






















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) _____________________________________________

8. Spouse’s home street address (nonprofit corporation N/A) __________________________________

City _____________________________ State ____________________  Zip code _____________

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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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 _______  
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Lakeside High School
Ashtabula Ohio 44004

Bowling Green State University
Bowling Green Ohio 44004

Human Development and Family Studies N/A
Cuyahoga Community College

Cleveland Ohio 44004
Human Development and Family Studies N/A

✔

✔

✔

✔



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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I have extensive computer experience both in business and personal. I have accounting/financial experience in

Microsoft Money and POS operationg systems. I have extensive word processing use with Microsft Works,

Microsoft Office, Microsoft Excel, Microsoft Word, and Adobe. Email and messaging experience with Gmail, Outlook, 

FaceTime and iMessage, Skype, and Microsoft Teams. I also have quite extensive tax preparation experience with 

programs such as Drake, Fusion Tax, Phoenix, TaxACT and TurboTax. My most relevant computer experience is

operating BASS system and the experience and knowledge I have gained working as a clerk in the agency over the

years and hope to continue gainining experince if granted another contract. 



FORM 3.2(A) BUSINESS OWNERSHIP EXPERIENCE 

Instructions.  Please fill out one of these forms 3.2(A) for each business you have owned. Do not use 
this form 3.2(A) for management, supervisory, or employee experience. If you have owned more than 
one business, submit a separate for 3.2(A) for each business owned. 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.) _______________________________________  

___________________________________________________________________________________  

Company's products and/or services ______________________________________________________  

___________________________________________________________________________________  

BUSINESS OWNER - Form of ownership (sole proprietor, partner, etc.): _________________________ 

1. Federal Tax ID Number: _____________________

2. Percentage of business you owned:   __________% Hours worked weekly __________ 

3. Dates you operated this business: From: month  ____ year _____  To: month  _____  year  _____

4. Is/was this business profitable? No _______  Yes _______ 

5. Is/was this business your primary source of income and support? No _______  Yes _______ 

6. Do/did you directly hire, evaluate, train, and discipline employees?  No _______  Yes _______

7. Do/did you directly manage employees on a daily basis? No _______  Yes _______ 

If you answered yes to question number 6, how many employees do/did you manage? __________ 

8. Have you ever developed a comprehensive business plan? No _______  Yes _______ 

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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Raechal M Towner Ashtabula License Bureau

858 Lake Avenue Ashtabula

Ohio 44004 964-7665

Deputy Registrar

Issuing state identification cards, TIPICS and drivers licenses, vehicle

registrations, temporary testing, voter registrations, hunting/fishing and dog licenses, notary services, etc.

Sole proprietor

100 36

6 2020 current

6-8

✔

✔

✔

✔

✔

440













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 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):
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If I am awarded the contract, I will ensure that my employees and myself read thoroughly 
through the manual once a year in addition to keeping up to date with manual updates as they 
are submitted by the BMV as they become available. I will also ensure that all of the 
Broadcasts are initialed by each employee, as required, but also vastly comprehended by 
each employee. I believe that my employees being knowledgable and confident in their duties 
will ensure that our customers leave the agency well-informed and pleased with their 
experience. I will encourage my employees to view the BMV from the other side of the counter 
in the customers shoes to help fill the void with what we know and what they understand about 
BMV operations and to do so with a smile. My agency is and will remain a friendly and 
approachable business and I pride myself and my employees for being known as such to 
locals in the area. I have seen an influx of customers coming to my agency for knowledge 
testing at our kiosk after I recently had a sit down meeting with some high school 
representatives who would be able to assist teens at our local high school prepare for and 
obtain their TIPIC. I will continue outreach as our testing kisok is a relatively new addition to 
my agency so customers know they can now come to my office as opposed to the nearest 
exam station about 15 miles away, which benefits myself and more importantly the customers. 





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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✔



 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 plan to continue to run the agency as it is being ran always striving for improvement. My 
employees and myself work well as a team and we all hold each other accountable and keep each 
other honest as we all care about the quality and well-being of the agency, How my business is ran 
is a reflection on me and I would love nothing more than to continue to operate a successful 
business for years to come. I plan to continue to be very organized and involved with the daily 
operations of my agency. Being a working deputy, I see and hear all that occurs within my agency.

I will ensure that in working side by side with my employees they are always giving correct 
information and answering all questions with proper knowledge, patience and kindness, especially 
with how frustrating of a process some services can be for the customer. I will always make myself 
available to answer any and all questions and concerns with clarity for both my employees and the 
customers. Most of my employees are veteran at this point so I am extremely confident in their 
knowledge and ability to uphold all procedures properly. Everyone works as a team and are 
encouraged to ask for second opinions when necessary ensuring the job is done right the first time.

Myself and all of my employees are well informed with fraud prevention as it pertains to our job 
duties as we are required to complete fraudulent document trainings so we are aware of what 
indicators to look closely for. As the Deputy Registrar, I will make sure to always keep fraudulent 
document detection tools on hand, such as counterfeit money pens and blacklights. If a document is 
ever in question after getting a second opinion and being shown to the deputy or manager then the 
investigator will be notified.

All broadcasts are important and must be read and initialed by each employee. In addition, myself 
or my assistant manager will make it a point to discuss any revisements with my staff to make sure 
that everyone is on the same page and understands all policies and procedures. If there is ever a 
question as to how to implement these changes, I fully plan on utilizing all resources available to 
me such as contacting the BMV help desk, or our agency's Field Represetative to gain the 
clarification that I need to be able to properly inform and train my employees. 



