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Overview  

This standard operating procedure (SOP) covers issuing duplicate titles for vehicles. 

Purpose 

This SOP provides step-by-step procedures for TCs to follow when issuing duplicate titles.  

Policy Statement 

These procedures apply to TCs helping customers in the SOK Storefront with title 

transactions and working in the back-office processing mail-in title work. 

Compliance 

OAC 670:20-35-9 – Duplicate certificate of title 

 
LO Manual Page 82-83 – Duplicate Certificate of Title 

 

Systems 

System Function 

OneLink Platform for storing customer information and 

processing Motor Vehicles transactions 

Laserfiche Image storage database where customer-

submitted documents are stored – accessible 

through OneLink 

Microsoft Teams Messaging and file sharing platform used for 

communication between the Storefront and 

Building 16. 

 



 
 

 

Roles 

Role Responsibilities 

Title Consultant (TC) Processes title work in-store with customers 

or in back-office via mail.  

MV Supervisor Available to answer questions or resolve 

issues that arise during the standard 

processing of title work. 

Central Processing Division (CPD)   Receives, sorts, and scans incoming 

customer mail to forward to titling 

department. Sends all outgoing mail, 

including printing and mailing titles.  



 
 

 

Procedures 

Process #1: Issuing a Duplicate Title 

Purpose: This process covers a duplicate automobile title transaction processed in-store or via 

mail.  

Background: SOK Storefront  

Prior to processing a duplicate title with a customer, first check that the customer has all the 

required documents for the title transaction they want to complete (See Appendix). If the 

customer is missing any key documents, such as insurance information, they must leave and 

come back with the proper paperwork.  

Note: Application for duplicate title may be made only by the record owner, or someone who 
has been given notarized power of attorney (POA) regarding the vehicle by the owner. When 
helping a customer with a duplicate title, review the record to ensure that the customer is 
entitled to apply for the title. 

After verifying customer documentation and title status, proceed with the following steps. 

Background: Mail-In 

When a customer mails titling paperwork to SOK, that paperwork is received, scanned, and 

sorted by CPD. MV paperwork is forwarded to the MV department, and the titling team further 

sorts the titling mail by transaction type.  

Once transfer title paperwork packets have been identified, a TC will begin processing by going 

through the packet and verifying that the customers documents and payment are sufficient. If 

the customer is missing documentation, the TC will need to send them a letter asking for proper 

documentation. The TC should make a note on the customers Ownership Account and file the 

paperwork away while waiting for more documents from the customer.  

Note: Application for duplicate title may be made only by the record owner, or someone who 
has been given notarized power of attorney (POA) regarding the vehicle by the owner. When 
helping a customer with a duplicate title, review the record to ensure that the customer is 
entitled to apply for the title. 

Once the TC has a verified all customer documents are present, proceed with the next steps.  

Process Step-by-Step: 

 
This process can start from the Ownership account or the main I Want To menu  
 

1. From the Ownership account, select the I Want To Button.  



 
 

 

 

 
 

2. Select the Revised Title Application hyperlink under the Titling section.  

 
 

 

3. Verify the vehicle information and click the Select hyperlink. Click Next.  

 

 
 

4. Select Duplicate Title from the drop-down menu under Title Action. 
 

 
 

 



 
 

 

 
Note: If the registration is expired and an exemption exists, then you will have to select the 
reason from the Duplicate Title Exception drop down menu. 

 

 
 

5. Select any changes that need to be made. (i.e., Release Lien, change address, add 
misc. fees). Click Next.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 

 
 

 
6. The next screen will depend on changes that were selected on the previous screen.  

a. If Yes on lien information you will see the lien information to release. Click the Edit Lien 
check box and enter the release date. 

 
b. If Yes on address change you will see the Owner information section.  

Note: If vehicle out of state is chosen as an exemption, then an out of state address must 
be entered.  



 
 

 

 

 
 

7. If yes on Miscellaneous Fees, select and Miscellaneous Fees. 

 
 

8. Click Next.  

9. Verify the Title Preview is correct with updated information.  

Note: All the information that was changed will show in red.  

