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Overview  

This Standard Operating Procedure (SOP) covers the process of reviewing and renewing 

Commercial Driver’s License (CDL) schools to operate in the state of Oklahoma. 

Purpose 

This SOP provides step-by-step instructions for CDL Auditors to follow when reviewing 

renewal applications from CDL Schools.  

Policy Statement 

These procedures apply to instructors at all CDL Drive Schools in Oklahoma except: 

• Schools giving driver training lessons without charge 

• Schools maintained by employers without charge for their employees only 

• Schools or classes conducted by high schools, colleges, universities, vocational schools, 

or private schools for regularly enrolled, full-time students as a part of the normal program 

for such institutions. 

Compliance 

OAC 670:15-33 – Truck Driver Training 

 

 

Systems 

System Function 

SOK Shared Drive Internal shared drive used by CDL employees 

to share files. CDL team used the CDL Admin 

Folder.  
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Commercial Skills Test Information 

Management System (CSTIMS) 

American Associated of Motor Vehicle 

Administrators (AAMVA)-sponsored tool to 

track CDL schools, instructors TPEs, and 

student test results 

Roles 

Role Responsibilities 

CDL Drive School State-certified school that offers CDL training 

services for people in Oklahoma 

CDL Auditor CDL team member who carries out most day-

to-day functions related to CDL School, 

Instructors, and TPEs, including certification, 

renewal, and auditing.  

CDL Supervisor CDL team supervisor who is available to 

assist with CDL auditor functions as needed 

and may be called on to answer questions, 

settle disputes, or handle non-compliance 

escalation.  
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Procedures 

Process #1: Renewing a CDL School Certification 

Purpose: To review and renew CDL Drive School certifications to operate in the state of 

Oklahoma 

Background: 

CDL Schools must renew their certifications annually. Renewals are due by 12/31 each year, 

but SOK initiates the renewal process in September to keep schools on track.  

Process Step-by-Step: 

1. In September, a CDL Auditor will reach out to a CDL Drive School and prompt them to 

renew their certification for the coming year. This outreach will include: 

• Renewal Application 

• Oklahoma Code Acknowledgement Form (See Appendix B) 

• Copy of relevant Oklahoma Code 

Note: Instructor annual forms may also be sent out that this time (See CDL Instructor 

SOP). 

Note: Renewals are due 12/31 of each year. If a CDL school has not been renewed by 

1/1 of the next year, they must stop practicing until their renewal is complete. SOK 

hopes to get initial renewal forms back by 11/15 of each year for processing.  

2. CDL School will complete and return the renewal forms to SOK. 

3. The CDL Auditor will review the submitted materials against the CDL School Renewal 

Checklist. 

a. If the school’s renewal application has correctable issues, such as missing 

curriculum information, the Auditor will contact the school to resolve the issue.  

b. If some aspect of the school’s application is clearly insufficient, such as an 

inability to provide an acceptable insurance policy, the school’s renewal 

application may be denied. If an application is denied, the CDL Auditor will reach 

out to the school via email and, if appropriate, explain the reason for denial.  

c. If the school’s renewal application is complete on the first attempt, the CDL 

Auditor will reach out to the school to alert them of their reapproval.  

Note: CDL Auditor should also review the CDL school’s recent audit history to see if there 

are any outstanding issues that may need to be resolved before renewal.   

4. Next, the CDL Auditor will update the school’s file in the CDL Admin Folder (See “F.01 - 

CDL School Initial Certification” SOP for instructions on editing school files) 
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5. The CDL Auditor will draft an updated School Certificate for the renewed school using 

the template in the “4-Certificates” folder (See Appendix A). This certificate can be 

printed and mailed to the school.  

 

Note: If instructors are being renewed along with a school, create instructor certifications 

and mail with school certifications (See “F.05 – CDL School Instructor Initial Certification” 

SOP). 

Note: At this point, the CDL Auditor should also file paper copies of CDL School documents 

in a dedicated file. These paper files must be kept for three years. 

6. If necessary, the CDL Auditor may update CSTIMS with any new information on the CDL 

school. For example, fleet information can change year-over-year. (See “F.05 – CDL 

School Instructor Initial Certification” SOP for instructions on editing school profiles in 

CSTIMS) 

7. Once the CDL School has received their renewed certification by mail, they are set to 

continue teaching.  
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Appendix 

Appendix A: School Certificate Example 
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Appendix B: Code Acknowledgement Page Example 
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References 

1. List of links relevant to CDL Schools 

a. Oklahoma Administrative Code 
b. CSTIMS 

 
2. List of forms relevant to CDL Schools 

a. Renewal School Application NEW.doc 
b. Renewal School Checklist.docx 
c. OAC 670 Truck Schools.docx 
d. School Information.docx 
e. Acknowledgement Commercial Truck School_.doc 
f. School Certificate.docx 

 

 

 

 

 

 

 

 

 

 

https://rules.ok.gov/code
https://cstims.aamva.org/
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/Renewal%20School%20Application%20NEW.doc?d=w71d2f03d033c478488f37ee7d23a62c7&csf=1&web=1&e=ylDY7Y
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/Renewal%20School%20Checklist.docx?d=wef4b262568f743e89db5ed3ed8e009dc&csf=1&web=1&e=a5Kihq
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/OAC%20670%20Truck%20Schools.docx?d=wd3c7e6dc9e744947b3255d73f3f131fe&csf=1&web=1&e=cSoAla
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/School%20Information.docx?d=w164d200478244f77991a014607988dfe&csf=1&web=1&e=vCoqLq
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/Acknowledgement%20Commercial%20Truck%20School_.doc?d=w8f740ca11db841e6b2087534e534117d&csf=1&web=1&e=QqUrYD
https://itinfoalvarezandmarsal.sharepoint.com/:w:/r/sites/ServiceOklahoma/Shared%20Documents/Files/Phase%202%20-%20SOP%20Implementation%20%26%20Development/Working%20Files/Drive%20Schools/CDL%20Drive%20Schools/CDL%20Schools/Client%20Files/School%20Certificate.docx?d=w95152dce2aa84d26b5c7d722bf0f1341&csf=1&web=1&e=v0XnNa

