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▪ Titles & Registrations

▪ Special Plates

▪ Online Services

▪ Data Entry

▪ Dealers

▪ Sendbacks

▪ NMVTIS

2



Class A License Plate/Registration: 
▪ $51.50 – Basic Class A
▪ $151.50 – Electric/Gas Hybrid
▪ $251.50 - Electric
Title Fee: $15.00
Lien Fee: $10.00
Duplicate Titles: $15.00
Duplicate Registration: $10.00
Duplicate Plate: $10.00
Plate Transfer: $10.50
Salvage Titles: $22.50
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 REQUIRED DOCUMENTS

▪ Application for title (Form DMV-1L).

▪ MSO or Title.

▪ Odometer Statement (If out-of-state title).

▪ Power of Attorney (On Leasing Company Letterhead – if applicable)

▪ Lease agreement.
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 TAXATION ON A LEASE VEHICLE

▪ 6% tax is charged on the Cap Cost Reduction at 
time of filing.

▪ Minus the net trade in allowance. (Only if 
previously titled in West Virginia).

▪ The leasing company will collect 5% of the lease 
payment as tax and remit this to the Division on a 
monthly basis.
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 TRANSFER OF PLATES / OTHER INFORMATION

▪ A license plate can be transferred between vehicles 
within the same leasing company (Transfer fees apply)

▪ May transfer special plates with a letter from the 
customer relinquishing the rights to the leasing 
company. (Transfer fees apply)

▪ The leasing company’s address must appear on form 
DMV-1L. That is the address that will appear on the 
title and registration. If you need the plate and 
registration card special mailed to the lessee, then you 
must include a special mail envelope.
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Per WV code §17A-13-1 a “street-legal special purpose vehicle” (SPV) includes all-terrain vehicles, utility 
terrain vehicles, minitrucks, pneumatic-tired military vehicles, and full-size special purpose-built vehicles, 
including those self-constructed or built by the original equipment manufacturer and those that have been 
modified. Street-legal special purpose vehicles are eligible for a registration plate.”

To be considered an SPV, the vehicle must have the following equipment:

▪ One or more headlamps

▪ One or more tail lamps

▪ One or more brake lamps

▪ A tail lamp or other lame constructed and placed to illuminate the registration plate with a white light

▪ One or more red reflectors on the rear

▪ Amer electric turn system, one on each side of the front

▪ Amber or red electric turn signals

▪ A braking system, other than a parking brake

▪ A horn or other warning device

▪ A muffler and, if required by applicable federal statute or rule, an emission control system

▪ Rearview mirrors on the right and left side of the driver

▪ A windshield, unless the operator wears eye protection while operating the vehicle

▪ A speedometer, illuminated for nighttime operation

▪ For vehicles designed by the manufacturer for carrying one or more passengers, a seat designed for 
passengers

▪ Tires that have at least 2/32 inches or greater tire thread
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If a vehicle qualifies as a street-legal SPV, the owner must then obtain a certificate of 
insurance on the SPV, have it inspected, fill out the Special Purpose Vehicle Certification 
Form (DMV-SPV1-TR), and provide any other documents necessary including tax, title, lien, 
plate, and registration fees to the DMV.

Fees are $16.00 annually for a regular Class street-legal SPV plate, plus additional fees of $100 
annual for hybrid vehicles, and $200 for electric or natural gas vehicles.

If the street-legal SPV is already titled, the owner must still fill out and provide the Special 
Purpose Vehicle Certification Form and provide registration fees as listed above.

An individual may operate a SPV on roads in WV subject to the following limitations:

▪ No street-legal SPV may be driven on roads where prohibited by the county, 
municipality, or the Division of Natural Resources.

▪ No street-legal SPV may be driven on controlled access highways, including, but not 
limited to, interstate systems.

▪ No street-legal SPV may be driven on a highway displaying centerline pavement 
markings for a distance greater than 20 miles.

▪ No minitruck registered as a street-legal SPV may be driven on a road constructed 
pursuant to a federal highways program.