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 bring a positive attitude and approachable demeanor to the atmosphere wherever I go. I am 
committed to anything that I do, especially my business, and I want my employees to know that I 
am always there for them. I would not even be in the position that I am in now if it weren't for my 
current and past employees of the agency where I have gained all of my experience. I encourage my 
employees to be friendly, diligent, and to have pride in their work. I do this by also displying these 
mannerisms and treating everyone with the same level of respect that I would like in return.

I will maintain a high level of professionalism each day in this business by expecting from my 
employees to carry themselves and act professional at all times. There will be no negatively talking 
about the customers amongst employees behind the counter, no crude comments, no impatience nor 
unkindness. Everyone, of course myself included, is to adhere to all policies as outlined in my 
personnell policy at all times such as appearance, dependability, workmanship and job knowledge.

I currently have an amazing staff that I hope remain employed at my agency for many more years 
to come. Most of my staff members have many years of license agency experience under their belts. 
I hope to retain these employees by always treating them fairly and expressing my appreciation to 
them often. When it came time and should it come time again to hire new employees, I will go 
through a selective interviewing process to determine the most competent and qualified candidates. 
Prospective employees must be willing to learn and have a desire to serve the public with excellent 
customer service.

I will continue to provide a great place to do business by keeping my agency staffed with 
employees that are friendly with good attitudes and are excited to help each and every person that 
enters our doors. I demonstrate a very caring and helpgul demeanor myself for our customers so 
that they feel comfortable and important at my agency and hopefully return. I will ensure daily 
housekeeping is being done and neccessary cosmetic updates are being made as well as decorating 
the office for each holiday. I have access 24/7 to our security cameras, there are panic buttons in the 
office in areas accessible to employees, and the local authorities are highly accessible in the case of 
an emergency.

No one is always right, no matter the situation. However, in times of conflict, I feel it is of utmost 
importance to always maintain proffessionalism. Most of the time I am able to do this by staying 
true to my empathetic nature. I listen to the customers needs and concerns all while maintaining eye 
contact. I would ensure the customer that I would handle the situation, offer solutions, and 
apologize.



10.

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

12.

The best advice that I can give to my employees in the matter of having to deal with an irate 
customer, is that diffusing a difficult or escalating situation is a big skill to hone in on when 
working with the public. I would advise my employees that the customers' issue is not to be taken 
personally, to have them try and remove their emotions from the situation, and have them ask the 
customer right away if they would like to speak with a manager who can assist with coming to a 
solution.

I will continue to meet the expectations of the Bureau of Motor Vehicles by being a committed 
Deputy Registrar, by being committed to my business, my employees, my customers, to the 
community, and to the state of Ohio. I will retain outstanding employees who make it their duty to 
follow all rules set forth by the BMV and stay up to date on any and all changes implemented. I will 
refer to all resources available to me often and ask for and listen to advice from my field 
representatives.

The Bureau of Motor Vehicles should consider me for another deputy registrar license agency 
contract due to the fact that I am already so committed to the agency that I am bidding on. At my 
young age of 33 I have a total of over 18 years of customer service experience, and almost 8 years 
of experience working in a deputy registrar agency, most of which were in a managerial or Deputy 
Registrar position. I am genuinely committed to the bettering of the community and helping all of 
my customers to the best of my ability. I plan to continue to provide fast, professional, friendly and 
knowledgable service to all of my customers and ensure that my staff does the same. I believe that 
exceptional customer service has been and will be the key to the success of my agency. I will 
continue to strive to be the best that I can be to uphold the standards that are set forth and expected 
of me. I want to make everyone, especially myslef, proud. I believe that I can exceed even my own 
expectations, I just need the opportunity to be granted to me so that I can make my great state proud 
of me, too.













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] $
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Raechal M Towner 0426

7960.00

0

0

0

0

0

740 2220.00

10,180.00
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5.1 SITE QUESTIONNAIRE 

1. Location Number for which you are proposing (from Agency Specifications):   _________________

Street address of site  _______________________________________________________________ 

City  _________________________________________________, Ohio,  Zip Code  ____________

2. Is the site you are proposing currently in operation as a deputy registrar agency?

No _______  Yes _______ 

3. Do you intend to perform construction or remodeling to prepare this site for operation under a new
deputy registrar contract?

No _______  Yes _______ 

4. Are you applying for a contract at an existing license agency site that
was approved under  contract?

No _______ Yes _______

5. A. If you answered “No” to question number 4, skip to question number 7, and complete the
information required for this form (5.1) and the remainder of Section 5 forms 5.2 through 5.4. 

B. If you answered “Yes” to question number 4, have there been any changes to the site
(interior and/or exterior to include parking areas, path of travel, and accessibility to individuals
with disabilities, and signage)?

No _______ Yes _______

6. A. If you answered “No” to question number 5,  rint and submit this 
compliance with Section Five (5) requirements for this RFP and include it with the 

remainder  of your required proposal documents.  

B. If you answered “Yes” to question number 5, list the site changes in the space below and be
specific with the description(s) of any changes that have been made. Include additional
supporting documentation and attachments if needed, then stop here. Print and submit this page
along with any other documentation and attachments for compliance with Section 5
requirements for this RFP and include it with all other required proposal documents.

858
Lake Avenue

Ashtabula 44004

✔

✔ ✔

✔

✔

The signage was updated to the new BMV logo in May of 2022. Both the sign above
the office door and the signs by the road in the plaza display were replaced. Regular
cosmetic updates as well such as painting the interior of the office walls, carpet and
lobby floors professionally cleaned twice a year, and the plexiglass shields at each
terminal that were installed in 2020 remain up.








