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Add Vehicle and Add Operator Instructions 

NDL Decal Stickers are no longer issued. All Non-District Limousine (NDL) permits will now be 
delivered electronically via email. This change ensures faster delivery, improved 

convenience, and reduced environmental impact.  

 

 
1. Log into your company portal and click the “APPLICATIONS” tab. 
2. Click “New NDL Application (Red Box).” 
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3. Click the dropdown menu under Application Type and select “Add Vehicle or Operator” then click “Next.” 

 

4. Input the number of Vehicles to be added, if no vehicles are to be added input a zero “0.” 
5. Input the number of Operators to be added (if no new operator is to be added, input a zero “0”). 
6. Enter your “Email Address.” 
7. Choose the state (Maryland or Virginia) of your limousine authority from the dropdown menu. 
8. Select your state limousine authority from the dropdown menu. 
9. Input your limousine authority number provided to you by the state. 
10. Input the expiration date of your state limousine authority. 
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11. Enter the “Certificate of Clean Hands Issue Date” (A certificate of clean hands is only good for one-year from the 
date of issuance). 

12. Select Identification Type “SSN (social security number)” or “EIN (Employment Identification Number).” 
13. Enter “Last Four (4) Digits” of Identification Type. 
14. Enter Certificate of Clean Hands “Notice Number.” 
15. Select “Preferred Language” from the dropdown list. 
16. Select yes or no for your attestation. 
17. Click “Next.” 
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ADD VEHICLE (skip this section if no Vehicle is being added) 

 

18. Input “vehicle identification number (VIN).” 
19. Select vehicle type (Limousine or Sedan) from the dropdown menu. 
20. Input vehicle “Tag number” (ex. H111111 or 11111B). 
21. Input the Make, Model, and Year of the vehicle. 
22. Input Color of the vehicle. 
23. Select the permit duration (one or two years). 
24. Input the name of your “Vehicle Insurance Company.” 
25. Input insurance policy “binder number.” 
26. Input insurance “expiration date.” 
27. Input the “vehicle registration expiration date.” 
28. Click “Next.” 
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29. Upload proof of insurance document. 
30. Upload “vehicle registration.” 
31. Click “Next.” 
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ADD OPERATOR (skip this section if no Operator is being added) 

 

32. Enter Operator’s “First Name, Middle Name, and Last Name.” 
33. Enter Operator’s “cell phone number.” 
34. Enter Operator’s “email address.” 
35. Select the “Driver’s License State.” 
36. Enter the “Operator’s Date of Birth.” 
37. Enter the “Operator’s Driver’s License Number.” 
38. Enter the “Operator’s Driver’s License Expiration Date.” 
39. Click “Next.” 
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40. Upload “Operator’s Driver’s License.” 
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41. Upload “state limousine authority.” 
42. Upload “certificate of clean hands.” 
43. Click “Next.” 
44. Thank you for completing your Non-District Limousine Application. 

 



9 
 

 

 

 