▪ No street-legal SPV may be driven in an area not open to motor vehicle use.
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▪ If you have any questions, please call our DMV 
Accounting Section at 304-926-3805.

▪ This includes any deal that may have been 
cancelled or backed out after the documents 
have been sent to the Division.

▪ This includes mail work, VRS, CVR and ELT.
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▪ There have been 31,240 send backs in the ELT 
system in the last year.

▪ The following are the top 4 reasons:

1. Other – 12,722

2. Missing evidence – 11,733

3. Evidence does not match the application – 5,800

4. Missing signature - 597
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▪ If a rejection is processed asking for additional 
fees – please send check with a copy of the 
rejection or sendback.  Or write title number on 
the front of the check to process the check in a 
timelier fashion.

▪ Paper sendbacks are still being processed as 
well.  The Send Back Unit will process 
approximately 100 paper send backs per day. 
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▪ The NAIC number is a five-digit number that can 
be checked to see if the individual is covered 
through the insurance company that they listed. 

▪ This number is listed on the insurance certificate 
provided to the dealership and must be listed on 
the documents that require insurance information.

▪ https://eapps.naic.org/cis/help

https://eapps.naic.org/cis/help
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Titles and Registration
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Dealers only have 60
days to deliver the title 
to the customer or lien 

holder. Be sure to submit 
your work as quickly as 

possible.
(§17A-4-4)
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ONLY 2-3-4
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▪ Must have out-of-state title or Manufacturers Statement of Origin 
(MSO).

▪ Must have a completed DMV-1-TR (Form 1).

▪ Check vehicle information on title against information 
completed on the Form 1.

▪ Look for information on front of out-of-state title.  Lien must be 
released.
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▪ Make sure name & address of purchaser is listed 
on back of the title. 

▪ If the state requires a notary, make sure the 
reassignment on back of the title is notarized.

▪ Make sure odometer reading is listed on back of 
title.
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▪ If lien information is listed on the TM-5, check it 
against the information listed on DMV-1TR.

▪ Make sure DMV-1TR is signed.

▪ List insurance information and NAIC number on 
DMV-1TR, if applicable.

▪ The Division will need either a dealer invoice or dealer 
certification on DMV-1TR.

▪ Make sure that the customer and the lienholder’s 
address match on all documents.
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▪ Odometer Disclosure is on back of the MSO.  If 
completed on MSO – a separate odometer is not 
required.

▪ Supplemental dealer reassignments can be made 
when all spaces on the MSO have been filled.
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▪ Once a vehicle is titled from an MSO, it is 
considered a used vehicle. OH and PA does not 
have a reassignment form.  They are permitted 
after all the space has been used to make a 
copy of the back of a blank MSO and assign on 
that copy.
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▪ When a motor vehicle is sold or transferred, the odometer reading must be 
recorded in the assignment section by the seller. If the title does not include this 
section for this purpose, the seller may record the mileage on an odometer 
statement on a form available from the DMV.

▪ An odometer disclosure is ALWAYS required, unless:

▪ The vehicle is non-motorized

▪ The vehicle has a registered gross weight or gross vehicle weight rating or more 
than 16,000 pounds

▪ As of January 1st, 2021, all vehicle models year 2010 and before will not require an 
odometer reading. Vehicle model years 2011 and after will require an odometer 
reading for up to 20 years.

▪ Recording a vehicle’s mileage and ensuring the accuracy of such recordings is part 
of the DMV’s efforts to protect consumers. Recording mileage history helps legal 
authorities to detect and prove cases of odometer tampering, or the illegal practice 
of rolling back a vehicle’s mileage. When this occurs, the true condition of the 
vehicle is misrepresented, and the buyer is deceived.
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The following must be submitted to the DMV in 
order to receive a West Virginia salvage title:

▪ The WV or out of state salvage title, with 
all required information completed, 
assigned to the insurance company. 

▪ A properly completed Form DMV-SV-1 
(Salvage Title Application) 

▪ Must complete sections 1 and especially 7 of 
the WV title along with the DMV-SV-1
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▪ Odometer disclosure information must be 
recorded on the back of the title at the time of 
transfer. 

