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Overview  

This Standard Operating Procedure (SOP) covers a variety of common functions that Lien 

and Title Correction Specialists need to learn and use to assist SOK employees, Licensed 

Operators (LOs), dealers, lienholders, and customers with corrections to vehicle titles and 

liens, and updates to system records and accounts.  

Purpose 

This SOP provides step-by-step instructions for Lien and Title Correction Specialists to follow 

when carrying out corrections functions.  

Policy Statement 

These procedures apply to all Lien and Title Correction Specialists in the titling department, 

as well as Research Leads, MV Supervisors, and MV Managers who may need to assist with 

corrections at times. Additionally, other functional areas such as Storefront Associates and 

Title Consultants may carry out some of these tasks to assist customer when they have 

permission. The corrections department receives these activities by Fax, Mail, Email, LO 

messages in OneLink, or Teams. OkCars creates additional activities for processing. 

Activities are received from LO’s, Dealers, Lienholders, and other SOK divisions. 

Compliance 

OAC 670:20-33 – Motor Vehicle Titles – General Provisions 

OAC 670:20-35 – Certificates of Title 

OAC 670:20-37 – Transfer of Title 

OAC 670:20-39 – Affidavits for Use in Titles 

OAC 670:20-41 – Liens 

 

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 



 
 

 

National Motor Vehicle Title Information 

System (NMVTIS) 

National title tracking database used to check 

vehicle title history.  

Microsoft Teams Messaging and file sharing platform used for 

communication between SOK employees. 

 

Roles 

Role Responsibilities 

MV Supervisor Can perform all functions in this manual and 

certain others that need special authorization 

(e.g. voiding a title). This is Ryan 

MV Lien and Title Correction Lead Can perform all functions in this manual and 

certain others that require special 

authorization. 

MV Lien and Title Correction Specialist Core corrections staff who performs most of 

these functions daily. Starts with the top of 

this list and progresses their way down.  

Licensed Operators (LOs) Location that offers driver's license and motor 

vehicle services on behalf of the state. 



 
 

 

Procedures 

Process #1: Releasing a Lien 

Purpose: To release a lien from a record in OneLink 

Background:  

Lien release requests must be on their letterhead and include the following: 

• Name of Secured Party (Creditor) 

• Name of Debtor 

• VIN 

• Must be notarized 

Process Step-by-Step: 

OPTION A: If the vehicle is not registered in the system, follow this option 

1. Go to the Search Manager and search by DLN or VIN. This example follows a VIN search – can 

also search by DLN, HIN, or serial number. 

2. Click on the Activity ID.  

3. From the activity page, click the I Want To button and select Release Lien. 



 
 

 

 

OPTION B: If the vehicle is already registered in the system 

1. Start from the Ownership Account and click the Liens tab 

2. Click on the Vehicle Lien 

 

 

From here, Option A and Option B converge 

1. Click the Release button 

 

2. Enter the date of lien release and click OK. 



 
 

 

 

3. Click Yes to confirm lien release 

 

4. Generate and print a Document Cover Sheet for this transaction (See Process #22)  

 

Note: In the case that the lien is already released in the system, VIN is not found in the system, or 

lien release does not meet requirements, shred the lien release. If the VIN is not found in the 

system, send a lien release reject letter to the lender. 

 

Process #2: Unreleasing a Lien  

Purpose: To reactivate a lien on a vehicle’s record in OneLink. 

Process Step-by-Step: 

1. Start from the Ownership Account and click the Liens tab.  



 
 

 

2. Click on the Vehicle Lien 

 



 
 

 

3. Click the Unrelease button 

 

3. Click Yes to confirm and unrelease the lien.  

 



 
 

 

4. Lien has now been reactivated on the Ownership Account  

 

Process #3: Adding a Return to Sender Indicator 

Purpose: To flag on an Ownership Account that a title failed to deliver to an address and was 

returned to SOK.  

Background: 

Check to see that the title number is the same; every time a new title prints, it will give that 

record a new title number. 

Check that there is not a title hyperlink under Open Tasks. 

If there is a title hyperlink under the Open Tasks, that means a new title has been applied for 

and not yet printed. 

