
DGS CONTRACT PROCUREMENT CHECKLIST FOR


SECTION 5310, 5311, and ACT 26 COMMUNITY TRANSPORTATION PROGRAMS

This checklist summarizes PENNDOT’s DGS contract procurement procedures.  Please check each item as it is accomplished:

   ____      1.) PROCURING AGENCY REGISTERS IN CO-STARS (IF NOT ALREADY            

                      REGISTERED).

   ____      2.) PROCURING AGENCY SELECTS THE PENNSYLVANIA COMMERCIAL ITEM    

                      DESCRIPTION (PCID) NUMBER BASED ON THE APPROVED SPEC CODE   
                      (REFER TO THE ATTACHED VEHICLE SPECIFICATION LISTING ACCORDING    
                      TO THE PCID NUMBER-ATTACHMENT 1).

   ____      3.)
PROCURING AGENCY DETERMINES DESIRED OPTIONAL EQUIPMENT TO BE ADDED ON TO EACH VEHICLE.
   ____      4.)
PROCURING AGENCY, IN CONJUNCTION WITH THE CONTRACTOR, PREPARES EACH PURCHASE ORDER, CHANGE ORDER, AND DETERMINES THE SEATING CAPACITY CONFIGURATION DIAGRAM DESIRED.  A THEORETICAL WEIGHT ANALYSIS SHOULD BE PERFORMED FOR THE SEATING CAPACITY CONFIGURATION DIAGRAM DESIRED BY THE CONTRACTOR.  BE SURE TO ASSIGN A UNIQUE PURCHASE ORDER NUMBER FOR EACH PURCHASE ORDER. COMPLETE ONE PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH THEORETICAL WEIGHT ANALYSIS FOR EACH VEHICLE!!!
       ____      5.) PROCURING AGENCY AND THE CONTRACTOR SIGN EACH PURCHASE ORDER,      CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH         THEORETICAL WEIGHT ANALYSIS.  
   ____      6.) THE CONTRACTOR MUST EMAIL OR FAX EACH SIGNED PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH THEORETICAL WEIGHT ANALYSIS TO BPT (ROBERT ZOLYAK) FOR REVIEW, APPROVAL, AND SIGNATURE. THIS INCLUDES ANY ADDITIONAL CHANGE ORDERS ISSUED BY THE CONTRACTOR AND THE PURCHASER FOR EACH VEHICLE.  BPT WILL NOT AUTHORIZE PAYMENT FOR ANY VEHICLE IF EACH PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH THEORETICAL WEIGHT ANALYSIS IS NOT SIGNED BY BPT (ROBERT ZOLYAK).
   ____      7.) ONCE BPT SIGNS EACH PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH THEORETICAL WEIGHT ANALYSIS, BPT WILL EMAIL A SIGNED COPY OF EACH PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM WITH THEORETICAL WEIGHT ANALYSIS TO THE PROCURING AGENCY, THE CONTRACTOR, AND DGS (ALFONZO ROBINSON).   BPT WILL COMPLETE A FEDERAL TVM FORM FOR THE VEHICLE PURCHASE ORDER(S) APPROVED BY BPT WITHIN 30 DAYS OF THE APPROVAL DATE. 
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 ____
       8.)THE CONTRACTOR ACKNOWLEDGES RECEIPT OF A PURCHASE ORDER TO THE PROCURING AGENCY (LETTER OR EMAIL)WITHIN TEN (10) CALENDAR DAYS FROM THE DAY THE PURCHASE ORDER IS ISSUED TO THE CONTRACTOR (SEE ATTACHED SAMPLE LETTER-ATTACHMENT 2).  THE CONTRACTOR IS RESPONSIBLE TO PROVIDE AN ANTICIPATED DELIVERY DATE OF EACH VEHICLE ON THE ACKNOWLEDGEMENT.  THE CONTRACTOR SENDS A COPY OF THE ACKNOWLEDGEMENT OF RECEIPT OF A PURCHASE ORDER TO BPT (ROBERT ZOLYAK) AND DGS (ALFONZO ROBINSON).                                                                                                                                                                       

____
       9.)THE PROCURING AGENCY FOLLOWS UP ON ORDERS IF WRITTEN ACKNOWLEDGEMENT IS NOT RECEIVED WITHIN TEN (10) CALENDAR DAYS     FROM THE CONTRACTOR (IF NECESSARY).  THE PROCURING AGENCY ALSO NOTIFIES BPT (ROBERT ZOLYAK).    

