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RegistrationRegistration

 Dealers who have not received 
authorization codes should contact the 
following email address:

 9-amc-nhtsa-cars-ap-supplier@faa.gov

 New dealer registration or new owner

 Dealers who have not received 
authorization codes should contact the 
following email address:

 9-amc-nhtsa-cars-ap-supplier@faa.gov

 New dealer registration or new owner

Best PracticesBest Practices

 Invoice creation and submission:

 Create your own checklist based on NHTSA’s
User Guide for use on showroom floor

 Create a Audit Process that begins on the 
Sales floor

 Re-check at the desk and again in F&I

 Stage the deals with the checklist in the order 
NHTSA requires for attachments 

 Invoice creation and submission:

 Create your own checklist based on NHTSA’s
User Guide for use on showroom floor

 Create a Audit Process that begins on the 
Sales floor

 Re-check at the desk and again in F&I

 Stage the deals with the checklist in the order 
NHTSA requires for attachments 

Invoice Creation ProcessInvoice Creation Process

 What Dealers can Control

 Correct Docs/Info

 Make Identification of correct info easy to find/follow

 Process for your showroom for managing Invoices

 Audit many times before you submit

 Address each rejection as it shows up

 What Dealers can Control

 Correct Docs/Info

 Make Identification of correct info easy to find/follow

 Process for your showroom for managing Invoices

 Audit many times before you submit

 Address each rejection as it shows up
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Invoice Creation ProcessInvoice Creation Process

 Electronic submission requires attention

 Use PDF files

 Legibility is extremely important

 Adhere to the file naming guidance

 Use multiple files when needed.  Example: for the  
Trade-in Title Front Page (2).pdf:  circle the data  
points so the examiner knows where to pay 
attention.

 Electronic submission requires attention

 Use PDF files

 Legibility is extremely important

 Adhere to the file naming guidance

 Use multiple files when needed.  Example: for the  
Trade-in Title Front Page (2).pdf:  circle the data  
points so the examiner knows where to pay 
attention.

Use exact document names as 
listed to expedite processing. 
Description is optional.

Scroll to attach file

Examples and instruction located at
http://www.cars.gov/files/user!guide/CARS_Quick_Guide_To_Transaction_Submission.pdf

Invoice Creation ProcessInvoice Creation Process

 Audit before Accounting process. Circle relevant 
information. Fix any problems without sending back 
to Sales (Insurance Registration, etc.).

 Submission will require attachments. Name the 
attachment as directed and place in order that NHTS A 
expects them in.

 Individual files vs. single file attachment 

 Try to keep the resolution down while maintaining 
legibility.

 Step-by-step guide on Dealer Support Site

 Required NHTSA forms are available on Dealer 
Support site

 Audit before Accounting process. Circle relevant 
information. Fix any problems without sending back 
to Sales (Insurance Registration, etc.).

 Submission will require attachments. Name the 
attachment as directed and place in order that NHTS A 
expects them in.

 Individual files vs. single file attachment 

 Try to keep the resolution down while maintaining 
legibility.

 Step-by-step guide on Dealer Support Site

 Required NHTSA forms are available on Dealer 
Support site
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Correcting and Resubmitting an InvoiceCorrecting and Resubmitting an Invoice

 You can wait for a notice and pull an 
invoice OR you can review Invoice 
Status throughout the day

 Correct and resubmit your invoice 
through the (CREATE INVOICES) portal.

 You can wait for a notice and pull an 
invoice OR you can review Invoice 
Status throughout the day

 Correct and resubmit your invoice 
through the (CREATE INVOICES) portal.

Correcting and resubmitting an InvoiceCorrecting and resubmitting an Invoice

 Each rejection should have a cause. Each rejection should have a cause.

Click Finance tab to 
redirect to Create Invoices 
section
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DEALERSHIPNAME
Click Go button to view all 
Invoices; submitted, 
saved, rejected

DEALERSHIPNAME
Click to cancelSaved or 
Rejected invoice

Click to edit Saved or 
Rejected
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Correct any data that is 
wrong

Update Attachments to 
match data inputs

Correct any data that is 
wrong

Update Attachments to 
match Data input

DEALERSHIPNAME

Trade link will  open the file for download
Update allows change in title  and file.
Delete will  remove attachment.
Click Return to Create Invoice: Details link to return 
to Invoice Details Page
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Correcting and resubmitting an InvoiceCorrecting and resubmitting an Invoice

Circle Relevant data points
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Click Go button to list Invoices 
This will show all Invoices

Status

Click Invoice Link to  review
Click icon to review 
attachments and update

Withdrawing/Canceling an InvoiceWithdrawing/Canceling an Invoice

 If you realize you made an error in your submission , don’t 
wait for NHTSA to process and reject it. You can follow 
four simple steps to cancel your submission.

 Send an email from your registered CARS email addre ss 
from your dealership account 

 Send to 9-amc-nhtsa-cars-ap-supplier@faa.gov. 

 Subject line should read "REJECT {INVOICE NUMBER}" 
– enter in the invoice number for the deal you want 
stopped.

