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Overview  

This SOP covers the processing of aircraft registrations 

Purpose 

This document provides step-by-step procedures for Processing Specialists or Title 

Consultants to follow when processing initial and renewal aircraft registrations  

Policy Statement 

These procedures apply to MV Processing Specialists who are processing mail-in or 

OkCARS aircraft registrations or Title Consultants helping live customers.  

Compliance 

OAC 670:25-3 – Aircraft 

 

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 



 
 

 

FAA Database FAA Database to search customer-submitted 

Tail #’s to ensure they are valid.  

Microsoft Teams Messaging and file sharing platform used for 

communication between the Storefront and 

Building 16. 

Roles 

Role Responsibilities 

MV Processing Specialist (PS) Processes registration renewals from the MV 

Processing offices. 

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

Processes renewals live with customers 

when possible and may forward cases with 

issues on the MV Processing.  

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: Processing an Initial Aircraft Registration – Mail-In 

Purpose: This process covers a basic private aircraft initial registration processed by mail.  

Background: Back-Office 

Aircraft registration is a new motor vehicle function as of July 2024. It is not well supported by 

OneLink, so has no dedicated queues, so mail-in aircraft transactions require manual 

identification and sorting to get paperwork to processors.  

Process Step-by-Step:  

1. First, the customer will compile all required documents and send to Service Oklahoma 

(See Appendix A) 

2. Central Processing will receive and sort the incoming mail, identifying private aircraft 

registration requests and forwarding them to special plates 

3. The MV Processing Specialist assigned to aircraft will take the submitted aircraft packets 

and identity initial registrations  

4. To begin processing, the PS will search an FAA database and verify that the tail number 

submitted on Form 13-34 is valid.  

a. If the tail number does not validate in the FAA database, the PS should send a 

letter to the customer asking for correct tail number information and file the 

submitted documents in the meantime. 

5. Next, verify that all customer documents and payment are compliant.  

a. If the customer is missing any required documentation (e.g., no purchase 

agreement), send a letter asking for updated information information and file the 

submitted documents in the meantime. 

6. If all required documentation and payment are present, process the aircraft registration 

in OneLink  

Note: See process #2 for an example of processing an initial registration. The only 

difference with a mail-in vs. SOK Storefront is that payment will be receipted by remittance 

instead of by incomplete payment.  

Note: Since aircraft registrations are not well supported in OneLink, it is not possible to go 

backwards through screens. To reduce the risk of mistakes in processing (especially around 

fees), it is best practice to run an aircraft registration in the staging environment FIRST to 

make sure everything checks out before doing it for real.  

Note: Application is to be filed with service Oklahoma within twenty (20) days of purchase if 

purchased within the state or within twenty (20) days of entry into the state for other aircraft. 

If necessary, adjust the in-office date to the date the application was received by SOK to 

avoid penalty fees.  

https://registry.faa.gov/aircraftinquiry/search/nnumberinquiry


 
 

 

7. Receipt the process 

Note: If the customer has overpaid, refunds are done the “old fashioned way” by compiling 

documentation and bringing to Refunds department. 

8. Print and prepare registration paperwork for mailing. Place in outgoing mail bin for CPD 

9. Central processing will pick up and mail out registration envelopes.  

10. Once the customer has received their registration, they are ready to fly.  

Renewals:  

The process for a private aircraft registration renewal is the same as an initial registration, with 

some exception:  

- Customers will be automatically mailed a copy of Form 13-34R in October of a renewal 

year to prompt renewal  

- No Purchase Agreement is required (See Appendix A) 

To process a renewal in OneLink: 

1. From the Search Manager, search an aircraft by Tail Number. Click on the Aircraft link 

to pull up the Ownership Account. 

 

 

2. Click I Want To. 



 
 

 

 

3. Click Renew Aircraft. 

 

4. Update any necessary registration details, including adjusting the In-Office Date to 

avoid penalties if necessary.  

Note: This profile did not have any Airport information, so the county name is used as the 

Airport name. 