If the vehicle has a pre-reg on it, make sure to navigate to the correct account (ownership 

account before pre-reg). 

Process Step-by-Step:  

1. From the Ownership Account, select the I Want To button 

 

2. Select Title Returned to Sender 



 
 

 

 

 

3. Click Save.  

Note: After indicator is added, the title will be marked with a red marker and shredded. 

 

Process #4: Releasing a Title Return to Sender Indicator  

Purpose: To correct a return to send indicator by verifying and/or updating a customer address 

and send a new title.  

Process Step-by-Step: 



 
 

 

1. From the Ownership Account, click I Want To and select Correct Address and 

Reprint Title 

Note: If a customer has called because their title has not arrived and been returned to SOK, 

confirm the customer’s mailing address. 

2. If necessary, update the customer mailing address with the correct address. The address 

line will turn green once the address has been validated.  

3. Click Save. This will automatically send the new title to the batch system to issue and 

print a new title to send to the customer. 

  

Process #5: Issuing a Undelivered Title Affidavit 

Purpose: To send a copy of Form 719 – Affidavit to Replace Undelivered Title to a customer 

missing a recently issued title.  



 
 

 

Background: If the customer did not receive their title within 20-90 days from the title print date, 

affidavits can be sent to the customer from SOK by mail or e-mail. After 90 days customer will 

have to apply for a duplicate title. 

Note: The affidavit can be issued on the 21st day. Does not include Sundays and Holidays. 

Note: Before proceeding, make sure the customer was supposed to receive a print title – not an 

electronic title or a title mailed to the lienholder.  

Process Step-by-Step:  

1. From the Ownership Account, navigate to the CRM tab 

  

2. Click Add 

3. Scroll down to find Form 719 – Affidavit to Replace Undelivered Title and select.  

 



 
 

 

4. Click Save 

Note: Depending on customer preference, Form 719 can be sent to the customer by mail, 

email, or fax.  

 

Example: Form 719 Affidavit to Secure a Replacement for an Undelivered Oklahoma Title 



 
 

 

 

 

Process #6: Processing a Undelivered Title Affidavit 

Purpose: To process a no-charge duplicate title for a customer who has submitted an 

Undelivered Title Affidavit 

Background: This process follows on from Process #5 once the customer has returned Form 

719. The owner of record must sign the affidavit or, if the vehicle is owned by a company, the 

representative of the company may sign. Affidavits may also be signed with a Power of 

Attorney; however, an original or certified copy of the Power of Attorney must be sent with the 

affidavit. Affidavits may also be signed by an active lienholder. 

Process Step-by-Step: 



 
 

 

1. Review Ownership Account to verify undelivered title affidavit is OK for processing. 

2. From the New Task Manager, select I Want To 

3. Select Corrected Title Application 

 

4. Add vehicle information number. Click Next.  



 
 

 

5. Select the correct vehicle. 

 

 



 
 

 

6. Open the Title Action dropdown menu and select Duplicate Title  

 

7. Change any necessary information 

Note: For a 719 issuance, you can select owner address and only update address if necessary. 

8. Make any necessary changes to address information. 

9. Review duplicate title preview and click Next. 



 
 

 

Note: Any changes made will be shown in red.  

10. Review transaction information for accuracy and press Submit.  

11. Generate and print a Document Cover Sheet for this transaction (See Process #22)  

 

 

Process #7: Processing Insurance Loss Letters 

Purpose: To notify the State of an insurance loss and add a “Salvage” or “Junk” indicator to the 

vehicle record based on submitted insurance loss letters  

Background:  

When a vehicle has been damaged in an accident, flood or by some other means, the Insurance 

Company will send a letter to SOK stating a percentage of damage. That damage percentage 

will then be coded into the vehicles record to ensure indicators are added to the record for the 

next issuance. 

