Best Practice Guide for License
Plate Surrender - Request to
Suspend

The purpose of this guide is to demonstrate the use of the License Plate Surrender —
Request to Suspend form.

This quide includes the following sections:

Description of the form..........cooo i L
When to use the TOrm... ..o e e e ]
Discussion of signed and unsigned fOrmS............c.ovvir it e e 2
Creating the License Plate Surrender - Request to Suspend form.............ccooovveiieinnnn. 3
(Courts without scanners) Image the document to the case......................cocevvee... B
(Courts with scanners) Scan the image tothe case..........cccooviiiiiiiinii il 7
(OPTIONAL for all courts) Attach document image to ROA.............................10
(Courts with scanners) Emailing the form...............coooiiiii 12

Description of the form

The purpose of the form is to notify the defendant and the Motor Vehicle Division that
conviction(s) for failure to comply with the requirements for mandatory motor vehicle
liability insurance result in suspension of vehicle license plates and registration and/or the
convicted person’s driver license. The form also provides the convicted person with
instructions for reinstatement after suspension.

When to use the form

To suspend registration and license plates after conviction, the court must submit the
License Plate Surrender — Request to Suspend Form. It is to be submitted manually in
conjunction with a conviction for MCA 61-6-301 and/or 302.

e When you mail the weekly MVD report, place the completed form in the
envelope with the report.

e If you are electronically reporting to MVD, you may fax or mail the form to MVD
on the day that it was created, or as soon as possible thereafter. If your court has a
scanner, you may email the form. Instructions to email the form are included in
this guide.



Signed Forms and Unsigned Forms

It is the intention that in most cases, the form is signed by the defendant as
acknowledgement of receipt and notice of suspension. MVD states that signed forms will
be processed as soon as possible.

MVD further makes the following statement about unsigned forms:

“The Motor Vehicle Division will not suspend upon court submission of an unsigned
form unless the Division can confirm (via the form or via associated system checks) that:

The defendant is the registered owner of the vehicle;

The form notes that the defendant is an immediate family member of the
registered owner or is otherwise authorized by the registered owner;

The defendant and the registered owner share the same last name;

The defendant and the registered owner share the same physical address;

The Division is able to verify that the vehicle was not insured at the time of the
offense.”

Motor Vehicle Division, Records and Driver Control Bureau can be reached at:
406.444.32589



Creating the License Plate Surrender - Request to Suspend
form

» The form does not use any “special” information from the FullCourt
record.

Display the FullCourt Criminal case for which you want to suspend the defendant’s
license and registration.

‘)l Ticket Case EI@

Case: Case options
Sent/Judg 1/110/2012 AEa S Dot =
Judge: Jay A Sheffield 540 Appeliate case number: | _Change Status |
Prosecutor:  Cassidy, Bernard [~ Appealed Appeal date: [oo/o0i0000 | |2 Consolidated Cases
Fiing date:  [01/0412012 Remand date: [00/00/0000 | |_2EXNIbits
Under advisement: [o0/00/0000 || 1Judge
Ledger

Amount due: 620,00 1 Prosecutor

0 Reminders

. Status History
Previous case: 0“_‘7
Comment: ‘
Created by: PCRAVER on 01/04/2012 04:05 PM Updated by: PCRAVER on 01/04/2012 04:05 PM
Defendant opt
Defendant lAgreement l 0 Arrest Warrants
= 0 Attorneys (Alt K)
Defendant 1 of 1 Money due Extension date Hold date e ——
. 0 Bench Warrants
J_# Porcupine, Morris § [0110/2012  [00/00/0000  [DO/00/0000 0Bonds (AQ) |
Attorney: [none] T ramor |
2 Charges (At Z
Speedy Trial date Eimwzm 2 #
- ) Disposition Entry
Arraignment: EM{WDOD [ Attorney waiver Amountdue: §20.00 0 Document Service
Custody status:  None (Freee
e ‘ 1 Hearing
T 0 Minutes
Bond ordered: §20.00

Overdue History
Probation officer: [none]

0 Officer Subpoenas

" Non-jury trial held
€ Jury trial held Eartyl
{* No trial held Probation
Appearance / Hearing date: 3/20/2012 01:30 PM [ Overdue FTA Jury Trial 9ROA's
0 Summons
[ Mo enline partial payments 0 Time Limits
0 Victims
Created by: PCRAVER on 01/04/2012 04:05 PM Updated by: RMEHA on 01/10/2012 04:45 PM
Label | Print | CaseMail |Change Case Type ResetAppear Date Images | New | Save |Delete| Cluse|

All courts: Create the document.

