Motor Fuel Importers can learn how to apply for a District of Columbia Motor Fuel License at MyTax.DC.gov by

MyTax.DC.gov User Guide:
How to Apply for a Motor Fuel License

following the steps outlined in this guide.
Note: A District of Columbia Motor Fuel License application cannot be completed without an executed Motor

Fuel bond.
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@ Home

News features are coming to MyTax.DC gov on October 28!
MyTax.DC will not be available from 5:30 p.m. October 26 through spproximately 7 a.m. October 28 while we make these system updates.
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MyTax.DC.gov is a tax portal that makes viewing and paying Individual iIncome and Business taxes in the District of Columbia - Simpler. Faster. Safer.

View FAQs Register a New Business: Form FR-500 Where's My Refund?

a Log In/ Sign-up @ Businesses @ Businesses - File and Pay Now
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Current & Prior Year Tax Forms FR-127: Individual Income Tax Extension
DC Free File / DC Fillable Forms FR-127F: Fiduciary income Tax Extension
Verify My Return

Request Residential Farking Examption

@ Quick Links B O Quick Payments

What can | do in MyTax.DC.gov?

Make an electronic payment from your bank account at no additional

Pay with eCheck
o fee. Payments can be scheduled up to one year in advance.

Why sign-up for MyTax.DC.gov?
Make 3 payment using your credit or debit card. A convenience fee of

View Tutorials Pay with Cradit / Debit Card
LA briass = 2.5% will be charged by the credit card processor for each payment.

Take me to eTSC

Contact Us

1. From the MyTax.DC.gov homepage, log in using your Username and Password.

a.

If you do not have a MyTax.DC.gov account, click Sign-up to use MyTax.DC.gov to register for an

account (click here to access the “How to Sign up for MyTax.DC.gov” user guide).
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= MyTaxDC Weicome, FELTY AUTOS IR Sefings g3 Log Off
#} Home
& Logon ™ Alerts ) 1Want To [ More..
» FELTY AUTOS @) There is 1 unread message View My Web Profile
username@dc.gov
+1(202) 000-0000 |® Add your NAICS Code Send OTR a message
Last logged on 02-0ct-2018
Balance: $2,526.12 View FAQ's
IManage payments and returns
Register a Mew Tax Account
Go Paperlass
I 2 ]m Submissions Correspondence Names and Addresses Exemptions Logons
E’[ Accounts
Ax Motor Fuel 370-001301038 FELTY AUTOS 5252612
| Register a Mew Tax Account

2.

In the user profile, under the Accounts tab, click the Motor Fuel hyperlink.
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= otor Fue elcome, Tes ettings og O
= Welcome, Test2 Sefi & Log Off
£} Home » Motor Fuel
[ Account ™ Account Alerts I IlWant To [ More... |
FELTY AUTOS A\ File return for 31-Dec-2017 Request to Close Account
00025-76084
% Motor Fuel @, There is 1 unread message Make a payment
370-001301038
Manage payments and returns
Balance: $2,526.12
Request a Motor Fuel Bond
Apply for & Motor Fuel License
Reguest a Penalty Waiver
Submissions Correspondence Names and Addresses Logons
Periods
28-Feb-2018 §2,526.12 Proceszed A Wake Payment
31-Jan-2018 50.00 Pending
31-Dec-2017 50.00 A\ File Return

3. Under | Want To, click the Apply for a Motor Fuel License hyperlink to begin the process to apply for the

license.
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Motor Fuel License Welcome, Test2 n Settings

& Log Off

A} Home > MotorFuel > Motor Fuel License

| 4 Ilnitial Information

Preliminary Company Information

1. Initial Information 2. Business Postal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6.

Mame of Business Federal Employers Identification Number Telephone Mumber

FELTY AUTOS EE1D |

License Detail
Bond Amount Required License Period From | 01-Jul-2018 m
Surety Company Required _icense Period To 30-Jun-2019 m

4. On the Initial Information page, complete the requested information as follows (highlighted):
e Telephone Number
e Bond Amount
e Surety Company
e License Period From/To
a. Click Next.
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Motor Fuel License Weicome, Test2 ¥R Settings @ Log Off

¢} Home > MotorFuel > Motor Fuel License

1. Initial Information 2. Business Postal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information i
| 5 Business Postal Information

Principal Place of Business Address

Sireet Address
PO BOX 26302

Street Address 2 Unit Type Unit

v
City State Zip Code
WASHINGTON DISTRICT OF COLUMEIA ¥ 20001-0302
Country
UsA v

Is the mailinn address different from your primary address?
5a | Yes | No
Required |

B -] o |

5. On the Business Postal Information page, review the Principal Place of Business Address to ensure

accuracy.
a. Answer Yes or No to the primary mailing address question.
b. Click Next.

