How to Change a Private Hire Vehicle
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Instructions.

Please make sure you read and understand Torbay Councirs ta before continuing with this af

Please also ensure that you have the following items available before proceeding

1. V5 Document (Vehicle Log Book):

2. Current Veehicle Insurance;

3 MOT (this document has to be issued in the last 90 days in the case of new vehicles that have
4. Credit or Debit card to make payment:

Please continue with your application if you can meet al of the terms and conditions above. Applicatio
be considered by the licensing committee and any fee may not be refunded. If you are unsure ifyour
policy then please contact the Licensing Team on 01303 208025.
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Data Protection Act 1998

“The information you provide on this form will only be processed for the purpose for which it has been
purposes without your consent. All personal data s collected and processed in compliance with the e
Protection Act 1398 and you have certain rights in respect of this information

For a more detailed guide on the data protection act, please visit the Information Commissioner and
‘The personal information you have supplied may be used for the consideration of a Licence appiicati

‘may also be shared with the Police and other public bodies for the prevention or detection of crime as
199,

1 agree for my information to be held and processed for the purpose(s) shown above V1




[image: image7.png]Back Next

Applicants

Step3of 11
Add self Add 3rd Party (Person) Add 3rd Party (Company)

Instructions v
Data Protection Act 1998 /|  Applicants Entered
Applicants [ ]
Correspondence o) Addess)
Vehicle RACKLEY Shaun st Floor, Commerce House, Abbey Road, Torquay, Devon, TQ2 5PJ

Additional Questions 1
Additional Questions 2
Additional Questions 3
Declaration

Validation

Submit Application

Cancel save




[image: image8.png]Back Next

Correspondence

Step 4 of 11
Add self

Instructions vio—————
Data Protection Act 1998 /| Tyou would ke correspondence sent to you. (button disabled once correspondent entered)
Applicants ] Add 3rd Party (Person) Add 3rd Party (Company)
Correspondence ]
R If you would ike correspondence sent to another person/company. (button disabled once correspe
Additional Questions 1 Correspondent entered
Additional Questions 2
Additional Questions 3 Name [Addiess]
Declaration RACKLEY Shaun st Foor, Commerce House, Abbey Road, Torquay, Devon, TQ2 5PJ
Validation

Submit Application

Cancel save





[image: image9.png]Back Next

Vehicle

Step 5 of 11

Add A Vehicle
Instructions i
Data Protection Act 1998 | Click o searchiadd a vehicle (buttons disabled once vehicle added)
Applicants ¥ Vehicle Entered
Correspondence VI
Venicle L] [B==5 Jorors

Additional Questions 1

Additional Questions 2 -

Additional Questions 3 Make: suw
Declaration o ilSenes}
Validation Colour: Gold
Submit Application First Registered: 0210912015

Cancel o) VIN Number: 1256




[image: image10.png]Back Next

Vehicle
Seb et You must provide a vehicle.
Instructions Add A venicle
Data Protection Act 1998 | oo A VENCEE |
Applicants | Click to search/add a vehicle (buttons disabled once vehicle added)
Correspondence v
Vehicle [ ]

Additional Questions 1
Additional Questions 2
Additional Questions 3
Declaration

Validation

Submit Application

Cancel save




[image: image11.png]Back Next

Vehicle
Step 5 0f 11
2 You must provide a vehicle.
Instructions VI Add A venicle
Data Protection Act 1998 .| oo S Velcle |
Applicants | Click to search/add a vehicle (buttons disabled once vehicle added)
Correspondence ; Please enter the vehicle Registration Number and VN (vehicle identification number) to search for a vehicle on our syste
Vehicle
5 » 1f an exact match s found then you will be able to select that veficle. If only a partial match is found you wilbe asked to.
AT @Qreras Department to resolve the discrepancy.
Additional Questions 2
e e — 1f no match s found, you will be able to input the detals of the new vehicle
Declaration Search for vehicle
validation
Submit Application
Vehicle Reg No:
Cancel save
- VIN Number:

search




[image: image12.png]Search for vehicle

Vehicle Reg No: ww16 axm
VIN Number: 342700099084722
search

Vehicle Search Result

Select Details
There is no data to display.

To create a new vehicle record using your search criteria, click the 'Add New Vehicle' button.

Add new Vehicle




[image: image13.png]Back Next

Vehicle
Sl You must provide 2 vehicle.
Instructions Add A Vehicle
Data Protection Act 1998 /| o~ Vel |
Applicants ¥ Click to search/add a vehicle (buttons disabled once veficle added)
Correspondence g geemmems
Vehicle [ ]
Additional Questions 1 Vehicle Details
Additional Questions 2
Additional Questions 3
Declaration Registration Number:
Validation (rogy
‘Submit Application
Model*
Cancel sa
ancel we Coour
First Registered:*

VIN Number:

ww16 axm

342700099084722






[image: image14.png]V|

Update Detai
n

Vehicle Details

Registration Number: iz
Make:* Seat
Model:* Ibiza

— Colour:* Yeliow
First Registered:” 0211/2015
VIN Number 342700099084722
Propulsion:* Petrol
Engine Size (in cc):* 17%
Engine Number:
No. of Doors:* a
No. of Passengers:* a
Body Style* ‘Saloon
Disabled Access None
Radio Call Sign