▪ Payment of a $22.50 processing fee.
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▪ When applying for owner retained salvage, 
Form SV-6 must be submitted and signed by the 
insurance company. You must include the WV 
title and current registration card. We will not 
accept form SV-1 for owner retained salvage.

▪ Once a vehicle is a non-repair it can be sold, but 
cannot be retitled. 

▪ We are unable to process a duplicate title for a 
non-repairable vehicle.



33



34



35



36



37



38



39

❑ If a customer has traded in a vehicle but 
does not have the title – a dealer can use 
the Dealer Duplicate Title Portal at 
http://go.wv.gov/dealerduptitle and 
apply for the duplicate title for the 
customer.  

❑ Requesting the duplicate title on this site is 
the application for duplicate title.  
However, the other paperwork (copies of 
identifications, lien releases, POAs) will 
still be required.

http://go.wv.gov/dealerduptitle


40

❑ If the paperwork is rejected – you upload the 
document(s) needed and resubmit the 
paperwork.

❑ Portal is being checked at least 2 times daily.  
The duplicate title is usually mailed out the 
same day or the next day.



When can a Secured Power of Attorney be used?

The Secured Power of Attorney form is considered secure because it complies 
with the security features and odometer disclosure language as specified in 
the Federal Truth in Mileage Act. 

The Secured Power of Attorney can only be used in two instances and only 
with the new West Virginia Conforming Title:

1. At the time of trade-in or direct sale, if the registered owner’s title is being 
held by a lien-holder, the registered may, by use of the secured power of 
attorney, designate the dealer as the agent for the purpose of completing the 
odometer disclosure statement and reassignment of ownership on the title 
when it is received from the lien-holder.

2. When the title is lost, the seller can designate the dealer to act as their agent 
to complete the odometer disclosure and reassignment of ownership once the 
duplicate title is received.

41



42



▪ Section A: Seller

▪ Section B: Buyer

▪ Section C: Only to completed if both A & B are 
complete.
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▪ A Limited Power of Attorney is for use only 
with a specific vehicle.  Must include make, 
year, VIN, and the name of the person being 
appointed POA.

▪ If using a limited POA, with a vehicle that 
requires an odometer, you must attach a 
separate odometer disclosure statement signed 
by the customer. 



▪ West Virginia Motor Vehicle Law only allows 
trade-in credit for vehicles that are traded or 
exchanged directly to a dealership. These 
vehicles must be in the same name and taxes 
previously paid in West Virginia

▪ Selling a vehicle and then applying the monies 
towards the purchase price is not considered a  
trade-in credit.  
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▪ Check trade-in.  Must be same name as buyer.

▪ If in OR, AND, or AND/OR and buyer(s) is listed 
on title – FULL trade-in credit.

▪ Q titles – because they are only registered – must 
submit DMV-1TR & TM-1 and out-of-state title 
with lien released (no fee required) in order to 
get credit or pay on trade-in value.

▪ All vehicles used as a trade-in must be in owner’s 
name. 
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There are a few states that purge their system after a certain period, 
and do not issue titles.

There are also some states that do not register certain vehicles that we 
do, i.e. trailers, for example.

What do we require to create a title for the consumer in these cases?

1. DMV Form-1.

2. VIN Verification Form 1-B

3. Form MB 12-13

4. A letter from the state in which the vehicle was last titled or 
registered,  explaining that their state does not issue titles to certain 
older vehicles, and the vehicle in question is not currently titled.

5. A notarized  bill of sale from whom the WV consumer purchased 
the vehicle.  

6. For vehicles not registered or titled, we would require the same 
information.
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Forms needed:
▪ DMV-1TR

▪ DMV-129TR (Repo form)

▪ TM-1 (odometer disclosure)

▪ WV title

▪ If lienholder does not possess WV title – must have copy of 
Security Agreement and DMV-1B (VIN verification) and a 
notarized letter from the lienholder that they are not in possession 
of the WV title.

▪ Do not release the lien on face of WV title.

▪ Dealer must follow Attorney General’s requirements for 
repossession.

