
 

 

 

 

 

Introduction to  

Business Licensing and Compliance for Dealers 

& Title Service Agents 

 

                              Kristin Orlando, Manager of Business License and Compliance 

Timothy Batts, Asst. Manager of Business Licenses and Compliance 

Wendy Johnson, Section Manager of Business License & Compliance 

William “Bill” Kraft, Section Manager of Business Licensing & Compliance 

 

 

 

 

 

 

 

 

 

 

 

The purpose for this manual is to be a reference guide to Dealer Orientation. The reference guide 

will also include contact information to assist in the success of your business.  



 

 

Customer Connect 

In July 2020, the MVA expanded its online services capabilities with the introduction of E-services 

portals to allow customers to manage their vehicle related business online. 

• It is a real time and streamlined way customers can communicate & interact with MVA. 

• It is a new user-friendly way to manage accounts and perform a variety of tasks such as 

transaction requests, make payments, file documents, etc. 

• To access e-Services customers and/or authorized users should have received or will 

receive a letter that will contain instructions on how to sign up. 
 

E Service Portal 

e-Service portal is a self-service platform for businesses to maintain day to day operations.  

Follow the steps below to access the Business Portal: 

• Go to the MVA website.  

• Click the “Business” tab. 

• Click the “Business Portal” icon. 

• Once you are on the Business Portal Page you will see 3 sections select “Create a New e-

Service Account” under the Business Licensing and Driver Instructional Services section. 

**If assistance is needed when you are creating your Business Portal/eService account, you can 

contact the Business Licensing office (410)787-2952.** 

 

Once you have a Business Portal/eService account you will be able to, 

• Apply for additional business locations. 

• Update owner information or add additional owners. 

• Add new employees or remove existing employees. 

• Upload titling work. 

• Make payments. 

Screenshot of a Business Portal/eService Account 



 

 

There are three types of accesses: 

• Full Access- can add/ cease access of any employee, submit requests & add funds to the 

account (Management) 

• Administrator Access – can add, cease accounts (only created by the user), review 

drawdown transaction report, process transactions and make payments to the account 

(Comptroller/ Owner level) 

• Employee Level – cannot cease or add employees, can add funds to drawdown account if 

given access to. 

Draw Down Account 

Business Portal/eService accounts are also used to upload titling and registration paperwork that 

you as a retail dealer or title service business will utilize. A drawdown account is an additional 

feature that will allow the business to pay for the transactions. The business will be able to add 

funds to this account.  

When your business has been established with MVA and you have created a business 

portal/eService account you can request a drawdown account be added to the business 

portal/eService account. To request a drawdown account, you will email 

MDDTTS@mdot.maryland.gov. When emailing your request for the drawdown include your 

business account information i.e. name, account number, and contact person. 

Funds can be added to your account using several payment methods. 

• Check 

• ACH Transfer 

• Credit Card 

Below are screenshots of a drawdown added to an account: 
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Businesses will have access to the Draw Down Transaction Report. This report includes the 

following: 

• Money uploads (pictured in green) 

• Amounts due (pictured in blue) 

• Balance in account (pictured in black) 

• Amount column totals will reflect on the bottom row. 

• Expected Total column totals will reflect on the bottom row. 

Screenshot of Drawdown Transaction Report 

 
The process to upload Title Registration Documents is below: 

• The portal accepts single submission only. 

• You must enter a reference value – This is defined by how you identify your customer or 

vehicle i.e., customers last name or vehicle invoice # 

• Select the MVA location of your choice. 

• You must enter an email into the contact field. 

• You will be notified by email when your request is ready for pick-up or if additional 

information is needed. 

o You will be able to reply to messages. This will allow open communication 

between you and the branch you have selected to process your paperwork. 

***On the Upload page there is a Help link. The link is a 10-page help guide with illustrations.  

Key things to remember: 

• All paperwork must be picked up from the selected MDOT MVA branch office. 

• All runners will need the appropriate identification when picking up paperwork. 

• Only transactions that cannot be processed via ERT are eligible for submission or walk-in. 

• For all electronic submission, titling documents must be retained for a minimum of one 

year and available for review by MDOT MVA investigators and auditors. 

• To submit transactions via the e-Services portal, you must have available funds on your 

business drawdown account. 



 

 

Electronic Registration and Titling (ERT) 

The ERT Program is available to Licensed Dealers (New/Used) and Title Services only. 

Benefits of the Program: 

• Maryland Law mandates temporary tag information be submitted electronically. 

