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How to Request
Replacement Documents

Do you ever have a driver who has lost their fuel card, misplaced their insurance certificate, or left their driver kit at a maintenance 

provider? It does happen from time to time. That’s why we’ve made it easy to request a replacement right from ePlan.

How to request replacement driver kits, fuel or EV RFID 
cards, insurance cards or vehicle maintenance guides

 To request replacement documents and 
materials in ePlan, navigate to the Fleet tab 
and enter the search criteria to locate the 
corresponding vehicle. Once you click into 
the vehicle record using the icon on the left, 

click the Forms tab and then select Vehicle Management Material(s) 
Replacement. 

From here, it’s easy to use the Replacement Order Request form to 
select the documents needing replacement. Simply select materials 
on an individual basis, or select the Driver Kit option, which includes 
replacements for all materials. 

When you’re ready to 
submit your request, 
confirm the mailing 
address and shipping 
method.



To request a replacement registration card, 
navigate to the Vehicle Detail tab on a vehicle 
record. Scroll down to the Plate Information 
section and click the Replacement Request link.

From here, you have the option to request 
replacement plates or decals, or make a change 
to a vehicle’s registration details. 

Click submit when you’ve made the selection. 
The replacement registration will be mailed to 
the address shown on the screen.
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How to request a replacement registration
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Did you know? You can also use the FastPath Access 
on the home page to quickly navigate to the Vehicle 
Management Material Replacement form.

Digital copies of Vehicle Maintenance Guides and 
Registration documents can also be found in ePlan. 
While on a vehicle record, navigate to Images  
under the Vehicle Detail and search the  
Available Leased Images section. 

expert tips

Drivers using the 
MyLeasePlan app can also 
upload or view digital copies 
of Registration and Vehicle 
Maintenance Guides, when 
available, in the Glovebox. best practices

becoming a better fleet manager

When requesting replacement materials, be sure to select the 
corresponding reason for replacement in the drop-down menu. 
Selecting lost or stolen will terminate the fuel card immediately. 

Sometimes fuel cards can get left in the wrong vehicle. Remember 
fuel cards are assigned to vehicles, not drivers. Be sure to check the 
Maintenance Information section on the vehicle record to confirm 
you’re requesting the correct card. 