 

 

 

 

 

 

 



 
 

 

 

 

 

5. Verify Fees. Press Submit.  

 

 

Process #2: Processing an Initial Aircraft Registration – SOK Storefront 

Purpose: To process a private aircraft initial registration that originates in the SOK Storefront.  

Background:  

Aircraft registrations can also be taken at the Storefront, though some collaboration is required 

with the back office. 

If a customer comes into the Storefront with aircraft paperwork, the Title Consultant should 

contact Building 16 via Microsoft Teams and get the attention of a Processing Specialist who 



 
 

 

knows how to work aircraft. This may take a few minutes. Once someone is available, the TC 

can pass information back to the PS (Tail #, make/model, etc.) and the PS will run a fee 

estimate to determine how much the customer owes.  

Once an estimated fee is determined, the TC can take customer payment and process an 

incomplete payment in OneLink. Customer paperwork should be collected and placed in a tray 

to be taken over to Building 16 for processing.  

Process Step-by-Step: 

1. If a customer walks into the SOK Storefront and is looking to register an aircraft, the Title 

Consultant can take their transaction and review their paperwork, looking for the basic 

required documents like a 13-34 Form and Purchase Agreement.  

2. If the customer appears to have what they need, the associate should get in contact with 

a MV Processing Specialist in Building 16 who knows aircraft best via Microsoft Teams 

and share key information (Tail #, make/model, etc.).  

3. The PS will help the Storefront TC estimate the fees owed by the customer based on the 

airplane specifications.  

4. The TC will then take customer payment and process it as an incomplete payment, 

including generating and printing an incomplete payment letter. 

5. The TC should forward paperwork back to Building 16 (by placing in a designated tray) 

to be processed.  

6. The PS with expertise in aircraft will receive the aircraft paperwork begin to process the 

registration in OneLink by opening the New Manager and selecting Maintenance. 

Note: Since aircraft registrations are not well supported in OneLink, it is not possible to 

go backwards through screens. To reduce the risk of mistakes in processing (especially 

around fees), it is best practice to run an aircraft registration in the staging environment 

FIRST to make sure everything checks out before doing it for real. This example shows 

a walk-through in the staging environment, but the process is identical to the real thing.  



 
 

 

Note: This example follows a transfer of an aircraft that was previously registered in 

Oklahoma to a new owner. 

7. Select Aircraft Registration. 

 

 

 

 

 

 

 

 



 
 

 

 

8. Enter the aircraft’s serial number.  

 

Note: This aircraft information is already in the system (this is more like a transfer registration 

than an original registration – the customer will be charged a transfer fee), so we can click 

Select and auto-populate a bunch of information.  

 

 

 



 
 

 

 

 

9. Enter the New Tail Number for the aircraft. 

 

10. Tail number will need to be entered twice. 

 

11. Enter any Vehicle Details that did not auto-populate, including renewal notice 

preference, Airport, Propulsion Type, and Hangar County. 

Note: Some aircraft will not have an Airport associated with them. For these, put the 

Hangar County in the Airport field. 



 
 

 

 

 

12. Enter Purchase Details and Owner Info. After verifying all information thoroughly, click 

OK.  

Note: Application is to be filed with service Oklahoma within twenty (20) days of purchase if 

purchased within the state or within twenty (20) days of entry into the state for other aircraft. 

If necessary, adjust the in-office date to the date the application was received by SOK to 

avoid penalty fees. Since this transaction had an in-office date of 12/16/24 and a purchase 

date of 12/26/24, this customer will incur one day of excise tax penalties. 

13. Click OK to submit the transaction, close the Open Case, and create a new Ownership 

Account. Click the Aircraft link to open the Ownership Account.  

 

 

 



 
 

 

 

 

14. The Ownership Account will show the Balance due by the customer. Click Receipt to 

begin receipting the process.  

Note: The only way to see a breakdown of fees for an aircraft transaction is to click the 

Activity ID.  