 ____
     10.)THE CONTRACTOR MUST MAKE DELIVERY NO LATER THAN 150 CALENDAR DAYS AFTER ACKNOWLEDGEMENT OF THE PURCHASE ORDER.  FAILURE TO DELIVER WITHIN THESE TIME PERIODS MAY RESULT IN THE CONTRACTOR’S PAYMENT OF LIQUIDATED DAMAGES (SEE ATTACHMENT 3 DESCRIBING THE  LIQUIDATED DAMAGE GUIDELINES).

 ____      11.)THE CONTRACTOR MUST NOTIFY THE PROCURING AGENCY IF THE DELIVERY  DEADLINE CANNOT BE MET.  THE PROCURING AGENCY MUST NOTIFY BPT   

                      AND DGS IF THIS DEADLINE CANNOT BE MET BY THE CONTRACTOR.   
 ____      12.)IF A PROCURING AGENCY IS ORDERING MORE THAN 10 VEHICLES OFF OF THE DGS STATE CONTRACT, FTA REQUIRES THAT FOR PROCUREMENTS OF 11 or MORE VEHICLES, A RESIDENT INSPECTOR (OTHER THAN AN AGENT OR EMPLOYEE OF THE MANUFACTURER) MUST BE AT THE MANUFACTURING SITE THROUGHOUT THE PERIOD OF MANUFACTURER OF THE ROLLING STOCK TO BE PURCHASED (SEE ATTACHED ATTACHMENT 4 - LISTING OF ON-LINE VEHICLE INSPECTORS).                 

 ____      13.)THE CONTRACTOR SHALL CONTACT THE PROCURING AGENCY AND BPT 

                       FOR A DELIVERY SCHEDULE AT LEAST 48 HOURS IN ADVANCE OF ACTUAL   

                       DELIVERY.

_____      14.)THE VEHICLE VENDOR WILL PROVIDE THE PROCURING AGENCY A SIGNED     

                       CONTRACTOR’S REQUEST FOR PROGRESS PAYMENT (CRPP) FORM    

                       (ATTACHED), WHICH CERTIFIES THAT THE VEHICLE IS READY FOR DELIVERY,   ALONG WITH THE VENDOR’S INVOICE.

   ____      15.) THE PROCURING AGENCY MUST SIGN THE BOTTOM PORTION OF THE CRPP     FORM.  USING DOTGRANTS, IMMEDIATELY UPLOAD THE COMPLETED CRPP      AND VENDOR’S INVOICE AND SUBMIT YOUR PAYMENT REQUEST.  PENNDOT     WILL PROCESS YOUR PAYMENT JUST PRIOR TO VEHICLE DELIVERY     

                         INSTEAD OF AFTER VEHICLE ACCEPTANCE.  CONTACT MR. JOHN LEVITSKY     AT (717)-787-1206 OR ROBERT ZOLYAK AT (717)-787-1210 FOR FURTHER    

                        DETAILS ON HOW TO SUBMIT YOUR PAYMENT REQUESTS FOR SECTION 5310 
                        FUNDS AND ALL OTHER PAYMENT REQUESTS THROUGH DOTGRANTS.  
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                        IMPORTANT NOTE:  IF YOU RECEIVE YOUR PAYMENT FROM PENNDOT AFTER 
                        THE VEHICLE(S) HAVE BEEN DELIVERED AND ACCEPTED,  YOU ARE 
                        EXPECTED TO IMMEDIATELY PAY THE VENDOR IN FULL.  HOWEVER, IF YOU 
                        RECEIVE THE PENNDOT PAYMENT BEFORE VEHICLE ACCEPTANCE, DO NOT 
                        RELEASE ANY FUNDS TO THE VENDOR UNTIL THE VEHICLE(S) HAVE BEEN  

