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* As defined in Chapter 348 of the Texas Finance
Code, Sec. 348.512. a license may be

transferred or assigned only with the approval of
the commissioner.

* The adopted rules by the OCCC can be found

here: Title 7. Chapter 84, Texas Administrative Code RULE § 84.604
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& Dsshboxd 1. After you have received an email
3 Mansge rofie confirming the activation of your new
[ bt Appicain account in ALECS, log in and select
B i s manage my business.

24 Notifications

f History

@ Principal Confirmation
W Principal Business

@ Spouse Confirmation

@ roms

@ v Don’t have an ALECS account?

Click here: CREATE ALECS ACCOUNT
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2. From manage my business, begin with item #1 from the
License Transfer subheading.
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3. Enter the sellers Master File number & click search.

Request For Licenses Transfer

Select License * Mafor Vehicle Sales Finance v

The seller can locate this number by clicking on

Click here to see the details on your Master File
from the dashboard. The Master File number will be
located in the top left corner next to the Dashboard button.

Master D
1 Manage Profile
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4. The license(s) associated with
the sellers Master File will
populate.

5. Click on the radio button (if more
than one license is available and you
are only requesting one, certify that you

Request For Licenses Transfer

Select License Motor Vehicle Sales Finance

Transfer Master Fils

Mumber * 16000000000

Transfer Master John Does Preowned LLC

Cancel

Search Result

Select License Number DBA Operating Name Contact Person Mame License Status

are select|ng the correct I|Cense) 123456987 Clean Cars John Doe Active Bustin TX 78721
ﬁ =( 1 Digplaying items 1- 1 of 1

6. Click submit

7. Verify that you receive the
confirmation (pictured below)

Request For Licenses Transfer

Your request submitted successfully.

Select License ——Select——

Transter Master Fil
Mumber *

8. The seller will now have to
accept your request. (see pl5)
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&) Dashboard

1 Manage Profile

E. Submit Application
m Manage My Business

24 Notifications

f @ History

@ Principal Confirmation

W Principal Business
@ Spouse Confirmation
@ roms

0 Help

SELLER

Seller

1. Log in to your ALECS account and
click on Manage My Business

Don’t have an ALECS account?
Click here: CREATE ALECS ACCOUNT

If you have an active license but have never created an ALECS account,
you will go through the linking process which can take around 4 business
days process. You will receive an email confirmation when this process is
complete and are able to access your information.
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SELLER

« From manage my business, begin with item #2 from the License
Transfer subheading.

Manage My Business

ivate License

Inactivate License

Update Mailing Details

Update Compliance Details

Reinstate License

Modify License Location

Principal Transaction
Update Statutory Agent Update License DEA Change RO to LL
e e
ion

Update Location Contact

Doc Fee Fling

i
Update Entity Nam
Withdraw Applicatio

Surre n

Print License

2) Accept (Seller)

S Be=E Ea

Maodify Location
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2. Select the radio button for the license you are
transferring.

Requested Licenses Transfer History By Applicant

Requested Licenses Transfer History By Applicant

* Mandatory Fields
n Tr uest ID License N io File Nui T i i plig
Motor Yehicle Sales Fina ]
654 123456789 anedosused cars -
nce * Mandatory Fields
A icens e id
Displaying items 1 - 1 of 1
3 I .
Motor Vehicle Sales Fina =
° 521654 123456788 janedoeused cars
nce
( 1 ms 1-10f1

Status *

3. From the status dropdown, select approved if you are
approving the transfer of the license and click Submit.

¥ g 4. Confirm that you receive the
\ completion notification.

The buyer will now log in to
their account to complete the
process.
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Buyer
:WM 9. Log in to your ALECS account

1 Manage Profile

B Submit Application

(@) Dashboard Manage My Business

m Manage My Business

24 Notifications

f @ History

@ Principal Confirmation

3) Details (Buyer)

Update Compliance Details

Principal Transactio

ion
Update Entity Name
Withdraw Application

* Principal Business

@ Spouse Confirmation

© rorms .
@ s 10. Click 3) Details (Buyer)

(You may be required to fill out your new business
details and other personal information before moving to
step 11.)
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Select  License Mumber = Business Sub Type = Owner Master File Mumber ~ DBA Operating Mame  Contact P

123456789 | nee 987654321 John Doe's Pre- B u er
dsgaying nems ol " | y
11. Select the radio button for the license
08 Opereing e being transferred.
Aszumed Mame Certificats Y -
o 12. If you will be using a DBA, enter the
assumed name and upload the assumed
k,', name certificate. (sole Props & General Partners—
Statemert of Gift upload assumed name certificate from the county clerk | Entities
wi — upload the assumed name certificate from the Texas Secretary
Other Documents Of State. )
hesDacuments” documsat e for Lerse Tar 13. Upload the Permission to Operate (see page 8
m of this PowerPoint to review the requirements of a PTO)
N e e vt 14. Check the box and click transfer.
15. You will process payment for the
== assessment fee of $200 in the next screen.
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Manage My Business

(7" Dashboard

[]
l e o M I S .

B Submit Application

Update Mailing Details

1. If your transfer is as a result of a principal

Update Compliance Detil party change, you can process your transfer by
going to Manage My Business > Principal
Transaction and following the prompts and pay
e the $S200 assessment fee.

Withdraw Application

938 Manage My Business
25 Motifications

Principal Transaction
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Questions?
licensing@occc.texas.gov



