
RESOLUTION NO. -7 - /S-,l 7
RESOLUTION APPROVING INTERLOCAL AGREEN{ENT BETWEEN

HOPKINS COUNTY AND TEXAS DEPARTMENT OF MOTOR VEHICL
FOR PROVISION OF EQUIPMENT AND CONSUMABLE,S

WHEREAS, Hopkins County and the Texas Department of Motor Vehicles (TxDMV) desire to enter

into an Interlocal Agreement as written and related to the issuance of county

workstations, equipment and consumable materials and;

WIIER-EAS, the Hopkins County Tax Assessor-Collector acts as agent for the Texas Department of
Motor Vehicles in the administration of motor vehicle titles and registration; and

WHEREAS, The Texas Department of Motor Vehicles ag.rees to provide the necessary workstations,

equipment and consumable materials in accordance with the guidelines set forth in the

Texas Department of Motor Vehicles County Equipment Guide and in Title 43, Texas

Administrative Code, Sections 217.71-74 ar,di,

WHEREAS, The Texas Department of Motor Vehicles maintains all hardware and software to support

the automated system for the administering of motor vehicle titles and registration and;

WHEREAS, Texas Department of Motor Vehicles retains full and complete ownership of the

equipment and;

WHEREAS, Hopkins County and the Texas Department of Motor Vehicles desire that the equipment

procured by TxDMV be installed and operated at location(s) under the jurisdiction of
Hopkins CountY and;

NOW THEREFORE BE IT RESOLVED, that The Commissioners' Court of Hopkins County desires

to approve the interlocal agleement between Hopkins County and the Texas Department of Motor

Vehicles in the provision of workstations, equipment and consumable materials.

APPROVED AND ADOPTED by the Hopkins County Commissioners' Court at the regularly scheduled

meeting on the !$ daY of Ju|Y.2019.

ewsom, Hopkins Co J

Mickey arker, SSl Pct. I

Wade Bartley, Commissio

, Commissioner, Pct 2

ce, Commissioner, Pct. 4
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STATEOFTEXAS 5

COUNryOFTRAVIS 5

INTERTOCAT AGREEMENT

for Provision of Equipment and Consumables

THls coNTRAcT is made by and between the State of Texas, acting by and through the Texas Department of Motor
Vehicles, hereinafter called the "department" or "TxDMV," and the County of
by and through its duly authorized officials, hereinafter called the,,county.,,

WITNESSETH

Ho kins Texas, acting

WHEREAS, the department is statutorily responsible for administering motor vehicle titles and registrations pursuant to
Texas Transportation Code Chapters 501, 502, 504 and 520; and

WHEREAS, the county tax assessor-collector acts as agent for the department in the administration of motor vehicle
titles and registration; and

WHEREAS, Texas Transportation Code 55O1.023 provides that to obtain a vehicle title an owner must apply to the
county tax assessor-collector; and

WHEREAS, Texas Transportation Code $502.040 provides that an application for vehicle registration is made through
the county tax ass€ssor-collector; and

WHEREAS, the department maintains an automated system for the uniform administering of motor vehicle titles and
registration, hereinafter identified as the automated registration and title system (RTS); and

WHEREAi equipment is necessary for the processing of motor vehicle titles and registration; and

WHEREAS, the department and the county desire that equipment procured by the department, hereinafter identified as
the "equipment," be installed and operated at location(s) under the jurisdiction of the county; and

WHEREAS, associated policies and procedures for the county use of the equipment are found in the department's
County Equipment Guide and in Title 43, Texas Administrative Code (TAC), Sections 277.71-.74; and

WHEREAT the department will furnish the equipment to the county provided the county agrees to adhere and comply
with the County Equipment Guide and the requirements established in this agreement; and

WHEREAS, the department provides the county with certain consumable materials that are integral to the
administration of motor vehicle titles and registrations, including disabled placards, cardboard tags, forms, license
plates, re8istration sticker paper, toner cartridges, reBistration receipt paper, department ad campaign supplies, and
other materials (hereinafter referred to as "consumables"); and

WHEREAS, the department and the county are authorized to enter into interlocal contracts or agreements under the
authority of Texas Government Code, Chapter 791; and

WHEREAS, on the 15 dayof J uly .2 the Hopkins County Commissioners Court Order or
Resolution ruo. -/ ' I 5- 1 7 , attached and identified as "Attachment c," authorizing the county's execution of this
agreement.

0_,

County ASreement Rev 07.2019



AGREEMENT

NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the parties do
hereby agree as follows:

I. CONTRACTING PARTIES:

The Texas Department of Motor Vehicles {TXDMV or department)

Hopkins (county)

ll. PURPOSE; Provision ofEquipment and Consumablesto counties to administer motorvehide tith and registration transactions.

lll. STATEMENT OF SERVICES TO BE PERFORMED: TxDMV and the county will perform statutority required functions
related to administerinB titles and registrations of motor vehicles as described in Attachment A, Scope of Services.

lV. CONTRACT PAYMENT: Each party paying for the performance of governmental functions or services
must make those payments from current revenues available to the paying party.

V. TERM OF CONTRACT: This contract begins when fulty executed by both parties and terminates six years from
the date this contract is executed by the state, or when otherwise terminated as provided in Attachment B, Article
4 of this Agreement.

Vl. CONTINUING CONTRACT OBtlGATlONS: The obligations and requirements of this contract are not affected by a

change in personnel at the county or at the department, including a change in elected or appointed officials.

Vll. LEGAL AUTHORITY: The parties certify that the services provided under this contract are services that are properly

within the legal authorityofthe Contracting Parties.

The County Commissioners Court, by resolution or ordinance dated July 15th 2019 has

authorized the county to obtain and provide the services described in Attachment A.

This contract incorporates the provisions of AttachmentA, Scope of Services, Attachment B, General Terms and

Conditions, Attachment C, Resolution or Ordinance, Attachment D, RTS Workstation Lease Agreement, Attachment

E, Designation of Equipment Custodian, Attachment F, County Equipment List.