10. Click Next.  

 



 
 

 

 
 

11. Verify the summary screen and then click the Submit button.  
 

 
 

12. Receipt the process. 
 

 

Wrap-Up: SOK Storefront 

After submitting the transaction and receipting the process in OneLink, the Storefront TC must 

take customer payment via cash, check, or in the Credit Card Payment System  

The TC should print a receipt and keep the signed copy in their cash drawer until the end of the 

day. Empty decal sheets should also be kept for inventory purposes.  

The TC must also print a document cover sheet and place it on top of the bundle of paperwork 

submitted by the customer. This stack of bundles and DCS will be brought over to Building 16 

nightly for review by the MV Supervisor. Any issues or mistakes in processing will be discussed 

between the MV Supervisor and TC.  



 
 

 

After reviewing paperwork bundles for accuracy, the MV Supervisor will forward paperwork to 

CPD to scan into Laserfiche and link to the customer’s Ownership Account. Paperwork bundles 

and DCSs will be physically filed in the warehouse space.  

If there are no holds on the title, CPD will automatically print and mail the new original title to the 

customer.  

Wrap-Up: Mail-In 

After submitting the transaction and receipting the process in OneLink, the TC should print a 

DCS and place of top of the paperwork bundle. The TC will forward paperwork to CPD to scan 

into Laserfiche and link to the customer’s Ownership Account. Paperwork bundles and DCSs 

will be physically filed in the warehouse space.  

The TC should also prepare tags (if necessary), registration, and decals to be mailed to the 

customer in a tag-sized envelope and place in an outgoing mail pile.  

If there are no holds on the title, CPD will automatically print and mail the new original title to the 

customer.  

 

Appendix 

Appendix A: Required Documents, Fees, and Exemptions 

For full duplicate title guidelines, see LO Manual Page 82-83 

Documents Required – Duplicate Titles 

1. Completed and notarized Application for Replacement Certificate of Title for 
Vehicle/Boat/Motor (Form 701-7).  

Note: If more than one recorded owner, only one signature is required unless the names 
have “and” between them. In that case, all owners must complete the form. 

2. Method of identifying the vehicle record – VIN, title number, or tag number 

3. If the application is signed for by Power of Attorney (POA), the original or a certified copy 
of the POA is to be attached to the paperwork.  

4. Occasionally, a lien release will be submitted with the paperwork.  

Fees - Duplicate Titles 

 Vehicle Boat and Motor 

Title Fee $11.00 $2.25 

Mail Fee $1.73 $1.73 

Total $12.73 $3.98 

 
Exceptions and Tips – Duplicate Titles 

All duplicate title applicants must list their vehicle registration information, unless they qualify for 
one of the following exceptions. 

Exemption Type 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/701-7%20Replacement%20Title%20for%20VehicleBoatMotor.pdf


 
 

 

Manufactured Homes 

Non-Expiring Commercial Trailers 

Construction Machinery 

Permanent Tax-Exempt Plate Organizations (e.g. political subdivisions and volunteer fire 

departments) 

Salvage or Junk titles 

Vehicle owner no longer residing in Oklahoma, utilizing an out of state address 

Licensed Oklahoma Dealers.  

Note: Title must be in the name of the dealership. Dealer number is required.  

Off Road Vehicles 

State-Owned Vehicles 

Prorated Vehicles 

License Plate Transferred 

Low Speed Electric Vehicle 

Unrecovered Theft 

 

Situations Where a Duplicate Title May Not Be Processed 
Title Is on Hold (Document, Serial Or Prorate)  

Record Not on File   

Title Has Been Issued Within 7 Days  

Previous Title Receipt Was Voided  

Pending Title 42 

Title Has Been Cancelled  

Stop Flag on Record 

Indicator Showing Title Has Been Returned 

Applicant Is Not Record Owner  

Notice Of Transfer on Record. 

 

Note: Registration must be current if the mailing address is in Oklahoma. If registration has 
expired, the applicant is required to renew the registration prior to processing a duplicate title. 
Check the in-office date to see if the duplicate application was submitted before expiration. 
Grace period does not apply.  

Note: The only changes that may be made on a duplicate title are: 

• Address of record owner 

• An active lien may be released provided an acceptable lien release was submitted with 
the application 
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a. Application for Replacement Certificate of Title for Vehicle/Boat/Motor (Form 701-

7) 

 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/701-7%20Replacement%20Title%20for%20VehicleBoatMotor.pdf
https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/701-7%20Replacement%20Title%20for%20VehicleBoatMotor.pdf

