
Vehicle Title Workflow

Purchase New Vehicle Donated Vehicle
Purchase Auction Vehicle 

(BCTAL ONLY)

Campus/Dept. to keep copies 
of documents sent by dealer 

for their file.  Originals sent to 
Transportation Department for 

processing of title and tag.

Transportation to contact 
Dept. when vehicle is ready 

for pick-up or delivery.

Transportation initially pays for 
any fees associated, but will bill 

out the cost.

Individual wants to donate vehicle – Campus/Dept. 
to complete Donation Acceptance Form (located on 

Finance webpage)

Campus/Dept. accepts vehicle and completes forms below 
including signatures from the donor where applicable.

1. Original Title
2. Application for Texas Title and/or Registration 
(Birdville ISD, 3124 Carson Street, Haltom City, TX  76117 
address must be used)
3. Application for Authority to Dispose a Motor 
Vehicle for Demolition

Finance Office will send 
approved Donation 

Acceptance Form and Donor/
Vehicle Form back to 

requestor.

Campus/Dept. to complete 
Donor/Vehicle Form and send 

back to Finance Office.

Donation is not 
approved.  Process 

Ends.

Campus/Dept. to take all 
completed forms to Tarrant County 
Tax Office, 100 E. Weatherford St., 

Fort Worth, TX  76102.

Fees will be incurred 
based on Tax Office 

determined value of the 
vehicle.  Campus/Dept. 

to pay fees using p-card.

Forms are not 
accepted by 

Tarrant County Tax 
Office

Forms are 
accepted by 

Tarrant County Tax 
Office

Campus/Dept. to 
correct any paperwork 
deficiencies and return 
to complete process at 

a later date.

Title should be mailed to the Purchasing Dept. at the 
3124 Carson Street address where it will be maintained 

in the Master File.  If Campus/Dept. receives title, it 
must be forwarded to Purchasing Dept.

Campus/Dept. to complete Purchase Request Form 
to obtain permission for expenditure

Campus to enter Blanket PO for Rene Bates per 
Purchase Request Form 

Staff to bid on vehicles using District Rene Bates 
account (ONLY seller’s whose payment is made by 

check to Rene Bates are permissibile)

If auction is won, the bidder’s notice of award and 
invoice are sent to Purchasing.  Purchasing to 

forward to campus.

Secretary to receive on Blanket PO in Munis and send 
invoice and check pickup request to Accounts 

Payable (payment must be made promptly so this 
must be done quickly)

Staff will pickup check from 
Accounts Payable.

Staff to pickup vehicle.  Staff must bring back to the 
secretary all paperwork received from seller such as 

title, auction sales receipt, etc.

Staff to complete the following and take to the 
Tarrant County Tax Assessor:

1. Application for Texas Title and/or Registration 
(Birdville ISD, 3124 Carson Street, Haltom City, TX  
76117 address must be used)
2. Application for Authority to Dispose a Motor 
Vehicle for Demolition

Fees will be incurred 
based on Tax Office 

determined value of the 
vehicle.  Campus/Dept. 

to pay fees using p-card.

Forms are not 
accepted by 

Tarrant County Tax 
Office

Forms are 
accepted by 

Tarrant County Tax 
Office

Campus/Dept. to 
correct any paperwork 
deficiencies and return 
to complete process at 

a later date.

Title should be mailed to the Purchasing Dept. at the 
3124 Carson Street address where it will be maintained 

in the Master File.  If Campus/Dept. receives title, it 
must be forwarded to Purchasing Dept.

Dealership submits title & 
registration paperwork on 

behalf of the District.

Dealership sends necessary 
paperwork for District to 

obtain title.

Title to be sent to Birdville 
ISD Transportation 

Department, 6025 Broadway 
Ave., Haltom City, TX  76117

Transportation to send 
original Title to Purchasing 

for Master File.

Transportation to complete 
BISD signage and assign 

vehicle number, if required. 

Transportation to contact 
Dept. when vehicle is ready 

for pick-up or delivery.

Transportation to complete 
BISD signage and assign 

vehicle number, if required. 

Donation is 
approved.

Transportation to send 
original Title to Purchasing 

for Master File.
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