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Revision History

Effective Date of SOP: 3/14/2025 SOP Number: SOP B.01

Functional Area Name: Driver License Division Name: CDL

Last Review Date: 3/7/2025 Last Reviewer: Amanda Casebier, CDL
Supervisor

Next Review Date: 3/7/2026 Next Reviewer: CDL Supervisor

Executive Approval Date: 3/14/2025 Approved By: Alyson Sorenson, CDL
Manager

Overview

These Standard Operating Procedures (SOP) provide instructions on how to issue a
Commercial Learner Permit (CLP), which is a prerequisite for Commercial Driver License
(CDL) issuance.

Purpose

This SOP includes step-by-step instructions on CLP issuance in D360, in addition to eligibility
requirements and credential restrictions associated with holding a CLP.

Policy Statement

These procedures apply only to customers applying for a CLP.

Compliance

OAC 670:15-29-5(f) — Commercial learner permit
47 O.S. § 6-101(f) (OSCN 2025) — Class Requirements for Driver Licenses (CLP)
49 CFER Part 383 — Commercial driver’s license standards; Requirements and penalties

Systems

D360 — System of record used for issuing credentials.
CSTIMS — System used for entering CDL test results and creating CLP file.

Roles

List the roles and functions of anyone involved in the operations described within this document.
Role Responsibilities
Driver License Examiner Processes the transaction.
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Procedures

Any person 18 years of age or older may apply for a Class A, B, or C Commercial Learner
Permit (CLP) for the purpose of behind-the-wheel training in a commercial motor vehicle, while
accompanied by a licensed driver who is 21 years of age or older and who holds a valid
commercial driver license, including any and all required endorsements, for the class and type
of commercial motor vehicle being driven..

Holding a CLP for 14 days is a prerequisite for attempting the CDL skills (drive) test and
obtaining an unrestricted CDL. To be issued a CLP, the applicant must first complete and pass
all the necessary written tests for the type of license they are applying for, in addition to a vision
test.

CLP applicants must also have passed all tests required for an unrestricted Class D license and
therefore must already hold a valid Oklahoma Class D license. If they hold an out-of-state Class
D license, the license must first be transferred to an Oklahoma license before a CLP can be
issued. The CLP is valid for one (1) year from the date of issuance and cannot be renewed.

When processing the issuance of a CLP, the transaction must also be processed in CSTIMS. If
the customer does not already have a file in CSTIMS, a file must be created to record their CDL
skills test results and CLP information.

Endorsements and Restrictions
= For applicants under 21 years of age: “K” restriction must be applied

= Service Oklahoma may only place the following endorsements on a CLP: "P", "S", or
IlNIl-
o A"No Passengers" restriction (restriction code "P") shall be placed on any
commercial learner permit issued with a "P" or "S" endorsement. The permit

holder shall not operate a commercial motor vehicle which carries any
passengers [49 C.F.R. §383.25].

o An "Empty/Purge Tank" restriction (restriction code "X") shall be placed on any
commercial learner permit issued with an "N" endorsement. The tank vehicle
shall be empty and shall be purged if the tank vehicle contained hazardous
materials, and the permit holder shall not operate a commercial motor vehicle
with a tank vehicle which is not empty or which has not been purged if the tank
vehicle contained hazardous materials. A current and valid purge certificate shall
be carried in the vehicle at all times when operated by a driver with a CLP [49
C.F.R. §383.25].

Commercial Learner Permit (CLP) Issuance — SOP B.01
Page | 3



#sKLAHOMA

Required Documents

For additional information on document requirements and acceptable documents, refer to OAC

670:15-1-3 and 49 CFER 383.71.

