






















3.1 PERSONAL QUESTIONNAIRE 

1. List all location numbers for which the applicant intends to submit a proposal (limit six locations).
Check the box underneath if proposing the location as a second site in addition to a current agency:

2. Full legal name of proposer __________________________________________________________

7. Spouse’s name (nonprofit corporation N/A) 

9. Are you proposing as the owner of a minority business enterprise (MBE)?  No _____  Yes ______

10. Proposer is (check one and follow instructions):

An individual person.  These forms are designed to be self-explanatory for Proposers 
proposing as individual persons.  Answer all questions as they apply to you personally.  If a 
question does not apply to you, enter “N/A” or “Not applicable; 

The Clerk of Courts of  ____________________ County; 

The County Auditor of  ___________________ County.  Answer all questions as they apply 
to you and your position as Clerk of Courts or County Auditor.  If a question does not apply 
to you or your position, enter “N/A” or “Not applicable; 

A nonprofit corporation (NPC). An officer or an authorized agent should answer all 
questions and sign all documents on behalf of the NPC.  The answers must refer to the NPC 
itself and not to the individual officers, agents, or employees of the NPC, unless otherwise 
specified.  Many questions are not applicable to nonprofit corporations.  To assist your 
responses, we have marked those questions “NPC N/A” meaning we believe the marked 
question is not applicable to most nonprofit corporations.  Please answer all other questions 
unless clearly inapplicable.  
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13-C

Kimberly Lynn Speer-East

Rob Lee East

✔

✔







23. Is Proposer willing and able, if appointed, to maintain during the entire term of your contract a
policy of business liability property damage, and theft insurance satisfactory to the Registrar and
hold the Department of Public Safety, the Director of Public Safety, the Bureau of Motor Vehicles,
and the Registrar of Motor Vehicles harmless upon claims for damages in accordance with Ohio
Revised Code 4503.03(C)? (County Auditor/Clerk of Courts N/A)

No ______  Yes _______  

24. Is Proposer bondable as outlined in Ohio Administrative Code
4501:1-6-01(B)? No ______  Yes _______  

25. Please provide the following information regarding your education.  If applying as a NPC, please
provide educational information for the individual who will manage the license agency business.

High school diploma? No ______  Yes _______

High school name _________________________________________________________________

City __________________________ State _________________________ Zip ___________

College name ____________________________________________________________________

City __________________________ State _________________________ Zip ___________

Major ________________________________  Degree awarded __________________________

College name ____________________________________________________________________

City __________________________ State _________________________ Zip ___________

Major ________________________________  Degree awarded __________________________

26. Computer experience.  Does Proposer have any training or experience working with or using
computers? (Incumbent deputy registrars may take credit for operating BMV computers.  For
nonprofit corporations, this question should be answered for computer systems operated or used in
the nonprofit corporation's activities.)

No ______  Yes _______  

Form 3.1, Personal Questionnaire, Page 4 of 6 (202 ) 

New Richmond High School

New Richmond Ohio 45157

University of Cincinnati

Cincinnati Ohio 45221

Medical Assisting Certificate

University of Cincinnati

Cincinnati Ohio 45221

Applied Health Science Associate's

✔

✔

✔

✔



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.
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Most of my computer experience has come from my years of working with the Milford License Bureau. I use various

features in BASS daily to perform customer transactions, run the daily reports, and review credential issuance.

I train my staff to utilize the hot keys, dropdown menus, radio buttons, such as tab and the directional arrows, and

keyword search to make BASS even more efficient.

In addition to BASS, I use Mircosoft Word and Google Docs to compile error correction letters and newsletters

to my staff. I have created different Microsoft Exel spreadsheets to track our broadcasts, kiosk activity, and our

agency error  corrections.

For my personal use, I utilize Microsoft and Google applications to perform standard household items. I can easily

convert Microsoft and Google applications to complete the task I need to accomplish. I use them to keep track of

our household budget and bill paying system. 

In my brief time with The Urology Group, I used EPIC which is widely used in the medical field. I was able to 

navigate the system with minimal training to complete the tasks I was assigned to complete.



28. Employment, management, supervisory, and business experience. Each Proposer’s experience is one
of the most important factors to be considered in the award of deputy registrar contracts. For the
purposes of this RFP, experience gained prior to the year 1990 will not be evaluated or considered.
Please provide a professional resume, in chronological order (no earlier than 1990), the positions
you have held. If the position you held in 1990 was one you started before 1990, you may list that
position and the date you actually started on your submitted resume. If you did not hold any position
in 1990, please begin with the first position you held after 1990. If applying as a NPC, please
provide a description of the fundraising, program, and charitable functions of the nonprofit
corporation.
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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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3.2(C) EMPLOYEE EXPERIENCE 

Instructions.  Please fill out one of these forms 3.2(C) for each and every separate job you have held as 
an employee. Do not use this form 3.2(C) for business ownership or jobs in which you had management 
or supervisory duties. Use a separate form 3.2(C) for each non-management and/or non-supervisory job 
held. Please make additional copies of this form as necessary. 