To be acceptable, the letter from the Insurance Company must include: 

• VIN of the damaged vehicle 

• Date of loss 

• Damage percentage 

• On insurance company’s letterhead, with letterhead signature 



 
 

 

Note: If the insurance letter states “hail damage only,” do not code the vehicle. It is assumed to 

mean that the road-worthiness of the vehicle is unaffected; therefore, the title type will not be 

affected. Hail damage letter must also state either “cosmetic damage only” or “does not affect 

the road-worthiness or safe operation on the highway” 

Percentage Guidelines: 

Percent Damaged Code Type Notes 

80%+ Junk Title Vehicles over ten (10) 

years old are not marked 

as junked 

60-79% Salvage Title Vehicles over ten (10) 

years old are not marked 

as salvaged 

0-59% No code  

No % or any other missing or 

uncertain wording given (e.g. 

95% loss requesting a 

salvage) 

Incomplete System will generate a 

letter to the insurance 

company and the record 

owner requesting a clear 

percentage of damage 

Note: Any insurance loss letter that declares a loss due to flood damage must be branded 

accordingly. 

Process Step-by-Step: 



 
 

 

1. From the new task manager, select Maintenance 

Note: Review Ownership Account prior to processing to ensure that the appropriate title 

has not already been issued. 

2. Select Insurance Loss 

3. Enter vehicle information number. 

4. Select a vehicle to edit. 



 
 

 

 

5. Open the Insurance Loss Type dropdown menu and select the corresponding title type 

 

6. Enter the Insurance Loss Date and click Save. 

 

Note: If the insurance company did not provide a damage percentage or other information is 

confusing or inaccurate, select Yes on incomplete and enter insurance company 

information. This example will follow an Incomplete application.  

 

7. Navigate to the CRM tab. Print the Insurance Loss Letter and Document Cover Sheet 

to file for processing.  



 
 

 

Note: Upon completion, an Insurance Loss indicator will be placed on the vehicle record 

 

Process #8: Amending an Incomplete Insurance Code 

Purpose: To change, update, or remove an insurance loss notification indicator from a vehicle 

record. 

Background: To amend or remove an incomplete insurance code, a retraction letter from the 

same insurance company is needed and it must include all requirements of an acceptable letter. 

The percentage of damage listed will determine whether we remove the code or change the 

code to Salvage or Junk status. 

Process Step-by-Step: 

1. From the Ownership Account, select Activities and select the Insurance Loss 

activity. 



 
 

 

2. From the Activity homepage, select I Want To 

3. From the Insurance Loss page, either change the activity (Incomplete to Junk, 

Incomplete to Salvage, etc.) or reverse completely. This example follows a complete 

reversal.  

 



 
 

 

4. After processing the reversal, the indicator on the Ownership Account will be removed. 

 

Note: A Document Cover Sheet (See Process #23) must be printed and placed with the 

Insurance Letter in the imaging box marked Insurance Letters. 

 

Process #9: Releasing a Document Hold 

Purpose: To remove a document hold from a vehicles record and release a title to the 

customer.  

Background:  

When a customer registers their vehicle without the original title documentation, the title is 
placed on Document Hold. This hold is not released until SOK has received the proper title 
documentation. These records are considered for registration purposes only and if coming from 
another State, the Out of State title is still the valid title. 

Before a hold is released, the information below must be verified against what was entered into 
the system: 

• VIN 

• Name 

• Year, Make, Model and Body type 

• Lien 

• Title Type or Brands 



 
 

 

• Odometer reading and/or Brands 

Note: If the information on the system does not match what is on the title documentation, 
search the vehicle in imaging to look at the documents that were turned in at the time of the 
original registration. 

Encoding Error by Agent (No charge correction) 

• If this was an agent error, a correction will need to be made before the title is 
released to print. 

Encoding Error not by Agent (Paid correction) 

• If this was not an agent error, depending on the error, more documentation might be 
required. 

 

VIN 

If the Serial Inspection and supporting documents are incorrect, a corrected Serial Inspection is 
needed, along with the title and additional fees. 

Note: If the VIN is off by more than 2 digits, a letter from the jurisdiction might also be required. 

Note: If this account has an active lien, in addition to the above paperwork we would need the 
lien release for the incorrect VIN and a corrected Lien Entry Form (MV21-A) and additional fees 
may be required. 

