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About the eLICENSING User Guide for Converter
Licenses

This User Guide describes converter licenses and how to apply for one using the
eLICENSING system. Your organization (business entity or yourself) must be registered
for an eLICENSING account to get the appropriate credentials to log in and use
eLICENSING.

Prerequisite information (such as how to register and log into the eLICENSING system)
is explained in the eLICENSING Quick Start Guide, which you should read before
applying for a license.
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Converter Licenses

A person or business entity must have a converter license to assemble, install or affix a
body, cab or special equipment to a chassis prior to the retail sale of a vehicle, or to
substantially add to, subtract from or modify a previously assembled or manufactured
motor vehicle unless the resulting vehicle is a motor home, ambulance or fire-fighting
vehicle.

Converter licensees cannot sell converted new motor vehicles directly to the retail
public, including cities and municipalities. Only a franchised dealer for the underlying
chassis of the converted vehicle may sell the vehicle to retail customers.

License Term

Converter licenses are generally issued for terms of 2 years and can be renewed for
subsequent 2-year terms.

License and Metal Dealer License Plate Fees

You must pay the license, plate, and processing fees in the eLICENSING system
(although you may notice that Texas.gov actually handles the payment).

1.2.1 Converter License Fees

The fee for a converter license is $750, plus $200 for each representative

1.2.2 Metal Converter License

Met al Converter's Li cRiates) mayPduaadentybytteonverter s
converter or the converter's employees on unregistered vehicles to:

1 Demonstrate the vehicle, or cause the vehicle to be demonstrated, to a prospective
buyer who is a franchised motor vehicle dealer or an employee of a franchised motor
vehicle dealer

1 Convey the vehicle or cause the vehicle to be conveyed from one of the converter's
places of business in this state:

- To another of the converter's places of business in this state

Converter Licenses 10.24.2017 8 1
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- From the converter's place of business to a place where the vehicle is to be
assembled, repaired, reconditioned, modified or serviced

- From the state line or a location in this state where the vehicle is unloaded to the
converter businegsl ace of

- From the converter's place of business to a place of business of a franchised
motor vehicle dealer

- To road test the vehicle

Converter's Plates may be displayed only on the type of vehicle that the converter is
engaged in the business of assembling or modifying. Converter's Plates are attached to
the rear license plate holder of vehicles. These plates expire on the same day as the
converter's license.

When an unregistered new motor vehicle is sold to a converter, the selling dealer must
remove the dealer's temporary tag. The selling dealer may attach a buyer's temporary
tag to that vehicle or the purchasing converter may display a converter's temporary tag
that vehicle.

A converter must maintain a record of each Converter Plate issued to that converter that
contains:

1 Assigned metal plate number

1 Year and make of the vehicle to which the metal plate is affixed

1 Vehicle identification number (VIN)

1 Name of the person in control of the vehicle

The converter's record must be available at the converter's location during normal
working hours for review by a representative of the department. Converter metal plates
that cannot be accounted for will be voided in the dealer's record and reported as
missing to the department within three days of the date that the discovery is made. After
a plate is reported as missing it is no longer valid.

A converter may issue converter temporary tags only. Dealers and converters are
required by law to have Internet access at their place of business to connect to the
temporary tag database.

1.2.3 Forms of Payment Accepted in  eLICENSING

You can use a credit card or electronic check (eCheck) to pay your fees. In addition to
the application fees, different convenience processing fees are charged when paying by

Converter Licenses 10.24.2017 § 2
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credit or debit card or when paying by electronic check (eCheck) transactions. These
fees are based on the amount of purchase and are displayed on the Payment page.

Converter License Numbers

The converter license numbers are numeric strings without any letter designations.

Converter Licensee Information

A converter uses a representative to promote the sale of converted vehicles to Texas
dealers on their behalf. The representative must be licensed by the TxDMV to perform
this service.

A converter may also hold a manufacturer license or a GDN License, but not both.

A converter may also hold a manufacturer license or a franchised dealer license, but not
both.

Neither converters nor their representatives are allowed to sell the new motor vehicles
they convert directly to Texas consumers.

Only dealers that are franchised and licensed for the underlying chassis of the
converted vehicle are allowed to sell converted vehicles to Texas consumers.

If a converted new motor vehicle is sold through a bid process, a franchised dealer
licensed for the underlying chassis line-make must be listed on the bid as the seller.

Once the conversion is complete, the vehicle can only be sold by a Texas motor vehicle
franchised dealer licensed for the underlying chassis line-make.

The franchised dealer must charge the customer for the entire purchase price of the
vehicle, including the conversion package, obtain payment for the entire purchase price,
and perform the titling work on the complete vehicle. How the converter is paid for the
conversion package and conversion work is between the converter and the franchised
dealer.

