
ALECS
Submitting an Application
Corporation, LLC, Limited Partnership, Trust, Other business structures



Log in or Create a New Account in ALECS

Step 1: Log in to ALECS by visiting https://alecs.occc.texas.gov A user account must be created 
before an application may be submitted. (See instructions for creating an account)



Step 2: Now that you have logged in to your ALECS account, choose Submit Application. To begin 
your application, choose the type of license you need to apply for, for example Motor Vehicle Sales 
Finance.

Getting Started



Ownership Structure

Step 3: Select your Ownership Type from dropdown.



Completing the Application

Step 4: Enter in your Entity Name exactly as it appears on your IRS document as well as your 
FEIN from the IRS.

Before clicking next, verify 
that the information in the 
fields above is correct. As 
a reminder, turn off your 
browsers auto fill option 

off before moving forward.



Step 5: Fill out every field that contains an asterisk 

Completing the Application

This is where the 
OCCC will send 

you mail

List the physical 
address of where 

the business 
records will be kept



Step 6: Add Statutory Agent- The address provided for the Statutory Agent must be a 
physical address within the State of Texas and different from the business address. 

Completing the Application

This address may 
not be the same as 

the proposed 
business location.



Step 7: Select Principal Type. Select Entity and then select Add Principal. Complete Principal 
Information. Select Save. Select Next if there are no more principals to add. 

Adding Principals - Entity

In most cases, principal parties 
are those humans or entities
that own 10%  or more (direct 
ownership) of the applying 
business. 

Generally, if an entity/parent 
company holds full direct 
ownership, you would add the 
parent company with their 
appropriate percentage of 
ownership in addition to three 
individuals/officers with 
knowledge of the day to day 
activities that pertain to the 
license you're applying for. 

For sole owner LLC/Corps etc. or 
LLC/Corps etc where only 
humans hold 10% ownership or 
more, see page 9 of this manual. 



Adding Principals - Person

Step 7: Select Principal Type. Select Person. Select either SSN or Visa/EAD from dropdown . 
Select either Principal Party or Applicant from next dropdown. The applicant will be the person 
completing the application. Select Add Principal. 

For sole owner LLC/Corps etc. or LLC/Corps etc 
where only humans hold 10% ownership, only add 

those individuals that own 10% or more direct 
ownership of the entity as a principal party. 

If you select Principal Party from the third drop 
down menu option, skip to page 14 of this 

manual.



• Select Title of Principal. Enter SSN. If Principal is an owner, enter in their percentage of 
ownership. Select Submit.

Adding Principals - Person

If you receive an SSN error 
message in this screen, 

click cancel, return to the 
previous screen and select 

Principal Party from the third 
drop down menu option



Adding Principals - Person

• Enter Principals personal information. Select Next. 



• Add 10 years of Principal’s employment history by selecting Add Employer. Select 
Next. 

Adding Principals - Person

You must include 10 full years of data with 
absolutely no gaps. If you were enrolled in school, 

unemployed etc. you must account for it all.



• Answer all questions in the Personal Questionnaire. If you answer yes to questions 2-8, you 
must upload a statement and supporting documentation at the bottom of the page regarding 
the yes answer – select files then click upload. Select Save. 

Adding Principals – Person



• Once you have added all necessary Principals, select Next. All human principals will need 
to create a personal ALECS account and enter the confirmation code sent to their email 
address listed in ALECS. You will not be able to pay until all Principals have created 
their accounts and entered in the confirmation code.  

Adding Principals



Step 8: Upload the two items with the asterisk (Certificate of Good Standing & Articles of 
Incorporation filed with Texas Secretary of State). Select the document type label from the 
drop-down option, and then attach the document. Repeat for the Articles of Incorporation.

Upload Documents

The Certificate of Good Standing is now 
known as the Texas Franchise Tax Account 

Status from the Texas Comptrollers Office. To 
obtain this item, visit 

https://mycpa.cpa.state.tx.us/coa/,
run a search for your business, click on 

Details and then on the printer icon. Save as a 
pdf copy and upload.