                        INSPECTED AND FULLY ACCEPTED.  EACH VEHICLE MUST MEET ALL PCID 
                        SPECIFICATIONS.  ANY VEHICLE THAT DOES NOT MEET ALL PCID                       SPECIFICATIONS CAN NOT BE DETERMINED “ACCEPTABLE”, CAN NOT BE  

                        PLACED INTO SERVICE, AND PAYMENT CAN NOT BE MADE TO THE 
                        CONTRACTOR!!                                                                                                 

   ____    16.) IF THE VEHICLE PROCUREMENT INVOLVES FEDERAL TRANSIT ADMINISTRATION (FTA) FUNDS, THE PROCURING AGENCY MUST COMPLETE AND UPLOAD INTO DOTGRANTS THE POST-DELIVERY REVIEW CERTIFICATIONS.  THE PROCURING AGENCY MUST CONDUCT A POST-DELIVERY REVIEW TO ENSURE THAT THE DELIVERED VEHICLE(S) MEET (1) BUY AMERICA REGULATIONS (IF APPLICABLE), (2) THE PURCHASER’S 
                      REQUIREMENTS, AND (3) THE FEDERAL MOTOR VEHICLE SAFETY STANDARDS (FMVSS) REGULATIONS.  THE POST-DELIVERY REVIEW MUST BE COMPLETED BEFORE FINAL ACCEPTANCE OF THE VEHICLE(S) OCCURS.  PLEASE READ THE POST-DELIVERY REVIEW CERTIFICATIONS CAREFULLY AND MAKE SURE THAT YOUR CONTRACTOR HAS SUBMITTED ALL THE REQUIRED INFORMATION TO ENABLE YOU TO SIGN THE CERTIFICATIONS.  AFTER WE HAVE PROCESSED YOUR VEHICLE PAYMENT, WE WILL CHANGE THE STATUS OF YOUR DOTGRANTS INVOICE FROM “PAYMENT MADE” TO “FTA POST-DELIVERY DOCUMENTS REQUIRED”.  AT THAT POINT, YOU MUST UPLOAD YOUR COMPLETED POST-DELIVERY REVIEW CERTIFICATIONS INTO THE DOTGRANTS INVOICE AND CHANGE ITS STATUS TO “FTA POST-DELIVERY DOCUMENTS SUBMITTED” FOR PENNDOT REVIEW AND APPROVAL.  
   ____    17.)
THE PROCURING AGENCY PICKS UP ORDERED VEHICLE(S) AT THE CONTRACTORS DESIGNATED PICK UP SITE WITHIN THE CONFINES OF THE COMMONWEALTH OF PENNSYLVANIA, OR HAS THE VEHICLE(S) DELIVERED BY THE CONTRACTOR TO THE PROCURING AGENCY FOR AN ADDITIONAL CHARGE PER VEHICLE OF $300.
   ____     18.)EACH VEHICLE SHALL NOT BE DRIVEN MORE THAN A TOTAL OF 800 MILES FROM THE CONTRACTOR’S PLACE OF BUSINESS TO THE PROCURING AGENCY’S PLACE OF BUSINESS.  IF DELIVERY OF EACH VEHICLE IS MORE THAN A TOTAL OF 800 MILES, A CREDIT of $5.00 PER MILE WILL BE APPLIED AGAINST THE AWARDED CONTRACTOR’S PURCHASE ORDER AS DAMAGES AND DEDUCTED AT THE TIME OF PAYMENT.
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   ____      19.)EACH VEHICLE MUST BE DELIVERED WITH THE FOLLOWING:

A) STATE INSPECTION STICKER

B) EMISSIONS STICKER

C) CONTRACTOR MUST APPLY FOR VEHICLE TITLE (AND PROVIDE COPY OF EXECUTED MV-1 APPLICATION FOR TITLE UPON DELIVERY).