Use the Docs F7 icon to bring up the Criminal Case Documents window, select the
Document: “License Plate Surrender Request to Suspend” and click the Print button.



search  Cases Payments Scheduling  Import/Export  Accounting  Imaging

Mames F2 Party Caze  Cit. Search  Charge Entry Criminal F3 Civil F4 duvenile FE % Docs FT aymen!

minders -~
:’J Ticket Case
I-JJ Criminal Case Documents El
Case Type: I_
& Criminal £ Civil bpeal d
mand d
Caze #: TH-2012-000003 Idvisem
Defendant. Porcupine, Morris 5
Document.  |License Plates Surrender Request to Suspend -
DUl envelopes +
Double 580
FISHING Report - D420
FWP Suspension/Compliance |—|
ﬁ License Plates Surrender Request to Suspend
MIP
Mental Health il Hold i
Restricted Prob Driver License DCD completed. I
Print Close £20.00

If the case has more than one charge, select the appropriate DUI charge, then click OK.

Select a Charge

. Y

i

201110 61-6-301(4) | Operating Without Liability Insurance In Effect - 3rd or Subs

Cancell Help |




You will get an automatic ROA to show that the License Plate Surrender Request to
Suspend form was sent to Motor Vehicle Division.

Click OK.
[ﬂ Automatic Register of Actions @
TK-2012-000003 Porcupine, Morris §
ROA date: Fi}ﬂ 512012 Code: [PLTSUSP
Text: License Plates Surrender Request to Suspend -
Hotice of Plates and Registration Suspension
zent to DMV

Judge: |Sheffield, Jay A 540 |
| Documentsealed | Roa sealed

Wicrofim number: |

Imaging Document ID:

( OK Cancel

Help |

The document will be created automatically. Check the appropriate boxes:

e for 90 or 180 day minimum suspension;
e for driver license suspension if fourth or subsequent conviction;

e Especially if not being signed, check the appropriate box to indicate to MVD that
the defendant is the registered owner, an immediate family member of the owner,
or that the registration suspension is authorized by the registered owner.

An example of the form is shown on the next page.



LINCOLN COUNTY JUSTICE COURT
LICENSE PLATES SURRENDER - REQUEST TO SUSFEND
{To ba z=nt in with dizposition)

Defendant Mame: MOREIS 5 PORCUFINE Dtz of Birth: 3121002
Diriver's Licmss Na: 12456780 Case Number: TE-2012-000008

Yaoun have been comviced of 2 sacmd or subsaquant vioktion of Mt Cade Amn § 61-6-301 {operatine a motar vehicle
withoutlizbility pro®ection in=ffect) or § §1-6-302 {fzilin= to carry or eshibit proof of inswance), summons =8 12074,
and the court has ordered you to swirender, for im mediate suspension:

The resistration recipt and loense plates {secmd or subsequent comviction) for the followine described matos vehicle
Plate No. 56 3326 A or Vehide Identification Mo (VI .

If marked, the vehicle registetion and licenss plees will be suspended, sffective V102012, for 3 minimnm period of:

O 20 days (second offenss) ‘—P Bl 180 days (third or subsequent offenss)
and indefinitely theres fier until yoo provids the Deperment of Fostics, MotV ehicle Divisiom, with proaf tha 1isbdl ity
insurance has been acquired for the above-described vehicls
I proaf gf imsurance Ras not been provided By the end afthe mittnis suspension period, remsaEment qf fie veiicie
repistraton and [eense ploes will bedented werd such proglqf faunohce fas been providad

o Your driver's license (fourh and subsequent comdction) Monenz Dirfver's Licenss h

Na. 123455789

If marked, your deiver's license will be suspended effective 1102012, und] proof of inswance for the above-described
matar vehiclke has been provided

Foacaipt/dalivery of thiz notice must ba addmowladead by the dafondant and cartified by the court.