Title Brands  

Regardless of the year, all title brands must be carried forward. Refer to page 54-66 of the LO 
manual for the equivalent title brand for Salvage, Rebuilt, or Junk. 

Note: This does not apply to boats or outboard motors. 

Note: Oklahoma secondary brands include Lemon Law Buy Back, Flood Damage and 
Recovered Theft. 

 

Odometer Brands 

If the vehicle year is 2011 or newer, all mileage brands must be carried forward before releasing 
the hold. These brands include Actual, Not Actual, Exceeds Mechanical Limits and Odometer 
Discrepancy. 

 

Customer Name 

Verify that the name on the system matches the name on the title documentation. This includes 
middle initials, (Jr, Sr, I, II etc.) and JTWROS, WROS, TOD, etc. … 

Note: If there is no relationship between the names, add “and” between them. 

Note: If the out of State title is assigned to a new buyer and no excise fees have been collected, 
forward to Title Consultants so that they may collect the required fees to have an Oklahoma title 
put in their name. 

 



 
 

 

Liens 

If Out of State titles have a lien release or the lien is signed off on the face of the title, release 
the lien before releasing the title. 

If the Out of State title indicates an active lien verify that the lien is in the system. 

If the lienholder on record is different than what is in the system, check imaging to see what 
information was turned in to the agent. 

If the two are different and it is not an agent error, send the Out of State title back to the lender 
along with a letter explaining that the lien information was given by the customer was incorrect. 
To add their lien, a signed and dated lien release for the active lien, four (4) completed copies of 
the lien entry form (MV21-A), the Out of State title and a check or money order for additional 
fees made out to SOK are all needed. 

If the discrepancy was the result of an agent error (misspelled or entered the incorrect lienholder 
according to the supporting documents), correct the lienholder’s name and release the 
document hold. Mail corrected lien releases to the lienholder. 

 

Once all information has been verified, the title can be released. 

 

 

Process Step-by-Step:

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/MV-21-A%20Lien%20Entry%20Form.pdf


 
 

 

 

1. From Customer or Ownership Account, select the Open Task for title work.  

2. From the Title Case, click I Want To 

 



 
 

 

3. Scroll and select Remove Title Hold 

 

 

4. Now on the account the title hold is removed.  

5. Generate and print a Document Cover Sheet for this transaction (See Process #23) 

 



 
 

 

 

Process #10: Releasing a Serial Inspection Hold  

Purpose: To remove a SI hold from a vehicle’s record and release a title to the customer or 

lienholder. 

Background:  

VIN Inspections 

All vehicles that have been previously registered, regardless of age, must be physically 

inspected before an original Oklahoma title can be issued. The inspection includes checking the 

VIN and odometer reading. VIN inspections performed by SOK representatives are recorded on 

the back of Form 701-6.  

Note: Exceptions to this are vehicles intending to prorate, trailers, ATVs and vehicles that have 

passed an Oklahoma rebuilt vehicle inspection. Travel trailers are not exempt. 

Note: If the vehicle is not available for inspection, the record is placed on hold for Serial 

Inspection. The Oklahoma title will not be released until the inspection is completed.  

This inspection is done to ensure that the VIN on the vehicle matches the VIN on the submitted 

documents such as the registration and/or Title. 

Inspections may be performed by: 

• Oklahoma Licensed Operators 

• Service Oklahoma personnel 

Note: In certain cases, Oklahoma local and State Police may perform this task. 

If the vehicle is out of State, the inspection may be done by: 

• State’s Department of Motor Vehicles 

• State’s law enforcement 

• Military Police, if the Oklahoma resident is active-duty military and stationed out of State. 

Requirements for an out of State inspection: 

• The VIN inspection must be done on letterhead of the other State’s Department of Motor 

Vehicle, State Law Enforcement or Military Police. 

• The inspector must certify that he/she has physically inspected the VIN and odometer 

reading of the vehicle. Both must be listed on the inspection. 

• The inspector must sign and print their name and position. 

Note: A daytime telephone number is helpful, but not always required. 

 

Verifying Inspection Hold Releases 



 
 

 

If the VIN on the inspection does not match what is on the system. Check the supporting 

documents in Laserfiche. 

