                     Instructions for Locating and Using PENNDOT’s 

                     Web Site for Small Transit Vehicle and Equipment

                     Procurements:  Information Regarding the Purchasing

                     of Small Transit Vehicles Off of DGS State Contract 
1)  Enter the following address on your browser and press “GO”:

      http://www.penndot.gov/
2)  On the introductory page, Click on the title: “Doing Business”, then select  “Transit”.
3)  Under the “Public Transit” screen, select ”Procurement” under the Resources heading on the right hand side of the page. 

5)  From the next page, entitled “DGS VEHICLE PROCUREMENT PROCESS”,
      click on the heading “PURCHASING SMALL TRANSIT VEHICLES OFF
      STATE CONTRACT (DGS)” to access the Department of General Services
      (DGS) Website, to get registered on DGS COSTARS in order to purchase
      small transit vehicles off of the State contract, or to get the necessary
      PENNDOT documents to procure vehicles off of state contract.                

6) If you wish to view the wheelchair vehicles state contract on the Department of General Services Website, you must click on the Department of General Services (DGS) Website link, then:  A) On the “Search Contracts” screen, locate the box next to the heading “Search by:” and click on the drop down menu and select “Contract Number”, B) Enter the Contract Number  “4400017055” for Creative Bus Sales’ Contract, or 4400016510 for Rohrer Bus Sales‘ Contract in the appropriate block and click “Search”, and C) Click on Contract Number "4400017055” or 4400016510.  You can view the whole contract by selecting “C” (In Orange) under “View Contract File”, then by scrolling down on the right hand side of the document, or click on the headings on the left hand side of the document for the desired portion of the document you wish to view.

7) You must be registered on COSTARS in order to purchase off of the State 

Contract.  To register, click on “DGS COSTARS” and click on the  Cooperative Purchasing/COSTARS link.  On the right hand side of the next screen, click on “Member Information”.  Scroll down to the bottom of the next screen and click on the “register on-line” link and complete the User registration screen and press submit.  If you have any questions on the registration process, please contact Alfonzo Robinson (DGS) at (717)-346-8181.
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8) In order to place an order for each small transit vehicle off of State Contract, you must complete a PENNDOT Purchase Order Form and Change Order Form (if necessary).  Click on “PURCHASE ORDER FORM” to obtain a copy of the form, and then on “PURCHASE ORDER INSTRUCTIONS” to obtain instructions on how to properly complete the Purchase Order form.  If there are any desired items not included in the contract specifications that are required, you must complete a Change Order Form.  Click on “CHANGE ORDER FORM” to obtain a copy of the form, and then on “CHANGE ORDER INSTRUCTIONS” to obtain instructions on how to properly complete the Change Order form.  
9) A Procurement Checklist must be completed during the procurement process for each small transit vehicle being purchased under the DGS state contract.  Click on “PROCUREMENT CHECKLIST FOR DGS STATE CONTRACT PURCHASES” to obtain and complete a copy of the form.

10)  Once each vehicle is delivered, a New Vehicle Inspection Checklist must be completed.  Click on “DGS NEW VEHICLE INSPECTION CHECKLIST”, and then select the new vehicle inspection checklist associated with the PCID number under which each vehicle was purchased to obtain a copy of the proper checklist to complete for each vehicle.            
11)  After each vehicle is accepted by the procuring agency and payment is made to the vendor, the completed Procurement Checklist and DGS New Vehicle Inspection Checklist for each vehicle must be sent to the following address:
                    Robert Zolyak, Projects Engineer

                    Pennsylvania Department of Transportation

                    Bureau of Public Transportation

                    P. O. Box 3151

                    Harrisburg, PA  17105-3151  

          Any questions or assistance on the usage of the web site can be 

          directed to:

                     Robert Zolyak, Projects Engineer

                     Telephone Number:  (717)-787-1210

                      EMAIL Address:  rzolyak@pa.gov
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