Drefendant’s Sizname: Date: 100152012
B F=gisterad Owner OImmediate Family Member O Autharized by Owmer
Count/Clerk’s Sisnatore: Date: 1152012

INGTRUCTIONG TOR REINSIATEMENT

Bafore yvou can 2=t your resismation, license pletes, and ‘ar driver licens= back, you must submit proof that the matar
vehicle; deiven atthetime of the offanse and lised above; has corent lability mswance As praf of inssance, the Moor
Vehicle Dtivision will accepta copy of an insurancs palicy of an insnfance cad coveringor listing this mator vehicls

(Courts with scanners can print the form and obtain signatures and scan the form
back to the case. Instructions begin on page 7.)

Courts without scanners: image the document now, as follows.

**SAVE the document at this time. You can use the save icon. =l

FullCourt Imaging
Cloze |

Next, click on the Image button in the
Image toolbar.




Answer Yes to index the image to the case and OK to the message that the document was
successfully indexed.

Imaging Storage 2
FullCourt Imaging
~ , Do youwant to index document: SUPPOL.RTF

L.
to case: TK-2012-000001 2 ‘11) The document was successfully indexed.

Yes | | Mo

Print the report and obtain the necessary signatures, with dates.

Close the FullCourt Imaging window and the case document window. Optional: you may
choose to store the imaged document ID with the ROA. See the section below starting on
page 10.

Courts without scanners:

Send the form to Motor Vehicle Division at fax 406-444-1631 or mail to MVD, POB
201430, Helena, MT 59620-1430. You may place the form in the same envelope as the
manual MVD report with the conviction.

Courts with scanners may choose to scan the completed, signed form back to the
case and email it.

After printing the form and obtaining the signatures and dates, scan the License Plate
Surrender Request to Suspend form back to the case, using the following steps.

Select the Scan option from the Imaging Menu:

mport  Accounting Window  Help (F1 for specifi It might takejust a minute for the

el & | B2  Scan window to appear.

Civil F4 ul Document Retrieve Reports

S

B The next three steps are:
1. Scan
2. Save
3. Index — indexing has three steps of its own



Image View Tools Annotation Tools Redactions
[2&QIK[e[a] 0| [l o] 2]t ||~ olelH &= | ¢ < 4
€8 scan } % Batch Index I
| 3] ot o o s
Scanning Tooks
4——————— Scan and save icons
scan save
=] Scanner Controks Begin
page size: &+ Letter ( Legal (" UserDefined woc0  n[ 100 .
Select Scanner | st as Defaut | capsed
Pages.
™ Display Scanner Dialog
Best Fit Fit toWidth | _Fitto Height E m

B 1. Scan: place the document in the scanner with the printed side down and with the
top of the document feeding first. Push the scan icon:

Scanning Tools
S | L
D B [ ﬂ-“] L) It might take just a minute for the scanner

* * to start feeding the page.
can save

B 2. Save: once all of the pages are scanned, push the save icon.

Scanning Tools RrullCourt Imaging X]
; :) ::B “J r[- NJ I \?‘) Do you want to save the current scanned pages?
* * Yes No ‘ Cancel ‘
scan Save




B 3. Index: Click on the Index tab. Indexing consists of three important steps —

- Give your document a title. For example, “License Plate Surrender.”

- Select the PLTSUSP ROA. There may be more than one ROA available, so
make sure that you have selected the correct ROA. The selected one has
the pointing finger and is highlighted in bold.

- SAVE. You will get a message indicating that you have indexed the document
successfully. The document ID is stored with the ROA and is visible from
the Register page.

