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Overview  

This Standard Operating Procedure (SOP) outlines the process for issuing in-lieu license 

plates. 

Purpose 

This SOP provides step-by-step procedures for Processing Specialists or Title Consultants to 

follow when working in-lieu plates transactions. 

Policy Statement 

These procedures apply to MV Processing Specialists processing mail-in in-lieu plates 

requests or Title Consultants assisting customers in person. 

Compliance 

OAC 670:20-29 – Special license plates 

 

LO Manual Chapter 4: Special Plates 

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 

MV Processing Specialist (PS) Processes in-lieu plates transactions from the 

MV Processing offices. 

Title Consultant (TC) Handles customer interaction in-store. 

Processes in-lieu plates transactions live with 

customers.  

MV Supervisor Available to help resolve any issues or 

unusual cases that arise from normal 

processing of transactions 

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

customer mail to forward to OneLink Queues. 

Sends outgoing mail. 



 
 

 

Procedures 

Process #1: Issuing In-Lieu Plates 

Purpose: To issue an in-lieu plate to a customer.  

Background: SOK Storefront 

In-lieu plates are much like special plates but follow a slightly different process in OneLink.   

There are several types of in-lieu plates that can be requested by customers at the SOK 

Storefront. These plates, like special plates, often required additional documentation to verify 

status or membership with a group.  

When processing a renewal live with a customer, first verify that the customer has the proper 

documentation for the special plate they desire. This includes Driver’s License, Valid 

Oklahoma Insurance, Vehicle VIN, Application Form, and Required Qualifications (if 

necessary).  

If the required documentation is present, proceed by pulling up the customer’s Ownership 

Account and continue with the instructions below. 

Note: The SOK Storefront will not have every type of in-lieu plate available on-hand. Typically, 

title consultants will keep a handful of common special plates at their desk, including the 

Disabled American Veteran in-lieu plate (by far the most common in-lieu plate type).  

Additional special plate types are kept in a cabinet at the Storefront; however not all plates will 

be available. If a customer comes in looking for a plate that is not available, the TC should get in 

touch with Building 16, and usually someone can run a plate over for the customer. If the 

customer is fine waiting for their plate to come in the mail, the TC can process the request but 

leave the plate and decal fields in the plate request blank. This will create a Specialty Plate case 

on the Ownership Account that can then be worked by the Special Plates section. 

If the required documentation is present, proceed by pulling up the customer’s Ownership 

Account by searching their vehicle information and continue with the instructions below. 

 
 

Background: MV Processing: 

1. To begin processing in-lieu plates in OneLink, start from the Task Management 

homepage and select one of the many in-lieu plates queues.  

 

 

 

 



 
 

 

 

 

 

2. Navigate to the Tasks tab and select the first Batched Work on a working date: 

 

 

 

3. Navigate to the Tasks tab and select the first Batched Work on a working date: 

 

4. From the Batched Work page, press the blue Laser Fiche hyperlink to open the 

customer documentation associated with the transaction, then click the Ownership 

hyperlink to open the Ownership Account. Verify that the customer has sent in all the 

required documentation for the type of in-lieu plate they are getting. If the customer is 

missing documentation, they may need to be sent a letter.  



 
 

 

From the Ownership Account, continue with the instructions below. 

Process Step-by-Step: 

 
1. Starting from the Ownership Account, select I Want To.  

 
 
 



 
 

 

2. Click the Change Registration hyperlink.  

 
 

3. Select the Other Changes selector button.  

4. Select the Fee exception from the drop-down menu.  

5. Select In-Lieu from the plate group drop down 

6. Select the Plate type from the drop-down menu.  

7. Click Next. 

 
 

8. Enter insurance information and validate. Click Next. 
 



 
 

 

 
 

9. Change the address if necessary 

10. Select the Renewal Notice option Email or Mail  

11. Click Next. 

 

 
 

12. Enter in the Plate and Decal. Click Next.  



 
 

 

 

 
 

13. Select applicable miscellaneous fees. Click Next.  

 

 
 

14. Verify fees are correct for transaction type and click Next.  
 



 
 

 

 
 

15. Verify the summary and click Submit.  
 

 
 

16. Receipt the process. 

 

Wrap-Up: SOK Storefront 

To return plates to the customer, print a registration (showing newly issued plate), attach a 

decal, and hand it to the customer with the issued plates. 

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

take customer payment either by 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 DCSs will be brought over to Building 16 



 
 

 

nightly for review by the MV Supervisor. Any issues/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.  

 

Wrap-Up: Mail-In 

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

DCS, place it on top of the paperwork bundle, and 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 PS should also prepare tags, registration (showing newly issued plate), and decals to be 

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

 

Appendix 

Appendix A: List of In-Lieu Plate Types 

See the Specialty Plates Catalog for a full information on these plate types 

Plate Type Required Documents 

Disabled American Veteran 

(Motorcycle/Automobile) 

Copy of a reduced licensing charge card 599C or a letter 

issued by the Oklahoma Department of Veterans Affairs for the 

purpose of registering a vehicle. 

Disabled American Veteran 

(Motorcycle/Automobile) – 

Physically Disabled 

Copy of a reduced licensing charge card 599C or a letter 

issued by the Oklahoma Department of Veterans Affairs for the 

purpose of registering a vehicle. Additionally, a current 

handicap parking placard is required.  

Indian Tribal  American Indian Tribal Association membership documents 

Choctaw Veteran ID and DD Form 214. Vehicles must have a standard Choctaw 

plate before they can be issued a Choctaw Veteran plate.  

Antique or Classic 

(Motorcycle/ Automobile) 

Vehicle must be at least 25 years old based on the date of 

manufacture. 

Ex Prisoner of War 

(Motorcycle/Automobile) 

Confirmation letter from the Oklahoma Department of Veterans 

Affairs, copy of Oklahoma title and proof of Oklahoma 

insurance. 

Killed in Action  Letter of confirmation from the Oklahoma Department of 

Veterans Affairs, or deceased veteran’s DD Form 214 (if form 

does not reflect service person’s death, a copy of death 

certificate may be substituted) and statement that he/she has 

not remarried. Only the unmarried confirmation statement is 

required upon every renewal. 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/SpecialtyPlatesCatalog.pdf


 
 

 

Gold Star Survivor/Spouse  Birth Certificate confirming applicant’s relationship, and one of 

the following: 

• DD Form 1300, Report of Casualty, or 

• Death Certificate, DD Form 214, and a statement 

veteran’s death was due to or a consequence of a 

service-connected disability, or  

• A letter of confirmation from the Oklahoma Department of 

Veteran Affairs 

Gold Star Family Parents: 

Gold Star Parent Membership card, or 

Birth certificate of Service Member and DD Form 1300. 

Siblings and Half-Siblings: 

Birth certificate of Service Member, and birth certificate of 

Family Member applicant, and DD Form 1300. 

Maternal Grandparents: 

Birth certificate of Service Member, and birth certificate of 

Service Member’s mother, and DD Form 1300. 

Paternal Grandparents: 

Birth certificate of Service Member, and birth certificate of 

Service Member’s father, and DD Form 1300. 

 

References 

1. List of links relevant to In-Lieu Plates  
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