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Revision History 

Effective Date of SOP: 3/14/2025 SOP Number: SOP B.05 

Functional Area Name: Driver License Division Name: CDL 

Last Review Date: 3/5/2025 Last Reviewer: Amanda Casebier, CDL 
Supervisor 

Next Review Date: 3/5/2026 Next Reviewer: CDL Supervisor 

Executive Approval Date: 3/14/2025 Approved By: Alyson Sorenson, CDL 
Manager 

Overview  

This standard operating procedure (SOP) outlines how to renew or replace a Commercial 
Driver License (CDL), for both US citizens and non-citizens, using the D360 system. 

Purpose 

This SOP explains the steps necessary to perform a renewal/replacement of a CDL, with 
additional instructions for adding endorsements and changes to self-certification. 

Policy Statement 

This SOP applies only to customers requesting the renewal or replacement of a CDL at a 
Service Oklahoma (SOK) location and does not apply to online requests. 

Compliance 

OAC 670:15-25-1 – Procedure for obtaining a renewal commercial driver license in person 
OAC 670:15-25-2 – Procedure for obtaining a replacement driver license in person 
49 CFR 383.71 – Driver application and certification procedures 
49 CFR 383.71(f) – Non-domiciled CLP and CDL 
49 CFR 383.3(f) – Custom harvesters 
47 O.S. § 6-121 (OSCN 2025) – Extension of Driver License During Service in Armed Forces 

Systems 

Web Enrollment – System used to take photos and fingerprints. 
PayPort – Payment processing system. 
D360 – System of record used for issuing credentials. 
SAVE – System used for verifying immigration documents. 
CSTIMS – System used for entering CDL test results. 

Roles 
List the roles and functions of anyone involved in the operations described within this document. 

Role Responsibilities 

https://www.ecfr.gov/current/title-49/subtitle-B/chapter-III/subchapter-B/part-383/subpart-E/section-383.71
https://www.ecfr.gov/current/title-49/subtitle-B/chapter-III/subchapter-B/part-383#p-383.71(f)
https://www.ecfr.gov/current/title-49/part-383#p-383.3(f)
https://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=439995
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Driver License Examiner Performs the renewal/replacement of 
credential. 
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Procedures 

Process Map 

 

(see Appendix E for larger image) 
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1. Initial Questions 

NOTE: Commercial driver licenses that are currently suspended are not eligible for renewal or 

replacement. The license must first be reinstated before it can be renewed or replaced. 

Step-by-Step Process: 

❖ Was the customer’s credential lost or stolen? 

➢ If YES (lost/stolen), customer must fill out Lost License Affidavit. Customer must also 

provide proof of ID (e.g. birth certificate, US passport, immigration documents) unless 

they are a US citizen / permanent resident, and their fingerprints match their file in D360. 

 

➢ If NO, does the customer have their current credential in hand? 

▪ If NO, customer must fill out Lost License Affidavit. Customer must also provide proof 

of ID (e.g. birth certificate, US passport, immigration documents) unless they are a 

US citizen / permanent resident, and their fingerprints match their file in D360. 

▪ If YES, customer is eligible for renewal / replacement. 

 

❖ If RENEWAL, is the credential already expired/will expire within one year? 

➢ If YES (expired/expiring within one year): 

▪ The credential is eligible for renewal, UNLESS it is a driver license and has been 

expired for longer than 3 years. 

• If the credential is a DL and was expired for longer than 3 years, the customer is 

not eligible for renewal and will need to retest UNLESS they are an active-duty 

service member or the spouse/dependent of an active duty service member with 

orders showing they are out-of-country, as according to 47 O.S. § 6-121. 

 

▪ NOTE: If customer currently has a hazmat endorsement or plans on adding one to 

the CDL being renewed, they must test / re-test for hazmat and provide valid TSA 

information. They can only be issued a 4-year renewal and are not eligible for an 8-

year renewal. 

• Make sure to verify completion of hazmat ELDT prior to administering hazmat 

written test, if this is the first time the customer is being issued a hazmat 

endorsement. 

 

➢ If NO, customer is not eligible for renewal. They must request a replacement instead. 

▪ NOTE: If the customer has an expired custom harvester CDL, they may have the 

required knowledge and skills tests waived during issuance of the replacement CDL. 

 

❖ Is the customer changing their medical self-certification? 

➢ If YES, customer will need to fill out new medical self-certification form. If they are 

changing to Non-Excepted Interstate (NI), they must also have a valid medical 

examiner’s certificate (DOT medical card) with them. 
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2. Required Documents 

For additional information on document requirements and acceptable documents, refer to OAC 

670:15-1-3 and 49 CFR 383.71.  

