Changes have been made to the Branch Office Walk-in Procedures. The revised
procedure is attached. One of the changes is the resale title. A dealer may drop
off the transaction for processing but the resale title will be mailed to the dealer.



Al dealers, dealer nanners, and tag and title senvice agents need to present proper identification at the time: the work is submitted for drop off, pick up, or walk-in

also have a copy of the dealer license included {this applies to both in state and owt of state

ceaders].

Branch offices “will not™ process dealer/tag and title service work on the first and kst business day of each month, except for transactions of an wrgent natune:
approved by branch management. However, branch offices will accept drop off wark (dateftime stamped] on the first and last day of the month. Branch offices
will not do any pick up of processed work on the first and last day of the maonth.

Method and Type of Work Processing Guidelines and Requirements

DROF OFF AT ANY FULL SERVICE BRANCH

Regular Dealer Work

Reet Trte Work [more than 3 transactions for the
same vehicle owner)

Aeet Registration Work [more than 3 transactions for

the samie vehicle owner)

Drop off transactions in the designated area for processing at any full service
branch office. Transmittsl cheets must be utiized and will be date/tme

stamped. The work will be processed as soon as possible, in the order
received. As referenced above, ID must be presented.

WALK-IN [PUBLIC COUNTER PROCESSING)

Duplicate Titles ** [se= note to the right)
Dealer Resale Tithes

Registration Transactions not able to be processed
on the KI0OSK

A dealer or tag and title service, displaying the required proper ID, may
process 3 walk-in transactions per CTM number and then re-queue if they
have more walk-in transsctions. Dezler znd tag and tithe service work will be
processed first in, first out, in the same manner and combined with public
transactions. Walk-in transactions may be processed at full service bramch

*  Repomcession Transasdbions offices.

=  Certified Records
driving/titlefregistration =  Note: Transactions that can be processed on ERT, the WEB, or KIOSK

*  Mon-certified reconds “cannot” be processed as a walk-in. **EXCEFTION: DUPLICATE
title/registration [ILLES MAY BE WALKED-IN INCLUDING TITLE SERYICE PICK UP

®*  Dizsabled Placands

KIDSK Dealer and tzg and title service transactions that osn be processed on the
#  Registration Renewals KIOSK, “marst” be processed on the KIOSK. Kiosks are located at all full service
#  Duplicate Registrations branch offices and express offices.

Substitute Stickers

Personalized Tags

Duplicate Titles to be maied to last known owners
nddress

MNon-certified driving reconds

EXPFRESS SERVICE [SPECIALS)

Non-desler title transactions submitted by tag snd
title s=rvices inunlimited numb-ers [induding
duplicate titles either to be mailed or picked up using
spedal power of attomey)

Maryland Dealer Title transactions 50 days or mone
past date of delivery

Dut of State Dealer title transactions with less than 7
days remaining on the temporary registration
Duplicate Title (imited to 3 per doy either using the
WVR-MB and printed for pick up by the dealer or the
VR-018 for mailing to the customer)

LURGENT CUSTOMER NEEDS WITH MANAGEMENT
APPROVAL fj.c, military deployment, refinancing,
shipped out of coumntry)

Express Service transactions dropped off for processing at full service branch
offices, will be svmillable for pick up within 24 howrs of the time the work was
datetime stamped on the next business day. The MVA reserves the right as
ahwnys, to extend this time in oases of computer problems, short staffing due
to indiement westher, or other emergences. Transmittsl sheets must be
utilized. Messe note specific requirements as follows:
*  Imnzactigns thet may bs progcsesd oo ERT “cannot be submitted”
for Express Service. See sttached list for transactions that “can” snd
“cannot” be processed by ERT Desbers and ERT Tag and Tithe Services
at their business loctions
® Bz referenced above, 1D must be presented. A copy of the Syalid™
identification [both customer and dealer/tsg and title service] must
be placed with each transaction submitted
= Certified reconds {driving/ftitle/registration) and disabled permit
applications “may™ be “dropped of* in unlimited numbers at the
Glen Burnie Branch only. See walk-in procedure in this chart which
applies to sl full service offices, induding the Glen Burnie branch.
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