Depending on if the applicant is domiciled in the US, or in a foreign jurisdiction (and whether or
not they have H2A or J1 status), they will need to provide a corresponding set of required

documents:

Category

Required Documents

Domiciled in the US (US citizen
or permanent resident)

Current Class D license

Primary ID (e.g., state-certified birth certificate, valid
U.S. passport, valid I-551 card)

Social security number (physical card not required)

Proof of Oklahoma residency (two if address needs to
be updated or if upgrading to REAL ID)

Valid medical examiner’s certificate (DOT medical
card) if it needs to be updated/added, for Non-
Excepted Interstate (NI) ONLY

Custom harvester

= Domiciled in a FOREIGN
jurisdiction (besides Canada
or Mexico) AND has H2A or
J1 status

Current Class D license
Social security number (physical card not required)

Valid, unexpired foreign passport accompanied by
approved |-94 form documenting applicant’s most
recent admittance into the US

[-94 must include address of the farm they are
employed on; if the farm listed is not in Oklahoma, the
applicant must present a signed and dated letter from
the farm in Oklahoma with the correct Oklahoma
address

Applicant may also present their visa; most
commonly, applicants bring their foreign passport and
[-797—at the bottom of the I-797, it will say 1-94

NOTE: The maximum length of a custom harvester
CDL/CLP is 210 days (or whatever SAVE shows, if
there is a shorter approval date)

Non-domiciled

= Domiciled in a FOREIGN
jurisdiction (besides Canada
or Mexico) WITHOUT H2A or
J1 status

= Exception made for
applicants with DACA status;
Mexican citizens with DACA
status qualify for non-
domiciled

Current Class D license
Social security number (physical card not required)

Either a valid, unexpired employment authorization
document OR valid, unexpired foreign passport
accompanied by approved 1-94 form

Valid medical examiner’s certificate (DOT medical
card) if it needs to be updated/added, for Non-
Excepted Interstate (NI) ONLY

Expiration based on documents provided or SAVE
response (whichever date is the soonest)
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Credential Issuance in D360

Before the applicant can be issued a CLP, they must first complete all the required written tests
for the class of license and endorsements they are applying for. For more detailed, step-by-step
instructions on how to complete specific tabs during issuance in D360, refer to “A.01 - Original

Issuance (Class D and State ID)” SOP.
Steps

1.
for.

2. Collect the required documents

Ask the customer which class of CLP (A, B, or C) and endorsements they are applying

from the customer and verify that they are all valid.

3. Open D360 and use “Quick Search” to find the customer’s file.

4. After opening the customer’s file, the “Identity Panel” will appear. Click on the “CDL”
tab—if the customer is eligible for a CLP, the “CLP — ORIGINAL” button should appear.

THORNTON, MICHIEL LEE =

Customer360

«|dentity Panel

E m = m ADDRESS DLN AQ00077936 I DOB 1/10/1951
10716 SW 35¢th St SSN 5738 Age 74
9 BEEE | o ocmsscus | uscs " :
osjo | F Jori
> mmR
CDL CERT || | et VAR MED
REPLACE ORIGINAL| ORIGINAL | | ORIGINAL

DL Driving Status
CDL Driving Status
Total Points

Date of Points Calculation:

@ valid Mov
& valid
fo

8 2/19/2022

Stat

NOTE: If the “CLP” button does not appear, the customer is not eligible for a CLP. If the
customer has an out-of-state Class D license, the license will need to be transferred first
before the CLP can be issued. Refer to “Class D Transfers SOP” for further instructions.

Provide the customer with a DL-18 form, self-certification form, and CFR 391 Medical
Requirements form. Instruct them on how to fill out the documents. Note that if they self-
certify as Non-Excepted Interstate (NI), they will also need a valid medical examiner’s
certificate (DOT medical card).
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NOTES FOR DL-18:

Ensure the DL18 is filled out 100% complete, excluding the driver's education
and immigration sections if they do not apply. If the mailing address is the same
as the residential, then that can be empty as well.

Write the applicant's phone number in the upper right-hand corner of the DL18.
Review questions #1-8 for qualification

For question #9: If the applicant is exempt, be sure they write who the applicant
is working for beside the "how are you exempt?" if they are exempt, (e.g., City of
Broken Arrow, Union Public Schools, etc.)