NOTE: Once the new CDL is issued, the customer’s old CDL must be defaced by punching a 

hole in the class of license, date of birth, name and expiration date. 

Depending on if the applicant is domiciled in the US, or in a foreign jurisdiction (and whether or 

not they have H2A or J1 status), they will need to provide a corresponding set of required 

documents: 

Category Required Documents 

Domiciled in the US (US 
citizen or permanent 
resident) 

▪ Current CDL (unless lost/stolen, in which case they must 
fill out a Lost License Affidavit) 

▪ Primary ID (e.g., state-certified birth certificate, valid U.S. 
passport, valid I-551 card) 

▪ Proof of Oklahoma residency (TWO if address needs to be 
updated or if upgrading to REAL ID) 

▪ Valid medical examiner’s certificate (DOT medical card) if 
it needs to be updated/added, for Non-Excepted Interstate 
(NI) ONLY 

Custom harvester  
▪ Domiciled in a FOREIGN 

jurisdiction (besides 
Canada or Mexico) AND 
has H2A or J1 status  

▪ Current CDL (unless lost/stolen, in which case they must 
fill out a Lost License Affidavit) 

▪ Valid, unexpired foreign passport accompanied by 
approved I-94 form documenting applicant’s most recent 
admittance into the US  

▪ I-94 must include address of the farm they are employed 
on; if the farm listed is not in Oklahoma, the applicant must 
present a signed and dated letter from the farm in 
Oklahoma with the correct Oklahoma address  

▪ Applicant may also present their visa; most commonly, 
applicants bring their foreign passport and I-797—at the 
bottom of the I-797, it will say I-94 

▪ NOTE: The maximum length of a custom harvester 
CDL/CLP is 210 days (or whatever SAVE shows, if there is 
a shorter approval date) 

Non-domiciled 
▪ Domiciled in a FOREIGN 

jurisdiction (besides 
Canada or Mexico) 
WITHOUT H2A or J1 
status 

▪ Exception made for 
applicants with DACA 
status; Mexican citizens 
with DACA status qualify 
for non-domiciled 

▪ Current CDL (unless lost/stolen, in which case they must 
fill out a Lost License Affidavit) 

▪ Either a valid, unexpired employment authorization 
document OR valid, unexpired foreign passport 
accompanied by approved I-94 form 

▪ Valid medical examiner’s certificate (DOT medical card) if 
it needs to be updated/added, for Non-Excepted Interstate 
(NI) ONLY 

▪ Expiration based on documents provided or SAVE 
response (whichever date is the soonest) 

https://www.ecfr.gov/current/title-49/subtitle-B/chapter-III/subchapter-B/part-383/subpart-E/section-383.71
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Processing 

The steps for processing a CDL renewal or replacement are relatively similar to Class D 

renewals and replacements. For more detailed instructions, refer to “A.03 - Renewal or 

Replacement (Class D and State ID)” SOP.  

Steps 

1. If the customer did not bring their credential being renewed/replaced with them, provide 

them with a Lost License Affidavit form and instruct them to fill it out. 

 

NOTE: If the customer does not have their credential with them, make sure to copy the 

information (endorsements/restrictions, issue/expiration date, class) from the Identity 

Panel for later use. 

 

 

2. Ask the customer if they are changing their medical self-certification. If they are, provide 

them with the medical self-certification form and instruct them to fill it out. Note that if the 

customer is changing to Non-Excepted Interstate (NI), they must also have a valid 

medical examiner’s certificate (DOT card) with them.  

 

 

3. Open D360. Use Quick Search to open the customer’s file. 

 
 

 

4. On the Identity Panel, click on the “CDL” tab. If the customer is eligible for a renewal, a 

“CDL – RENEWAL” button will appear. For a replacement, click “CDL – REPLACE”.  
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5. Complete the “Photo” tab in Web Enrollment. 

 

 

6. In the “Scan” tab, make sure to scan all documents provided by the customer, including 

the customer’s current/expired credential. If they completed a Lost License Affidavit, the 

affidavit must be scanned in lieu of the credential.   

 

7. Once all documents have been scanned, proceed to the “Application” tab. Ask the 

customer whether they would like their new Oklahoma CDL to be a 4-year or 8-year 

credential (hazmat can only renew for 4 years). If the credential is being replaced, select 

the corresponding reason.  

 

 
 

8. Fill out the “Application” tab questionnaire. If the customer is changing their self-

certification, make sure to change the exemption question appropriately—if the customer 

is changing to an excepted self-certification, their employer must be added accordingly 

as the reason for exemption (e.g. City of Tulsa, City of Broken Arrow, public school 

system name, etc.).  