• It’s Fast, Direct and Secure 

• The set-up for the program is easy. 

• It saves Time and Money 

Transmitting ERT Transactions & What transactions can be 

submitted? 

ERT Dealers: Any work processed through the ERT Network must be “transmitted” within 30 

days of the vehicle’s delivery date. 

ERT Title Services: (Do not have 30 days) Any work processed through the ERT Network must be 

“transmitted” within 10 days of the paperwork received date.  

Below are the transactions that can be submitted through ERT, code types are indicated in 

parenthesis. 

• New title and tags (T1) 

• New title and transfer of tags (T2) 

• New title and transfer with renewal of tags (T3) 

• New Title only (T5) 

• Title for ATV’s-need to use Class D, enter NR in the inspection field and enter AT for body 

style. 

• New tag registration (NR) 

• Standard renewal (SR) 

• Replacement tag renewal (RT) 

• Substitute tags (ST) 

• Duplicate registration (DU) 

• Duplicate title, Form VR-018 (DT) (transmission only) 

• Duplicate title, Form VR-003 (transmission only) 

• Administrative Flag Fee (AF) 

• Ability to utilize mailing address function that will show on title. 

• Transfer tags (TT) after it has been titled. 

• Transfer with renewal (TR) after it has been titled. 

 



 

 

Below are the transactions that need to be walked into a MVA branch office (appointment 

required) 

• Duplicate Titles and Lien maintenance – needed power of attorney (POA) form VR-003 & 

VR-018 

• Registration transactions not able to be processed via ERT or on the Kiosk 

• Disability Placards / Tags 

• Trust and other tax-exempt transactions  

• Public Specials 

• MD Salvage/Rebuilt Titles that have been stamped off with MD State Police Inspections 

• New to state with Excise Tax calculations 

Below are transactions that CANNOT be processed by ERT/Title Services1: 

• No Vin plate assignment 

• No new issuance of personalized or organizational tags ONLY transfer of personalized or 

organizational tags. 

• No Taxi (Class B), no limousine (Class Q), no ambulance / funeral (Class C) 

• No Law Enforcement 

• No tax exempt for business (mergers, reorganizations, newly formed, dissolution. 

• No tax exempt – individual transferring to intervivos trust 

• No out of Country- grey market vehicles 

• No registration corrections (RC) 

Record Keeping2 and Accountability 

All ERT Participants Must: 

• Account for all stickers, tags, and other secured inventory at all times. 

• Keep a perpetual log, or record. 

• Properly document all voided inventory. 

• No password sharing on ERT system or MVA portal. 

• Limit access to secured inventory. 

• Report stolen stickers and/or tags to the local law enforcement jurisdiction and the 

Maryland MVA Business Licensing Department immediately. 

• Electronically retain documents by uploading within 5 days, MVA encourages as soon as 

possible. 

 
1 These transactions must be submitted through your eService Business Portal, or on very 

special circumstances you must walk the transaction into a MVA branch. ONLY these 

transactions would be eligible to be walked into the branch office. *** APPOINTMENT ONLY 

2 References for record retention can be found under Maryland Vehicle Law 15-105 



 

 

• All records must be available to MVA Investigator, Auditor, Business Licensing 

Management and Law Enforcement personnel while on official duties. 

Wholesale Dealers 

Wholesale Dealers can ONLY sell to retail dealers, wholesale dealers, and auctions. Wholesale 

dealers CANNOT sell to the public. Public is considered a retail customer. That includes a sale to 

themselves the owner of the wholesale dealership. 

Charities that receive vehicle donations are required to have a wholesale dealer license to sell to 

a retail dealer and if charities will sell to the public a retail dealers license will be required. 

Wholesale dealers are required to keep a running ledger3 of their inventory from buy to sell. All 

records must be available to MVA Investigator, Auditor, Business Licensing Management and 

Law Enforcement personnel while on official duties. 

            

Wholesale Dealers Requirements  

Must have an office space inclusive of a desk, chair, locking file cabinet. 

• A Home office is eligible, but the home office cannot be accessible by your living 

quarters.  

• No lot required.   

• Storage (optional), your storage area will need to be zoned and will be inspected 

by an MVA Investigator 

• 3-year record keeping. 

  

 

 

 

 

 

 

 

 

 
3 Example of a ledger and requirements are available on the quick reference pages 



 

 

Helpful Quick References 

The below quick references will be helpful after dealer orientation and when your actively in 

business and need a how to. The references will include contact information, COMAR & 

Transportation Laws, processes, and additional ways to get help. 