FOR THE COUNTY

Hopkins (Name of County)

DateBy

07l1.s/2079

Typed or Printed Title and Name

CounW Judse

County Agreement Rev 07-2019



AGREEMENT

NOW, THEREFORE, in consideration of the mutual covenants and agreements herein contained, the parties do

hereby agree as follows:

I. CONTRACTING PARTIES:

The Texas Department of Motor vehicles (TXDMV or department)

Hopkins (County)

ll, PURPOSE: provisbn of Equipment and Consumablesto counths to administermotorvehicle title and registrarion transactions'

lll. STATEMENT OF SERVTCES TO BE pERFORMED: TxDMV and the countywill perform statutorily required functions

related to administering titles and registrations of motor vehicles as described in Attachment A, Scope of Services'

tV. COI{TRACT PAYMENT: Each party paying for the performance of Sovernmental functions or services

must make those payments from current revenues available to the paying party'

v. TERM OF CONTRACTI This contract begins when fully executed by both parties and terminates six years from

the date this contract is executed by the stite, or when otherwise terminated as provided in Attachment B' Article

4 ofthis Agreement.

Vl. CONTINUINC CONTRACT OBII6ATIONS: The obligations and requirements of this contract are not affected by a

change in personnel at the county or at the department, includinS a change in elected or appointed officials'

Vll, LECAL AUTHORITY: The parties certify that the services provided under this contract are seryices that are properly

within the legal authority of the Contracting Parties.

The County Commissioners Court, by resolution or ordinance dated

authorizeithe county to obtain and provide the services described

July 15th 2019 has

in Attachment A.

This contract incorporates the provisions of Attachment A, scope of services, Attachment B, General Terms and

conditions, Attachment c, Resolution or ordinance, Attachment D, RTS Workstation Lease Agreement' Attachment

E, Designation of Equipment Custodian, Attachment F, County Equipment list'

FOR THE COUNTY

Hopkins (Name of County)

Date
By

o7175/2019

County Aereemenl
Rev 07-2019

Typed or Printed Title and Name

countv ludqe Robert Newsom



FOR THE STATE OF TEXAS

Executed for the Executive Director and approved by the Texas Department of Motor Vehicles Board for the purpose

and effect of activating andfor carrying out the orders, established policies, or work programs approved and authorized

by the Texas Department of Motor Vehicles Board.

By Date

2-77-n
Kuntz
Vehicle Titles and Registration Division

Texas Depa rtment of MotorVehicles

County Agreem{ n!
Re! 07 :O19



ATTACHMENT A

Scope of Services

The department will continue to provide equipment, consumables, and support to the county to facilitate the county
in administering motor vehicle title and registration transactions, under the following conditions:

The department shall:

1. Provide workstations and equipment in accordance with guidelines set forth in the County Equipment
Guide. On an annual basis, the department will provide the county a list of the equipment then assigned to
the county. Attachment F, County Equipment List, will be renewed as according to the County Equipment
Guide, and will become part of this agreement.The department retains full and complete ownership of the
equipment and nothing in this agreement shall grant to the county, its officers, employees, or contractors,
ownership ,n the equipment;

2. Maintain all the hardware and software necessary to support the equipment at approved county tax
assessor-collector office locations;

3. Provide the county with the opportunity to lease additional workstations at county expense. A copy ofthe
lease agreement is incorporated into this agreement and is found in Attachment D. Leased workstations
are the property of the department;

4. Determine the county's annual needs of WR-500-RTS paper and toner cartridges, based on historical use,
as described in the County Equipment Guide. VTR-soO-RTS paper and toner cartridges in excess of the
department's determination are available at county expense;

5. Provide basic web-based training for county staff on the processing of title and registration transactions
Additional instruction, training, webinars and user guides may be provided as system adjustments and
enhancements are made; and

5. Provide online access to department registration and title manuals.

The county shall:

1. Designate a person employed by the county to serve as the primary equipment custodian, whose
responsibility it is to track equipment received by the county pursuant to this agreement. The county will
designate the primary equipment custodian in Attachment E of this agreement, and may designate

secondary equipment custodians if needed for multiple sites. The primary equipment custodian, in
addition to the county itself, is responsible for ensuring compliance with the County Equipment Guide,
which is adopted by reference to this a8reement. lf the County Equipment Guide is updated by the
department, the primary equipment custodian must ensure that appropriate county personnel are
informed of the update. The primary equipment custodian is also responsible for preparing the county for
periodic equipment refreshes. Should the primary or secondary custodians cease employment with the
county, the county shall appoint new custodians and update Attachment E.

2. Report lost or stolen equipment to the department within 48 hours of discovery, as provided by the County
Equipment 6uide. A copy of any resultinB police report shall be provided to the department within five
business days;

CounlyAgreement
Attachment A - scope of Servrces Rev 07 2019



3. Reimburse the department for the replacement cost of lost, stolen or damaged (not due to natural
disaster) equipment. The department will invoice the county in accordance with the County Equipment
Guide;

4. Not dispose of, transfer, resell, or designate as surplus any of the equipment or consumables provided
throuBh this aBreement;

5. Process transactions in compliance with the Transportation Code and the department's title and
registration manuals and related bulletans;

6. Turn in defective consumables for replacement to the department's local regional service center to which
the county is assigned;

7. Ensure all county personnel (or those acting on ats behalf) are adequately trained to administer motor
vehicle title and registrataon transactions on behalf of the department;

8. Provide all personnelwho use department workstations with training on confidentiality and fraud
detection; and

9. Ensure access to department equipment and systems by terminated employees is removed within 48 hours
of termination.

County ASreement
attachment A - Scope of services Rev 07-2019



ATTACHMENT B

General Terms and Conditions

Article 1. Amendments

The lnterlocal Agreement, Scope ofServices, and General Terms and Conditions may be amended upon
agreement by both parties, without the need to execute a new contract.

The department may update and make changes to the County Equipment Guide and appendices not listed above
unilaterally.

Article 2. Conflicts Between Agreements

lf the terms of this contract conflict with the terms of any other contract between the parties, the most recent
contract shall prevail.

Article 3. Ownership of Equipment

All equipment provided by TXDMV under this contract is and will remain the property of the TXDMV.

Article 4. Suspension or Termination

This contract may be terminated by any ofthe following conditions:

A- By mutual consent and agreement ofthe parties.

B. By either party after thirty days written notice.
C. By TXDMV, should it determine at any time that the County has failed to comply with any of the

requirements in this agreement-

Should termination of this agreement occur, the County shall allow TxDMV to remove its equipment. TxDMV shall

remove equipment within a reasonable amount of time.

ln lieu of termination, should TXDMV determine at any time that the County has failed to comply with any of the
requirements in this agreement, TxDMV may suspend access to the automated registration and title system at one

cr all County locations until such failure is corrected.