Gathering Appropriate Informatio n for the Converter
License Application

You must have the following information to complete your converter license application:

Converter Licenses 10.24.2017 § 3
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1 The filing number with the Texas Secretary of State when the business entity
registered (SOS number)

1 The employer identification number (EIN) of the business or the owner social
security number

1 The numbers of previous GDN licenses the individuals or business entity may
possess or have possessed in the past

1 Facts of the criminal history of anyone associated with the dealership (officer,
partner, trustee, or other representative capacity) that has ever been arrested, been
convicted, received deferred adjudication, or been court martialed, or has any of
these actions currently pending, to fill out certain information as shown below for
each person and each offense.

" Please state the exact crime for which the person was charged, convicted, or received a deferred adjudication

* Date of Offense Date of Conviction/Deferred Adjudication " Is the person currently on parole or probation?

=] No

* County * State *Court

" Sentence or Action imposed by court(example- six months in Travis County Jail):

* Describe the events and circumstances that lead to the charge.

1 Files containing scanned copies of official documents containing the:

- Assumed Name Certificate issued by the County Clerk or Secretary of State
- Driver licenses (or passport, official identification cards, and so on) of owners
- Brochures and product specifications of products and services offered

- Court papers that back up the adjudication, dismissal, or decision made in each
criminal matter (if applicable).

Converter Licenses 10.24.2017 8§ 4
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Applying for a Converter License

The converter license application has several web pages that require applicants to type
in information and make selections. Depending on the information entered and the
selections made, the applicant will be required to upload files containing the related
documents when prompted or on the Attachments Page.

IMPORTANT: All of the answers and requirements to obtain the dealer license must
be kept in place for the entire term of the license. For example, you cannot answer in
the affirmative that the dealership has a permanent sign and then remove the sign
once the application is approved.

If you must exit the application process before completing the application, you can save
all of the information to date and then access the saved application and pick up where
you left off. Refer to the section about Accessing Your Saved License Applications on
page 50.

Getting Started

Before you can begin, you must be registered in eLICENSING with an organization
account and at least one user account who is referred to as the eLICENSING
Administrator. For registration and account information, refer to the eLICENSING Quick
Start Guide.

Note: If you/your company are existing TXDMV license holders and you are the eLICENSING
administrator, you may already be registered. TXDMV eLICENSING will have sent you three (3)
emails with your user name, password, and link to the eLICENSING login page.

To get started, you must log into your account in eLICENSING and then select your
intent to apply for a new license, and associate your company with the license as an
organization.

Applying for a Converter License 10.24.2017 8 5
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1. Access eLICENSING using the link from your emails from TxDMV with your
eLICENSING login credentials and the link to the eLICENSING login page.

i . oy
Note: You can also display the www.txdmv.gov/dealers page and click the button to
display the eLICENSING login page.

2. On the Security Warning popup, click the | ACCEPT button.

Texas Department of Motor Vehicles -Security Warning

This is an official Texas Department of Motor Vehicles system for authorized use
only. It is monitored to ensure proper operation to verify the function of
applicable security features and other link purposes. Unauthorized access is
prohibited. Attempts to access this system for other than its intended purposes
are prohibied and may result in prosecution under the Computer Fraud and
Abuse Act of 1986 or other applicable laws. User of this system should not
expect a "right to privacy" to any data transmissions hereon.

| ACCEPT CANCEL

3. On the Login page:
a. Type in your User Name.
b. Type in your Password.
c. Click the LOGIN button.

b ( Texas Department of Motor Vehicles ContactUs  Help Lace Site Guest User ~
it GROW

HELPING TEXANS GO. HELPIN 3ROW.

Login From Here

User Name

FORGOT USERNAME

Password

FORGOT PASSWORD

(REGISTER)

Applying for a Converter License 10.24.2017 § 6
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4. On the Welcome page displayed after logging into the account, locate the Apply for
New License area and click the APPLY button.

Welcome

Choose an option below to get started

— ,-’
= 3 e
My Pending Applications Apply for a New License Renew a License Amend a License

APPLY APPLY

VIEW

2

@ [
@ [}

Plates and Stickers My Licenses and Plates My Cases Dealer Replacement

Close aLicense Change General License Info Protest and Complaints Make a Payment

APPLY APPLY APPLY PAY

\J

4

»

x [f
L0

Jit
g

Manage your Account

5. On the License Type page, locate the Converter License area and click its
SELECT button.

Applying for a Converter License 10.24.2017 8§ 7
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vr( Texas Department of Motor Vehicles Help Converter Licensee v

HELPING T GO. HELPING TEXAS GROW.

License Types Home | License Types

To apply to license a new business entity not currently listed on your record, you must first add the new business entity to your
account. This is done through “Manage Your Account” on the home screen.

