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In a continued effort to improve services for my customers, I apply ample resources to the
hiring, training, and retention of quality managers and clerks. This effort is gained partially by
providing attractive wages and benefits, resulting in the retainment of both of my managers for
the last two five year contracts. This effort is furthered by offering attractive wages and
benefits and a diserable workplace in the hiring and retention of fully staffed clerks. A
desireable workplace is created by offering training, feedback, and respect to the clerks which
also creates knowledgeable, enjoyable interaction with our customers. I continue the effort by
reviewing errors with the clerks to maintain their high level of education of BMV policies and
procedures providing correct information to the customers. Highly knowledgeable, reliable, and
customer service oriented managment and clerks provide our customers expeditious customer
service. In return, our customers then contribute to the job satisfaction of the staff.
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 Answer all of the following questions to the best of your ability. Please be concise and 
attempt to limit each answer to seventy-five (75) words or less. Include attachment(s) if more space is 
needed to answer any of the questions. 

1. How do you plan to manage, be responsible, and be accountable for this business at all times?

2. How will you ensure that all laws, rules, guidelines and procedures are followed, at all times,
specifically with regard to issuing and renewing driver’s licenses, identification cards, and vehicle
registrations?

3. What measures will you put in place to detect, deter, and prevent fraud?

4. The Bureau of Motor Vehicles routinely issues new and/or revised policy and procedural changes
through email broadcasts to the deputy registrars. How will you ensure that policies and procedures
are communicated to the staff and followed on a daily basis?

Foremost to the success of the business is employment of quality management and clerk staff. We
have knowledgeable, experienced, and customer service oriented managers and clerks to service our
customers. I hire all employees, provide performance plans, implement training plans, and review
performance for all employees. I provide above market wages to ensure high employee retention. I
am involved in and hold myself accountable for all operations.

Accuracy in processsing transactions is the top priority. New clerks receive a two week shadowing
training program. Clerks are provided review of errors weekly to ensure accuracy is maintained at
the highest level. Clerks are encouraged to seek management guidance if any questions arise. Clerks
with high quality performance are rewarded with above market compensation to ensure high
retention rates.

Fraud prevention begins with hiring employees with honest track records and background checks.
All employees receive instruction to the importance of fraud and receive fraud detection training
from the BMV. Managers authorized to approve 5745 forms have a minimum of 8 years experience
in fraudulent document identification. Security cameras are in place in public view to identify and
deter fraudent activity. Clerk activity is also monitored through real time observation, document
review, and security cameras.

We daily print broadcasts, place the broadcasts in a folder and gain the signature of all employees
upon review of the broadcasts. Our agency also employes an internal electronic memo system for
clarification or explanation of the Bureau of Motor Vehicles and agency policies and procedures.



5. How will you demonstrate good leadership to your employees?

6. How will you maintain a high level of professionalism each day in this business?

7. How do you intend to recruit and retain high quality employees?

8. How will you provide a safe, clean and friendly place to do business?

9. How would you deal with an irate customer?

I begin leadership of my employees by learning the tasks of their jobs also. With a thorough
understanding of their duties, I know what to expect of them and how to assist them when questions
arise. I treat my employees with respect equally yet also recognize individual effort. I clearly
communicate expectations to them, provide performance feedback, and ensure they know how they
are an asset to the business.

Having had worked for ten years in a corporate environment, 8 years in academics, and 8 years as
the Grove City License Agency Deputy Registrar, I have demonstrated professionalism throughout
my career. I brought professionalism to this business by displaying respect to the employees and to
the customers through dress code, clear communication practice, and an understanding of the needs
of the employees and customers.

Recruitment of new hires is done primarily through the internet based application, Indeed. Quality
hires and low attrition rates are done primarily through competitive pay scales, benefits, and a
management style which rewards good performance and ensures high employee work satisfaction
levels.

Safety is provided through experienced management response to potentially escalating customer
situations, push button police alarm systems, and security cameras. Cleanliness of our facility is
provided with monthly professional cleaning, and daily employee assigned duties. A friendly work
environment is achieved through staffing of friendly management and clerks.