Note: If the information is incorrect, contact OTR’s e-Services Unit via secured web message by going
to your home page and clicking Send OTR a message under | Want To.
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Motor Fuel License

Welcome, Test2 a Settings a Log Off

¢} Home > MotorFuel > Motor Fuel License
1. Initial Information 2. Business Postal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6.
]DC Specific Address Information
Business Information DC Business Address
Activity conducted at this address Street Address
Reguired I . )
ress 2 Unit Type Unit
Date Business Began in DC
v
01-Dec-2017
City State Zip Code
WASHINGTON DISTRICT OF COLUMEIA ¥ | |Reguired
Country
USA Verify
Personal Information Representation Information
First Mame Street Address
Last Name Street Address 2 Unit Type Unit
| v
City State Zip Code
Type of Representation
WASHINGTON DISTRICT OF COLUMEIA v [
— Country _
USA Verify
B[] o

6. On the DC Specific Address Information page, complete the form by filling out the required fields for the
following: Business Information, DC Business Address, Personal Information, and Representation

Information.

a.

Once completed, click Next.
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Motor Fuel License Welcome, Test2 Q Settings a Log Off

£} Home > Motor Fuel > Motor Fuel License

1. Initial Information 2. Business Postal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6.
| Vi Fuel Import Information

Fuel Information

Will you {applicant) be distributing trade marked motor fuel or motor fuel from any other company or distributor?
If Yeg, list each company by name when the box appears. Enter one company or distriputor per line and hit enter or
tab on your keyboard to go the next line.

No Yes

Reguired
In number of gallons, please estimate the monthly distribution of taxable motor fuel in DC.

Number of Gallons

Shipping Information

{isl all =hipping points of motor fuel to be imported info DC. Hit enter or tab on your keyboard fo go fo the next line.

Shipping Method R

]

Crigin City Origin State

Bl—] - |

7. On the Fuel Import Information page, answer the Fuel and Shipping Information questions (highlighted
above).
a. Click Next.
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= Motor Fuel License

Welcome, Test2 Q Settings E Log Off

£} Home > Motor Fuel » Motor Fuel License

Officer Information

E
Officer Information

n 2. Business Postal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6. Attachments

which allows you to make any needed corrections.

Title

OWNER

If any of the below information is incorrect please return to your Customer Home Page and navigate to the "l Want To" page. Once there, you will find the “Add/Update Officers” link

ID First Name Last Name

TI7777777 LISA TAXPAYER

8. On the Officer Information page, enter the Title, ID (e.g. SSN), First Name and Last Name of the officer
associated with your business on file at MyTax.DC.gov.

a. Click Next.
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Motor Fuel License

Welcome, Test2 Q Settings E Log Off

4%} Home > MotorFuel » Motor Fuel License

Attachments

| 9 IBqu Motor Vehicle Fuel Plants and Terminal Information

astal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6. Attachments 7. Acknowledgment

Do you have & list of | No

Yes

Bulk Fuel Required
Terminals |n'|::cr—|

Service Station Information

Do you have & list of No

Yes

Service Stations
within the DC?

Customer List

Do you have a list of Mo
customers within
Dc?

(é? Attachments

Yes

Add Attachment

Type MName

Cancel

Description Size

9. On the Attachments page, answer No or Yes to the questions under Bulk Motor Vehicle Plants and Terminal
Information, Service Station Information, and Customer List.

a. Click the Add Attachment tab to attach all applicable motor fuel documentation.

b. Click Next.
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Motor Fuel License Welcome, Test2 & Seftings g} Log OFF

#} Home > MotorFuel > Motor Fuel License

»stal Information 3. DC Specific Address Information 4. Fuel Import Information 5. Officer Information 6. Attachments 7. Acknowledgment

Acknowledgment

| as & motor fuel dealer, hereby make application for a motor fuel imporier license to expire June 30, 2019 for the place(s) of business shown herein. (All licenses expire on June
30, of each year. A new application must be filed no later than May 30, to insure issuance of license effective July 1.)

This application shall be signed and sworn to by the owner of such business, if owned by an individual, by the partners if owned by a parinership; or by the president and secretary
of the corporation, or by its manager or resident general agent, if owned by a corporation.

Under penalty of law, | declare that | have reviewed this Motor Fuel License Application and agree to use the Motor Fuel License as stated above.

MName of Owner or FELTY AUTOS; Title Required v 10a
QOfficer Preparing Required
Application Phone (202) 000-0000

Email USERNAME@DC.GOV

10. On the Acknowledgement page, please read the terms of the Motor Fuel License.
a. Select your Title (e.g. CEO, Owner, Partner) from the drop-down menu.
b. Click Submit.

Ready to submit this request?

Enter your password to confirm your submission.

L= =

11. In the Ready to submit this request? pop-up window, enter your MyTax.DC.gov Password, which will act
as your electronic signature.
a. Click OK.

FPasswaord |

Required |
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Confirmation Welcome, Test2 Q Setngs g Log Off

#} Home > MotorFuel > Motor FuelLicense > Confirmation

@' Confirmation

Your request has been successiully submitted. Flease print a copy of this page for your records.

Your reguest confirmation number is 0-000-068-168

Request Type:  Motor Fuel License
Submitted Date: 02-0ct-2018 5:08:51 PM

Contact Us:
(202) 759-1948
e-services.otr@dc.gov

Printable View

e
I

12. A Confirmation page displays. To obtain a printed copy of this page, click Printable View. Otherwise, click
OK.
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