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Day 1
Customer completes new
vehicle application, makes 
payment and attaches 
required  documents (x2).

* See Note 1

Days 5 to 10
Application reviewed by 
the Service within 3 days 
of receipt, background 
checks completed and if 
required any additional 
information requested. 

Days 11 to 12
If any further 
information is 
required by the 
Service proprietor to 
provide within 2 days

Days 16 to 30
Customer presents vehicle
at Shearbridge depot for 
Safety Inspection. 

* See Note 2

Note 1: The proprietor is required to attach two documents to their application:  1. Logbook (V5C - pages 2 & 3) OR New Keeper Slip.  2. Valid 

vehicle insurance certificate - the insurance certificate is not mandatory to book the vehicle in but must be provided 72 hours before the date of the 
test or could result in a delay to issue plates

Note 2: Vehicles are expected to pass safety inspection first time (responsibility of vehicle proprietor to ensure they are well maintained and 

prepared).
Where the vehicle passes inspection a new vehicle plate will be issued at the time of the inspection.  Where a vehicle fails inspection then a failure 
notice will be issued - the failure points must be rectified and the vehicle re-inspected within 10 days.

HCPH Service Level - Vehicle Licence New
Key
Licensing Service 

Customer 

Days 30
New vehicle licence to be 

issued and emailed to 
registered proprietor.

Process CompleteLi
ce

n
si

n
g

Se
rv

ic
e

C
u

st
o

m
er

D
ay

s

Days 13 to 15
When all checks are 
satisfactory a safety 
inspection will be booked, 
and an email sent by the 
Service confirming date 
and time of the test.
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