Article 5. Compliance with Laws

The parties shall comply with all federal, state, and local laws in any manner affecting the performance ofthis
agreement.

Article 6. Signatory Warranty

Each signatory warrants that the signatory has necessary authority to execute this agreement on behalf of the
entity represented-

Article 7. Unauthorized Use of Equipment

The county is provided complete workstations to access RTS. Thus, absent written approval by TXDMV, no additional
equipment, hardware, or software may be installed or attached to a workstation.

County Ag.eement
Attarhment B - GeneralTerms and Co.ditiont Rev 07 2019



The equipment may not be moved, relocated, manipulated, disassembled, or reassembled without written
approval by TxDMV. This includes attempts to repair the equipment. Absent written approval byTxDMV,
workstations may only be used to access RTS.

Article 8. Confidentiality

The county understands that TxDMV collects and maintains confidential and sensitive information and that
TxDMV permits access to this data by this agreement. The county is responsible, by law and through this
agreement, for maintaining the confidentiality of that data. The county may only disclose confidential information
in accordance with Transportation Code Chapter 730, Government Code Chapter 552, and this agreement. The
county understands and agrees that the unauthorized release of confidential information may subject its officers,
employees, and contractors to liability or prosecution, and may result in the termination of this contract.

The county understands and agrees that any access to RTS granted by the department, including any logins and
passwords, are confidential and that said access will not be disclosed to unauthorized persons. Attempts to
carcumvent department security devices or protocols, by unauthorized software, hardware, or other means, is

expressly prohabited and may result in liability or prosecution and termination of this contract.

CountyAgreement
Attarhment B GeneralTerms and Condrtions Rev o7-2019



ATTACHMENT C

Resolution or Ordinance

On the 15 day of J uly ,2o__19- the
Commissioner's Court passed Resolution No.
authorizing the County's participation in this Agreement.

Please attach a copy of the Resolution or Ordinance to this Agreement.

Hop kin s Coun ty
hereinafter identified by reference,

County ABreement
Attachment C - Resolution or Orda.an(e Rev 07-2019



ATTACHMENT D

RTS WORKSTATION LEASE AGREEMENT

STATE OF TEXAS

COUNTY OF H OPKINS

THIS AGREEMENT is made between the Texas Department of Motor Vehicles "TxDMV" or "department" and the
"county" pursuant to Texas Transportation Code, Section 520.0093, for the purposes of providing the County of

HOPKINS Texas an option to lease additional Registration and Title System ("RTS")

workstations directly from the state. This agreement is incorporated into the lnterlocal Agreement for Provision
of Equipment and Consumables ("County Agreement") and is subject to the provisions of the County Agreement
and the County Equipment Guide, including but not limited to provisions relating to: equipment Installation, RTS

programming and hardware/software configuration, security, maintenance, equipment repair and replacement,
equipment movement, unauthorized equipment use, building electrical requirements, accountability/inventory
of equipment, training, and supplies.

1. lf the county desires additional RTS workstations beyond what is allocated by the department, the
workstations may be leased at countv exoense from the department.

2. The cost of leasing a basic RTS workstationl will be 5350 per year plus 511 per year for an elearning
account, for a total annual lease cost of 5361. lf a cable drop is needed for a workstation, there is a one-
time cost of 5180 per drop. For workstations that are leased by the county for placement in a full service
deputy ("FSD") office, there is an additional annual cost of 54,260 per full service deputy site, per year to
cover the T1 circuit cost.

3. Lease charges are billed annually on the county's annual invoice. Lease costs are prorated for the first
year of the lease term based on the installation date, and the prorated amount will be included on the
county's next annual invoice.

4. The county may request the department remove the leased equipment at any time. The equipment will
be removed within 30 days of the request being received by TxDMV. The county will forfeit any portion of
the annual lease fee that remains.

5. Costs for leased equipment and services are subject to change annually

6. The county will indicate equipment requirements below (by site and quantity). Total annual costs can be
projected using the table provided. TXDMV will compute final costs and the county will be billed in
accordance with paragraphs 2 and 3 above.

7. ln addition to the provisions of the original County Agreement, TxDMV's responsibility for equipment
installed at FSD sites (i.e., privately owned, for-profit enterprises performing motor vehicle title and

registration transactions for the county tax office) is limited to ensuring the equipment remains
operational. The county will be responsible for all training, forms, supplies, user policy and procedures,

etc., associated with this offsite equipment. This agreement will remain in force for as long as the County
Agreement remains effective.

rThe Eaaic RTS workstation includes all standard items for full ftrnctionality (monilor, CPU, keyboard, mou5e, printer, software, support, and cash drawer, if
nece5rary), in a normal environment.

CountyAgreement
A(achment D RfS Workstation Lease Agreement Rev 10 2018



8. Workstations identified below that are leased under the provisions of this agreement will be installed
following approval of the County Commissioner's Court and after signature by the County Judge (or a
designee when supported by a certified copy of the Commissioner's Court Order or Resolution, which
must be attached) and counter signed by the Director of the Vehicle Titles and Registration Division of
the Texas Department of Motor Vehicles.

The County of HOPKINS Texas will lease 0 additional RTS workstation(s) to be installed at the
following County Tax Office or full service deputy location(s)

Site Type
County or FSD

New (Nlo.
Existint (E) Site

Site Name Site Address
Workstation

Quantity

Item Site Name Quantity
lndividualltem

Cost
Total Annual

Cost

1. RTS Workstation, Basicr (non-FSD 5ite) 5351.OO

2 RTS Workitation, Basic! (FSD site) s361.00

3.
T1 Circuit Co5t (FSD sites only - one
annual(ircuit charge per FSD 5ite) 54,260-00

Note: coble drcps ote on odditionol 5180 eoch ond chorged in first yeor onty Annuel lease Co5t S o.oo

nty rudge I
Date DateJeremiah Kuntz

Director, Vehicle Titles and Registration
HOPKINS

County

lThe Basi( RTS wotkstation includes all standard items for full fun.tionality (monitor, CPU, keyboard, mouse, printer. sottware, support, and cash drawer, if
necessary), in a normal environment.