For Question #10: Answer should always be “Yes” UNLESS there is a "Yes" to
question #5 or #6 or if there is anything flagged as a yes on the 391 that should
not be.

o Please read ALL questions—if the answer to Question #10 is “No”, then
the CLP issuance must be put on hold and additional paperwork will be
filled out to take to a treating physician, followed by a DOT exam.

Check the hearing aid box appropriately and write your badge number beside
it. If the applicant did not display any issues, mark the physical condition as
“Good” and hearing “Good” and fill out the DL # on the DL assigned.

Once the forms are filled out, the customer will need to pass a vision test. See “Vision
Test Procedures SOP” for further instructions.

. After passing the vision test, administer the written tests required for the license type and

endorsements the customer is applying for. For detailed instructions on administering
written tests, refer to “Written Test Procedures SOP”.

. After the tests are completed, record the test results on the DL-18 form and enter the

scores into CSTIMS. Make sure to print a copy of the knowledge record in CSTIMS
(refer to Appendix B for further information), which will be scanned with the DL-18, DL-
10, and CFR 391 forms upon issuance.

Once the tests have been completed and fully processed, the CLP can be issued.
Return to D360 and click on the “CLP — ORIGINAL” button to begin the transaction.

THORNTON MICHIEL LEE -=
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10. Complete the “Photo” tab in Web Enroliment.

11. In the “Scan” tab, scan all the documents provided by the customer, including the self-
certification form and medical certificate (if the applicant self-certified as Non-Excepted
Interstate).

Document Category:
Issuance v

Document Type:
'Self Certification v
Scan Date:

* Required

Self-Certification NI v|*

Correspondence Number ‘

Case Number

12. Continue scanning the documents and filling the mandatory fields until all required
documents are entered into the customer’s file. Once all documents are scanned,
proceed to the “Application” tab.

13. Fill in the required fields at the top of the “Application” tab. Make sure that the
“Commercial Class” selected is correct.

«Requested Credential

Driver License Held Number id Number Commercia Class*

Expiration Month * Duration * Credential Type Credential ID Number A [\‘r
Issuance Month 4years a-

005 Customer Sex Offender Modified Credential
No No No

14. Enter the results from the vision test in the “Vision Screening” section.

«Vision Screening N
Left Eye Right Eye Both Eyes Color Testing *
- .- - Pass.
FoV Left FoV Right FMCSA 291 Exemption Bioptic Lenses
Corrective lenses used? Test Result Test Result Reason
Field of Vision
Pass

Add

Date Result Vision Result Reason

No Exam records found.

Commercial Learner Permit (CLP) Issuance — SOP B.01
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15. After entering the vision exam results, proceed to the “End/Rest” tab. Apply all
endorsements and restrictions that apply to the customer. Check and DOUBLE-CHECK
that all endorsements and restrictions were added correctly.

THORNTON, MICHIEL LEE -=

Transaction : Issue CLP - THORNTON, MICHIEL LEE

| Oeco | G 7et | @ Dcfidencies |8 Preview Ig

«Endorsements

g
g

4 Restrictions

For further information on endorsements and restrictions that CLP holders are eligible
for, refer to the “Endorsements and Restrictions” section in this SOP. For additional
information on CDL endorsements and restrictions in general, refer to “Applying CDL
Endorsements and Restrictions SOP”.

16. After applying and reviewing the endorsements and restrictions, proceed to the “Checks”
tab. Review the checks, then proceed to “Tests”.

17. The “Tests” tab will display all the tests that are required for the CDL and any
endorsements added. Enter all the results from each test that the applicant just
completed.

18. Proceed to the “Deficiencies” tab and resolve any outstanding deficiencies.

19. After the deficiencies are resolved, the remaining step for processing a CLP issuance
are identical to any other transaction. Complete the rest of the transaction (printing out
the DL10 and processing payment in PayPort) as per usual. For further instructions,
refer to “Original Issuance (Class D and State ID) SOP”.

NOTE: The CFR 391 Medical Requirements form, the CSTIMS knowledge records
showing written test results, and DL-18 must be scanned along with the DL10.