• If the VIN inspection does match the supporting documents submitted (Out of State title, 

Tribal title or MSO), correct the VIN and release the hold. 

• If there is a lien on the record, the VIN on the lien will be corrected when the record is 

corrected. Print the corrected lien releases and send to the lien holder. 

If the VIN inspection matches the system, verify the mileage and release the SI Hold. 

If the VIN inspection does not match the system or the supporting documents: 

• If the VIN is incorrect, a letter from the out of state DMV or Tribe is required to correct the 

VIN. 

• If there is an active lien, check the supporting documents for the Lien Entry Form. If the Lien 

Entry Form has the incorrect VIN listed, release and refile the lien, which requires: 

▪ A signed and dated lien release for the incorrect VIN 

▪ 3 copies of the completed Lien Entry Form with the correct VIN 

▪ A check or money order for additional fees made out to SOK. 

• After receiving the above: 

▪ Release the lien with the incorrect VIN 

▪ Correct the VIN 

▪ Release the SI hold 

▪ Close without title 

▪ Send to Agent 8800 (SOK) for Add Lien Title 

Note: If the odometer on the vehicle reflects kilometers, do not attempt to convert the reading to 

miles unless the vehicle is equipped with a switch that goes from Kilometers to miles. 

Otherwise, list the odometer reading as reflected and make a notation “kilometers” on the serial 

inspection. 

 

Verifying the Mileage 

Mileage should be reviewed before any hold on the title is released. Mileage must be on all 

inspections regardless of the age of the vehicle (except for travel trailers) 

• If the odometer is malfunctioning, the LO will list the mileage as it reads and make a notation 

“malfunctioning.” 

• If the vehicle is equipped with a nonfunctioning electronic odometer which has no reading, 

the LO will make the notation “electronic odometer-no reading”. 

• If there is no odometer in the vehicle, the LO will make the notation “no odometer in vehicle”. 

• If the vehicle is a 2010 and older the mileage would most likely be exempt and the title 

would show exempt. 

If the vehicle is 2011 or newer with no change in ownership, the title will be released with the 

mileage from the inspection without any mileage brand. No change in ownership means: 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/MV-21-A%20Lien%20Entry%20Form.pdf


 
 

 

• No excise 

• No family transfer 

• No dealership transfer 

If the vehicle is 10 years and newer with a change in ownership: 

• Excise collected 

• Family transfer 

• Dealership transfer 

The title will be released with the mileage from the Federal Odometer Statement or the 

odometer reading on the title assignment, along with any mileage brands that may apply. 

Note: If the inspection has a lower mileage reading and dated after the Federal Odometer 

Statement, then the title should be released with an Odometer Discrepancy Brand. 

Note: On assignments completed January 1st, 2021 and after, model year 2011 and newer 

motor vehicles will require a completed odometer disclosure statement upon all transfers of 

ownership not otherwise exempted. 

Process Step-by-Step:  

1. From the Ownership Account, select Title under Open Tasks 

Note: Before releasing an SI hold, review customer documentation and follow the instructions 

above to ensure the title is ready to be released.  

2. From the Title Case, click I Want To 

3. Scroll and select Remove Serial Hold 

4. Now on the Case page, the serial hold is removed.  

5. Generate and print a Document Cover Sheet to for this transaction (See Process #23) 

Process #11: Releasing an IRP Hold 

Purpose: To remove a Prorate/IRP hold from a vehicle’s record and release a title to the 

customer. 

https://eforms.com/images/2017/06/Federal-Odometer-Disclosure-Statement.pdf


 
 

 

Background:  

The process for releasing a Prorate/IRP hold is identical to releasing a document hold, but the 

criteria and required documents vary. 

For full information on releasing an IRP Hold, see Page 50 of the LO Manual 

Process Step-by-Step: 

To release an IRP hold, follow Process #9. Instead of “Remove Document Hold,” click Remove 

IRP Hold and proceed.  

 

Process #12: Answering an LO Message 

Purpose: To respond to various requests for support submitted by LOs 

Process Step-by-Step 

1. From the Task Management page, select MLA Messages 

Note: Alternatively, this task can begin from the “Get Next Task” option in the New Manager.  