County ABreement
Attachment D - RTS Workstation Lease Agreement Rev 10 2018

--l



ATTACHMENT E

Designation of Equipment Custodian(s)

The county is required to designate a primary equipment custodian who is responsible for the tracking of equipment
assi8ned to the county by the department pursuant to this agreement. The county may choose to designate secondary
equipment custodians who are responsible for equipment at county sites where equipment provided through this
contract is located-

Prima County Equipment Custodian

Secondary County Equipment Custodian(s)
may desi8nate one per county office

County Site Name Custodian Name Email

County Hopkins

Name

Email debbie@hopkinscountytx.org

Phone Number (903) 438-4063

Physical Address 128 Jefferson 51., Ste. D Sulphur Springs, Texas 75482

County Agreem€nt
Altachment [ - De5ignstion ot tquipment Cu.todian(s) Rev 07-2019

Phone Number

Debbie Pogue Matchell
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1 lntroduction

1.1 Overview
The Texas Department of Motor Vehicles (TxDMV) partners with county tax assessor-collectors (TACs) across the
state who provide valuable assistance to the department by processing various types of vehicle title and
registration transactions. For over 20 years, the State has provided TACs with equipment and consumable
resources necessary to carry out these functions on its behalf. This guide is intended to document the processes,

expectations and requirements related to equipment and consumables issued by TxDMV to the TACS.

Below is a summary of what is addressed in this guide. Detailed requirements are contained within, so please

review the entire guide carefully to familiarize yourself with all policy requirements and deadlines.

COMPUTER WORXSTATIONS

There are two types of available workstations:
1. basic registration and title system (RTS) workstation, and

2. the webDEALER workstation.

Workstations are provided at state expense based on county transaction volumes and county site locations.
Additional RTS workstations may be leased for an annual fee. Methodologies used to determine allocations at
state expense and the details surrounding RTS workstation leases are found in Section 2.

ANNUAT OPEN REQUEST PERIOD

County workstation summaries showing workstation counts and available allocations (based on TxDMV fiscal year

transaction counts) will be posted on the TAC lnformation Hub at htto://www.TxDMV.eov/tax-assessor-collectors
by October 1. Counties should review this data in preparation for the annual open request period. All requests
for odditionolworkstations (allocated RTS, webDEALER, RTS lease, or workstation conversions) must be made

during the annual open request period, which runs from November 1to November 30. TxDMV will evaluate all

requests and respond with approval or denial no later than December 31 by returning copies of submitted forms
via email- lnstallations will then be coordinated through the lT Services Division and will begin in .lanuary of each

year.

WORKSTANON MOVES

Workstation moves may be requested at any time (including moves for office relocations); however, please note

that moves require a formal request and approval from TxDMV p,orto the move. Also, all costs related to
moves shall be borne by the county. lf assistance is needed (move assistance will be provided by a designated

TXDMV vendor or TXDMV staff), the move will be coordinated through the lT Services Division and the county will
be charged for actual labor and travel costs associated with the move.

CONST,,MABIE RESOURCES

TxDMV provides TACS with necessary consumable supplies to conduct TxDMV business. Certain consumable
resources, including WR-500-RTS paper and toner cartridges, have maximum annual allocations based on
transaction volumes and historical usage. Each county will receive an annual allocation of WR-500-RTS paper

and toner cartridges. Once the county exhausts its annual allocation, the cost ofadditional consumable
resources shall be borne by the county. Details can be found beginning in Section 9.

TRAINING

TXDMV provides web-based training for TAC staff, which can be accessed at any time. The training modules focus

on title and registration transactions but also include AAMVA fraud modules and administrative modules such as

report printing. Details regard'ng eLearning can be found in Section 8.

REv 1/3/2019 1



1.2 lnterlocalAgreement for Provision of Equipment and Consumables
Each county is required to execute the lnterlocal Agreement for Provision of Equipment and Consumables. This is

a contract between TxDMV and the county that outlines each party's responsibilities and documents the legal

expectations surrounding the partnership. lncorporated as attachments to the contract are the Workstation

Lease Agreement, the Designation of Equipment Custodian, and the County Equipment List.

Each county must designate a primary equipment custodian who is responsible for tracking all equipment

assigned to the county. The equipment custodaan is responsible for ensuring compliance with the policies and

procedures set forth in the County Equipment Guide. The equipment custodian is also responsible for preparing

the county for periodic equipment refreshes.

2REv 7 /3/201,9

Counties are responsible for all equipment issued by TXDMV. The County Equipment List is a list of all equipment

assigned to the county as of a given date. This last will be updated and provided on an annual basis by TxDMV

and incorporated into the lnterlocal Agreement as an attachment.



7 Workstations
Workstation options include allocated RTS workstations (state expense), webDEALER workstations (state expense), and

leased RTS worktations (county expense). The total number of workstations to which each county is eligible is

determined as follows:

Workstation allocations based on transactions (one workstation allocation for every 11,400 transactions)

+
Workstations based on remote sites (one workstation allocation for each county remote site)

+
one webDEALER workstation for each county site (if eligible for webDEALER per Section 2.3)

=
TOTAI- WORKSTATIONS AVAIIABTE AT STATE EXPENSE

Note: additional webDEALER workstations may be allocated based on webDEALER transactions percentage (see Section
2.3 webDEALER Workstations); however, eligibility for additional webDEALER workstations does not increase the total
number of workstations available to the county at state expense. lnstead, allocations of additional webDEAtER

workstations will simply result in conversions of existing allocations (see Section 2.5 Workstation Conversions).

2.1 Basic RTS Workstation
Workstation Components

. CPU

o Monitor (RTS = 22"; webDEALER = 27")
. keyboard and mouse
o printer
o cabling

Network Equipment
. router
. switch (if required)
o T1 line

Optional Equipment

cash drawer

Workstations do NOT include
o non-RTS equipment (toggle switch boxes, etc.)
o flash drive
. wireless keyboard
. mouse pad

. ergonomic equipment

. scan gun

There are two ways a county may qualify for workstation allocations: 1) allocations based on transactions, and 2)

allocations based on remote county locations.
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ALLOCATIONS BASED ON REMOTE SITE tOCATIONS

ln addition to the transaction-based allocation, counties are also entitled to one workstation allocation per
remote site location. lfyour county has two locations in addition to the main tax office, then you are entitled to
two additional RTS workstation allocations on top of the transactional allocation.