 

 

 



 
 

 

15. Since this transaction came from Building 4, it will be processed as an Incomplete 

Payment. 

 

16. Enter the Incomplete Payment Letter ID and Incomplete Amount. Click Save. 

 

17. PS will Quick Print, prepare registration paperwork for mailing, and place in the 

outgoing mail bin for CPD.  

 

18. Central processing will pick up and mail out registration envelopes.  

19. Once the customer has received their registration, they are ready to fly.  



 
 

 

 

Renewals: The process for a private aircraft registration renewal is the same as an initial 

registration, with some exception:  

• Customers will be automatically mailed a copy of Form 13-34R in October of a renewal 

year to prompt renewal  

• No Purchase Agreement is required (See Appendix A) 

• Since renewal registrations are already in the system, Storefront Title Consultants will be 

able to see the fees owed right on the customer’s ownership account. However, given 

the difficulty of correcting mistakes on aircraft transactions, TCs should still contact 

Building 16 and confirm renewal information. After validating, TCs can process a 

renewal live in the Storefront with a customer.  

 

Process #3: Processing an Aircraft Registration Renewal - OkCARS 

Purpose: To process an aircraft renewal submitted via OkCARS.  

Background:  

Aircraft registrations can also reach the SOK back-office via OkCARS. Aircraft transactions do 

not have a dedicated queue in OneLink, so transactions must be pulled up by searching 

“OkCARS Aircraft Renewal” in the Case Search field. Since there are no queues for aircraft 

transactions, a PS needs to periodically check for new transactions submitted via OkCARS.  

Process Step-by-Step: 

1. From the Search Manager, select Case Search.  



 
 

 

 

2. Enter OkCARS Aircraft Renewal in the Type field. 

 

3. Scroll to find a recent case to work.  

  

4. Verify account information is still accurate. 



 
 

 

 

5. Click Process. 

 

6. Confirm stage change.  

 

7. Case will now be closed. Click the Aircraft hyperlink to navigate to the Ownership 

Account. 



 
 

 

 

8. From the Ownership Account, select the Financial tab. 

 

9. Click the date on which the renewal was run.  



 
 

 

 

10. Click the CSH-CARS link.  

 

11. Click the Interaction ID.  

 

 

 

12. Click Quick Print. 



 
 

 

 

13. Print the registration and registration receipt and mail to customer.  

  



 
 

 

 

Appendix 

Appendix A: Required Documents 

Initial Registration Renewal 

Form 13-34 – Application for Registration of 

Aircraft and Report of Excise Tax 

13-34R – Renewal Notice 

Other forms if filing for tax exemptions (e.g. 

Ag excise tax) 

See OAC 670:25:3-30 -31 for full information 

on Aircraft Registration Exemptions 

Other forms if filing for tax exemptions (e.g. 

Ag excise tax) 

Purchase Agreement 

Note: If a vehicle comes in from out of state 

(not purchased), the customer will not provide 

a purchase agreement and instead will 

provide documentation showing evidence that 

they have paid excise tax in another state in 

order to waive OK excise tax.  

 

 

  

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/13-34-17RegistrationofAircraftExciseTax.pdf


 
 

 

Appendix B: Aircraft Registration Example 

This is an example of receipt for an initial registration that was quite expensive (high excise tax) 

and incurred one day of late submission excise tax penalties. 

 

 

  



 
 

 

Appendix C: Registration Receipt Example 

This is an example of receipt for an initial registration that was quite expensive (high excise tax) 

and incurred one day of late submission excise tax penalties. 

 

 

 

 



 
 

 

Appendix D: Registration Renewal Notice (13-34R) Example 

References 
1. Links relevant to aircraft craft registration  

a. Form 13-34: Service Oklahoma Application for Registration Of Aircraft 

b. FAA Tail # Search 

 

 

 

 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/13-34-17RegistrationofAircraftExciseTax.pdf
https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/13-34-17RegistrationofAircraftExciseTax.pdf
https://registry.faa.gov/aircraftinquiry/search/nnumberinquiry

