OREGON’S AUTOMATED FUELS TAX REPORTING SYSTEM
FUELS TAX BOND


Logon to the Fuels Tax System, and go to ACCOUNTS > REGISTRATION > REGISTRATION STATUS.  You will find a list of active licenses and bonds.  If you selected “Fuel Tax Bond” when you selected the license application, it will show in the list of available registrations.  If it does not appear, click “add new record” then select “Fuel Tax Bond” while this window is open, click ‘insert’ and close the window.  The bond application will show up in the list of registrations.
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Click on the line that has the bond and select “generate registration form” from the meu for this line.  This will bring up the registration details screen.  
[image: ]
Select the “Form Manual Entry” tab and complete the bond information.   Bonds are required for Oregon Motor Vehicle Dealer licenses, Oregon Use Fuel Seller licenses, and Oregon Use Fuel User licenses.  
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On screen 1, enter the bond number, effective date, and amount of the bond.  
Surety information is the company issuing the bond.  
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Witness information is entered on screen 2.  When these screens are complete, click ‘save and regenerate’ and close this window. 




Once the form generation is complete, you can view the bond form, print, and scan it along with the bond from the surety company.  The scanned document can be attached as a supporting document in the registration details, and submitted with your license application.

When attaching a document to an application, create the document (or scan the form) and save it in a location you can find it easily.   Select “Bond” from the list in ACCOUNT REGISTRATION screen, and click on ‘generate registration form’.   Go to the supporting documents tab, click “add new record”, the click “select” and browse for the document.  When you have found the document you want, click the little checkbox on the lower left corner (it will say insert when you hover) to attach the file.
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FUELS TAX DEPOSIT/SECURITY IN LIEU OF BOND

You may also choose to post a deposit or security in lieu of a bond.  The DEPOSIT application is found in the same area as the bond.  Look for the BNDSD option when you “add new record” from the Account Registrations area.  

[image: ]

Once you select and insert the Deposit/Security option, click on that line and “generate registration form” to complete the deposit or security in lieu of bond application.  
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[image: ]Select the ‘form manual entry’ section, and complete the three screens.  The first screen asks for the bond amount and the deposit or security amount.  These two figures should be the same, but the deposit amount may be higher if the security is worth more than the required bond.

Select the type of security from the drop down menu (certificate of deposit, certified check, letter of assignment) and include the document number, maturity date, and purchase date when applicable.
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The second screen asks for information about the depositor (company applying for the license).  Include the company name, legal representative, date of deposit or assignment, and the address.
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The third screen asks about the security holder.  For cash deposits, enter the Department of Treasury, Salem OR.  

For other securities, enter the name of the company holding the certificate or other investment, the contact person and the date the security was deposited.  





When your entries are completed, click ‘save and regenerate’ at the bottom of the data entry window to save your information and generate the form.  Once the form is generated, you return to ACCOUNT > ACCOUNT REGISTRATION and click on the line for the form.  


Select ‘view registration form’ and print out the page for signature and notarization
[image: ]

Scan the signed document and attach to the application by going back to the ACCOUNT REGISTRATION, select the deposit/security line, and select ‘generate registration form’.  

[image: ]

Go to the supporting documents tab, of the registration details window, and click on ‘add new record’ to select the file to attach.  
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Navigate to the scanned file, and click the checkbox in the lower left corner of the box to attach the file to the application.


Save and regenerate the form, then go back to ACCOUNT REGISTRATION, select the line for deposit/security and click “view/submit registration” to submit the application.
[bookmark: _GoBack]
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Logonto the AFIS, and go to ACCOUNI'S > REGISIRAITON > REGISIRATIONSIAIUS. Youwlll'find a
list of active licenses and bonds. If you selected “Fuel Tax Bond” when you selected the license
application, it will show in the list of available registrations. Ifit does not appear, click “add new
record” then select “Fuel Tax Bond” while this window is open, click ‘insert’ and close the window.
The bond application will show up in the list of registrations.

Click on the line that has the bond and select “generate registration form” from the meu for this line.
This will bring up the registration details screen and allow you to enter information into the manual
entry section and generate the bond form. Bonds are required for Oregon Motor Vehicle Dealer
licenses and Oregon Use Fuel Seller licenses.
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The bond application will show up in the list of registrations.
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Click on the line that has the bond and select “generate registration form™ from the meu for this line.
This will bring up the registration details screen and allow you to enter information into the manual
entry section and generate the bond form. Bonds are required for Oregon Motor Vehicle Dealer
licenses and Oregon Use Fuel Seller licenses