EXAMPLE

Total transactions September 1to August 31 = 228,000

Breakpoint = 11,400

RTS workstation af location = 228,OOO / n,aOO = 20.0 (decimals are rounded up)
Remote locations = 2

RTS workstation allocation = 22 (20 + 2)

2.3 webDEALER Workstations
Counties must first meet the webDEAl-ER criteria to qualify for webDEALER workstations. To qualifo, counties
must register a minimum of five dealers who process a total of 25 transactions per month. Once qualifaed, there
are two methods used to allocate webDEALER workstations: webDEALER Base and webDEALER Conversion.
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ALLOCATIONS BASED ON TRANSACTIONS

Total countv transactions from September L to Aueust 31

AvB # of transactions processed by RTS workstations across the state (currently set at 11,400)

webDEALER Base

webDEALER Base entitles eligible counties to one workstation for each county location. lf a county has three
total locations (main office plus two remote sites), then the county is entitled to three webDEALER workstations.

EXAMPLE

Using the example above, the county is entitled to:
Workstations based on transactions = 20

Workstations based on remote locations = 2

webDEA[ER Base allocation = 3 (one workstation per county location)
Total worktations available at state expense = 25 (22 allocated + 3 webDEALER)

webDEALER Conversion

TxDMV has implemented a new allocation policy for webDEALER workstations based on the county's percentage

of webDEALER transactions to overall transactions. webDEALER Conversion allows a county to convert allocated

workstations to webDEALER workstations - it does not increase the number of workstations available at state

expense. The webDEALER percentage is applied to the county's total workstation allocation available at state

expense (RTS + webDEALER Base) to determine the total number of webDEALER workstation allocations available

to a county. lf the county's webDEALER allocation count per the webDEALER Conversion calculation is Breater
than its webDEALER allocation count per the webDEALER Base calculation, then the county may convert the
difference in those counts from allocated workstations to webDEALER workstations by exchanging the smaller

monitors for larBer webDEALER monitors.

The new policy was established to provide additional support to counties who conduct higher volumes of
webDEALER transactions. Please note that eligibility for webDEALER workstation conversions do not impact a

county's total workstations available at state expense. lf a county receives additional webDEALER workstations
based on its webDEALER transactions percenta8e, the effect will be conversions of existing workstation
allocations by replacing the 22" RTS monitors with the 27" webDEALER monitors.

EXAMPLE



webDEALER transactions September 1to AuBust 31 = 42,000

Totaltransactions September 1 to August 31 = 228,000

webDEALER perectage = 18% \42,OOO / 228,OOO!

Continuing from the last example:
lf the county is entitled to a total of 25 workstations at state expense, then the webDEALER Conversion

Calculation is 18% x 25 = 4.5, which is rounded to 5. The county is entitled to a total of 5 webDEALER

workstations at state expense. lf we compare the webDEALER Conversion count of 5 to the webDEALER Base

count of 3, this county is entitled to convert 2 (5-3) of its allocated workstations to webDEALER workstations.
Total workstations available at state expense = 25 (20 allocations + 5 webDEALER)

Please note that webDEALER Conversions do not increase the total number of workstations available at state
expense. webDEALER conversions allow a county to replace the 22" RTS monitors with the 27" webDEAtER

monitors.

2.4 LeasedWorkstations
Counties may lease additional RTS workstations at county expense.. Further, all workstations located at full
service deputy locations must be leased workstations. The annual lease term coincides with the state fiscalyear,

September 1 to August 31. The annual cost to lease a workstation is discussed in Section 10 - County Costs and

lnvoicing, and an example of lease costs can be found in Appendix C.

All workstation lease requests must include an executed lease agreement. Please note that lease agreements

require the signature of a countyjudge. A copy ofthe current lease agreement can be found in Appendix B,

Attachment D.

Leased workstations at county offices (not full service deputy locations) may be converted to allocated

workstations during the annual open request period if the county has available allocations (see Section 2.5

Workstation Conversions).

2.5 Workstation Conversions
There are two ways that workstations may be converted: 1) a workstation lease may be converted to an

allocation during the annual open enrollment period if the county has available workstation allocations based on

the number of county transactions, and 2) allocated workstations (22" monitor) may be converted to webDEALER

workstations (27' monitor) during the annual open enrollment period if the county is eligible for webDEALER

conversions based on the webDEALER transactions percentage described in Section 2.3 webDEALER workstations.

The annual county workstation summary, which is published on the TAC lnformation Hub

httD://www.TxDMV.sov/tax-assessor-collectors by October 1 each year, will list available workstation allocations

as well as available workstation conversions.
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3 The Equipment Request Process
All additional workstation requests (allocated RTs, webDEALER, RTS lease, or workstation conversions) must be made

during the annual open request period using the Equipment Request Form (sample can be found in Appendix D). A
separate form must be submitted for each county location. This is a fillable form that is located online on the TAC

lnformation Hub at httD://www.TxDMV.gov/tax-assessor-collectors. Please complete forms online and submit

electronically via email to RTS-Workstation-Allocations(aTxDMV.qov. Forms may also be completed manually and faxed

or mailed if necessary (see Section 3.1 for fax number and mailing address).

Each county's workstation summary showing workstation counts and available allocations (based on TxDMV fiscal year

transaction counts) will be posted on the TAC lnformation HUB at htto://www.TxDMV.eov/tax-assessor-collectors by

October 1. Counties should review this data in preparation for the annual open request period. All requests for
odditionolworkstations (allocated RTS, webDEALER, RTS lease or workstation conversions) must be made within the
annual open request period, which runs from November 1to November 30. TxDMV will evaluate all requests in the
order they are received and respond with approval or denial no later than December 31 by returning copies of
submitted forms via email.

lnstallations will be coordinated in the order the requests are received through the lT Services Division's County Network

Support (CNS) group and will begin in January ofeach year. CNS will contact the county to schedule the delivery and

installation of the equipment. lf workstations are available in inventory, delivery can be expected within two to three
weeks of CNS contact. lf workstations are not available in inventory, CNS will notifo the county and delivery and

installation will take approximately three months.

Approval of workstation requests will depend on available allocations for your county as well as equipment availability

and available TxDMV budget funding.

