
SOME HELPFUL HINTS TO NAVIGATE THROUGH THE CARS PROGRAM

Registration Problems:  Dealers who have technical problems related to registration (i.e. update bank accounts, reset registration passwords) should email 9-amc-nhtsa-cars-ap-supplier@faa.gov and state their problem.  This email address should NOT be used for any other concerns.

Disposal of Vehicle: It's come to our attention that certain salvage yards have informed dealers that they will disable the engine and dispose of the car and that the dealers should simply transfer the car to them.  DO NOT DO THIS!  It is the dealer's responsibility to disable the engine and it is the dealer's liability if that vehicle ever shows up anywhere else!
Electronic Attachments: 

· Scan the files in black & white, not color.

· Reduce the file size to 200 or 300 dpi- your scanning software should have this option.

· PDF is the most efficient file format.
· Use the exact document name as listed on the checklist, i.e. “1_trade_in_title_front_page”.

· Do not change the button on this page from “file” to “URL” or “Text”.

· If you still have a problem submitting attachments, send an e-mail to help@cars.gov, subject “Attachments”.
Vehicle Information: 

· The % sign serves as a wildcard function
· When searching for vehicle description, use this format %MAKE%YEAR%

· For a vehicle that does not appear on the list, use %UNLISTED% or %MAKE%UNLISTED%

· You can also use the % followed by the first letter of Make or Model to search for the vehicle.

· If you do not find your vehicle, use the UNLISTED option.  This will provide a default vehicle setting.  In the invoice description, include “trade-in vehicle not found in list”.

Miscellaneous:

· Salvage auctions do not have a Facility ID; dealers should use the default ID #99999 and the common business name.

· If you have not identified the business to which you will transfer the clunker, enter your dealer Franchise ID and business name as described in the registration process on your invoice.

· When entering bank account information, use the magnifying glass search option to find your stored information – do not enter any information manually.

· Submit the sale date correctly! This is a certified date on the transaction and subject to liability.
· Ignore the “trade-in flag date” area, this is not required and NHTSA has stated that dealers can ignore this area.

· Regardless of whether you have submitted an invoice to NHTSA or not, the system will still recognize any invoices you have started.  You should delete any incomplete invoices as they will keep you from submitting a final invoice due to the replication of Purchaser/Vehicle information.

· If you cannot find the trade-in vehicle on www.fueleconomy.gov, you should select the most similar vehicle and include a note that you could not find the proper car.
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