Proposer's name ________________________________ Company name ________________________ 

Company address _____________________________________  City __________________________ 

State_____________________  Zip ______________  Telephone (            ) _____________________ 

Type of business (deputy registrar, retail grocery, etc.) ________________________________________ 

____________________________________________________________________________________ 

EMPLOYEE - Job title: ________________________________________________________________ 

Hours worked weekly _____________  Job duties _________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Dates of this employment: From:  month  ______   year  _______    To:  month  ______   year  _______ 

Describe how and to what extent you provided high quality customer service at this position: 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

List at least one person, not a relative of yours, who can verify this experience.  If we cannot contact at 
least one person to verify this experience, you will not receive any credit for it.  (If you are a deputy 
registrar or deputy registrar employee, you may list BMV employees to verify that experience.) 

Name City State Zip Daytime Phone 

(        ) 

(        ) 
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Kimberly Lynn Speer-East Thriftway

Ohio Pike Amelia

Ohio 45102 N/A

retail grocery

Cashier

operate point-of-sale system to accurately and efficiently process35

transactions and various payments; bagged items to customer satisfaction; organized front lines to

keep customer area tidy and clean

9 1994 2 1995

I would smile and give customers a welcoming greeting while bagging their items to their satisfaction in a timely manner.

I would offer assistance to their vehicle to put items in their car by myself or another designated employee.





3.2(C) EMPLOYEE EXPERIENCE 

Instructions.  Please fill out one of these forms 3.2(C) for each and every separate job you have held as 
an employee. Do not use this form 3.2(C) for business ownership or jobs in which you had management 
or supervisory duties. Use a separate form 3.2(C) for each non-management and/or non-supervisory job 
held. Please make additional copies of this form as necessary. 

Proposer's name ________________________________ Company name ________________________ 

Company address _____________________________________  City __________________________ 

State_____________________  Zip ______________  Telephone (            ) _____________________ 

Type of business (deputy registrar, retail grocery, etc.) ________________________________________ 

____________________________________________________________________________________ 

EMPLOYEE - Job title: ________________________________________________________________ 

Hours worked weekly _____________  Job duties _________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Dates of this employment: From:  month  ______   year  _______    To:  month  ______   year  _______ 

Describe how and to what extent you provided high quality customer service at this position: 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

List at least one person, not a relative of yours, who can verify this experience.  If we cannot contact at 
least one person to verify this experience, you will not receive any credit for it.  (If you are a deputy 
registrar or deputy registrar employee, you may list BMV employees to verify that experience.) 

Name City State Zip Daytime Phone 
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Kimberly Lynn Speer-East The Urology Group

2000 Joseph E Sanker Blvd Norwood

Ohio 45212 841-7400

medical practice/surgical center

Electronic Medical Records (EMR) clerk

processed and updated patient demographic and clinical information;40

contacted patients to confirm appointments; collaborated with clinical staff to assist with patient care by ensuring accurate,

complete medical history was obtained prior to appointment 

7 2013 3 2014

Patients would not be seen by the clinical staff until accurate, up-to-date medical information was obtained and documented.

I made sure patients were contacted and assisted other EMR clerks in my department complete their workload

to ensure patient medical care was received in a quick, timely manner.

513









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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✔



3.7 SECURITY PLAN SUMMARY 

If you are awarded a contract, you will be required to adopt a security plan to assure that agency employees, 
patrons, other citizens, equipment, and consigned inventory will be protected from harm (your plan should 
detail how you intend to address the items listed below). 

If you are awarded a contract, do you agree to provide all of the following?  
Yes       No 

ELECTRONIC ALARM SYSTEM  
ALARM SYSTEM MONITORED 24 HOURS, OFF-SITE 
ALARM SYSTEM REPORTS OFF-SITE IF WIRES ARE CUT OR TAMPERED 
ADEQUATE ALARM MONITORED PANIC/HOLD BUTTONS 
MOTION DETECTORS CONNECTED TO ALARM SYSTEM 
ALARM MONITORED DOOR CONTACT ON ALL EXTERIOR DOORS 
ALARM MONITORED CONTACTS ON ALL EXTERIOR WINDOWS 
VIDEO RECORDING CAMERA SURVEILLANCE SYSTEM 
A SAFE OR SECURE LOCKING CABINET 
A SECURED STORAGE ROOM WITH ALARM MONITORED CONTACTS ON DOOR(S) AND 
WINDOW(S) 
A CROSS CUT SHREDDER 
SECURELY LOCK ALL DOORS AND WINDOWS WHEN OUTSIDE BUSINESS HOURS 
SMOKE, FIRED, AND CARBON MONOXIDE DETECTION DEVICES 
INTERIOR/EXTERIOR MOTION ACTIVATED SECURITY LIGHTS 

