an d  req u es t  
co p ies  o f  the  fo llow ing :

1. Bond and  in surance ;

2. C o n trac t  b e tw e e n  A g en t  and  
S ubagen t;

3. B ank  acco u n t  in fo rm a tio n  for  
fo rw ard in g  to F iscal to set up for 
A u to m a ted  C lea r in g  H o u se  (A C H ) 
w ith d raw a ls ,  a n d  c o p y  o f  s igna tu re  
card (s) ;

4. In fo rm a tio n  req u ired  by 

In fo rm ation  S e rv ices  to se tup  o ff ice  

u n d e r  C A A P  as  fo llows:
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In fo rm a t io n  S e rv ice s  

C o n tra c ts  O ff ic e r -T i t le s

A g e n t

a. ail e m p lo y e e  nam es ,

b. ag e n c y  n u m b e r .

c. o p e ra to r  p r iv i leg e  (C le rk ,  
C ash ie r  o r  Independen t)  for 
each e m p lo y e e ,

d . access  c la ss  to r  each 
e m p lo y e e ,

e. su p e rv iso r  n a m e  and  an
a l te rn a te  fo r  E lec tron ic  
M a ilb o x  sys tem .

f. o ff ice  e n v iro n m e n t ;

5. O ff ic e  hou rs ;  and

6. Effective date of opening.

Send  S S R  to I n fo rm a u o n  S erv ices  
reques t ing  e s ta b l ish m e n t  o f  o ff ice  and 
in sta lla tion  o f  e q u ip m e n t .

F ile  co p ies  o f  all  d o c u m e n ta t io n  fo r  new  
S u b ag en t  in F ie ld  O p e ra t io n s '  
A g e n t /S u b a g e n t  rile.

N otify  C o n trac ts  O ff ic e r -T i t le s .  O bta in  
in fo rm a tio n  fo r  E x h ib i t  "A "  from  
In fo rm a tio n  S e rv ic e s  a n d  p ro v id e  copy  to 
C o n trac ts  O ff ic e r -T i t le s .

A rra n g e  fo r  the a c q u is iu o n  and  
insta lla tion  o f  a u to m a te d  e q u ip m e n t .

P rep a re  C A A P  C o n t r a c t  and have  it 
s igned  by all pa r t ie s  p r io r  to e q u ip m e n t  
ins ta lla tion . D is t r ib u te  co p ies  to A gen t,  
S u b ag en t ,  D e p a n m e n t  C o n trac ts  O ff ice r ,  
an d  F iscal O ff ice .  R e ta in  co p y  in Field  
O p e r a u o n s ’ A g e n t /S u b a g e n t  file.

P ro v id e  tra in ing  o f  S u b ag en t  s ta f f  on 
eq u ip m en t  an d  p ro c e d u re s .
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Fiscal Office P rep a re  b i l l ing  as ap p ro p r ia te .  Collec t 

and a c co u n t  fo r  p avm en t(s ) .

REPLACEMENT SUBAGENTS 
Responsibility Action

N O T E :  A rep lacem en t  S u b ag en t  is o n e  that 
will be  in the sam e  genera l  locality , and serve 
die sam e  c lien te le  as a p rev io u s  Subagen t .

If the p rev io u s  Subagen t has been  'o u t  o f  
bus iness"  for m ore  than tw o m on ths ,  or 
was not m eeting  ‘he es tab lished  mi n i mu m 
transac tion  cri te r ia ,  w hen con s id e r in g  
p ro x im ity  to o th e r  licensing  off ices ,  in v  
rep lacem en t  will be co n s id e red  a "new " 
S ubagen t,  and all p ro ced u re s  in Section B 
must be fo l lo w e d .

In som e cases ,  a rep lacem en t  subagen t  
m ay be ap p ro v e d  p n o r  to the 
d isco n t in u an ce  o f  serv ice  by c u r re n t  
subagen t.

A gen t

A ss is tan t  D irec to r ,  
V eh ic le  S e rv ices

A ssis tan t  A d m in is t ra to r ,  
F ield  O p e ra t io n s

R equest  rep lacem en t  o f  a S u b a g e n c y  to 
V eh ic ie  S e rv ice s  p n o r  to so lic i t ing  a 
specif ic  app lican t .

P ro v id e  h is to n c a l  v o lu m e  da ta  for 
su b ag en cy  be ing  rep laced  and d is tance  
re la t ionsh ip  be tw een  this su b ag en cy  and 
o the rs  in the  su rro u n d in g  area .

P ro v id e  c o p ie s  o f  reques t to A ssis tan t 
A d m in is tra to r ,  Field O p e ra t io n s ,  and 
V eh ic le  S y s te m s  M an ag e r .

R ev iew  reques t  and m ake  
re c o m m e n d a t io n  to A ss is tan t  D irec to r ,  
V ehic le  S e rv ices .