20. After issuing the CLP, inform the customer that they must hold the permit for at least 14
full days (not counting the day of issuance) before they become eligible to take the CDL
drive test. They must have also completed ELDT by the date of their scheduled drive test
to qualify for the test, unless they have previously held the endorsement(s) and class of

Commercial Learner Permit (CLP) Issuance — SOP B.01
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license that they are applying for, in which case the examiner will need to contact the
CDL team to have the ELDT requirement waived.

21. Return the documents provided by the customer, including the DL-18—they will need to
bring this form to their skills (drive) test and hand it to the skills test examiner to fill out
their portion.

Recording Test Results in CSTIMS

When issuing a CLP to the customer, the examiner is responsible for creating/updating their
corresponding file in CSTIMS and entering the results of any CDL knowledge tests. The
examiner will also need to create a CDL Skills Testing scheduler file and enter information about
the CLP being issued.

Steps
1. Open CSTIMS and log in.

CSTIMS

COMMERCIAL SKILLS TEST INFORMATION
MANAGEMENT SYSTEM

AAMVA

april.preslar@service.ok.gov

Forgot Password?

2. After logging in, head to the menu on the left side of the screen. Click on “Knowledge
Testing”, then the “Record” tab.

Schedule

Qut-of-State

Knowledge Testing

Help

Commercial Learner Permit (CLP) Issuance — SOP B.01
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3. On the “Record Results” page, enter the customer’s first and last name and date of birth.
Oklahoma should be selected for the state of domicile.

& Record Results - Find/Create Applicant

First try searching for the applicant. If found, you can edit the applicant’s test results. If not found, you will have the option to create the
applicant

First Nama o Last Nome* o

Date of Birth* ° State of Domicile* °

B select v

4. Atfter entering all the information, click the “Search” button on the bottom right. If the
customer’s record doesn’t populate and you believe the customer already exists, please
review the data entered. However, if an applicant is not found, then a “Create” button will
become available next to search.

5. If the customer already exists in the database, their name will appear in the search
results. Find their name and click the “Edit Icon” button to the left of their name. Click the
“Edit” icon to update the applicant’s information.

“

If the customer does not already exist in the CSTIMS, click the “Create” button to start a

new file.

Commercial Learner Permit (CLP) Issuance — SOP B.01
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6. On the “Update Applicant” tab, update the customer’s personal information (or add new
personal information if the customer does not already have a file).

Applicant Personal Information

Applicant has 1 completed test

uing Jurisdiction® N o sirth

Oklahoma ~ B

First Name Last Name

7. Open the knowledge testing records tab. The results of all CDL knowledge tests,
regardless of if they were passes or failures, will need to be recorded into CSTIMS.
Enter the test dates and scores for each test that the customer attempted.

Test Type Test Date Test Score Result
General 06/21/2022 100
Passenger 4 )

School Bus YYYY

Air Brakes 06/21/2022 100 m
Combination Vehicle 06/21/2022 100 m
Double-Triples w )

Hazardous Materials )

Tank Vehicle )

Once all test results have been entered, click the Save button on the bottom of the page.

Commercial Learner Permit (CLP) Issuance — SOP B.01
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Building a CDL Skills Testing Scheduler File in CSTIMS

Once the CLP has been issued, the examiner is responsible for then building a CDL Skills
Testing scheduler file in CSTIMS. It is imperative that this step not be skipped, as everything
from skills test scheduling, third party testing, and ELDT hinges upon this file being built.

Steps
1. Open CSTIMS. On the left side menu, click “Schedule” under “Skills Testing”.

2. Search for the customer using their name and date of birth, or create a new customer file
if a pre-existing file is not found.

3. On the customer’s file, scroll down to the “CDL Learner’s Permit Information” section and
enter the information for the CLP that was just issued. This includes the issue and
expiration date of the CLP, the vehicle class, endorsements and restrictions.