KEY DATES

October 1 Workstations summaries will be posted on the TAC lnformation Hub at

httD ://www.TxDMV.povltax-assessor-collecto rs

November 1-3O

oecember 1-31

January

Annual open request period (submit Equipment Forms via email)

TxDMV evaluation period (approvals and denials will be communicated electronically via

return of the submitted Equipment Request Form)

Workstation installations coordinated with lT Services Division

EXCEPTIONS TO MAKING WORKSTATION REOUESTS DURING THE OPEN REQUEST PERIOD

. There are two exceptions for workstation requests outside the open request period:

1. Workstation moves (intraoffice or interoffice and includes moves due to office relocations), and

2. Workstation replacements due to natural disasters or other unforeseen circumstances that necessitate

workstation or equipment replacements-

Workstation requests outside the open request period should be made using the same procedure prescribed above.

Complete the appropriate fillable form online and submit completed form electronically via email to RTS-Workstation-

Allocations(aTxDMV.qov. Forms may also be completed manually and faxed or mailed if necessary (see Section 3.1 for

fax number and mailing address). These requests will be reviewed as they are received and an approval or denial

response will be prov'ded to the county electronically via return of the submitted Equipment Request Form or

Equipment Move Form within 10 working days. Workstation replacements will be coordinated through the lT Services

Division.
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3.1 Steps for making workstations requests
Step 1.

Step 2.

Review workstation summary for your county and determine workstation needs for the upcoming
period of November 1to October 31.

Complete applicable forms online and submit via email if possible anytime during November 1to
November 30.

Email RTS-Workstation-Allocations@TxDMV.sov (emailed is preferred)

Step 3.

Step 4.

Fax 572-465-4117

Mail Texas Department of Motor Vehicles

Attn: VTR Equipment Request

4000 Jackson Ave., Bldg 1

Austin, Texas 78731

Requests will be evaluated and TXDMV will respond with approval or denial no later than December 31

by returning copies of submitted forms via email.

Workstations approvals will be forwarded to the lT Services Division who will coordinate installations

directly with the county beginning January of each year.
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4 l\loving or Relocating Existing Workstation Equipment
Workstations consist of equipment designed to work together as a unit. Do not move orexchonge ony parts ofthe
equipment within the oJfice or between locotions without prior outhorization Jrom TYDMV. ll is importa nt to notify
TxDMV when moving equipment in order to maintain an accurate inventory list, All equipment is inventoried and

tracked by location as required by State Property Accounting Rules. Equipment must be available for inspection during

work hours to TxDMV or its representatives.

To obtain authorization, submit the Equipment Move Form (a sample can be found in Appendix D). Equipment move

requests may be made at any time and are not required to be submitted during the annual open request period- The

Equipment Move Form is located online on the TAc lnformation Hub at http://www,TxDMV.eov/tax assessor-co llectors

Complete the fillable form online and submit electronically via email to RTS-Workstation-Allocations(aTxDMv-qov.

Forms may also be completed manually and faxed or mailed if necessary (see Section 3.1 for fax number and mailing

address).

4.1 lt/loving equipment within an existing office (intraoffice)

When relocating TxDMV equipment inside the existinB facility, the county may relocate the equipment at its

expense after TxDMV approval. TxDMV can provide assistance with movinB or relocating equipment, if desired.

Assistance will be provided by a TxDMV vendor or TXDMV staff. Use the Equipment Move Form to request

authorization and notify TXDMV of the move. lf assistance is needed, please indicate so on the Equipment Move

Form. lf the county would like a cost estimate for TXDMV move assistance, please indicate so on the form, and

the county will be notified within 10 workang days with the estimated cost associated with the move so that the

county may determine whether to proceed with move assistance. The county will be charged for the actual cost

of labor and travel. See Section 10 - County Costs and lnvoicing for details.

4.2 Relocating equipment to an external location (interoffice)
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A county may wish to move equipment from one location to another, or the county may have an office

relocation. When relocating TxDMV equipment outside the existing facility, the county may relocate the

equipment at its expense after TxDMV approval. TxDMV can provide assistance with moving or relocating

equipment, if desired. Assistance will be provided by a TXDMV vendor or TXDMV staff. Use the EquiPment Move

Form to request authorization and to notify TXDMV of the move. When relocatin8 equipment to a new office

location for county convenience, costs associated withthe relocation will be the county's responsibility. lf the

county would like a cost estimate for TxDMV move assistance, please indicate so on the form,, and the county

will be notified within 10 working days with the estimated cost associated with the move. The county will be

charged forthe actual cost of labor and travel aswell as site setup costs, if applicable. See Section 10-County

Costs and lnvoicing for details.

For moves requiring assistance, please note the lead times indicated below:
cable drop needed minimum lead time required is 15 working days

No cable drop needed minimum lead time required is 10 working days



5 Workstation IVlodifications and
and Support

Eq uipment I\/aintenance

All equipment remains the property ofTxDMV. Equipment must be kept in a secure place- Normal maintenance should

be performed by the county (cleanang, changing toner cartridges, etc.). Equipment should be made available for
inspection during working office hours when deemed necessary by TxDMV.

5.1 Workstation [Vlodiflcations
Workstations should not be modified without written approvalfrom TxDMV- Examples of modifications include

credit card readers, automatic security open cash drawers, peripherals, linking to databases, firewall access, etc..

The followinB items are not allowed to be added to workstations under any circumstances: software (including

device drivers) and any system that requires interconnection to county networks. To request a workstation
modification, submit the Workstation Modification Form (a sample can be found in Appendix D) to
Securitv Manaqement@TxDMv.gov. The Workstation Modification Form is located online on the TAC

lnformation Hub at http://www.TxDMV.eovltax-assessor-collectors. Please allow 15 business days for review of
requests. Approval or denial will be provided via email by return of the workstation Modification Form.

5.2 Planned outages for system maintenance
TxDMV will provide advanced notlce of planned down periods that occur during normal business hours to the

extent possible. TXDMV will make every effort to avoid planned outages during business hours. These

announcements are distributed via goVDELIVERY e-mail and posted to the TAC lnformation Hub. ln the event of
an unexpected failure/outage, the same process will be followed and notice will be issued as soon as possible.

When available, TxDMV will give an estimated time for repa ir. The goVDELIVERY e-mail contact(s) forthis
communication should be kept updated to ensure timely communication to the correct person(s).

5.3 Support for equipment
RTS equipment support will be provided by the RTS Help Desk toll-free number 1-877-933-2020 Monday - Friday

during the hours of 8:00 a.m. - 5:OO p.m. Any issues not immediately resolved will be escalated in order to
provide a 48-hour turnaround time for resolution.