Note: For Deputy Provided Sites, the deputy registrar shall install and maintain an approved 
alarm system. At BMV Controlled Sites, either the BMV or the deputy registrar will 
install an approved alarm system, which will be maintained by the deputy registrar. 
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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 
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✔





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 demonstrate by my actions and positive attitude to my staff how we are to help customers
 accomplish what they came in to do. We place focus on helping people understand each 
step of the process and provide them with information they may need to complete it, such 
as providing addresses, phone numbers, and websites when needed. I train staff to treat 
every customer the way we would want to be treated—with respect and kindness. We 
strive to have a welcoming smile and a cheerful greeting for our customers. 

I work to create a positive agency environment by showing through my own actions what I expect 
from my staff. We start every customer interaction by making eye contact, giving a friendly smile 
and greeting, and truly listening to what our customers need. We maintain a professional business 
casual dress code, clean work areas, and wear our name tags so customers know who is helping 
them. I also make sure customers are aware of receipt surveys, and review feedback to improve 
our service. Above all, I guide my staff to help every customer complete their transaction whenever 
possible while always staying within the procedures set forth by Ohio laws and BMV guidelines.

I have had a hand in hiring all of my current staff and have personally trained each person. I work alongside 
them everyday and will continue to do so. I have a good rapport with them and have great confidence they 
will stay working for me if I am awarded a deputy registrar contract. Most of my current staff has been 
recruited by current or previous employees. We create a work family environment and I will continue to offer 
a fringe benefit package to include PTO, health insurance and retirement options. I will offer competitive 
wages and adjust them based on their yearly performance reviews and at a minimum to incorporate a cost of 
living increase.

I have a strong relationship with my local police and fire departments and can count on their quick response. 
The agency has multiple motion activated cameras equipped with video and audio recording. All staff are 
trained to use the panic buttons and proper use of the fire extinguishers. A staff member comes in early to 
perform a daily checklist to make sure the agency is a clean, welcoming environment for our customers. We 
decorate for the seasons and holidays to make the agency more festive, inviting, and appealing. My staff 
greets customers with a smile and closes with a sincere sendoff to have a great day. I encourage a positive 
attitude at all times, knowing that our customers are the reason we’re here. 

I was taught to remember it takes two to have an argument. When a customer becomes irate, I remain calm 
and do not take their frustration personally. I let them explain their situations without interrupting and actively 
listen to them and convey empathy. In doing this, I can identify the problem and come up with a plan on how 
to help them. Then, I clearly explain what we can do, walk them through their options, and help find the best 
solution while staying true to Ohio law and BMV guidelines. I have handouts with phone numbers, addresses 
and websites to assist customers obtaining necessary documents or to get help from qualified sources when 
I am not able to answer. I explain the absent feature in Q-flow and in using the GILO system if a different 
day's visit is needed. My goal is always to treat every customer with respect and have them leave feeling 
heard even if we can’t fulfill their original request.



10.

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

12.

I will train and advise my staff to use the same principles I stated in question 9. Basically, 
stay calm and do not take the customers' frustration personally. Next, actively listen, 
convey empathy, identify their problem and formulate a plan to help. Know when to remove
 yourself from the situation and allow a supervisor to take over an irate customer. 
Supervisors are trained to expect hostility and can focus more on staying calm and not 
taking it personally so we can try to reach a solution for the customer.

I will continue to meet the expectations of the BMV by staying involved and active in my 
business. I will focus on training so my staff knows Ohio laws and BMV procedures to 
accurately process transactions to the best of our ability. I am going to use my 22 years of 
BMV experience and lead by example to continuously provide excellent customer service 
and maintain exemplary evaluations. I will continue to review all applications and customer 
surveys to learn from any errors or concerns to consistently improve our customer 
interactions and performance. Most importantly, I will continue to keep accurate records, 
adhere to procedural compliance, and provide kind, helpful customer service. 

I have worked closely with Deputy Sidney Huling (1313) for 22 out of his 29 years of 
service to the citizens of Ohio. I have worked as a clerk, supervisor, and currently have 
served as his manager for the past 8 ½ years. You should consider me for a deputy 
registrar contract because I have consistently provided excellent customer service and 
achieved exemplary performance reviews. I have been an effective leader and will 
continuously evolve the business to adapt to the new laws, procedures, and technology the
 BMV develops to best serve our customers. I will continue to lead by example and employ 
a staff who are knowledgeable, friendly, and efficient and will demonstrate a positive 
impression of the Ohio BMV with every customer interaction. I have enjoyed my work and 
care about the local community and citizens I have served over the years and would like to 
continue my journey with the Ohio BMV by serving as a deputy registrar.




















