Online Process
Annual TCP Re-Decal

Charter Party Carrier operations to and from LAX




Online Re-decal Application

TCP re-decal will occur as scheduled:

At the start of each month,
COMPANY OPERATING MONTH the operators for each month
NAME STARTS WITH will receive an email from
A March SmartlQ with instructions.
B, C April
D,E, F May
G H,l,J June It will be sent to the primary
K, L July contact email address on file
M, N, O August with the GT Permits Office.
P,Q,R September
S, T October
U,V,W,X,Y,Z
: November
Special Characters (e.g #)




Online Re-decal Application

Each Operator will receive an email from Smart/iQ. DO NOT DELETE this email until
you are finished and submit your application. You may return to the application at
any time using the same link and unique access code until you submit the

Sample




Re-Decal Required Documents

Before you begin the online process, have digital copies (pdf, jpg, phone photo) ready
for each of the following documents to update your account and re-decal your

vehicles:
FBNS MUST be

1. Corporate Documents stamped as filed with
Fictitious Business Name Statement (FBNS), if applicable the Los Angeles
County Clerk’s Office

California Public Utilities Commission (CPUC) Certificate
City of Los Angeles Business Tax Registration Certificate (BTRC)
Valid DMV Registration(s) for each vehicle

A

All MUST be current and active. The legal and operating name MUST be identical
on each document.

* Details and samples of these documents are provided in the Step-by-Step NELA Application Instructions



https://www.lawa.org/-/media/lawa-web/group-and--division/files/lawa-airport-operations/how-to-get-a-nela-step-by-step-visual.ashx

Online Re-decal Application

When you have all the documents ready, click on the link embedded in the email
from Smart/Q and enter the unique access code provided in the email.

Access |
Code

Login



Online Re-decal Application

After login, you should see a re-decal application similar to below.

The application may be
saved at any time by
clicking on the icon on
the top right with the
down arrow key.

You can return to the
application by using the
same link and access
code provided in the
email.




Type of Operator
1. Choose your type of operation.




State/Federal Authority

Pay attention to
mandatory fields with
a asterisk. The
application will not

proceed if left blank. b Sutaredora Al State/Federal Authoritv/

O TCP O PSC/MCC @'I%?P OPSCV
In thls Image, you is is a required fie! Numher®

must choose one. 12345-A x|

Format includes dash

and letter designation
TCP#-letter




Operating Name

&

Operating Name

Operating Name

Business Legal Name *

ABC Transport

Business Operating Name (DBA-Doing Business As)

CBA Transport

Business Location Address 1 * Mandator Ields are
If you do not have a DBA or O yf

FBNS, leave this field blank. Business Location Address 2

marked with a asterisk.

City *
Los Angeles
State *
cA
Zip Code *
90045

Business Phone Number *

424-646-6460




Type of Business/Business Members
4. Confirm your business type

Depending on the
business type you must
enter at least one
business member.

Partnerships, LLC/LPs

and Corporations must
list at least two
members/officers from
the Statement of
Information and two
unique emails.




Company Contacts

The Primary Contact will be the
individual listed for Contract Issues

Company Contacts unless otherwise designated.

A separate contact for Finance Issues
and for Permit/Operations Issues is
optional.

Contract Issues

Finance Issues

Permit/Operations Issues

Please select one and only one primary contact from Contract, Finance, or Permit Contacts

Primary Contact Information




Company Primary Contact
SA. VerifyPrimary Contact

The Primary Contact will receive all

notifications from the LAX Ground
Confract Issues Transportation Services Office.

i Primary Contact

First Name * The Primary Contact will be the signer
Jonn of the Re-decal Application.

Last Name *

Smith

Title

O Ms. O Miss O Mrs. @ Mr. O Other

Outside of online re-decal, for changes during the year in the
Primary Contact name, mailing and/or email address, be sure to
complete the information form at http://lax.to/tcpforms and
email to infolandside@lawa.org.



http://lax.to/tcpforms
mailto:infolandside@lawa.org

Application Signer

. Conim e e nd el f o s e - picaton




Required Documents
7. Upload each required document

Certificate or Exemption letter

from City of Los Angeles

Depending on the type of business,
some of these documents may not
apply and will not appear in your
application.

Example 1: “Articles of Organization”
is not required for a Sole Proprietor.

Example 2: A Fictitious Business

Name Statement is not required if
operating solely under the legal
name.




Vehicles — Existing Fleet




Vehicles — Delete
8. Vehicles currently on file under your operations will be listed.

Vehicle data is then listed under Vehicle(s) to be deleted.
Deleted vehicles do not require a DMV registration.




Vehicles - Add
_ All vehicles must be listed with the CPUC.

New Vehicles

Add Mew Vehicles Here

I Add MNew Vehicle Remove New Vehicle
l

New Vehicles *

Add New Vehicles Here

0 # Fleet License VIN Year Make Model Color Passenger Fuel Registration
# Plate Capacity Type

1

Add New Vehicle Remove New Vehicle Duplicate New Vehicle

Remove New Vehicle button
is used only when you need

to delete a “NEW” vehicle
you just tried to add.




Submit Application

The application fee will be collected in a separate
section to follow in the application process.




Re-decal Application- Submit

You will receive an email from Docusign.

/




Docusign




Docusign
11, Click on the “Sign” image and a screen will appear to confirm the signatory information.

smith@lawa.org

Select a style, draw your own ohn mi *
signature, or upload a
picture of your signature.

Jobn Smith JS



Docusign

celyn

12. VERY IMPORTANT: Click “Finish” again.
m OTHER ACTIONS ~

The “Finish” button is located

on the top right of the screen.



Re-decal Application Submitted

Your re-decal application is submitted, but not yet approved.

Next, your application will be reviewed by LAX Ground Transportation staff for
completeness.

This review process may take up

to 10 business days.




Re-decal Application-Corrections

If corrections are needed, a notice will be emailed from Smart/Q to the email
provided in the application. This email will include a link and a NEW access code to
correct your application. The email will be similar to
the initial email you received except that a NEW
access code is included.

Sample




Re-decal Application Approved

/—



Re-decal Payment




Annual Administrative/Re-decal Fee

LAWA only accepts
credit card payments



Re-decal Application Complete

View Completed Document




Having Trouble?

You can reach out to infolandside@lawa.org or
call (424) 646-6460 if you have any questions

regarding your re-decal application process.
Staff will respond within 5 business days.

We appreciate your patience and understanding as we do our best to handle

the large volume of daily inquiries and transactions as quickly as possible.


mailto:infolandside@lawa.org

Next Steps

After your re-decal application is complete, vehicle decals will
be issued by mail or arranged for touch-free pickup.

For new vehicles, you MUST make an online appointment to
bring the vehicle(s) to the office to be inspected and receive
the new vehicle decal and transponder. No walk-ins.

http://lax.to/permitsappointments



http://lax.to/permitsappointments

Ground Transportation Services
7301 World Way West, 15t Floor
Los Angeles, CA 90045

PUBLIC COUNTER

Service by Appointment Only
Tuesdays-Thursdays
http://LAX.to/permitsappointments

Phone Assistance: (424) 646-6460
Mon-Thu 7:30am-3:30pm, Fri 7:30am-12noon
excluding holidays

Fax: (424) 646-9253
Email: infolandside@lawa.org

31


http://lax.to/permitsAppointments
mailto:infolandside@lawa.org
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