5.4 Lost, stolen or damaged equipment
stolen equipment should be reported immediately upon discovery to both the RSC and local law enforcement.

Report lost or damaged equipment to the RSC within 48 hours. Forward a copy of the police report to !f!
Workstation-Allocations@TxDMV.gov within five business days. The report may also be faxed or mailed if
necessary (see Section 3-1 for fax number and mailing address).

The county will be responsible fot lhe replocement value (and all associated labor costs) of lost, stolen or
damaged equipment (not due to a natural disaster). lnvoicing for any lost, stolen or damaged equipment will be

done on an annual basis following the procedures outlined in Section 10 - County Costs and lnvoicing.

Equipment that is damaged due to natural disaster will be replaced subject to equipment availability and

available budget.
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6 Returning Equipment to TxDNIV
Equipment returns may be necessary for various reasons including damaged equipment, equipment reductions durinB

the refresh period (see Section 7.1, Equipment Reductions), or office closings. Damaged equipment must be returned to
TXDMV for inspection and possible use. lf the equipment is not or cannot be upgraded, it must go through the inventory

reduction process and be disposed of as surplus through the Comptroller's website.

To initiate an equipment return for any reason, please contact the RTS Help Desk toll-free number 1-877-933-2020

Monday - Friday during the hours of 8:00 a.m. - 5:00 p.m. The RTS Help Desk will collect contact information that will
be provided to our lT Services staff who will then send an email with further instructions.

RETURNING DAMAGED EQUIPMENT

lT Services will first ship replacement equipment to the county, including a shipping label for return of damaged

equipment. lf possible, please use the same box in which the replacement equipment was shipped to return the
damaged equipment. lfthe box provided does not accommodate the equipment, the county is responsible for supplylng

a box. The equipment should be clean and all parts, including all cables, must be packaged together as a unit. When

returning equipmen! please include where the equipment was located and the reason for removal. Please package the
equipment securely and return using the shipping label provided. Please return using regularly scheduled FedEx pickup,

or callTXDMV at 512-465-4282 to schedule a FedEx pickup

NOTE: lf equipment is not packaged properly and damage occurs due to improper packaging, the county may be

financially responsible and invoiced for the replacement cost (including all associated labor costs) of the equipment.
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7 Equipment Refresh Schedule and Equipment Reductions
TxDMV replaces county workstations periodically to ensure equipment is current and operates effectively. Starting in
spring 2021, TxDMV will stagger equipment refreshes based on the following schedule:

Group 1: Spring 2O21- 33To of workstations replaced ) Next replacement Spting 2027

Group2: Spring2022 -33% of workstations replaced ) Next replacement Spring 2028

Group 3: Spring 2023 - 33% ofworkstations replaced ) Next replacement Sprin8 2029

Once it is determined which county workstations will be replaced in each group, the schedule details will be provided to
the counties. Note that routers and switcheswill be replaced duringthe three co nsecutive yea rs after the workstation

repfacements (i.e .,2024,2075,2026), resulting in a six-year, staggered replacement cycle.

7.1 Equipment Reductions
Coinciding with the year of equipment replacement, a countfs allocated workstations moy be reduced if the
workstation summary based on the prior year's transactions no longer supports the number of allocated

workstations. See Section 2.2 for allocation calculations. The county's workstation summary for that year will
indicate if equipment reductions are required. lfreductions are necessary, the county maychoose to convert the

allocation(s) to leased equipment or to return the equipment to TXDMV during the refresh/replacement period.
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8.1 eLearning Accounts
To add or delete elearning user accounts, please submit the elearning UserAccount Form (a sample can be

found in Appendix D) viaemail to TxDMV-Learning@txdmv.eov. TheeLearning UserAccount Form is located
online on the TAC lnformation Hub at htto://www .TxDMV eov/tax-assessor-collectors

A county is allocated eLearning accounts based on the county's current workstation count. Each allocated and

leased TxDMV workstation is assigned one eLearning user account, which represents the county's Base Accounts
Counties that have workstation counts from 1 to 19 are entitled to one additional elearning account. Counties

that have workstation counts of 20 or more are entitled to 10% additional eLearning accounts, which represents

the county's Additional Accounts. For example, a county that has 14 workstations is entitled to 15 elearning
accounts. A county that has 74 workstations is entitled to 82 elearning accounts (74 x lO% = 7 .4, rounded up to
8). The county's Base Accounts plusAdditional Accounts equalsthe county's Total Accounts at State Expense.

lf a county desires eLearning accounts in excess of the county's Total Accounts at State Expense additional
accounts may be requested at county expense pending availability. Counties will be charged for the cost of each

account (see Appendix E for a price list for potential county costs) over the number of allocated eLearning

accounts (TotalAccounts at State Expense) and will be invoiced on an annual basis following the procedures

outlined in Section 10 - County Costs and lnvoicing. Not only is it important to keep elearning user accounts up-

to-date to ensure accurate reporting of module completion, but it is also important to prevent being charged for
eLearning user accounts for staff who are no longer employed, which may contribute to eLearning accounts in

excess of allocated eLearning accounts.

8.2 elearning [\Iodules
The eLearning modules cover various topics related to the title and registration process in Texas such as Title
Transactions, Title Errors, Bonded Titles, Registration Basics, Permits, and Disabled Placards. In addition to title
and registration modules, there are also administrative modules such as Batch lnventory Action Report, Technical

and Content Problem Reporting, and Learning Center Tutorials. There is also a suite of fraud detection modules

developed by the American Association of Motor Vehicle Administrators. For a complete list of eLearning

modules, please see Appendix F.

12

B eLearning
The eLearning environment is a web-based, interactive training platform that was created to assist TAC5 with staff
training related to processing title and registration transactions. TxDMV employs a traininB specialist who works with
program area staff to develop and edit module content that covers topics essential to processing transactions for the
Texas motoring public. For questions about eLearning, please email TxDMV-Learninp@txdmv.gov. The link to the
eLearning environment is httos://learninqtxdmv.articulate-online.com/Lopin.asox.
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9 Consumable Resources
TXDMV provides the counties with the following supplies to conduct business on its behalf:

o Disabled Placards

o Cardboard TaBs

. Forms (either hard copies or printable)
o License Plates

. RegistrationStickers

. Toner Cartridges
o TxDMV Ad Campaign Supplies

A list of supplies available for order from the Huntsville Warehouse can be found on our website at
htto://www.