1] scan
Image View Tools ion Tools Redactions
[Zlala=Rls | RERC i e oeE s (el
&scan  Hindex | [ Batch Indexl

o]

OLN COUNTY JUSTICE COU

[l be sent in wih dispositio

N RT
LICENSE PlATE!El‘RRFJ\"BRl k!l}l.ls‘l‘ TO SUSPEND

[21 190 days shird or subrscpuent céfanse).

sice, with peca dat Eebiliry

o v b oo et

har bevn presided
viver's Lioes:
1o, yosis diiver’s o LU, umil procd of imsuearc forfhe shove-demrised

of this nockee must be
Dafentui's Signates:
(ElReginems Owaer [l Fasmily Marrer

i CieAl’s Sgaatune:

INSTRUCTIONS FOR REINSTATEMENT
e g  Bomim plte, s e fiosse ack

he <o,
Diste: LW152012

[lastboried by ramer

_Date; (w1012

mmmmmmmmm

PO Boy 201230
Hlelena, Mostana 56201430

BestFit | FittoWidth | Fit to Height |

»

|_|_|_|i|_|_|£| _seamercontos | Recommended:

m

Scan Date /Time : [10/15/2012 11:16 AM__Index Action: (¢ Move (- Copy

[ Case Type Case Number : | TK-2012-000008
(* Criminal .
i : Seal Document [ : Send Reminder [
£ Juverile
 cwil ROA: | New Existing & |

ument Title |L|Dense Plate Surrender

Date

| code | Doc. Seq /Text
ode Joc_Seg./Text

— ({‘;:'101'151'2012 PLTSUSP License Plates Surrender Reguest to Su

Row 10f2

STATE OF MONTANA vs. Morris S Porcupine
Document state: unassigned

a

)

Find Case Clusel Help |

give the
ocument a fitle
For example:
License Plate

Surrender

Select the
ROA:
PLTSUSP

Click Close at bottom of scanning window.




(OPTIONAL for all courts) Attach the document image to the
corresponding ROA.

This step is not necessary but may be helpful when searching for documents on a case.

From the case main screen, click on the Images button.

b 3] Ticket Case
Sl | TK-2012-000003]
Sent/Judg 1110/2012
Judge: Jay A Sheffield 540 Appellate caze number:
Prosecutor:  Cassidy, Bernard [ Appealed Appeal date: I-DTDM-I}M-D-D-D
Filing date: 1/0412012 Remand date: Fi;fﬂ-l}ﬂﬂ-ﬂ-ﬂ-ﬂ
Under advizsement: I-DTDM-I}M-D-D-D

o]l sl

Case options
0 Case Time Limits

Change Status

0 Consolidated Cases

0 Exhibits

1 Judge

Amount due: 620,00

Ledger

1 Prosecutor

0 Reminders

Previous case:

Status History

Comment: ‘

Created by: PCRAVER on 01/04/2012 04:05 PM

0 Witnesses

Updated by: PCRAVER an 01/04/2012 04:05 PM

Defendant ‘Agreement l
Defendant 1 of 1
._[_‘;." Porcupine, Morris §

Attorney: [none]

Speedy Trial date Fi?MBJ'Z'D‘l 2
Arraignment: I-ETDM-I}MD-D-D

Custody status: None
MANS: |

Bond ordered: §20.00
Probation officer: [none]

Extension date Hold date
[00/00/0000  [00/00/0000

Money due
0111012012

| Attorney waiver Amount due: 620.00

Defendant options
0 Arrest Warrants

0 Attorneys [Alt K)

0 Bench Warrants

0 Bonds (Alt Q)

2 Charges (Alt Z)

Disposition Entry

0 Document Service

1 Hearing

0 Minutes

Overdue History

(" Jury trial held
{* Mo trial held

0 Officer Subpoenas

" Mon-jury trial held

Party

Probation

Appearance / Hearing date: 3/29/2092 01:30 PM | Overdus FTA Jury Trial

[ Mo online partial payments

Created by: PCRAVER on 01/04/2012 04:05 PM Updated by: RMEHA on 01/10/2012 0445 PM

10 ROA's

0 Summaons

0 Time Limits

0 Victims

Label Reset Appear Date

Print ‘ CazeMail |Change Case Type

| Images } New|Save
e ——

Delete

Close

Locate and select the image titled License Plate Surrender Request to Suspend (or

whatever title you gave if you have scanned the signed image). Observe that there is a

