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Cash Reporting: Requirements

General Guidelines
• Reports are submitted weekly.

• EXCEPTION: Manual processing at 
Limited New authorization can be 
submitted every 2 weeks.

• Reports should be reviewed for accuracy.

• Materials should be submitted in the proper 
sort order.

• A report should be generated even if there 
was no activity for the reporting period.
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Cash Reporting: Processing

General Guidelines
• Manual processing municipalities 

complete the MV-300.

• The MV-300 consists of 2 white sheets and 
a pink sticker analysis sheet that are 
submitted to the Cash Office.

• Reports should be reviewed for accuracy.

• Materials should be submitted in the 
proper sort order.
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Cash Reporting: Verification Tips

General Guidelines

• Materials submitted with your report should 
match the report.

• Some registrations will count towards multiple 
categories.
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Electronic/Manual Processing

• Passenger Full
• Vanity Plate
• Barbara Bush 

Renewal



Cash Reporting: Verification Tips

General Processing Guidelines

• If you are short on:

• Registrations- Refer to the File 
Verification Report page. This helps you 
determine exactly which registration is 
missing. 

• Contact customer to see if they left with 
the white copy of reg.

• If all else fails, photocopy your pink copy 
and mark “Use as Original”
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Cash Reporting: Verification Tips

General Processing Guidelines

• If you are short on:

• Titles: Refer to Title Application Summary 
Report.

• Be very careful in collecting ALL necessary 
Title paperwork.  A missing/lost MVT-2 will 
have far ranging effects for your customer!

• A customer’s phone number on the MVT-2 
can be crucial in tracking down missing 
paperwork.
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Cash Reporting: Verification Tips

General  Guidelines

• Count your stickers issued making sure it 
matches your report.

• How do you track controlled inventory?

• Spreadsheet that tracks weekly?
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Inventory: Requirements

General Inventory Guidelines
• Hand counts of inventory (stickers, plates, 

permits, and registration forms) must still be 
performed in connection with each cash 
report. Do you actually have what your report 
states you should?

• All unresolved inventory discrepancies must be 
reported to the Bureau of Motor Vehicles, 
Audit Services.
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Inventory: Verification Tips

Inventory Guidelines
• Inventory should be issued in sequential order.

• Check your actual inventory against what is 
listed in your report.

• Do you have “stray” stickers listed? If you see a 
single sequence, were they issued but not 
removed from inventory? Research!
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Cash Reporting: Sort Order

Sorting Checklist Highlights

• Corrections, duplicates and transfers are 
sorted separately.

• All other registrations should be sorted by 
class code in the order of corresponding 
categories on the cash report. Registrations 
with special fees should be separated within 
each class code, i.e. “No Fee”, Half Rates, 
Prorations, Vanity Plates, Lost/Replacement 
Plates, and/or Specialty Plate Fees.
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Cash Reporting: Sort Order

Sorting Checklist Highlights

• Use Tax Certificates- Separate by “Fee” and “No Fee”

• Ensure all paperwork with the MVT-2 applications are 
stapled firmly together.

• NO staples in registrations. If something needs 
attaching, please use a paperclip.

• Materials should not be folded or rolled. The outside 
upper left corner of the envelope should be stamped 
with the municipal validation stamp, and the cash report 
processing date range should be recorded below the 
stamp. 

• Indicate Electronic or Manual on envelope.
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Cash Reporting: Uploads

Data File Checklist

• ELECTRONIC DATA FILE TRANSFER – The 
data and reports being transferred should 
match the paper copy of the report and the 
hard copies of the registrations.

• Please contact your vendor for training on the 
Electronic Data Transfer.

• If you receive an error message during the 
submittal of the Electronic Data Transfer, please 
contact INFORME: www.maine.gov/informe
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http://www.maine.gov/informe
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