I introduce myself and title and ask the customer how I may assist them. I listen closely to the
customer and obtain all information relevant to the transaction. I identify the problem which may
have caused the customer to become irate. I assure the customer we will do all that we can to
facilitate their transaction. I then employ all resources to resolve the customer's issue.



10.

11. How will you meet the expectations of the Bureau of Motor Vehicles?

12.

 

Our employees have been trained to service the customer's needs while maitaining BMV policies
and procedures. If there appears to be a conflict between these endeavors while servicing the
customer, the employees are instructed to remain polite and express to the customer that they will
escalate the issue to their manager.

As the deputy registrar, I will continue to meet the expectations of the BMV with exceptional
knowledge of BMV policies and procedures, the Compliance and Performance Assessments, and
field staff communication. I share this information with my staff so that we continously are aware of
the expectations of the BMV and apply these expectations through management of the operation of
the business.

While performing as the deputy registrar, the performance of the Grove City BMV License Agency
has been rated highly both by customers and field operations evaluations. I will continue to manage
the agency at these high standards for this contract.















4.4 START-UP COSTS CALCULATION 

Proposer's name: Location number: 

The purpose of this form is to assure the BMV that you are financially able to cover the 
costs of beginning a deputy registrar business.  We need to know that you have enough 
financial resources to cover your personnel, site preparation, and site rental costs. 

1. PERSONNEL COSTS (FOUR WEEKS)

Use Form 4.3 to calculate four (4) weeks’ personnel costs for this location.

$ 

2. SITE PREPARATION COSTS (AMORTIZED)

A. If this is a Deputy Provided Site, calculate and enter the actual projected
costs  you will need to spend to prepare the building for use as a deputy
registrar agency in each of the following categories:

1. Building Modifications $ _______________ 

2. Counter Costs $ _______________ 

3. Other Costs $ _______________ 

4. Total $   

Total amortized over 60 month contract period 
(Divide line 4 by 60) = $ 

B. If this is a BMV Controlled Site, enter the information contained in the
Agency Specifications for this location.  Do not change the information
from the Agency Specifications.

$ 

3. AGENCY RENTAL PAYMENTS (3 MONTHS)

A. If this is a Deputy Provided Site, enter the actual amount you will pay to
rent or lease this site.

B If this is a BMV Controlled Site, enter the estimated rent listed in the
Agency Specifications for this site.  Do not change the amount listed.

One month's rent: $ ___________ x 3  = $

TOTAL START-UP COSTS 
[four weeks’ personnel costs, plus one month's amortized 
site preparation costs (2.A total amount or 2.B BMV 
Controlled Site amount), plus three months' rent] $ 

Form 4.4, Start-up Costs Calculation (202 )
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STATE OF OHIO 

DEPARTMENT OF PUBLIC SAFETY 

BUREAU OF MOTOR VEHICLES 

DEPUTY REGISTRAR CONTRACT – 202

This Agreement is made by and between the Registrar of Motor Vehicles, (Registrar, 

herein),   located   at   1970   West   Broad   Street,   Columbus,   Ohio    43223-1102   and 

, (deputy registrar, herein) whose 

home mailing address is 

(City)  , Ohio (Zip) , to operate a deputy 

registrar agency, Location No.  , to be located as follows: in the 

State of Ohio, County of 

City/Village/Township (indicate which) of 

Street address: 

(City)  , Ohio (Zip) 

WHEREAS, the Registrar of Motor Vehicles, pursuant to section 4503.03, section 4507.01, and 
other applicable sections of the Ohio Revised Code, wishes to appoint and contract the above 
named person as deputy registrar for the above referenced location; 

WHEREAS, the above named deputy registrar wishes to accept this appointment and contract as 
deputy registrar;  

NOW, THEREFORE, IT IS AGREED AS FOLLOWS: 

The Registrar hereby appoints the above named person as a deputy registrar subject to the
202  Deputy Registrar Contract Terms and Conditions which are incorporated herein by
reference;

The above named person hereby accepts appointment as a deputy registrar subject to the 202
Deputy Registrar Contract Terms and Conditions incorporated herein by reference;

The term of this appointment and contract shall begin on the th day of June, 202 , and shall
end on the th day of June, 202 , unless otherwise terminated as provided herein;

Form 4.5, Deputy Registrar Contract (202 )
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