 



 
 

 

2. Select MLA Messages for Corrections and Liens from the list, starting with the oldest 

3. Select the Owner 

4. Review the message content 

5. To respond, click Edit 

6. Type a message to the LO in the response box. Click Save. 



 
 

 

7. Click Complete and Confirm 

Overview – Title Corrections 

Background: 

The first step in making a correction to a title is to determine whether an error on a title or lien is 

the result of an agent (LO), customer or a third party. Then process appropriately. 

This determination is made with the documents that were turned in to the agent at the time of 

the title transaction. If the agent has copies of the originals in the office, those can be used for 

corrections purposes. Copies from customers or dealers cannot be used. If the agent’s report 

has been mailed in, wait for those documents to be imaged. 

 

Process #13: Title, Lien, and Record Corrections – Agent Error Corrections 

– No Charge 

Purpose: To correct errors on a title that originated with a SOK or LO employee.  

Background:  

For errors on titles that have been determined to be agent errors, corrected titles are done at no 

charge except for color or address. 

If a customer notices an error on their title and takes it back to the agent before the agent’s 

report closes; the agent may do an in-office corrected title. The agent will need to have the 

incorrect title in-office and will need to pull the previous work to determine if the mistake was 

due to an agent error. A copy of the title must be sent from the LO with their semi-monthly 

report. 



 
 

 

If the agent’s report has closed or they no longer have the report in office, the LO will contact 

SOK to determine of the documents have been imaged. If imaged, SOK will give further 

instructions in on mailing the title in for no charge correction or steps for paid correction. 

Process Step-by-Step 

1. Prior to beginning, review the Ownership Account to determine if all qualifying 

documents and active title are present.  

2. From the New Manager, select I Want To 

 

3. Select Corrected Title Application 

 



 
 

 

 

 

 

 

 

 

4. Search for a vehicle by VIN 

 

5. Select the vehicle to work on 

 

6. Select a Title Action 

Note: The title action should be the title action on the title getting corrected. In rare 

instances, the title action is part of the correction. 



 
 

 

 

7. Add the previous title number from the document.  

 

8. Use the change sliders to select Yes on information that needs to be changed. Click 

Next. 



 
 

 

9. Make any necessary changes to title information. Click Next 



 
 

 

 

10. Confirm title format and address. Click Next 

11. Review the title preview. Changes will be shown in red.. Click Next 

 

 

 

 

 



 
 

 

 

12. Review Summary tab. Click Submit 

Note: Since this is an agent error, fees will be $0. 

 



 
 

 

13. Generate and print a Document Cover Sheet and to for this transaction (See Process 

#23) and a letter to return to the customer A registration certificate with the updated 

information will be mailed to the customer if the title is being mailed to the lienholder. 

Note: Before scanning, mark up the old title before scanning to show where the correction 

was made.  

Example: Title Receipt 

 

Process #14: Title Corrections – Not Agent Error - Charge 

Purpose: To correct errors on a title that originated from a mistake on the original paperwork 

submitted to SOK/LO. Once it is determined that the error is due to a 3rd party and not SOK or a 

LO, we will inform the LO or the customer what is needed to make the correction. Always obtain 

your supporting documentation from imaging to put with your paperwork. 

Background: 

Non-Agent Error corrections (or “charge” corrections – customer will have to pay) are not 

usually processed by the corrections department. Mail-in paid corrections work will be routed to 

a Titling Consultant. 

If a customer calls about issues with their title, a Lien and Title Correction Specialist may check 

SOK records to determine the error type. If it is a paid correction and not an agent error, the call 

should be transferred to the title department for a Title Consultant for next steps and fees.  

Occasionally, a LO may call with a customer in-office looking for a paid correction. The 

documentation need for the correction can be emailed to the Lien and Title Correction 

Department. Upon review and approval, The Lien and Title Correction Specialist will update the 

record and assist the LO with processing a paid duplicate title. 

The following information is helpful to know, however, typically the call would be transferred to 

the appropriate section for next steps and fees. 