 Include in the body of the email all of your dealer  
contact information and the deal invoice number aga in

 If you realize you made an error in your submission , don’t 
wait for NHTSA to process and reject it. You can follow 
four simple steps to cancel your submission.

 Send an email from your registered CARS email addre ss 
from your dealership account 

 Send to 9-amc-nhtsa-cars-ap-supplier@faa.gov. 

 Subject line should read "REJECT {INVOICE NUMBER}" 
– enter in the invoice number for the deal you want 
stopped.

 Include in the body of the email all of your dealer  
contact information and the deal invoice number aga in
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RejectionsRejections

 Dealers should note that there are four major 
categories of errors: 

(1) missing documents;

(2) missing or improper “Junk Automobile, 
CARS.gov” on the title;  

(3) missing signatures; and

(4) mismatches between VINs on the various 
documents

 Dealers should note that there are four major 
categories of errors: 

(1) missing documents;

(2) missing or improper “Junk Automobile, 
CARS.gov” on the title;  

(3) missing signatures; and

(4) mismatches between VINs on the various 
documents

Top 10 Reasons for RejectionsTop 10 Reasons for Rejections

 Leading errors for invoices processed on August 6

Code     Explanation Quick Guide to 

Transaction Submission Page 

 201     Junk Automobile, Cars.gov not written on Pag e 1 and 2 of Title 16-17

 999     3 or More Errors Found***Recheck Entire Tra nsaction 

 302     Proof of Insurance not current  or for prev ious 12 months 18

 701     Missing signature(s) on Summary of Sale 21

 703     Trade-In VIN Mismatch on Summary of Sale 21  & 29 

 Leading errors for invoices processed on August 6

Code     Explanation Quick Guide to 

Transaction Submission Page 

 201     Junk Automobile, Cars.gov not written on Pag e 1 and 2 of Title 16-17

 999     3 or More Errors Found***Recheck Entire Tra nsaction 

 302     Proof of Insurance not current  or for prev ious 12 months 18

 701     Missing signature(s) on Summary of Sale 21

 703     Trade-In VIN Mismatch on Summary of Sale 21  & 29 

Top 10 Reasons for RejectionsTop 10 Reasons for Rejections

Code      Explanation Quick Guide to 

Transaction Submission

 116  Missing Summary of Sale/Lease (Deal Sheet & Bu yer’s Certification)     21

 301 VIN Mismatch on Trade-In Proof of Insurance 18

 704 New VIN Mismatch on Summary of Sale 21 & 29

 403 Trade-In not registered to same owner for previ ous 12 months 19

 108 Missing Trade-In Registration 19

 What should dealers do if no reason was provided? R e-audit and 
resubmit.

Code      Explanation Quick Guide to 

Transaction Submission

 116  Missing Summary of Sale/Lease (Deal Sheet & Bu yer’s Certification)     21

 301 VIN Mismatch on Trade-In Proof of Insurance 18

 704 New VIN Mismatch on Summary of Sale 21 & 29

 403 Trade-In not registered to same owner for previ ous 12 months 19

 108 Missing Trade-In Registration 19

 What should dealers do if no reason was provided? R e-audit and 
resubmit.
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Approval/Ready for Payment/Funds TransferApproval/Ready for Payment/Funds Transfer

 Time delays between approved and paid 
status

 Lack of tracking methods for deposits

 NHTSA working to address problem and 
develop system to track

 Time delays between approved and paid 
status

 Lack of tracking methods for deposits

 NHTSA working to address problem and 
develop system to track

Related Issues/QuestionsRelated Issues/Questions
 Rumor on federal liens---untrue

 Wisconsin and New Hampshire Insurance Requirement – what to 
submit to ensure compliance?

 Consumer Survey – mandatory for dealers to offer, op tional for 
consumers to fill out.

 Scrappage Value
 Our position on the scrappage value is the same as w as published in the day one notice 

which states that dealers may retain $50 for admini strative costs and the allocation of any 
remaining scrappage fees is subject to negotiation b etween the dealer and purchaser.

-Mike Cole, Chief, Compliance Division
Consumer Assistance to Recycle and Save (CARS), 
Department of Transportation, National Highway Traf fic 
Safety Administration

 The order and method by which CARS applications are  reviewed

 Reporting Fraud

 Rumor on federal liens---untrue

 Wisconsin and New Hampshire Insurance Requirement – what to 
submit to ensure compliance?

 Consumer Survey – mandatory for dealers to offer, op tional for 
consumers to fill out.

 Scrappage Value
 Our position on the scrappage value is the same as w as published in the day one notice 

which states that dealers may retain $50 for admini strative costs and the allocation of any 
remaining scrappage fees is subject to negotiation b etween the dealer and purchaser.

-Mike Cole, Chief, Compliance Division
Consumer Assistance to Recycle and Save (CARS), 
Department of Transportation, National Highway Traf fic 
Safety Administration

 The order and method by which CARS applications are  reviewed

 Reporting Fraud

Final PointsFinal Points

Take advantage of Dealer Support website

 All details and previous webinars are available 
online at http://www.NADA.org/seminars

 Questions