 

Contacts 

• Business Licensing – (410)787-2952 

MVABLDISD@MDOT.MARYLAND.GOV 

• NMVTIS 

NMVTISHELPDESK_EXT@MDOT.MARYLAND.GOV (underscore between desk and ext) 

• Drawdown Account & Drawdown Refunds 

mddtts@mdot.maryland.gov 

• Refunds for Excise Tax  

MVARefunds@mdot.maryland.gov  

• Dealer Services 

mddtts@mdot.maryland.gov  

• Corrections 

mvacorrects@mdot.maryland.gov 

• ERT 

ERTSOUNDEX@mdot.maryland.gov (ONLY to get a soundex number) 

• Late Titling Inquires 

MVABLDISD@MDOT.MARYLAND.GOV  

• Interactive Title and Registration Manual with Illustration available Interactive-Title-and-
Registration-Manual.pdf (maryland.gov). 

 

ERT Vendors 

Computerized Vehicle Registration (CVR) – 7000 Village Dr Buena Park, CA 90621 1(800) 

333-6995 www.cvrweb.com 

Title Technologies, Inc. (TitleTec) – 14850 Montfort Dr, Ste 180 Dallas, TX    75254 

1(866)689-0578  www.titletec.com 

Dealer Track 115 Poheganut Dr Gorton, Ct 06340 www.dealertrack.com 

VITU – 9400 Baltimore National Pike, Ste 110 #242 Baltimore, Md 21228 

(240)224-0933 www.vitu.com 

 

mailto:MVABLDISD@MDOT.MARYLAND
mailto:NMVTISHELPDESK_EXT@MDOT.MARYLAND.GOV
mailto:mddtts@mdot.maryland.gov
mailto:MVARefunds@mdot.maryland.gov
mailto:mddtts@mdot.maryland.gov
mailto:mvacorrects@mdot.maryland.gov
mailto:ERTSOUNDEX@mdot.maryland.gov
mailto:MVABLDISD@MDOT.MARYLAND.GOV
https://mva.maryland.gov/Documents/Interactive-Title-and-Registration-Manual.pdf
https://mva.maryland.gov/Documents/Interactive-Title-and-Registration-Manual.pdf
http://www.cvrweb.com/
http://www.titletec.com/
http://www.dealertrack.com/
http://www.vitu.com/


 

 

Supply Ordering 

• Tags must be ordered through your ERT Vendor 

• Ordering Supplies can be done on the e-Service Business Portal, click more and select 

“request supplies.”  

• Maryland Automobile Association (MADA) at (410)269-1710 http://mdauto.org 

• MidAtlantic Independent Automobile Dealers Association (PIADA) (717)238-9002 ext.16 

www.piada.or 

 

What is the difference between Maryland Transportation Law and COMAR? 

• Maryland Transportation Law –Transportation Law is the body of Law (State of 
Maryland) that governs the infrastructure and its use. It regulates the way that people 
travel using any method of travel. These laws are often guided by Federal Law.  
 

• COMAR- Code of Maryland Regulations- These are the regulations that are authorized 
by the executive branch of Maryland government. They are the official compilation of all 
administrative regulations issued by agencies of the state of Maryland.  
 

• Difference is that one is punishable by Law and the other is punishable by fines, 
revocation of business license or other administrative action.  

 
 

WHERE CAN I FIND MARYLAND LAW AND COMAR? 

• Maryland Transportation Law can be found by the following: 
o Order a law book from Blue360 Media by going to http://blue360media.com  
o Call 1-844-599-2887 
o Maryland Manual On-Line (Maryland Government - Maryland Manual On-Line: A 

Guide to Maryland & Its Government) 
▪ Scroll down and click on Code of Maryland (laws) 

 

• COMAR can be found by the following: 
o Maryland Manual On-Line (Maryland Government - Maryland Manual On-Line: A 

Guide to Maryland & Its Government) 
▪ Scroll down and click on Code of Maryland Regulations (COMAR) 

Listed below are Code of Maryland Regulations that impact dealers and salesmen: 

• Section 11.12.01.02 - Dealer License 
• Section 11.12.01.03 - Location Requirements 
• Section 11.12.01.04 - Office Requirements 
• Section 11.12.01.05 - Exemptions 
• Section 11.12.01.06 - Dealer's Bond 
• Section 11.12.01.07 - Display of License and Dealer's Number 

http://mdauto.org/
http://www.piada.or/
http://blue360media.com/
https://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
https://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
https://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
https://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120102-dealer-license
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120103-location-requirements
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120104-office-requirements
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120105-exemptions
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120106-dealers-bond
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120107-display-of-license-and-dealers-number