D) CONTRACTOR MUST DELIVER EACH VEHICLE WITH TEMPORARY OR PERMANENT REGISTRATION DOCUMENTATION AND PLATE.

E) ALL COSTS ASSOCIATED WITH THE VEHICLE TITLE, REGISTRATION AND PLATE ARE BORNE BY THE CONTRACTOR.

F) COPY OF MANUFACTURER’S WARRANTY AND SERVICE POLICY.

G) CONTRACTOR’S INVOICE (ORIGINAL PLUS 3 COPIES).
H) FULL FUEL TANK 

      ____   20.) THE PROCURING AGENCY WILL PERFORM INSPECTION OF EACH VEHICLE        USING THE CURRENT NEW DGS VEHICLE OPERATION INSPECTION     

                        CHECKLIST DEVELOPED BY BPT FOR THE SPECIFIC VEHICLE PCID WITHIN         10 CALENDAR DAYS OF DELIVERY.  DGS AND BPT RESERVES THE RIGHT          TO INSPECT OR WEIGHT EACH VEHICLE AS THEY ARE DELIVERED.  EACH 
                        VEHICLE MUST MEET ALL PCID SPECIFICATIONS.  ANY VEHICLE THAT 
                        DOES NOT MEET ALL PCID SPECIFICATIONS CAN NOT BE DETERMINED              “ACCEPTABLE”, CAN NOT BE PLACED INTO SERVICE, AND PAYMENT CAN         NOT BE MADE TO THE CONTRACTOR!!!                               

   ____         21.) IT IS THE CONTRACTOR’S RESPONSIBILITY TO REMOVE ANY VEHICLE                REJECTED BY THE PROCURING AGENCY WITHIN TWO (2) WORKING DAYS         AFTER NOTIFICATION, AND RETURN EACH VEHICLE TO THE PROCURING           AGENCY UPON CORRECTION OF DEFICIENCIES.  DATE IN SERVICE WILL BE       THE DATE EACH VEHICLE IS ACCEPTED BY THE PROCURING AGENCY, NOT       THE DATE OF DELIVERY.

   ____          22.) ONCE EACH VEHICLE IS DETERMINED ACCEPTABLE, THE PROCURING                AGENCY WILL IMMEDIATELY MAIL THE COMPLETED NEW DGS VEHICLE              OPERATION INSPECTION CHECKLIST AND THIS COMPLETED DGS            

                            PROCUREMENT CHECKLIST FOR EACH VEHICLE TO BPT (ROBERT ZOLYAK)        AT THE BELOW MENTIONED ADDRESS. 
   ***************************************************************************************************************** 

                     ONCE THE PROCURING AGENCY RECEIVES PAYMENT FROM PENNDOT, THE PROCURING AGENCY WILL IMMEDIATELY MAKE FULL PAYMENT TO THE CONTRACTOR AFTER EACH VEHICLE IS DETERMINED ACCEPTABLE (MEETING ALL PCID SPECIFICATIONS).
                      ANY PROBLEMS WITH THE CONTRACTOR, PLEASE CONTACT ALFONZO ROBINSON AT DGS AT (717)-346-8181 AND BPT (ROBERT ZOLYAK).  ALL CORRESPONDENCE BETWEEN THE PURCHASING AGENCY AND THE CONTRACTOR MUST BE COPIED TO DGS (ALFONZO ROBINSON) AND BPT (ROBERT ZOLYAK). 
*******************************************************************************************************************
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AGENCY NAME:_______________________________________________________________

COMPLETED BY:______________________________________________________________

PURCHASE ORDER NUMBER:___________________________________________________

DESCRIPTION OF ITEMS(S) PROCURED:___PCID NUMBER__________________________

COSTARS REGISTRATION NUMBER:______________________________________________

WITHIN 30 DAYS OF VEHICLE DELIVERY, SEND OR EMAIL A COPY OF CHECKLIST TO:

Mr. Robert Zolyak, Project Engineer

Pennsylvania Department of Transportation (PENNDOT)

Bureau of Public Transportation

P. O. Box 3151

Harrisburg, Pennsylvania  17105-3151

EMAIL Address:  rzolyak@pa.gov
Telephone:  (717)-787-1210
                                 FAX:  (717)-525-5777                                                  
Failure to submit this DGS Procurement Checklist and a New Vehicle Operation Inspection Checklist for each vehicle within 30 days of vehicle delivery will result in the withdrawal of payment.
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                                                            Attachment 1
            Types of Vehicle Specifications listed by Pennsylvania 

                   Commercial Item Description (PCID) Number:

        A.  PCID Number 1113:  23 Foot Transit Bus,

            14,500 Pound GVWR Vehicle (Ford Chassis).
        B.  PCID Number 1113LF:  23 Foot Transit Bus,

             14,500 Pound GVWR Vehicle (Ford Chassis) Low Floor.

  C.  PCID Number 1114:  25 Foot Transit Bus, 

        GVWR 14,500 Pound Vehicle (Ford Chassis).
  D.  PCID Number 1114LF:  25 Foot Transit Bus, 

        GVWR 14,500 Pound Vehicle (Ford Chassis) Low Floor.
  E.  PCID Number 1116:  20 Foot Transit Bus, GVWR 11,500 
       Pound Vehicle (Ford Chassis).
  F.  PCID Number 1122:  Transit Bus (Paratransit Narrow Body              Dual Rear Wheel), 11,500 Pound GVWR Vehicle

       (Ford Chassis).
  G. PCID Number 1130:  23 and 25 Foot Transit Bus,

            14,200 Pound GVWR Vehicle (Chevy Chassis).

  H. PCID Number 1130LF:  23 and 25 Foot Transit Bus,

            14,200 Pound GVWR Vehicle (Chevy Chassis).

  I.  PCID Number 1132:  29 and 31 Foot Transit Bus,

            25,500 Pound GVWR Vehicle (Freightliner Chassis).
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 J.  PCID Number 1143:  Grand Accessible Mini Van With Rear             Entry, 6,050 Pound GVWR
K.  PCID Number 1144:  Grand Accessible Mini Van With Side              Entry, 6,050 Pound GVWR
M. PCID Number 1145:  Paratransit Side Entry Vehicle (Van Type Passenger Vehicle, 6,600 Pound GVWR (MV-1))
N.  PCID Number 1152:  25 foot and 28 foot Ford Bus 18,000            Pound GVWR (Alternate Fuel-Ford Chassis)

O. PCID Number 1153:  31 foot and 33 foot Ford Bus 19,500            Pound GVWR (Alternate Fuel-Ford Chassis)

P. PCID Number 1153LF:  33 foot Ford Bus 19,500 Pound GVWR (Alternate Fuel-Ford Chassis)

Q. PCID Number 1154:  Passenger Type Dual Rear Tire 

     Van (Non-Raised Roof) 10,360 Pound GVWR
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                                                      Attachment 2
                       SAMPLE LETTER OF CONTRACTOR ACKNOWLEDGEMENT OF 
                                          RECEIPT OF A PURCHASE ORDER 

[DATE]

[ADDRESSEE]

DEAR [NAME]

                      We are in receipt of your order as contained in the attached Purchase Order(s), Change Order(s), and seating diagram(s) for the following vehicle(s):

1.) PCID Number _______ (Purchase Order Number _____)
2.) PCID Number _______ (Purchase Order Number _____)
3.) PCID Number _______ (Purchase Order Number _____)
4.) PCID Number _______ (Purchase Order Number _____)
5.) PCID Number _______ (Purchase Order Number _____)
           We confirm acceptance of each order.  We anticipate delivery of each vehicle by ________.

If you have any questions about your order, or if we can be of further assistance, please contact ____________ at ________.    
Thank you for your patronage.  We appreciate the opportunity to serve you.  