CDL Learner’s Permit Information

| i n ‘ P - Passenger S - School Bus L - No Air Brake Equipped CMV

4. Lastly, update / create the Mailing and Residential Addresses. Once complete, click
“Update and Schedule”, then “Save”.

Residential Address

EES | Update and schedule

Commercial Learner Permit (CLP) Issuance — SOP B.01
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References
1. CDL First-Time Applicants | Service Oklahoma

Appendix
Appendix A: OAC 670:15-29-5(f) — Commercial learner permit

Any person eighteen (18) years of age or older may apply for a Class A, B, or C commercial
learner permit (CLP), as provided in 47 O.S. §6-101(F), solely for the purpose of behind-the-
wheel training in a commercial motor vehicle while accompanied by a licensed driver who is
twenty-one (21) years of age or older and who holds a valid commercial driver license, including
any and all required endorsements, for the class and type of commercial motor vehicle being
driven. The CLP is valid for one (1) year from the date of issuance. However, any previously
passed skills tests are only valid for the duration of that permit period. Skills tests cannot be
carried over to another CLP period. The issuance of a CLP is a pre-condition to the issuance of
a CDL. The issuance of a CLP is also a pre-condition to the upgrade of a CDL if the upgrade
requires a skills test. The CLP holder is not eligible to take the CDL skills in the time period
established by Title 49 of the Code of Federal Regulations after initial issuance of the CLP.

(1) Service Oklahoma may only place the following endorsements on a CLP: "P", "S", or
llNll.

(2) A"No Passengers" restriction (restriction code "P") shall be placed on any
commercial learner permit issued with a "P" or "S" endorsement. The permit holder shall
not operate a commercial motor vehicle which carries any passengers [49 C.F.R.
§383.25].

(3) An "Empty/Purge Tank" restriction (restriction code "X") shall be placed on any
commercial learner permit issued with an "N" endorsement. The tank vehicle shall be
empty and shall be purged if the tank vehicle contained hazardous materials, and the
permit holder shall not operate a commercial motor vehicle with a tank vehicle which is
not empty or which has not been purged if the tank vehicle contained hazardous
materials. A current and valid purge certificate shall be carried in the vehicle at all times
when operated by a driver with a CLP [49 C.F.R. §383.25].

[Source: Added at 41 Ok Reg, Number 23, effective 8-25-24]
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Appendix B: DL-18 Form

ceRvice Service Oklahoma
#KLAHOMA  DrIVER LICENSE SERVICES DIVISION
OKLAHOMA DRIVER LICENSE APPLICATION

Date: County of Residence # Original Renewal Duplicate Review

DL # Assigned ID Shown: INS # Exp.

Application For: CLASS : A B C D D ENDORSEMENTS: N H X P T M S

Last Name First Middle

Mailing Address City OK Zip

Residence Address City OK Zip

Date of Birth Social Security Number Race Sex Height Eyes Weight Hair
Ft. In.

Present License Surrendered? YES  NO | State | DL #: | Exp:

License Class: | CDL? YES NO | Endorsements: | Restrictions:

Driver Education? Yes No | School | DE Card #

TO BE COMPLETED BY APPLICANT
1. Where is your place of birth (country)?
2. Are you a resident of the State of Oklahoma?
3. Are you currently or have you ever been licensed in another state or country? If yes, list all states and/or countries from the previous 10 years
4. s your driving privilege now or has it ever been SUSPENDED, REVOKED, CANCELED OR DENIED in any state or country?
If yes, when? where?

5. Are you now addicted to any drug or have you received treatment for alcohol or drug addiction within the last year?

Do you have any of the following (circle those which apply): Diabetes, Epilepsy, blackouts, fainting spells, heart disease, a current mental health disorder,
amputation, paralysis, Muscular Dystrophy, Cerebral Palsy, Parkinson's, or loss of memory; or do you have any other type of medical condition which may
affect your ability to safely operate a motor vehicle? If yes, please explain.

Are you deaf or hard of hearing? Do you wear a hearing aid?

Do you wear corrective lens or have any type of progressive eye disease or injury (such as glaucoma, diabetic retinopathy, macular degeneration, etc)?