 
 

 

9. Provide the customer with a CFR 391 Medical Requirements form and instruct them to 

fill it out; use the customer’s answers from the 391 form to complete the medical 

questionnaire. Make sure to scan the completed 391 form with the DL10 when closing 

out the transaction. 

 

 

10. The customer will now need to pass a vision exam to proceed. For further information on 

vision requirements for CDL and how to administer each component of the vision 

screening, see “Vision Test SOP”. Once the exam is complete, enter the results into the 

“Vision Screening” section. 
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11. Once the “Application” tab is complete, proceed to the “End/Rest” tab. If the customer is 

adding any new endorsements that do not require a CLP (such as Tanker, Doubles and 

Triples, or Hazmat), make sure to check the boxes accordingly.  

 

NOTE: If adding any new endorsements, remember to enter the test results into 

CSTIMS. A copy of the knowledge record (with the updated test results) will also need to 

be printed out and scanned with the DL-10. For instructions on entering test results into 

CSTIMS, see Appendix C. 

 

12. Proceed to the “Checks” tab and review the checks, then proceed to the “Tests” tab. 

 

 

13. If the customer has any new test results that need to be recorded, enter them accordingly.  

 

 
 

14. Proceed to the “Deficiencies” tab and resolve any outstanding deficiencies. 
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15. After the deficiencies are resolved, the remaining step for processing a CDL 

renewal/replacement are identical to any other transaction. Complete the rest of the 

transaction (printing out the DL10 and processing payment in PayPort). For further 

instructions, refer to “Original Issuance (Class D and State ID) SOP”. 

 

NOTE: The CFR 391 Medical Requirements form must be scanned along with the DL10. 

If the customer is adding a new endorsement and just passed a written test, the CSTIMS 

knowledge record showing their CDL test results must also be scanned with the DL10. 

 

 

16. Once the new credential has been issued, make sure to deface the customer’s old CDL 

by punching a hole in the class, name, date of birth and expiration date. 
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Appendix 

Appendix A: OAC 670:15-25-1 – Procedure for obtaining a renewal 

commercial driver license in person 

(a) General requirements. During the month of expiration or as provided in (d) of this Section, 

each licensee shall present proper identification and pay the required fee to a Licensed 

Operator or to Service Oklahoma for renewal of the commercial driver license. Failure to renew 

a commercial driver license by the end of the month of expiration shall not relieve the person of 

the obligation to renew his or her commercial driver license under the provisions required by law 

and this Section if the person wishes to keep his or her commercial driver license in force. 

(b) Required identification. 

(1) Renewal with expiring or expired commercial driver license. The expiring or 

expired commercial driver license provided as identification may be retained by the 

licensee, after Service Oklahoma or the Licensed Operator has invalidated the credential 

by punching a hole through the license class and license type displayed. The applicant 

must provide current United States citizenship, unless noted on the driving index 

confirming the proof of citizenship required by 49 C.F.R. § 383.71 has been met and the 

date it was done [49 C.F.R. § 383.73(a)(2)(vi)] or lawful permanent resident and proof of 

domicile in the State of Oklahoma. 

(2) Renewal without driver license. Any person who does not have the expiring or 

expired commercial driver license shall provide proof of identification as prescribed in 

OAC 670:15-1-3(b) for an Oklahoma REAL ID Compliant credential and OAC 670:15-1-

3(c) for an Oklahoma REAL ID Non-Compliant credential. 

(c) Vision screening. Persons holding a commercial driver license shall, upon renewal, meet 

the vision standards established in OAC 670:15-11-7 and 49 C.F.R. §391.41. 

(d) Limitations to issuance of a renewal commercial driver license. 

(1) A renewal commercial driver license shall be issued only to an individual whose 

driving privilege is not under suspension, revocation, disqualification, cancellation, or 

denial and who complies with this Chapter, state law, and federal law and regulation. 

(2) Any applicant who requests a renewal of his or her commercial driver license when 

the license has been expired in excess of three (3) years shall be required to appear 

before a Driver License Examiner, pursuant to OAC 670:15-23-2 as for an original 

commercial driver license. 

(e) Early renewal of a commercial driver license. Any licensee may renew his or her 

commercial driver license no more than one (1) year prior to the expiration date. A renewal 

which occurs more than one (1) year prior to the expiration date shall be treated as a 

replacement under the provisions of OAC 670:15-1-10. 

(f) Change of commercial driver license number. A request by a licensee to change the 

commercial driver license number shall conform to the provisions of OAC 670:15-23-3. 