Sincerely,

[NAME]

[TITLE] 
CC:  Robert Zolyak, PENNDOT-Bureau of Public Transit

        Alfonzo Robinson, Department of General Services 
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                                                Attachment 3

                             LIQUIDATED DAMAGES GUIDELINES
THE FOLLOWING GUIDELINES ARE PROVIDED TO ASSIST PROCURING AGENCIES WITH ASSESSING LIQUIDATED DAMAGES UNDER THE TERMS OF THE DGS CONTRACT.  PLEASE NOTE, THE LIQUIDATED DAMAGES CLAUSE IS NOT A PENALTY CLAUSE.  ANY LIQUIDATED DAMAGES CLAIM MUST BE EVIDENCED BY ACTUAL FINANCIAL HARM:  

1) AGENCY SUBMITS WRITTEN NOTICE TO THE SUPPLIER OF THEIR INTENTION 
           TO ASSESS LIQUIDATED DAMAGES, AMOUNT OF DAMAGES, AND REASONS 

           THEREFORE; PENNDOT-BPT (ROBERT ZOLYAK) SHALL BE COPIED.  SUCH 

           NOTIFICATION SHOULD INDICATE THAT THE DAMAGES SHALL BE DEDUCTED 

           FROM THE INVOICE.  SUPPLIER SHOULD BE GIVEN THREE (3) DAYS TO 

           CHALLENGE THE ASSESSMENT OF DAMAGES.

2) SHOULD THE SUPPLIER CHALLENGE THE ASSESSMENT, PENNDOT-BPT WILL 

          MEDIATE THE DISAGREEMENT AND SUGGEST RESOLUTION.  

3) IN THE EVENT A RESOLUTION IS NOT POSSIBLE, THE DGS COMMODITY 

          SPECIALIST WILL RENDER A FINAL RESOLUTION OF THE MATTER.

4) DEDUCT THE ASSESSMENT FROM THE INVOICE PRIOR TO PAYMENT.  
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                                                  Attachment 4

[image: image1.jpg]On-Line Vehicle Inspectors

Ed Pigman-TRC Transit Resource Center
(407)-252-1145 (Cell)

Brent Sumrall (951)-805-9217
Jerry Ferrar-EF Enterprises

(951)-897-6704

Ryan Minges/Joe Santos
Cincinatti, OH
(5613)-419-3278




CONTRACTOR’S REQUEST FOR PROGRESS PAYMENT
SECTION I – IDENTIFICATION INFORMATON
Contractor Name:  _____________________________________________________
Purchasing Agency Name:  ______________________________________________

Purchase Order Number:  _________________

Purchase Order Date:  ____________________

Purchase Order Total Price (includes all change orders):  _______________________

Progress Payment Request Number:  _________

Progress Payment Request Date:  ___________

SECTION II – STATEMENT OF COSTS UNDER THIS CONTRACT THROUGH REQUEST DATE
Milestone Benchmark Completed:  Vehicle Ready for Delivery
Costs Incurred to Obtain Milestone Benchmark:  $__________

Amount of Current Invoice for Progress Payment (invoice attached): $ ______________

CONTRACTOR CERTIFICATION
I certify that the above statement (with attachments) has been prepared from the books and records of the above named contractor in accordance with the contract, and to the best of my knowledge and belief, that it is correct, that all the costs of contract performance have been paid to the extent shown herein, and that the work reflected above has been performed consistent with the requirements of the contract.

NAME AND TITLE OF CONTRACTOR REPRESENTATIVE SIGNING THIS FORM:

__________________________________________________________________________________________
SIGNATURE:  ______________________________________________________________________________

CONCURRENCE OF PURCHASING AGENCY
NAME AND TITLE OF PURCHASING AGENCY REPRESENTATIVE SIGNING THIS FORM:

__________________________________________________________________________________________
SIGNATURE:  ______________________________________________________________________________


Form BPT-CRPP (04-09)