48



DEFAULTING 
OWNER’S NAME
& ADDRESS

VEHICLE INFO

LEIN INFO FOR 
DEFAULTING 
OWNER

NAME OF 
PURCHASER
AT SALE (IF 
APPLICABLE

NAME OF 
LIENHOLDER
REPOSSESSING
VEHICLE

MUST BE NOTARIZED
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▪ Gifts from spouse to spouse, parent and children, or legal heir 
transactions.

▪ Gifts using the application for transfer of ownership without 
consideration (form DMV-5-TR), completed and notarized.

▪ Corporation, partnership or limited liability company transferring 
to another corporation, partnership, or LLC when the entities 
involved in the transfer are members of the same controlled group 
and the transferring entity previously paid the tax on the vehicle 
being transferred – must own directly or indirectly 50% or more of 
the stock or voting power.

▪ Class H Vehicles (buses or large vans) 

▪ Class M Vehicles (mobile equipment). Class M applications must 
be accompanied by 2 picture of the vehicle (front and side).
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▪ Class B vehicles being registered at a GVW of 55,000 lbs. or 
more. Vehicle must be registered at the time of titling to be 
tax exempt. 

▪ Class C trailers over 2,001 GVW. Plate must be purchased at 
time of titling. Please note C plates are NOT transferable 
after 30 days. The trailer must be the same class.

▪ Rental Vehicles.

▪ Registered Dealer of this state – for resale only.

▪ Mobile homes, house trailers, modular homes.
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▪ Rebate

▪ Rust-Proofing

▪ Destination and Delivery

▪ Freight

▪ Simonize

▪ Accessories and Optional Equipment 

▪ Protection Package 

53



▪ Warranty

▪ Service Contracts

▪ Discounts

▪ Documentary Fees

▪ Gap Insurance 

▪ Aftermarkets (does not come from 
factory)
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IF DEALERSHIP 
IS LISTED AS 
LIENHOLDER, 
OR USING 
THEIR 
ADDRESS FOR
LIENHOLDER 
ADDRESS  -
THIS FORM 
MUST BE 
ATTACHED
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Pursuant to 91CSR6, 
Rule 2.9.d, any licensee 
that lists itself as a lien 
holder on any vehicle it 
sells shall attach with the 
title work a copy of the 
sales contract or sales 
instrument, along with 
amount of lien, the 
monthly payment and 
number of payments.

In accordance with WV 
Code 17A-4A-4 and 17A-
4-2, the dealer shall remit 
all fees and taxes along 
with the application to 
the Division prior to 
sixty (60) days of the 
date of sale. 
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▪ The Certification of One and the Same, form DMV-39-TR, is to be 
used when an individual signs their name one way in an area on 
title work, then another way in a different area.

▪ An example of this would be, “John Smith signs his name in the 
reassignment section, then signs John Smith Jr. in section 7”.  John 
Smith would have to complete the form.

▪ Must attach a copy of a valid Driver’s License or ID
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▪ Owner of vehicle in WV is deceased.  Must have court 
appointed executor/administrator papers or DMV-185-
TR (only in cases of no will).  All heirs must complete 
and sign.

▪ Copy of death certificate must be included when 
submitting a DMV-185-TR.

▪ If owner on face of out-of-state title is deceased.  Must 
follow guidelines in NADA book for that state.

▪ Fees apply - $15.00 for title and $10.50 for transfer of 
plate.
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▪ If a mistake is made on a title, do not mark out, 
white out or erase.  This will void the title and a 
duplicate title will be required.  

▪ The DMV-35-TR must be completed and notarized. 
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▪ Any requested corrections to vehicle 
information will be verified through 
the Division’s records

62



63



What does the special plates section do?

▪ Personalized plate applications

▪ Organizational plates

▪ Government vehicles/plates

▪ Boats

▪ Dealer Window (Only at DMV Headquarters)

▪ Assembled Vehicles / Trailers
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▪ When using a DMV-1-TR make sure the dealer 
certification is completed.  This eliminates the need 
for a separate bill of sale or invoice.