NOTICE: | Itis a felony to knowingly make any false statement on this application and that any violation is punishable by both fine andfor imprisonment.

NOTICE: | State law requires persons convicted of sex offenses who are relocating in this state to register with the Oklahoma Department of Corrections within

10 days and local law enforcement within 3 days. Failure to register is punishable by fine and/or imprisonment.

NOTICE: | | understand that my social security number will be kept on file in accordance with the Federal Welfare Reform Act.

NOTICE: | Signing this application registers you with the selective service.

ONLY APPLICANTS APPLYING FOR A CLASS A, B or C COMMERCIAL LICENSE NEED TO CERTIFY THE FOLLOWING:

9. Are you exempt from the requirements of 49 CFR 3917  If yes, how are you exempt? Yes_  No____
10. Do you meet the physical requirements of 49 CFR 3917 Yes_ ~ No__
11. Do you have any pending disqualifications, suspensions, revocations or cancellations in this state or Yes Mo

any other jurisdiction? 49 CFR 383.51
12. Do you have more than one driver license? Yes_  No___
13. Do you meet the requirements for the drive test waiver? Yes. ~ No___
14. s drive test vehicle representative of the Class you will drive? Yes No

Signature of Applicant

TO BE COMPLETED BY DESIGNATED EXAMINER

| certify the foregoing applicant has satisfactorily completed the prescribed courses and has met all knowledge and skill requirements for the operation of the class
of vehicle indicated. All information has been verified and approved by the undersigned Designated Examiner. | further certify that | am aware that it is a felony to falsify
any information required to be entered by me.

| CERTIFY THE APPLICANT: O P OF THE WRITTEN PORTION OF THE EXAM 0P OF THEDRIVE PORTION OF THE EXAM
Designated Examiner Signature: Certification #
Date: Schooal: Certification #

{ School Seal ) {Designated Examiner Seal )
THIS DOCUMENT IS NOT A LICENSE TO DRIVE SOK 300DLS 0270 01/2023

VISION SECTION TO BE COMPLETED BY SERVICE OKLAHOMA EXAMINER

Commercial Learner Permit (CLP) Issuance — SOP B.01
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Visual Acuity: Left Right Both DL-20 Issued: By:
Without Lens 20/ 20/ 20/ DL-20 Returned: By:
With Lens 20/ 20/ 20/ Visual Acuity: Left Right Both
Field of Vision: Color Vision: Without Lens 20/ 20/ 20/
Pass O Fail o Pass O Fail O With Lens 20/, 20/ 20/
Physical Condition: Good Other DIM1 Issued: By:
Hearing: Good  Other _ Deaf  D.L. Assigned #: Hearing Aid Womn: Yes ~ No__ By:
GVWR Tag No.: Transmission: (circle one) Automnatic / Standard
RESTRICTIONS: REMARKS: Brakes: (circle one) Hydraulic / Airbrake
TEST RESULTS Test #1 Test #2 Test #3 Test a4 Test #5 Test
DATE
Knowledge Tests: Set % Set % Set % Set Set Sat %
Bask
General Knowledge
Combination
Alr Brake
Doubles | Triples
Passanger
School Bus
Tank
Hazardous Material
Matarcycle
DATE
Skills Tests Score B Scora B Scora By Scora
Road Test
Pre-Trip Insp.
Motorcycle / BCS
Passenger End
School Bus
CLASS D ROAD TEST
Starting 1 Right of W ay 2
Backing 1 Legal Stop 2
Parallel Park 1 Lights and Signs 1
Hill Fark 1 Signals 4 &
Transmission (Auto/Std) Lane Usage
Brake 1. Left Turn a a8
1. Park Brake 2. Right Turns 4 &
2. Other 2 3. Other 2
Control of Speed 2 10 Observation
GAP Selection 2 1. Intersection 4 10
Driver Alertness 2 2 Other a 10
Final Park
Date:
Application |s: Approved O Examiner Badge #

Incomplete O

Testing Location
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