 

 

• Section 11.12.01.07-1 - Repealed 
• Section 11.12.01.08 - Voluntary Cancellation or Termination of a Franchise 
• Section 11.12.01.09 - Duplicate License 
• Section 11.12.01.10 - Records 
• Section 11.12.01.11 - Issuance of Temporary 60-Day Registration Permits 
• Section 11.12.01.12 - Issuance of 60-Day Temporary Registration Plates 
• Section 11.12.01.13 - Salesman's Licensing 
• Section 11.12.01.14 - Dealers' Advertising and Trade Practices 
• Section 11.12.01.15 - Vehicle Sales Contracts 
• Section 11.12.01.16 - Sale of New Vehicles by Used Vehicle Dealers 
• Section 11.12.01.17 - Warranties 
• Section 11.12.01.18 - Dismantling and Rebuilding 
• Section 11.12.01.19 - Odometer Fraud 
• Section 11.12.01.20 - Use of Interchangeable Dealer Registration Plates 
• Section 11.12.01.21 - License Renewal-Staggered Basis 
• Section 11.12.01.22 - Service Provider - Electronic Transmission of Titling and Registration Information 
• Section 11.12.01.23 - Refund of Licensing Fees 

 

WHERE CAN I FIND THE NADA TITLE AND REGISTRATION BOOK? 

NADA can be found by: 
• Going to the following https://www.jdpowervalues.com Click on “Specialty Vehicle 

Solutions” at the top of the page, and then click on “Online Solutions”. Once there 
you can scroll down the page and see where you can purchase the online version, or 
the physical version.    

• Call 1-800-966-6232 

 

WHOLESALERS 
 
ALL Wholesale Dealers must keep a running ledger and that ledger must contain the following 
information: 

• For Purchased Vehicles: 
o Date of Purchase 
o Year, Make, Model, & Vin Number 
o Who you purchased the vehicle from -*Get a copy of current Driver’s License or 

State ID* 
o Dealer number (if applicable) 
o Purchase price 
o Mileage at time of purchase 

 

• For Sold Vehicles: 
o Date Sold 
o Year, Make, Model, & Vin Number 

https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120107-1-repealed
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120108-voluntary-cancellation-or-termination-of-a-franchise
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120109-duplicate-license
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120110-records
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120111-issuance-of-temporary-60-day-registration-permits
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120112-issuance-of-60-day-temporary-registration-plates
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120113-salesmans-licensing
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120114-dealers-advertising-and-trade-practices
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120115-vehicle-sales-contracts
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120116-sale-of-new-vehicles-by-used-vehicle-dealers
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120117-warranties
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120118-dismantling-and-rebuilding
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120119-odometer-fraud
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120120-use-of-interchangeable-dealer-registration-plates
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120121-license-renewal-staggered-basis
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120122-service-provider-electronic-transmission-of-titling-and-registration-information
https://casetext.com/regulation/maryland-administrative-code/title-11-department-of-transportation/subtitle-12-motor-vehicle-administration-licensing-of-businesses-and-occupation/chapter-111201-dealers-and-salesmen/section-11120123-refund-of-licensing-fees
https://www.jdpowervalues.com/


 

 

o Name of dealer who you sold vehicle to (NO RETAIL PUBLIC) -*Get a copy of 
current Driver’s License or State ID* 

o Dealer Number 
o Selling Price 
o Mileage at Time of Sale 

 
Dealer Bulletins 

• Keep you up to date on changes with procedures, laws, and your business.   
• Provide updates regarding forms that are required.  
• Give contact information when changes within the Administration are made.  
• Provide best practices. 
• Provide announcements about closures 

 
You can access the dealer bulletins by visiting our business page and clicking “Information 
Bulletin (see screenshots below) 
 

 

 
 



 

 

You can also subscribe to our bulletins by visiting the Business Portal page and selecting 

“Subscribe to MDOT MVA Bulletins” (see screenshots below)

 
 
 

Interactive Title and Registration Manual FOR DEALER’S / TITLE SERVICES / 
VEHICLE PROGRAMS 
 
This manual is intended to assist you with the proper completion of your transactions, increase 
accuracy and reduce rejections of work. The information provided will increase the efficiency of 
processing work, which leads to greater customer service and satisfaction. The information 
contained in this manual is based on law, regulation, policy, process, and procedures of this 
Administration. The manual can be found on  
 
 
 

 
 