This is generally called a Certificate 
of Formation and includes detail 

such as but not limited to the 
Managers, Registered Agent etc. For 

entities registered in other states, 
this is sometimes called Application 
for Registration. The copy should be 
the one provided by the Texas Sec of 
State once they have accepted and 

processed your filings.



Step 9: Complete Application Questionnaire. Select Next. 

Application Questionnaire



Step 10. Add Statement of Experience and Business Operations Plan. Select Next. 

Statement of Experience/Business Operation Plan

Click here to access the OCCC BOP 
form: 

https://occc.texas.gov/sites/default
/files/2023-09/mv-65-business-

operation-plan.pdf

The form should have a response to 
all four multiple choice questions.

Click here for a guide 
that describe the 

activities listed on the 
BOP: 

https://occc.texas.gov/
sites/default/files/uplo
ads/misc/mvsf_referen
ceguide_20160929.pdf

Or on this link for a 
copy of the law:  TAC 

RULE §84.102

Click here to access the OCCC SOE 
form: 

https://occc.texas.gov/sites/default
/files/uploads/licensing/adm23-

stmt-of-experience.pdf

Instructions can be found on the 
form.



Step 11. Complete Business Information and select Next. 

License Information

The address you enter should 
be the one you are needing to 

license. Verify accuracy 
before clicking Next.

You should only enter data in this 
field if you have already 

processed a DBA request with the 
Texas Sec of State and attach a 

copy of the Assumed Name 
certificate from the Texas Sec of 

State. If not, leave this blank.

Sole proprietors should enter in 
the Assumed Name filed with the 
county clerk's office and upload a 

copy of the county certificate.



Step 12. Enter Location Contact Information. Select which business operations will be 
conducted at the licensed location. You must select at least one. Select Next. 

Location Contact and Business Operations

The definitions for 
these items can be 

found above.

Click on this link for a 
copy of the law:  TAC 

RULE §84.102

This is the person who 
will be contacted when 

an Exam will take place.



Step 13. Answer 5 questions regarding Contract and Transaction Information. Upload contract 
and transaction information if answering yes to any of the questions. Click Next.

Contract and Transaction Information

The questions pertain to 
the location you are 

applying for. This is not 
an equivalent of the 

Statement of Experience. 

If you answer YES to any of the 
questions above, upload a list of all 
the contracts you have originated, 

serviced, purchased, held etc at the 
location you are applying for. For 

each sale you financed, please 
identify the customer’s name, 

account number, transaction date, 
cash price, amount financed, and 

amount of finance charge.. 



Step 14: Submit Payment. The OCCC will only receive your application once the required fees are 
paid. After the fees are paid, your application will be assigned to a reviewer and the initial review 
will be completed in approximately 14 days. 

Submit Payment



For Frequently Asked Questions visit https://occc.texas.gov/ALECS_FAQ  

How long does the process take?

On average and in compliance with statutory requirements, the entire review process 
takes between 30-60 days. These times may increase during renewal periods and due to 
high call volume and high volume of new applications being processed.

How can I find out if you (OCCC) received everything?

If we still need items after we review your application, we will send a follow up request 
through ALECS. You should receive an auto generated email when a pending action is in 
your dashboard, however, we strongly recommend that you log in at least once a 
week until your application review is final to verify that you do not miss any 
pending actions.

I’ve applied, now what?



What is the status of my application? 

The application processing timeline is generally 30-60 days and will be handled in the 
order received. Should there be any questions or missing information, you will be 
contacted by a licensing specialist to provide the requested information. You can check 
the status by logging into ALECS and click on My New Requests and look at the 
application status. You will see one of the below statuses. 

• Initiated – The application has not been submitted and is sitting in your dashboard. 

• Received – Your application is in the queue waiting to be assigned to a licensing 
specialist.

• In Review – The application is with a licensing specialist pending review of the items 
you uploaded and will contact you when more information is needed. 

• Pending – Your licensing specialist has sent you a request. To see this request, click 
on Dashboard and then click on the My Pending Actions tab, click on the 
application/reference ID and search the comments/instructions with the most recent 
date. The date is located to the far right of each comment.

I’ve applied, now what?



Need more Information? 

• Contact the OCCC Licensing & Registration Department 

Email: licensing@occc.texas.gov

-


