How to renew a Private Hire Vehicle Licence
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To: Rackley, Shaun
v

Dear Hr S Rackley
Thank you for your application to Renew a Private Hire Vehicle.

Your application has been submitted to the Licensing Team.

You can track the progress of your application by returning to your online account. The progress will be
updated within the My Portfolio page. You can also contact the Licensing Team on 01803 208825 and quote t
application number listed below.

Your vehicle documents will now be checked by the Licensing Team and if your application is succesful, you

will receive your licence via Royal Mail Recorded Delivery within 5 working days.

APPLICATION DETAILS

Application Type: Private Hire Vehicle - Online - Renewal Application
Application Number: 041146

Licence Number: PHO72

Date Submitted: 04/12/2015

PAYMENT DETAILS
Payment Amount: £203.56
Outstanding Amount: £6.06

Date Payment Received: 04/12/2015
Receipt Number: MISC@@800116






How to change the vehicle attached to this Licence
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To start, please log onto the web address – �HYPERLINK "http://www.torbay.gov.uk/taxis"�www.torbay.gov.uk/taxis� then select the ‘Licensing Public Registers’ tab.
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Next, Log into your online account using your registered email address and password.
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To make an application, click ‘NEW ONLINE APPLICATION’.
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Now select the following options:-


Licence Module = VEHICLE MODULE


Licence Group = TAXI & PRIVATE HIRE


Licence Type = PRIVATE HIRE VEHICLE


Licence Reason = ONLINE-RENEWAL APPLICATION
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Now select the Licence that you wish to renew.
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Please read the instructions of what documents are needed to complete this application.





When you have the documents ready click ‘NEXT’.
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Now click ‘NEXT’ to proceed.





Please now agree to the Data Protection agreement by ticking this box.
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Now click ‘NEXT’ to proceed.





Now you will find your personal details.  DO NOT change these.  
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Now click ‘NEXT’ to proceed.





Next your correspondence details are shown here.  DO NOT change these.





9





Next check the vehicle details which you intend to renew.  IMPORTANT – If you intend to licence a different vehicle, please visit steps 22-28 of this document to find out how to change the vehicle.








Now click ‘NEXT’ to proceed.
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Next, check the Operator address details for this vehicle.  IMPORTANT – If these details are not correct, please proceed with this application and you will be able to specify a new address when you renew your private hire operator’s licence.





Now click ‘NEXT’ to proceed.
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Now complete all of the questions on ‘ADDITIONAL QUESTIONS Page 1’.





Now click ‘NEXT’ to proceed.
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Now click ‘NEXT’ to proceed.








Now complete all of the questions on ‘ADDITIONAL QUESTIONS Page 2’.
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Now complete all of the questions on ‘ADDITIONAL QUESTIONS Page 3’.
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Now click ‘NEXT’ to proceed.








Now click ‘NEXT’ to proceed.








Please tick the declaration to confirm you have entered all the details correctly.
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Now click ‘NEXT’ to proceed.








Please check all the personal details on this screen are correct.





When you are ready to submit the application and make the payment, click on ‘PAY & SUBMIT APPLICATION’.  You will then be transferred to Torbay Council’s payment site.
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Please now enter your debit/credit card details, including the address details where the card is registered to.
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Please now check the amount you are about to pay and click ‘CONFIRM’.





You will now be re-directed and have confirmation that the application has been submitted.
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You will now receive an email to confirm that the application has been submitted and what happens next.  You will also find receipt details within this email.
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The details shown below are the current licensed vehicle.





To change a vehicle, please press ‘DELETE’.  You can then enter the new vehicle details.
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Now click ‘ADD A VEHICLE’ to add the NEW vehicle. 
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Next, add the NEW vehicle Registration Number and VIN Number in these boxes. 





Now click ‘SEARCH’. 
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After entering the Vehicle Registration Number and VIN Number, You will either find the vehicle on our database, or have to create a new vehicle.
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Next, enter all the NEW vehicle details here.
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When all the details have been entered, click ‘CREATE’. 





You will now be taken back to the vehicle screen and the NEW vehicle will be shown here.





Now return to step 10 of this document to carry on with the renewal application.





28








