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REGISTERED BULK DISTRIBUTOR


To apply for any new license, you will start at the ACOUNT > REGISTRATION > REGISTRATION STATUS screen.  Click ‘add new record’ and select the type of license application you wish to add.  In this example, we are adding the BULK DISTRIBUTOR registration
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Select ‘APBKD – Application for Registered Bulk Distributor’ from the drop down menu, and click insert.  The license application will appear in your list of registrations.  Once the application is inserted, close the license selection window, highlight the bulk distributor application line, and select ‘enter supporting details’ from the list.  
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The ‘supporting details’ section will allow you to enter information about the company’s inventory, ownership, facilities, and suppliers.  Complete each INT## screen with the appropriate information.  
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Schedule INT01 asks for facility information.  Select the facility from the drop down list or add it manually by entering information in each field.  

Include the gallons stored in each tank and select the product code for each fuel type from the drop down list.
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INT02 is a list of company officers, including their home address.  You may list as many officers as needed to identify those in leadership positions.  Each company should have at least one officer (or owner if a sole proprietorship).
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INT04 is to report other bulk storage facilities, if you have shared storage with another company or leased storage at a terminal.  You must list at least one location on schedule INT01 or INT04.


[image: ]

INT05 is a list of suppliers.  You will need to list at least one supplier (or terminal location with a supply agreement) to complete the license application.

Once you have completed the supporting detail entries, return to the Account Registrations window and select ‘generate report form’ to complete the manual entry portion of the application. 
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This will bring up the application detail screen.  The default tab is the ‘form settings’ which are auto filled with your company information.  


Select the “form manual entry” tab to complete the application process.  There are five screens to complete for the Registered Bulk Distributor.  Select your answer from the drop-down boxes when provided.  The first screen is licensee information; all fields are required.  Fill in the boxes or select your answer from the drop down list.
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You can navigate to the next screen by clicking the numbered circles at the top of the registration details window, or by clicking the arrows at the bottom of the screen.  You can click ‘save’ at any time to save your work in progress in case you get interrupted.
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The second screen is for the records location.  If your records are located at your main address, click “use physical address” to prefill this field.  A county is required.

If you are registered with the secretary of state, check the second box and enter your registration information in the box.
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The third screen allows you to enter the Oregon registered agent if your business is based outside of Oregon.

If you have a managing agent for your company, enter that information in the lower area of this screen.
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The fourth screen asks questions about your operations and motor fuel activities in the past.

[image: ]If the answer to a question is ‘yes’ click the check box and enter the explanation in the fields provided. 


Check any boxes with ‘yes’ answers to the last two questions, and provide an explanation if required. 

Select the applicant name from the drop down box, and type in the name and title of the person signing the form.


Once you have completed this information, click ‘save and regenerate’ at the bottom of the window.  This will prepare the application for viewing as a PDF file.  Click on the application line, and select ‘view registration form’ to view the PDF of your application, and print it for signature.  NOTE:  If the option to ‘view’ the form does not appear, click ‘refresh’ on the right side of the account registrations window.  
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From the PDF view, you can print the application.  Sign and scan the signature page, and save it to a location on your computer.  Select the application line from the registration window and select ‘generate registration form’.  This time you will select the fourth tab, for ‘supporting documents’.  

[image: ]

Click ‘add new record’ to get to the attachment screen shown above.  Use the select button to navigate to the save signature document, and attach it to the application.  You can type in a description of the document in the description box, or leave it blank.  

Click on the check box below the ‘supporting documents’ line to add the attachment.
[image: ]Once the attachment is saved, the window will revert to the registration details window.  There will be a small notice that the record was inserted.  

If you need to attach additional documents, click ‘add new record’.  If your application is complete, click save and regenerate and close the window.  



Your application is now ready for submission.  Click the application line in the account registrations window and select ‘view/submit registration.  
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This will bring up the electronic acknowledgement window.  

Click to indicate agreement with the terms, and submit your application.  
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You will receive a pop-up acknowledging your submission.  








The registration status will change to ‘requested’ and the form status will show as ‘passed’ (or possibly ‘warnings’) on the Account Registration screen.

You will receive a confirmation from the Fuels Tax Group when your application has been processed.  There is no bond requirement with the bulk distributor registration.  Once your registration is approved, you will have access to bulk distributor reporting.  If you collect tax on behalf of any of your customers, the tax is due when the report is filed.
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