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For the past 20 years, I have utilized various computer programs/applications for
both home and business purposes such as:

Quickbooks for accounting and financial use.

Microsoft 365 (Word, Excel and Outlook) for word processing, tracking expenses,
creating lists and business plans.

Gmail, Yahoo and Outlook for emailing and messaging.

Microsoft Teams and Bass for BMV related operations.











Here is a list of items that I have implemented to improve services for my customers:

- Added 2 testing kiosks (serves as an additional knowledge-test location for the public)
- Added an additional, larger Q-Flow TV (provides a better view of current wait times/ticket #s)
- Utilize a vehicle registration-only line (to improve efficiency for quick transactions)
- Provided uniformed polo shirts for my staff (to maintain a professional image)
- Assist staff to become a Notary within their first year (promotes more efficient transactions)
- Implemented incentive programs/bonuses (rewards staff for performance and boosts morale)
- Established improved training techniques/checklists (keeps staff up-to-date on procedures)
- Upgraded office furniture/equipment (helps office maintain a clean, professional appearance)
- Have customers with multiple commercial registrations drop off/pick up (more convenient)
- Allow customers to use the agency’s phone/fax (helps expedite certain transactions)
- Utilize a nearby title office (assists with unique situations)
- Prepared a list of information for nearby offices (helps customers seeking other services)
- Hand out BMV forms during high volume hours (assists with wait time and overall efficiency)

Here are a few ideas that I would like to implement:

- Replace/upgrade flooring (to improve appearance, durability and cleanliness)
- Add low-maintenance plants near windows (to create a welcoming, aesthetic atmosphere)
- Implement a door clerk during busier times (to check documents and reduce time at counter)
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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?

I will continue to work directly with the public, my employees and all BMV staff. With leading by
example, I am personally involved in training each employee to operate my agency efficiently and
with great customer service. I regularly monitor end of day reports, deposits, inventory and all
agency interactions. I have implemented a strong chain of command between my clerks,
management staff and myself which has been invaluable in creating our dynamic team.

By being actively involved in my agency, I will continue to maintain a staff that is extensively
trained in following all the laws, rules, guidelines and procedures set forth by the BMV. I will
utilitze all the tools necessary in facilitating their training which includes but is not limited to the
use of manuals, broadcasts, emails, fraudulent document training and mandatory meetings. All
driver’s license, identification card and vehicle registration applications are and will continue to be
reviewed daily by management and/or myself.

My employees and I complete all required fraudulent document training classes which keeps us up
to date and diligent in preventing fraud. I keep mulitiple counterfeit money detector pens and
compact UV lamps in my agency to help detect altered and fraudulent documents. I directly
investigate any unusual activity conducted by my customers or my staff. Fraudulent activity is not
tolerated and is dealt with accordingly by myself, BMV Investigations and/or law enforcement.

I hold my management team responsible for making sure that the entire staff is aware of each
broadcast. Once everyone including myself has read and initialed the broadcast, management files
it in a binder. This is kept in the customer service work area so that my staff has easy access to
reviewing any changes. Depending on what the changes are, a mandatory meeting may be held by
management and/or myself to discuss any questions or concerns that my staff may have.



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 work side by side my employees daily which allows me to model the behavior I expect to see from
my staff. Therefore I hold not only my employees accountable for their performance but myself as
well. I always stay organized, keep a positive attitude and encourage open communication in order
to maintain a motivated staff that consistently provides excellent customer service. I respect and
value the relationship I have with my employees which is the basis for which I am able to lead such
an effective team.

The service we provide to our customers is a reflection of who we are as a team and is a testament
to our professionalism. My employees are required to be conscientious of their interactions with
others. Maintaining a high level of professionalism is achieved from their combined efforts and is
ultimately derived from the respect that they give to their customers and coworkers. My employees
and I conduct ourselves with pride in our work, communicate concisely, wear appropriate attire and
operate with the same goals in mind. A high level of professionalism is required and is a standard
to which I hold myself and my employees at all times.

When recruiting high quality employees, I seek applicants who convey a positive attitude, are
personable, have customer service experience and seem eager to become a part of our team. My
staff must have the same goals in mind which are to be efficient in all duties and to provide the
highest quality of customer service. I retain high quality employees by rewarding them with fringe
benefits, raises and bonuses for their dependability and achievements in providing excellent
customer service.

My business will remain safe by maintaining a security alarm system and with the use of a
monitored recording video surveillance system. I will continue to observe activity inside the agency
and I will address any potential safety concerns as they arise. My employees clean the office daily
while provisions are made for carpet cleaning and repainting as needed. My staff and I will
continue to operate my business in a friendly, professional manner which is conducive with
providing exceptional customer service.

By remaining calm and listening attentively I am able to determine exactly why the customer is
irate. Once I fully understand the issue at hand, I work towards defusing the situation. While
empathizing with the customer, I immediately solve the issue or guide the customer to the options
available for obtaining the quickest solution. My staff follows these guidelines and are also familiar
with the same defusing techniques that I display when engaged with an irate customer.



10.

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

12.

 

I have a low tolerance for negativity in the workplace so I train my staff to remain optimistic in all
situations which allows my agency to retain a friendly environment. This is reflected in the positive
commendations we receive from our customers daily and results in my office rarely having irate
customers. Overall, my employees are advised to be conscientious of their customer’s standpoint
and are trained to resolve any issues in a calm, professional manner.

I have and will always set high expectations for myself and my employees. This has aided in my
agency’s overall growth and success. My agency has become a reputable, efficient and service
oriented location for the public. I will continue to employ a devoted staff that is thoroughly trained
in all BMV procedures and fully committed to providing the hightest quality of customer service. I
will keep all of my employees motivated towards reaching any expectations I have of them.
Through hard work, dedication and the acceptance of nothing but the best from myself as well as
my staff, I will continue to meet the expectations of the Bureau of Motor Vehicles.

I am proud to have spend the last nineteen years being a part of the Ohio Bureau of Motor Vehicles
with seventeen of those wonderful years dedicated to being a deputy registrar. While adapting
quickly to change, I have persevered through a multitude of obstacles and overcame numerous
challenges with great triumph. Engaging in a profession that I genuinely enjoy and having my
agency continually complimented by my customers is, without a doubt, my ultimate reward. I stand
firm in my commitment to all aspects of operating a deputy registrar license agency and I will
incorporate my years of experience with continuing to grow my business to new heights of success
if awarded another contract.













4.4 START-UP COSTS CALCULATIO  

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. PERSO EL COSTS (FOUR WEEKS)

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

$ 

2. SITE PREPARATIO  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. AGE CY RE TAL PAYME TS (3 MO THS)

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 )

Jessica N. Scott 31-C

15964.00

0.00

2408.75 7226.25

23190.25



STATE OF OHIO 

DEPARTME T OF PUBLIC SAFETY 

BUREAU OF MOTOR VEHICLES 

DEPUTY REGISTRAR CO TRACT – 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 

to operate a deputy 

registrar agency, Location o.  , 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;  

OW, 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, 20 , unless otherwise terminated as provided herein;

Form 4.5, Deputy Registrar Contract (202 )

Jessica N. Scott
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Hamilton

Township Anderson

7743 Five Mile Rd

Cincinnati 45230
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