Cancel Create




[image: image15.png]Back Next

Vehicle

Step5of 11
Add A Vehicle

Instructions v
Data Protection Act 1998 | Click o searchiadd a vehicle (buttons disabled once vehicle added)
Applicants “|" Vehicle Entered
Correspondence VI
Vehicle | Details
Additional Questions 2 e
Additional Questions 3 : t
Declaration i)
Validation Colour: Yelow
Submit Application First Registered: 0211112015

Ccancel save VIN Number: 342700099084722





[image: image16.png]L Back | Net | ,dditional Questions Page 1

Step 6 of 11

Instructions VI

Data Protection Act 1998 v

LS ] le Documentation
Correspondence v

Vehicle v

Additional Questions 1 [l V5 (Vehicle Log Book)

Additional Questions 2

Additional Questions 3

Declaration ‘Are you the registered keeper of this vehicle?":
Validation

‘Submit Application If'NO', please provide the registered keepers Name & Address:

Cancel save




[image: image17.png]L Back || Next | ,dditional Questions Page 2

Step7of 11
Instructions v

Data Protection Act 1998 v

Applicants % About the Vehicle
Correspondence v

Vehicle v

Additional Questions 1 v/ Vehicle Registration Number:

Additional Questions 2 [l
Additional Questions 3
Declaration

Validation

Make of Vehicle, e.g. Ford"
Model of Vehicle, .g. Mondeo:

Colour of Vehicle, e.g. Red"

Date of First Registration”




[image: image18.png]| Back || Next | pdditional Questions Page 3

StepBof 11
Instructions v
Data Protection Act 1998 /|
Applicants v Wheelchair Accessibility
Correspondence v
Vehicle v
P e Does the veicle have wheelchar access?" -
Additional Questions 2/
3 ” Rear Load

T ICE 0 [ ] IF'YES. i this rear or side loading u} ading

aration [ Side Loading
VLEDD Ifthe vehicle is wheelchair accessible, Torbay Council provides a st of all wheelchair
‘Submit Application website

Cancel save

Do you wish for your contact details to appear on the website?: -




[image: image19.png]Back Next
Step9of 11

Instructions v
Data Protection Act 1998 |/
Applicants v
Correspondence VI
Vehicle v
Additional Questions 1 |/
Additional Questions 2 v/

Additional Questions 3 /|

Declaration
Validation
Submit Application

Cancel

save

Declaration

“The information contained in this form is correct to the best of my knowledge and
Itis an offence knowingly o recKlessly to make a false statementin or in connect
Vehicle Licence. (A person s to be treated as making a false statement i he prod
that contains a false statement). To do so could result in prosecution and a fine n

Declarations

I declare the information given is correct 1%




[image: image20.png]Back Next

Step 100 11
Instructions.

Data Protection Act 1998 v/
Applicants vl
Correspondence v
Vehicle vl

Additional Questions 1 v/
Additional Questions 2 v/
Additional Questions 3 v/
Declaration vl
Validation ]
‘Submit Application

Cancel save

Validation

Please check the data below to confirm this is correct before submitting the appiication:

Online - Change Vehicle for Private Hire Vehicle

Applicant(s)

Mr Shaun Rackley

Date of Birth:

Address line 1:
Address line 2:
Town:

County:
Postcode:

011211981

st Floor, Commerce Hou
Abbey Road

Torquay

Devon

TQ25Py
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Payment Amount: £72.00

Card type: Visa

Miscellaneous Income 72.00 0.00 |Mr Shaun Rackley. 1st Floor, Commerce H

Payment Amount 7200

Confirmation

After pressing Confirm, you will be re-posted to a holding page while your request is processed.
When your request is completed you will be redirected to the next step in the payment process.

Please confirm the payment for the items listed above

Back To Top
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Dear Hr S Rackley

Thank you for your application to Change 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 208025 and quote th

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 updated licence via Royal Mail Recorded Delivery within 3 working days.

APPLICATION DETAILS

Application Type: Private Hire Vehicle - Online - Change Vehicle
Application Number: 041128

Licence Number: PHO72

Date Submitted: 19/11/2015

PAYMENT DETAILS
Payment Amount: £72.60
Outstanding Amount: £6.06

Date Payment Received: 19/11/2015
Receipt Number: MISC@0800110






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 – CHANGE VEHICLE
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Now select the Licence that you want to carry out a vehicle change on.
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Please read the instructions of what you will need 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.
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To change a vehicle, please press ‘DELETE’.  You can then enter the new vehicle details.





The details shown below are the current licensed vehicle.
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Now click ‘ADD A VEHICLE’ to add the NEW vehicle. 
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Now click ‘SEARCH’. 





Next, add the NEW vehicle Registration Number and VIN Number in these boxes. 
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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’. 





Now click ‘NEXT’ to proceed.





You will now be taken back to the vehicle screen and the NEW vehicle will be shown here.
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Now click ‘NEXT’ to proceed.





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








Now complete all of the questions on ‘ADDITIONAL QUESTIONS Page 3’.
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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 and vehicle 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’.
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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.