REV I /3/2019

TxDMV.sov/tax-as sessor-collectors

Annual limits for county allocations of WR-500-RTS paper and
toner cartridges

Starting in state fiscalyear 2020 (September 2019 to August 2020), annual limits will be set by county for
allocations of WR-50GRTS paper and toner cartridges. lf a county exhausts its annual allocatlon, yet determines
additional paper or toner cartridges are needed, the county will be responsible for the cost of supplies in excess
of the annual allocation. The costs can be found in Appendix E.

The annual allocation limit of VTR-500-RTS paper and toner cartridges will be indicated on the county workstation
summary provided to each county by October 1. Allocation quantities will be tracked and the county will be
notified when the annual limit has been reached. The county will be responsible for the cost of all cartons of
WR-500-RTS paper and toner cartridges that exceed its annual allocation. These costs will be included on the
county's annual invoice.

NOTE: Defective toner cartridges should be returned to the RSC to receive a credit to the county's annual
allocation.

9.2 Allocation methodology for WR-500-RTS paper and toner
cartridges

Allocation limitsare determined based onthe county's last three years' transactions. Actual transactions for the
past three fiscalyears are evaluated to determine each county's actual WR-sOO-RTS paper needs and toner
cartridge needs. A three-year average is then taken, and a 5% growth factor is applied to determine the
upcoming fiscal year's annual allocation limit of WR-500-RTS paper and toner cartridges.

13
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10 County Costs and lnvoicing
The TAC may incur costs throughout the year for 1) leased workstations, 2) workstation moves, 3) lost, stolen or
damaged equipment, 4) eLearning accounts in excess of allocation, and 5) WR-500-RTS paper and toner cartridges in
excess of the county's annual allocation, An itemized list of potential costs can be found on the Price List in Appendix E

1 0.1 Annual cost for leased workstations
The cost for leasing a workstation depends on 1.) whether the site where the workstation will be installed
requires cabling or a T1 line, and 2) whether the workstation will be installed at a county site or a full service
deputy location. lf no cabling or T1 is needed, the cost represents hardware costs amortized over the life of the
equipment (six years based on the county refresh schedule), plus any other one-tame installation costs. Lease

costs for workstations installed atfull service deputy locataons will also include the cost of theTlcircuit. Please

see Appendix C for an example of lease costs as well as the Price List in Appendix E. Lease costs will be prorated
in the first year of the lease based on the installation date.

10.2 Cost for workstation moves
Actual labor and travel costs associated with workstation moves that require assistance (assistance will be
provided by a TxDMV vendor or TXDMV staff) will be charged to the TAC.

10.3 Cost for equipment replacements due to loss, theft, or damage
Counties will be charged for the reolacement cost (including all associated labor costs) of any equipment that is

lost, stolen or damaged (not due to natural disaster).

10.4 Cost of elearning accounts in excess of workstation count
Counties that need eLearning accounts in excess of their total allocated accounts (Base Accounts + Additional
Accounts = TotalAccounts at state expense) will be charged for the cost of each extra account.

10.5 Cost of WR-500-RTS paper and toner cartridges in excess of
annual allocation limit

The TAC will be charged for all WR-500-RTS paper and toner cartridges in excess of its annual allocation. The
papercostwill be based on the unit price of the last order delivered during the given state fiscal year. Thecost
for toner cartridges will be the cost charged TXDMV by the vendor.

10.6 lnvoicing
All costs incurred by the TAC during the state fiscal year will be totaled and TXDMV will invoice the TAC by

October 1 of each year. All payments will be due no later than December 1 of each year.
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o APPENDIX D: Equipment Request Form, Equipment Move Form, eLearning User Account Form, Workstation
Modification Form

. APPENDIX E: Price List for Potential County Costs

o APPENDIX F: eLearning Modules

REv tl3/2O79 15



REv 713/19



Appendix A

REv 1/3/r9



REV 1/3/19



GLOSSARY AND ACRONYMS

AT&T - Company currently contracted to install the T1 lines externally from the source pole to the building.

Cable Drops - Process performed internally at the targeted location to input new wiring necessary to make RTS

available inside the county building.

County Remote Site - Location other than the main county TAC office that is maintained by the county, staffed
by county employees and conducts tatles and registration services.

Custodian - each county must designate one person who is responsible for allTXDMV equipment at all county
locations.

Deputy - a person appointed to serve in an official government capacity to perform designated motor vehicle
titling, registration, and re8istration renewal services as a deputy assessor-collector. The term "deputy" does not
include an employee of a county tax assessor-collector.

Dealer deputy - A motor vehicle dealer who is deputized to process motor vehicle titling and registration

transactions, and who may be authorized to provide registration renewal services.

Full service deputy - A deputy appointed to accept and process applications for motor vehicle title
transfers and initial registrations, and process registration renewals and other transactions related to
titling and registration.

Limited service deputy - A deputy a ppointed to accept and process motor vehicle registration renewals.

DTA - Dealers Titling Application.

elearning - web-based, interactive title and registration training modules available to TAC staff.

Equipment Request Form - form required to request additional/new equipment.

Equipment Move Form - form required to request equlpment moves.

FAS - TxDMV Finance and Administrative Services Division.

ITS - TxDMV lnformation Technology Services Division.

Lease Atreement - Contractual agreement required to lease workstations (use when no allocations available or
when workstations will be located at full service deputy locations).

Master Equipment A8reement - Contractual agreement required for each county that covers obligations of
both the county and TxDMV related to workstations.

RSC - Regional Service Center - liaison team between TxDMV and the counties-

RTS - Registration and Title System.

T1 Line - Serial cable required for communication access.

TAC - County Tax Assessor-Collector.

TAC lnformation Hub - Location at TxDMV.gov to find helpful information for TACs.

htto://www.TxDMV.Pov/tax assessor-collectors

WR - TxDMV Vehicle Titles and Registration division.

webDEALER - The webDEALER system allows dealers to process title applications and new registrations online.

webDEALER lncentives - Counties with five or more registered dealers executing a minimum of 25 transactions

per month are authorized one webDEALER workstation for each county location. Additional webDEALER

workstations may be authorized based on the percentage of webDEALER transactions to total transactions- See

the webDEALER section for details.

Workstations - Hardware components used to process vehicle title and registration transactions.
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