[Source: Added at 41 Ok Reg, Number 23, effective 8-25-24] 
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Appendix B: OAC 670:15-25-2 – Procedure for obtaining a replacement 

driver license in person 

(a) General requirements. Any licensee requiring a replacement commercial driver license 

because the license was lost, stolen, or mutilated, or because information on the license needs 

to be changed, shall request a replacement, upon presentation of proper identification and 

payment of the required fee. The Driver License Examiner shall retain the driver license to be 

replaced if it is available. 

(b) Required identification to replace lost, stolen, or mutilated license. Any person shall 

provide identification as prescribed in OAC 670:15-1-3(b) for a REAL ID Compliant commercial 

driver license and OAC 670:15-1-3(c) for a REAL ID Non-Compliant commercial driver license. 

The applicant must provide current United States citizenship or lawful permanent resident and 

proof of domicile in the State of Oklahoma. If the credential cannot be produced because it was 

lost or stolen, the applicant must complete the Lost or Stolen Driver License Affidavit and submit 

it with his or her request. 

(c) Required identification to change information and replace a commercial driver 

license. 

(1) Name change. Any person who requests a replacement commercial driver license in 

order to make a name change shall comply with the identification requirements 

prescribed in OAC 670:15-1-3(b) for a REAL ID Compliant credential and OAC 670:15-1-

3(c) for a REAL ID Non-Compliant credential to identify the person by his or her former 

name and with OAC 670:15-1-16 to identify the person by his or her new name. The 

former name shall be entered by the Driver License Examiner into the "Alias" field in the 

driver license database to provide historical information to Service Oklahoma. The 

person requesting the name change may retain the old license, if it is available, after 

Service Oklahoma has invalidated the document by punching a hole through the license 

class and license type displayed. 

(2) Address change. A licensee shall request a replacement commercial driver license 

within ten (10) calendar days of any address change and 

(A) shall provide the new address to Service Oklahoma, and 

(B) shall provide identification as prescribed in OAC 670:15-1-3(b) for a REAL ID Compliant 

credential and OAC 670:15-1-3(c) for a REAL ID Non-Compliant credential. 

(3) Endorsement or restriction change. Any person who requests a replacement 

commercial driver license in order to change endorsement or restriction information on 

the license shall provide identification as prescribed in OAC 670:15-1-3(b) for a REAL ID 

Compliant credential and OAC 670:15-1-3(c) for a REAL ID Non-Compliant credential. 

The person requesting the information change may retain the old license, if it is 

available, after Service Oklahoma has invalidated the credential by punching a hole 

through the license class and license type displayed. 

(4) Sex change. The licensee shall show an original or certified court order for name 

change, if applicable, and a notarized statement on letterhead from the physician who 

performed the sex change operation indicating the applicant or licensee has undergone 

a complete physical sex change. The letter shall state the sex change is "irreversible and 



 

Renewal or Replacement (CDL) – SOP B.05 
Page | 13 

 

permanent". The licensee shall also show proof of former legal name, if applicable. The 

new sex shall be entered by the Driver License Examiner in the "Sex" field in the driver 

license database, and the former name shall be entered by the Driver License Examiner 

into the "Alias" field in the driver license database to provide historical information to 

Service Oklahoma. 

(d) Limitations to issuance of a replacement driver license. 

(1) A commercial driver licensee shall appear before a Driver License Examiner to 

request a replacement commercial driver license in order for the Driver License 

Examiner to perform the federally required ten-year driving history check. 

(2) A replacement commercial driver license shall be issued only to an individual whose 

driving privilege is not under suspension, revocation, disqualification, cancellation, or 

denial and who complies with this Chapter, state laws, and federal laws and regulations. 

(3) The commercial driver license number may be changed as provided in OAC 670:15-

23-3. 

[Source: Added at 41 Ok Reg, Number 23, effective 8-25-24] 
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Appendix C: Entering Written Test Results in CSTIMS 

If the customer had to pass any tests during the issuance (to add new endorsements), the 

results of those tests must be recorded into CSTIMS. 

Steps 

1. Open CSTIMS. Click on the “Knowledge Testing” tab, and then the “Record” tab.  

 
 

2. Enter the customer’s personal information and search for their file. Make sure to enter 

“Oklahoma” for the state of domicile. 

 

 

3. If the customer exists in the database, their name will appear in the search results. Click 

on the edit icon to the left of their name to update their information. 

 

NOTE: If the customer’s file does not appear in the search, double-check that their full 

name and date of birth are correct. If their entry cannot be found, click the “Create” 

button next to “Search” to create a new file. 
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4. Enter the results for each test into the customer’s file. Make sure to click “Save” at the 

bottom of the page after all results have been recorded. 
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Appendix D: DL-18 Form 
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