                     INSTRUCTIONS ON HOW TO COMPLETE A DGS 
                                    CONTRACT PURCHASE ORDER

To complete a DGS Contract Purchase Order, the Procuring Agency must:
A.) Enter the Purchase Order Number (Assigned by the Procuring Agency).

B.) Enter their COSTARS Registration Number.

C.) Enter the address for vehicle delivery if vendor is delivering each vehicle straight to the Procuring Agency (NOTE:  The Procuring Agency will pay the $300 charge per vehicle to the vendor.)  If the Procuring Agency will pick up the vehicles from the vendor’s designated pick up site, leave blank.

D.) Enter vendor (supplier) name and address.

E.) Enter “Bill to” address if different than the Procuring Agency’s address.

F.) Enter Purchasing Agency address, contact name, email and telephone number.

G.) Select/Enter the program funding source.
H.) Enter the Procuring Agency Assigned Purchase Order Number, Purchasing Agency Name, and Supplier Name on Page 2 of the Purchase Order.

I.) Enter the PCID Number, Item Number, Description of Item, Quantity, Unit Price, and Total Price of each item desired.   

J.) Enter the Procuring Agency Assigned Purchase Order Number, Purchasing Agency Name, and Supplier Name on Page 3 of the Purchase Order.

K.) If contractor is delivering vehicle to procuring agency, enter $300.
L.) Enter the total amount at the bottom of Page 3 of the Purchase Order (Add together all of the total prices of every item desired).

M.) The Purchaser and the Supplier must sign and date each Purchase Order.  
N.) Attach a Seating Capacity Configuration Diagram (Signed and Dated by the Purchaser and the Supplier) with a Theoretical Weight Analysis (From the Supplier) to each Purchase Order. The Supplier must then forward each Purchase Order and Seating Capacity Configuration Diagram with Theoretical Weight Analysis to BPT (Robert Zolyak) for signature.  
NOTE:  BPT WILL NOT AUTHORIZE PAYMENT FOR ANY VEHICLE IF EACH PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM IS NOT SIGNED BY BPT (ROBERT ZOLYAK).