 
 

 

 

Documents required for paid title corrections: 

 

VIN corrections: 

• Oklahoma title 

• Current VIN inspection from LO and/or 

o Statement from previous State’s DMV, stating that an error had been made and 

listing the incorrect and the correct VIN. 

o Any other additional documents 

• Check or money order for additional fees. 

Name Corrections: 

• Oklahoma Title 

• Notarized affidavit from the seller stating how the name should read, or, in certain cases, 

a copy of a driver’s license may be used  

Note: If imaging a customer’s driver’s license, license # and DOB should be blocked out 

• Check or money order for $12.50/$3.75 (boat or motor) 

 

Odometer Corrections: 

• Oklahoma title 

• Corrected Odometer Disclosure Statement, dated for the day of the assignment where 

the error occurred.  

• Notarized affidavit from the seller including the VIN and a statement stating that an error 

had occurred and the correct mileage 

• Check or money order for $12.50 

 

Make, Model, Body or Year Corrections: 

• Oklahoma title 

• Statement from previous state’s DMV stating that an error had been made and the 

correction or a statement from the manufacturer. 

Note: In some cases, SOK will take a notarized statement from the owner, if the previous 

document cannot be received with proof of rejection. 

• Check or money order for $12.50 for a vehicle/$3.75 for a boat or motor 

 

Process Step-by-Step: 

After receiving the required documents and fees, update OneLink for LO to process or follow 

Process #13. These screenshots follow an attribute change.  



 
 

 

Note: To process a duplicate title, registration must be current. If the vehicle belongs to a dealer 

the tag does not have to be current, but the UD (Used Dealer) number is needed.  

 

Process #15: Lien Corrections  

Purpose: To review and resolve errors with a lien filing. The error can be reflected on a title or a 

standalone lien filing. 

Background:  

Prior to processing a lien correction, review the supporting documents submitted for the 

transaction. The lien filing should be entered exactly as it appears on the MV21-A (Lien Entry 

Form). Accuracy is crucial in this process to avoid any errors that could affect the validity of the 

lien or cause issues with the title. When entering the lien, make sure that all the details from the 

MV21-A Form—such as the name of the lienholder, the vehicle identification number (VIN), and 

any other relevant information—are entered exactly as they appear. Any discrepancies, like 

misspellings or incorrect data, could result in complications or delays when processing the lien 

or transferring the title. If the information isn't entered correctly, it may also lead to difficulties in 

the future if someone tries to buy, sell, or refinance the vehicle.  

Note: If no LEF was provided, the lien holder should read as it does on the title document. 

Agent Error 

For agent error on liens, correct an update necessary information. This could include the 
following: 

• VIN 

• Debtor name 

• Lienholder name 

• Addresses 

Once the correction is made, corrected lien releases are sent to the lienholder, and the title is 
recalled if the correction affects how the title reads. A corrected title is processed after receiving 
the incorrect title. If the lien filing and or title is electronic, no documentation is sent to the 
lienholder after correction. 

Note: Debtors’ names do not appear on the face of the title; therefore, there is no reason to 
recall the title in that case. 

Corrections/Liens will then release the incorrect lien (See Process #2) and process an Add Lien 
title for the correct lien. New lien releases will be mailed to the lienholder. 

Process Step-by-Step: 

For a step-by-step demonstration of a Lien Correction, see Process #13. On the sliders 

screen, select Yes on the Add or Change Liens slider.  

Process #16: General Odometer Correction Procedures  

Purpose: To correct an incorrect odometer reading printed on a record or title.  

Background:  



 
 

 

The customer will need to provide the following to request an odometer correction: 

• Oklahoma title 

• Corrected Odometer Disclosure Statement, dated for the day of the assignment where the 
error occurred.  

• Notarized affidavit from either party including the VIN and a statement stating that an error 
had occurred and the correct mileage 

• Check or money order for additional fees. Can be the same information from agent error 
odometer corrections section. 

Note: the date on the corrected form must match the original date of the assignment, not the 

current date. 

Remove. Replace with: After correcting mileage, the title and supporting documentation will be 

submitted for imaging. 

Process Step-by-Step: 

See Process #13 – this No Charge correction example includes an odometer adjustment.  

