






























If “YES” please explain all computer experience in detail.  

27. Please provide the requested information for three persons we can contact by telephone during
daytime business hours and who will serve as a character reference for you.  Do not list relatives,
political contacts, or employees of the Department of Public Safety (including BMV).  If we are
unable to contact at least one person or that person is unable to serve as a character reference, you
may be evaluated unfavorably.  Nonprofit corporations should list references who are familiar with
the nonprofit corporation's activities.

List any special instructions for contacting this person during business hours: 
  ______________________________________________________________________________ 
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14+ years using BASS. The Ohio BMV's current operating system used in Deputy Registrar locations.

Completed college course on Microsoft Excel, Powerpoint, Work & Outlook.

4 years working as a receptionist at Coldwell Banker King Thompson Real Estate Agency mastering multiple real

estate based database programs such as MLS, The Mulitple Listing Service.

11+ years experience using business operations programs for my Deputy Registrar locations, such as ADP Online Payroll,

Quickbooks, Homebase, Indeed, The Ohio Business Gateway, and Outlook Email. 





FORM 3.2(A) BUSINESS OWNERSHIP EXPERIENCE 
FORM 3.2(B) MANAGEMENT AND/OR SUPERVISORY EXPERIENCE 
FORM 3.2(C) EMPLOYEE EXPERIENCE 

Instructions 

It is important that you supply complete and accurate information about all relevant business ownership, 
management, supervisory, and employment experience so that the BMV will be able to verify that 
experience from independent sources. Generally, proposers receive the most consideration for service as 
a deputy registrar, second most consideration for service as a business owner, third most consideration 
for service as a manager or supervisor, fourth most consideration as a deputy registrar employee without 
management experience, and least consideration for other employment experience without any 
supervisory or management experience. Be sure to include as much detailed experience possible within 
the submitted professional resume.  

Nonprofit corporations must report only the businesses and activities conducted by the nonprofit 
corporation itself on Form 3.2(A) Business Ownership Experience. If the nonprofit corporation has 
operated a deputy registrar agency, that information should be entered and submitted on one 
Form 3.2(A) Business Ownership Experience. Any other business activities (fundraising, charitable 
activities, etc.) should also be entered and submitted on a separate 3.2(A) Business Ownership 
Experience. Use a separate Form 3.2 for each separate business activity performed by the NPC and a 
separate Form 3.2(A) for each separate business activity performed by the NPC. 

Form 3.2(A) Business Ownership Experience. Deputy registrars, nonprofit corporations, county 
auditors, clerks of courts, and individuals should use this form to report on businesses actually owned 
and operated by them. 

Form 3.2(B) Management and/or Supervisory Experience. Individuals, county auditors, and clerks 
of courts should use this form to report management and supervisory experience performed by them. 
Service as a county auditor or clerk of court qualifies as management and supervisory experience. 

Form 3.2(C) Employee Experience. Individuals, county auditors, and clerks of courts should use this 
form to report all other employment that did not include management or supervisory authority. 
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3.3 CUSTOMER SERVICE EXPERIENCE 

Instructions. Please give us a list of ideas you have to improve customer service at your deputy 
registrar agency. You will only receive full credit if you demonstrate sufficient customer service 
awareness. 

A. This is a list of ideas I have to improve customer service at my deputy registrar agency if I am
awarded a contract (Please be specific) and/or this is an example of something I have done as part of
my job or business to improve services for my customers (Please be specific):

I will continue to provide excellent customer service to my community through my staff at the 
Kenny Road License Agency. As a whole, we treat each customer that enters our office with 
respect and kindness. With our many rules and regulations, and the constant changes that we 
incur to these regulations, I, along with my office manager, ensure that my staff is fully 
educated in order to provide as many options and solutions for our customers to complete their 
needs without frustration and in a timely manner. In addition to thoroughly educating our staff, 
my heavily experienced management team and I always make ourselves available to assist 
with transactions and answer questions, even if this means by phone while not in office. I also 
staff an employee as often as possible at our check-in desk. This position assists customers 
by quickly verifying documents and asking and answering questions about transactions the 
customer needs to complete that day. This helps save customers from waiting in line just to 
find out that they are missing a document or may be at the wrong location to complete their 
needs. In addition to a check-in screening, my staff utilizes the BMV's QFlow program to place 
queue numbers on hold to allow for a customer to leave and come back without incurring 
another wait time. This is a valuable option for many people as everyone's time is important! 

Form 3.3, Customer Service Experience (2026) 





3.6 PERSONNEL POLICY  

A comprehensive personnel policy must be readily available and presented upon request. 
Items needing covered within the agency’s comprehensive personnel policy are listed 
below. 

Do you agree to provide a comprehensive personnel policy, if requested, that covers 
the listed items?   

No   Yes 

COMPREHENSIVE PERSONNEL POLICY MUST INCLUDE PROVISIONS FOR: 

HIRING EMPLOYEES WITH DEPUTY REGISTRAR AGENCY EXPERIENCE 
EQUAL EMPLOYMENT OPPORTUNITY 
EMPLOYEE TRAINING BY THE DEPUTY REGISTRAR 
PARTICIPATION IN BMV PROVIDED TRAINING 
DOCUMENTED PERIODIC EMPLOYEE PERFORMANCE EVALUATIONS 
(ANNUAL AT A MINIMUM)   
LIST OF GROUNDS FOR DISCIPLINE OR DISMISSAL 
PROGRESSIVE DISCIPLINARY ACTION 
DRESS CODE WITH LISTS OF ACCEPTABLE AND UNACCEPTABLE ATTIRE 
POLICY FOR MAINTAINING PROFESSIONAL APPEARANCE  
FRINGE BENEFITS  
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✔





3.8 FACILITY MAINTENANCE PLAN SUMMARY 

If you are awarded a contract you will be required to adopt a facility maintenance plan, including 
provisions for maintaining the deputy registrar agency premises.  Your plan should detail how you 
intend to address the items listed below. 

If you are awarded a contract, do you agree to be responsible for the following either on your own, 
through your lease or sublease, or by separate contract: 

         No ______ Yes ______ 

OUTDOOR BUILDING MAINTENANCE 

KEEP OUTDOOR AREA FREE OF TRASH AND DEBRIS 

PROVISION TO ASSURE PROMP SNOW AND ICE REMOVAL 

CLEANING INSIDE OF AGENCY INCLUDING EQUIPMENT  

PROVISION FOR INSIDE/OUTSIDE MAINTENANCE  

PROVISION FOR PROFESSIONAL CARPET/FLOOR CLEANING (MIN. OF ONCE A YEAR) 

PROVISION FOR REPAINTING AND/OR COSMETIC UPDATES 

Form 3.8, Facility Maintenance Plan Summary (2026) 

✔


































