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Procedural Quick Update #151 

 
 
RE: 100% Daily DMS Scanning Requirement  
 No copies to Image Processing as of April 1, 2015 
 
Effective date: March 31, 2015 
 
To: All MVD 
From: Kimberly Hamerdinger, Training Manager – MVD Learn 
 
[This is the latest in a series of procedural updates. These updates deal with specific MVD procedures and 
practices. Managers and Supervisors should consistently distribute the updates to all personnel and integrate them 
into regular information and training sessions.] 

 
 
As of April 1, 2015, DMS scanning will be required to be at 100% daily.  Audit tools should 
be used at the end of each day as part of the daily closing procedure.    
 
This PQU provides an overview of what agents and managers need to do to achieve 
100% DMS scanning using the provided tools.  Job Aids for accessing and using the 
tools are attached. 
 

 

 Please do not send copies to Image Processing as of Wednesday, April 1, 2015. (This 
does not include PRAs) 

 Reminder:  Retention of records is 1 year for state offices 3 years for Municipality offices 
as per contract. 

 
What you need to do: 
 

Agents 
 

 Agents have the ability to audit themselves using the “Hard Stop Agent Procedures”. 

 Agents are required to perform a daily audit using the “Hard Stop Agent Procedures”, 
no exceptions.   

 Please work with your manager to ensure you: 
 Understand how to use the Audit Tool. 
 Schedule time to conduct your daily required audit. 

 
Managers 
 

 The Hard Stop should be on in your office.  However, managers do still have the 
ability to turn on and off the Hard Stop.  
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 Audit your office daily using the Audit Tool (available only to managers) to ensure that 
100% of the documents are in DMS.  You must have 100% of your documents in 
DMS at the end of each day. 

 Missing documents must be dealt with on the same day, no exceptions.  Follow the 
adding of document procedures for the same day for documents that are missing.   

 The audit must be performed daily as part of the standard closeout procedure.  
Conducting the audit and adding documents the next day is not an option.  

 
Attached Job Aids: 
 

Agents 
 

 Hard Stop:  Agent Procedures 
 Adding citation Documents Same Day 
 Adding Documents Vehicles Same Day Using Re-Print 
 Adding Documents Drivers Same Day Using Re-Print 

 
Managers and Supervisors 
 

  Audit Tool (Emailed to managers and supervisors separately.) 
 
 

 
 
Field office managers and supervisors should refer any comments or questions regarding this Procedural Quick 
Update to their Bureau Chiefs, with cc to kimberly.hamerdinger@state.nm.us.  
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