 

Process #17: Updating and/or Removing Notice of Ownership Transfer  

Purpose:  To update and/or remove a notice of notice of ownership transfer from a record.  

Background:  

Notice of ownership transfers are placed on a record by the owner indicating that they have sold 

the vehicle, and the vehicle is no longer in their possession. When a notice of ownership 

transfer is placed on a record, the only transaction that can occur next is a transfer title. 

Often this transfer is placed on the incorrect vehicle, with errors, or the deal fell through, and the 

vehicle was not sold. To remove the notice of ownership transfer indicator, a notarized affidavit 

from the record owner is needed. The affidavit must include year, make, full VIN. Must state no 

money exchanged hands. Must state deal fell through. Must state owner is still in possession of 

vehicle. Notarized signature and date of record owner and signature and date of notary. The 

original affidavit can be accepted by fax or email to corrections from a Licensed Operator and 

the original must be sent with the LO’s semi-monthly report. If customer is unable to go to a LO 

office, the original must be mailed in. 

This affidavit may be faxed to Corrections and the indicator will be removed. 

Note: If money exchanged hands, or if the owner does not have possession of the vehicle, this 

may become a repossession situation or a civil matter and will be referred to a Title Consultant. 

Process Step-by-Step: 

1. Prior to processing, ensure the document meets the requirements and qualifies for a 

system update. 

https://eforms.com/images/2017/06/Federal-Odometer-Disclosure-Statement.pdf


 
 

 

Note: See below for example account with a Notice of Transfer. 

 

2. To remove an Notice of ownership transfer, select I Want To 

3. Select Remove Notice of ownership transfer.  

4. Click Save. Notice of ownership transfer will be removed from the vehicle record.  

 

Process #18: Correcting a Lien Left off a Record  

Purpose: Add a lien to a record that was left off by agent error (no charge correction) 



 
 

 

Background:  

See Process #13 

Process Step-by-Step: 

 



 
 

 

1. From the Ownership Account, select I Want To 

2. Select Add Lien 

 

 



 
 

 

3. Fill out Debtor and Lienholder information. Since this was an agent error, select Do No 

Charge to waive the $10 lien entry fee. Click Save. 

4. Lien has now been added to the vehicle record.  

 

 

 

Process #19: Re-Opening a Title Case 

Purpose: To re-open a processed title case to allow a LO to correct an error or void the title. 

Background:  

If an agent catches a mistake on a title before it mails out, they must contact corrections by 

phone prior to 9:00 am to have to title pulled.  

After receiving request from the agent that the title needs to be pulled, make a Vehicle 

Information Request printout. 

Ask the agent if they are reprocessing the title or if they need to make a correction. 

Place printouts in the basket designated for pulled title requests. Remove the rest of the 

statement. 



 
 

 

Once the title has been pulled, the case may be re-opened. 

Process Step-by-Step 

1. From the Ownership Account, select the Title Number, then Activity, then Case.  

 

2. From the Case page, click I Want To 

3. Click Reopen Case 

 

4. Now, the title will show in progress to allow for updates. Licensed Operator can now go 

in and work on the title.  



 
 

 

 

Process #20: Printing a Document Cover Sheet 

Purpose: To print out a Document Cover Sheet (DCS) as a necessary step of closing out must 

Corrections transactions. This is to ensure all changes to system are supported by verifiable 

documentation.  

Background:  

Many Corrections functions, including most that involve customer-submitted documentation, will 

require a DCS to be printed and placed on top of any customer documentation to create a 

packet. This packet must be sent to CPD and scanned into Laserfiche to link customer 

documents to the correct Ownership Account in OneLink 

Process Step-by-Step 

1. After finishing a corrections process for a customer, return to the Ownership Account 

and navigate to the CRM tab. 



 
 

 

2. Select the document cover sheet row.  

3. Review the generated Document Cover Sheet. Print and place on top of customer 

document to create a packet.  

Note: The documentation is placed in an imaging box to be delivered to Central Processing 

for scanning into Laserfiche. 



 
 

 

Note: A DCS will have a box in the center describing the type of transaction in the packet.   

 