V eh ic le  S y s tem s  M a n a g e r R ev iew  reques t  and  m ake 
rc c o m m c n d a u o n  to A ssis tan t D irec to r .  

V ehic le  S e rv ices .
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A ssis tan t D irec to r ,  

V eh ic le  S e rv ices

A gen t

E valuate  reques t  and re c o m m e n d a t io n s ,  

and obtain D i r e c to r 's  a p p ro v a l  o r  
d isapp rova l .  N o ti fy  A g en t .  A ssis tan t 
A d m in is tra to r ,  F ie ld  O p e ra t io n s ,  and 
V ehic le  S / s t e m s  M a n a g e r  or' dec is ion .

If  ap p ro v e d ,  ad v e r t i se  in a n e w sp a p e r  o f  
genera l  c ircu la t ion  to solicit app lica tions  
for a  rep lacem en t  S u bagency .  
A d v e r t isem en ts  sh o u id  include:

t .  An A ff i rm a t iv e  A ct io n  S ta tem en t  to 
the e ffec t ,  "T h e  D e p a n m e n t  o f  
L icensing  is an E qua l  O p p o n u n ;: ; .  

E m p lo y e r ,  and  e n c o u ra g e s  w o m en , 
m ino r i t ie s ,  aged  and  han d icap p ed  :o 
3dd1v fo r  su b a g e n c v  ’ :•  « t w y

2. A d e sc r ip t io n  o f  the a rea  to oe 
served:

3. T im e  f ra m e  d u r in g  w h ich  
app l ica t io n s  will b e  accep ted :

4. A s ta tem en t o f  w h e re  and  w hen 
app lica tion  fo rm s  and  add it iona l  
in fo rm atio n  wiii be  ava ilab le :  ana

5. A u to m a tio n  co s ts  as  spec if ied  in 
app ro v a l  le tter.

A ccep t  and rev iew  app l ica t io n s .
In te rv iew  a p p l ican ts  and  inspec t  p ro p o se a  
loca tions.  R e v ie w  D O L  p ro c e d u re s  with 
die app lican t  an d  ob ta in  a s su ra n c e  that, if  
app o in ted ,  the ap p l ic a n t  will c o m p ly .
S end  a s igned , r e c o m m e n d e d  app lica tion  
to A ss is tan t A d m in is t r a to r .  F ield  
O pera tions .

Inc lude  a m ap o f  the  a re a  show ing  
d is tan ce  to the n ea res t  l icens ing  o ff ice .
A lso  inc lude  e v id e n c e  o f  c o m p l ia n c e  with 
the  D e p a r tm e n t 's  A f f i rm a t iv e  A ction  
po licy , i.e. n e w s p a p e r  c l ip p in g  o f  
a n n o u n cem en ts .
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A ssis tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

A ssis tan t  D irec to r .  
V eh ic le  S e rv ic e 0

D ire c to r

A ss is tan t  A d m in is t ra to r ,  
F ie ld  O p e ra t io n s

E va lua te  app lica t ion  an d ,  w h e n e v e r  
poss ib le ,  in te rv iew  app lican t .

F o rw a rd  a C e r t i f ic a te  o f  A p p o in tm e n t  
with the app lica tion  and  re c o m m e n d a t io n  
for  ap p ro v a l  o r  d isap p ro v a l  to the 
A ssis tan t  D irec to r .  V ehic le  S e rv ices  
w ith in  tw o  w eeks  o f  rece ip t  o f  
app lica t ion .

F o rw a rd  the ce r t i f ic a te  w ith  the 
ap p lica t ion  and  re c o m m e n d a t io n  to the 
D irec to r .

A p p ro v e  o r  d is a p p ro v e  a p p o in tm e n t  and 
re tu rn  signed  d o c u m e n ts  to A ssis tan t 
A d m in is t ra to r ,  F ield  O p e ra t io n s .

Send  C e r t i f ic a te  and c o p y  o f  
s igned  ap p lica tion  to the A g en t  and 
req u es t  co p ies  o f  the fo l low ing :

1. Bond and  in su rance :
•tW'.

2. C o n tra c t  b e tw een  A g en t  and  
S u b ag en t ;

3. Bank  a c co u n t  in fo rm a tio n  and  c o p y

o f  s ig n a tu re  ca rd (s ) ;

•i. In fo rm a tio n  requ ired  by
In fo rm a t io n  S e rv ices  to se tup  o ff ice  
u n d e r  C A A P  as fo l low s:

a . all e m p lo y e e  n a m e r ,

b. a g e n c y  n u m b e r .

c . o p e ra to r  p r iv i leg e  (C le rk .
C a s h ie r  o r  In d ep en d en t)  for 
each  e m p lo y e e ,

d. access  c lass for each 
e m p lo y e e .

c. su p e rv is o r  n a m e  and a l te rna te  
for  the E lec tron ic  M ailbox  
sys tem .
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