▪ Make sure to list your dealer number on title work 
to ensure sales credit. Dealer titles must be titled in 
the same name listed on your dealer certificate. 
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▪ In the dealer reassignment section on the WV title, 
make sure to complete the sale price. Without 
verification DMV will request a bill of sale. 

▪ In the Trade-In section, make sure to list the complete 
trade-in vehicle and plate transfer information (if 
applicable). 

▪ Class A plates have been increased up to 10,000 lbs.

▪ If there is an amount listed in the lien section of the 
DMV-1-TR or the title and there is no lien, a notarized 
letter of correction is required stating that there is no 
lien.
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▪ All titles must be submitted to that Division prior to 
the 60 days allowed for processing. Code states that the 
customer or lienholder must have the title in their 
possession before  or no later than the 60 days from the 
date of sale.

▪ The brand “and” requires both signatures to purchase 
or sell a vehicle, “and/or” requires only one to sell or 
buy, “or” requires one signature.  Odometer 
disclosures require one signature.
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▪ Any alteration or error on title work requires an 
Affidavit of Correction, explaining what occurred. 
Do not use white out or erase.  Put one line 
through the error and make correction above the 
strike through.  When you void a reassignment, 
you need to go to the next reassignment section 
and complete the proper assignment and must 
include a letter of correction.

▪ If the customer’s plate is due to expire within 
forty-five (45) days, fees should be collected to 
renew and transfer their plates at the time the title 
work is submitted.  A Personal Property Tax 
receipt must accompany the title work. 
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▪ Insurance information must be current when title work is received 
at the DMV. If expired or incomplete, the title work will be 
returned.  *When using a title application (DMV-1-TR), insurance 
should be listed on the application itself. 

▪ Make sure to list customer’s insurance companies’ NAIC number.

▪ Credit for trade-ins apply only to vehicles registered in the 
applicant’s name on which sales tax was previously paid in WV.  

▪ On all title work, make sure all signature areas are signed, 
especially on the new WV titles. Any areas requesting the printed 
name of the seller or buyer must be completed.  These areas must 
be handwritten or typed. 
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▪ On states that require notarization, make sure they are 
notarized. 

▪ When using a title application (DMV-1-TR) make sure 
to list the weight and style of body for the vehicle. 

▪ Attach the original or a copy (front and back) of the 
customer’s registration card when transferring plates, 
as this eliminates the need for verification.

▪ You must have reassignments and odometer 
statements for all dealers involved in the transaction. 
Make sure you have a complete trail of ownership.
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▪ Title must accompany request for any correction of title.  If the Division 
made the error, no fee is required. If not a $15.00 title fee is required.

▪ When applying for a duplicate plate, decal or registration card, please 
provide the license plate number. Must provide an insurance certificate 
when requesting a duplicate license plate. Fees are as follows:

▪ Dup Reg Card $10.00 
▪ Dup Decal $10.00 
▪ Dup Plate $10.50 

▪ The DMV now offers many services online, including duplicate requests 
and license plate renewals. You can view the online services portal at:

https://apps.wv.gov/dmv/selfservice
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What does Dealer Services do?

▪ Approves applications for new Dealers

▪ Renews all Dealers

▪ Inspects/Investigates Dealers

▪ Rental Company License

▪ License Services

▪ Reconstruction Examinations 
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▪ Conduct inspections on all licensed West 
Virginia Dealers and License Services

▪ Salvage /Reconstruction Exam

▪ Consumer Complaints

▪ Dealer Investigations

▪ Pre-Apps/Final Inspections
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▪ Dealer does not have required sales records
▪ Not open during posted business hours
▪ Dealer displaying vehicles with open titles
▪ Dealer has not delivered title work within sixty (60) days
▪ Dealer has not remitted taxes, fees, and/or recorded lien
▪ Dealer is displaying vehicles of a type for which it is not 

licensed
▪ Display lot contains junk, or junk vehicles
▪ Dealer does not have a sign
▪ The DMV is authorized to revoke or suspend a dealer’s 

license and to issue civil penalties as a result of dealer 
deficiencies.