Independent (GDN) License Salvage Dealer License Representative License

Divided into several categories Allows you to acquire, sell, Allows you to lease a motor vehicle Allows you to perform any duty in
including: used motor vehicle, used dismantle, or repair salvage titled in your name to another person Texas relating to promoting the
vel trailer, new vehicles. This L w motor
— — N -
Converter License Manufacturer License Salvage Agent License
Allows you to substantially change a Allows you to manufacture or Allows you to acquire, sell, or
chassis or a new motor vehicle. (See assemble new motor vehicles that otherwise deal in nonrepairable or
“More Info” for restrictions and may be sold or offered for sale in salvage motor vehicles in Texas as
exempt vehicle types.) Texas by a franchised dealer. directed by a licensed salvage
dealer, under whose name you
operate.
More Information .. More Information .. More Information ..

SELECT SELECT SELECT

6. On the Organizations page, select the organization name used to register this
dealership and then click the SAVE AND NEXT button.

tment of Motor Vehicles Help Converter Licensee ~

S GO. HELPING TEXAS GROW.

Organizations

Please select the organization linked to your account.

* Select Organization

ConversionPlus v

GO TO HOME

7. The Possible Issues popup displays warning you that you will need to have at least
one Representative license before this application can be approved.

Applying for a Converter License 10.24.2017 § 8
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2.2 Contact Information

1. On the Contacts page, you will identify the people that Motor Vehicle Division (MVD)
of TXDMV can contact for information about the license information, status, and daily
operations of the dealership.

vr( Texas Department of Motor Vehicles Help Converter Licensee ~

HELPING TEXANS GO. HELPING TEXAS GROW.

@ a 3 4 5 6 7 8 9 10

¥ Accounts Contact Application Application Ownership Questions Attachments Summary E-sign Payments
Information Reason Details

Contact Information

Enter the contact information for the person TxDMV may contact for questions regarding this application:

Application Contact

* First Name Middle Name * Last Name
Test Dealer

* Email * Phone
testdealerme@gmail.com (555) 555-5555

License Contact

* First Name Middle Name * Last Name

* Email * Phone

E-Tag Contact

Same as Application Contact

Same as License Contact

First Name Middle Name Last Name

Email Phone

CANCEL  ( PREVIOUS ) <SAVE AND EXIT } SAVE AND NEXT

Applying for a Converter License 10.24.2017 § 9
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a. For Application Contact, the system automatically enters the information for the
user who is logged in as the person who MVD can speak with about the details of
the application and its status. Note that you can optionally change it.

b. For License Contact, type in the name, email address, and telephone number
for the person who MVD and Consumer Relations Division (CRD) can speak with
about the licensing file and daily operations of the business. This person can also
speak about the status of the application.

Note: The license contact may be a different person than the application contact who is
handling the application details through the approval.

c. For eTAG contact, click one of the checkboxes to automatically fill in the name,
email address, and telephone number (or type in a completely new information)
for the person who MVD and CRD can speak with about the temporary tags
issued to vehicle buyers.

d. Click the SAVE AND NEXT button to continue.

Note: You can update this contact information during the license term using the Change
General License Information function.

Application Reason

You are required to select a reason for this application from the following options:
1 Apply for new license
1 Entity change (such as changing from a sole proprietorship to a general partnership)

1 Previous license was not renewed
On the Application Reason page:

1. From the dropdown, select the appropriate option.

Applying for a Converter License 10.24.2017 § 10
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artment of Motor Vehicles Help Converter Licensee v
{ELPIN

G TEXAS GROW.

O © ©o ; : . : . . 10

v Accounts + Contact Application Application Ownership Questions Attachments Summary E-sign Payments
Information Reason Details

Application Reason

* Application Reason

Apply for New License v

/ N,
CANCEL ( PREVIOUS \/ kSA\/E AND EXIT) SAVE AND NEXT

If you selected the:

1 Apply for New License, click the SAVE AND NEXT button and skip to the next
section about the application details on page 12.

1 Entity Change or Previous License Not Renewed options, for License
Association, type in the existing license number or if you do not know this

© 6 0 » - O O O O O
' Accounts + Contact Application Application Ownership Questions Attachments Summary E-sign Payments
Information Reason Details

Application Reason

* Application Reason

Entity Change v

License Association

Click on search button if you don’t know license number

SEARCH
SEA )

CANCEL ( PREVIOUS > ( SAVE AND EXIT ) SAVE AND NEXT

Applying for a Converter License 10.24.2017 § 11
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a. Click the SEARCH button

b. On the License Search popup, fill in the information you know and click the
SEARCH button.

c. From the search results displayed, select the appropriate license.

d. Back on the Application Reason page, click the SAVE AND NEXT button.

2.4 Application Detalils

The Application Details information is spread across several web pages.

2.4.1 Business Information

1. On the top portion of the Application Details page:

Applying for a Converter License 10.24.2017 § 12






























































































































































































































































































































































































































































































































































































































