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Purpose

The Third Party Office Procedures manual is the official reference for title and registration and driver license
transaction processes throughout the state by Authorized Third Party Providers. It provides procedures for
performing fiscal duties.

Responsibility

It is the responsibility of each staff member assigned this manual to be familiar with and comply with the procedures
and policies within. All prior fiscal/operations manuals, policies and procedures, regardless of their source, are
superseded upon receipt of this reference manual. If situations arise that are not addressed in this manual, they
should immediately be referred to Title and Registration Partnerships for resolution.

Updates

It is the responsibility of the owner/corporation to update changes or additions to this manual, and become familiar
with same.

| acknowledge receipt of the Third Party Office Procedures manual on this date. | understand that it is my
responsibility to read, update future additions or changes, and comply with the fiscal/operational procedures as set
forth in the manual. | understand that non-compliance with regards to the guidelines set forth in the manual will
result in disciplinary action as stated in the Contractor Violations/Consequences section.
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