Document ID associated with the image. See the example on the next page.
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‘n FullCourt Imaging Case Documents EI\EI
Image View Tools Annotation Tools Redactions
o i [ 1, o
2 Q[RUen[A] 0| [l ol 2] 1] | |~|=] =] 2] u] || )44
|33 0 o o e
= Scanner Contrals
page size: (¥ Letter { Legal ( User Defined w250 h{11.00 Row Sof £
Current scanner: W1A-i-5120Cdj ‘ Set as Default |
Document 1D Entry UserlD Scan/Entry Date Document Title
2918 PCRAVER 01/04/2012 04:19 PM A Misd Rights
2919 PCRAVER 01/04/2012 04:22 PM Mutti 5&0
2958 RMEHA 01102012 04:54 PN Multi 5&02
2859 RMEHA 011 0/2012 04:54 PN Multi 5&03
10/152012 08:20 AM |License Plates Surrender Request to Suspend
)A Date ROA Code ROA Text |
Best Fit Fit to Width Fit to Height |
This file cannot be displayed (file type) Print | Send Email | Send Reminder | Delete File | Add File | View | | Close ‘ Help |

Copy the Document ID number by clicking in the Document ID field of the correct image

and using Control+C on your keyboard. Note: You can also right click on the Document
ID number and select Copy from the menu.

Open the ROA window and click into the Imaging Document ID field of the PLTSUSP
ROA.

6}10:’1 5/2012 |PLTSUSP j License Plates Surrender Request to Suspend | ROA sealed \
- - Notice of Plates and Registration Suspension [~ ppcument sealed
|sheffield, Jay A 540 | ent to DMV

Created by: SUPPORT on 10/15/2012 11:32 AM
Updated by: SUPPORT on 1001152012 11:32 AM

Microfilm number: | ilmaging document ID: [2990 lPaste the Document ID into

this field
. 1' J

m

-

Newest First

Zoom In

Zoom Out

Print Image

New Delete

Use Control+V on your keyboard to paste the Document ID into the field. Note: You
can also right click in the Imaging Document ID field and select Paste from the menu.

Close

Save your changes. The image is now attached to the ROA and available for viewing by
using the Image button at the bottom of the ROA page.
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Courts with Scanners only: How to email the scanned form to MVD

Emailing the form is recommended because it is secure and quick.

To email the form, open the Images window from the main case screen. Highlight the
new document and click on the Send Email button.

Document I Entry UserlD Scan/Entry Date Document Title

2918 PCRAVER 01042012 04:15 PM A Misd Rights
2918 PCRAVER 01/04/2012 04:22 PM Multi S&0
2838 RMEHA MANZ012 04:54 PN Multi 3802
2939 RMEHA MAN2012 04:54 PM Multi 3503

m SUPPOR 10/15/2012 08:20 AM |Licenze Plates Surrender Reguest to Suspend

4| * i | P

ROA Date ROA Code ROA Text for DocumentlD: 2990

10201 PLTSUSP License Plates Surrender Reguest to Suspend - Notice of Plates and
Registration Suspension sent to DMV

Highlight the document and click on Send Email.

Print Send Email |) Send Reminder | Delete Filel Add Filel ’u"iewl Save | Close | Help |

When the email window opens up, add the email address mvdcourtreports@mt.gov to
the “To:” line. You may also add other email addresses if you want the report to go
to other individuals such as the defendant or registered owner.

12


mailto:mvdcourtreports@mt.gov

—
CTU: mvdcourtreports@mt.gov J -

CC:

Subject: |Case: TK-2012-000005 - STATE OF MONTANA vs. Morris § Porcupine - File Attached

Pleaze enter your message:

Name of Document: License Plates Surrender Reguest to Suspend - File Attached FS

Aftached file: | | \cENSEPLATESSURRENDERREQUE STTOSUSPEND. rtf

FullCourt Address Book | Local Address Book Attach File Remowve File | C.anu:ell Help |

Send Email - TK-2012-000008

You may need to answer “Yes” if this message appears:

Microsoft Office Outlook x|
,r' A program s trying o automatcally send e-maid on your
/N behaif
Do you want to alow this?

1 thes s unexpected, it may be & virus and you should
choose Ma",

|II¥IIHHH-IIHlIIHHII‘IIII AERREREN Illld

L s Lt J[ reo |

You will get an ROA in the case that the image was emailed.
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