▪ The DMV reserves the right to shape the consequences 
necessary to correct any deficiencies and to deter future 
deficiencies. 
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Pursuant to WV State Code 17A-6-5, 
dealers may sell a vehicle for which they 
are not licensed if the vehicle was received 
as a trade-in.  Also, a “used” car dealer can 
obtain a new vehicle from a “new” car 
dealer; provided, the “used” car dealer 
titles the new vehicle in the name of the 
dealership before selling the vehicle to a 
customer. 
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Additionally, dealers buying or trading out of class must 
comply with the following:

▪ Dealers acquiring vehicles out of their license class through 
trade must provide proof of trade-in before reassigning the 
title for the vehicle or they will be subject to sales tax. A 
copy of the invoice reflecting the trade should be attached to 
the title work. 

▪ Dealers acquiring a “new” vehicle out of  their license class 
through trade must surrender the MCO and apply for a 
dealer title. If you cannot provide proof of trade-in, you will 
be subject to sales tax.  A copy of the invoice reflecting the 
trade should be attached to the title work. 
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Be advised dealers purchasing vehicles out of 
class, not in accordance with WV Motor Vehicles 
Laws, will pay tax on the vehicle and receive a 
regular title. Dealers involved in this type of 
purchase can not reassign from the MCO and can 
be subject to Civil Penalties for buying out of 
class. 
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Dealers shall notify the Commissioner within sixty (60) days from and after 
the date on which any of the following changes in the business occur:

▪ A change in location 

▪ A change of the name or trade name

▪ The death of a licensee

▪ A change in partners, officers or directors 

▪ A change in ownership 

▪ A change in the type of legal entity by and through which the license 
engages or will engage in the business

▪ The appointment of any trustee in bankruptcy, trustee under an 
assignment for the benefit of creditors, master or receiver. 
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▪ All information from the Division, Secretary of State’s Office and 
State Tax Department must match. (Owners/Officers and address) 

▪ Personnel authorized to transact business on behalf of the 
dealership must be kept up to date.  

▪ A change such as a 911 physical address change can cause several 
issues, if not reported.  

▪ If a change in owners/officers occur, all must sign the back of the 
form in front of the Notary.  

▪ After every renewal season, dealer services must send letters 
requesting a Change in Dealership form to be completed because 
the renewal application does not match the previous records.
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▪ As of October 2023, West Virginia has 1,274 Dealers. 

▪ 97 License Services
Renewal deadline is December 31, 2023.

▪ 38 Rental Companies 

▪ 134 Leasing Companies 
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 WVDMV would like to remind all License Services and 
Dealerships of the requirements for keeping 
documents that were uploaded as part of the new 
digital titling process.

A licensee (Dealer) shall keep a record of all customer 
transactions electronically or paper copies for a period 
of three (3) years from the date of the transaction for 
inspection purposes upon request by authorized 
representatives of the Division and all law enforcement 
officers during the regular posted business hours of the 
establishment.
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Kim Harrison, Office Manager
Kim.F.Harrison@wv.gov 

Donna Green, Lead Specialist
Donna.K.Green@wv.gov

Frank Pisaturo, Lead Specialist
Francesco.D.Pisaturo@wv.gov

Call Center 
304-558-3900
1-800-642-9066
DMVcustomerservice@wv.gov

Lisa Eskew, Supervisor 
Lisa.A.Eskew@wv.gov

Courtney Hudson, Lead Specialist
Courtney.R.Hudson@wv.gov

Phone 304-926-3972
Fax 304-926-3885
dmvspecialplates@wv.gov
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DEALER SERVICES
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Roderick Bradford, Division Manager
Roderick.C.Bradford@wv.gov

Erica Withrow, Unit Manager
Erica.D.Withrow@wv.gov

Chris Held, Lead Specialist
Chris.A.Held@wv.gov

Mike Smith, Specialist II
Michael.K.Smith@wv.gov

dealerservices@wv.gov

Phone: (304) 926-0705

Fax: (304) 926-3895

If you have any question or concerns, 
please contact Dealer Services at the 
telephone number above or use the email 
addresses that have been provided.
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