Sample procedure for Vehicle Purchasing for NCAP

This document describes a procedure for purchasing vehicles for New Car Assessment Program. The contractor should examine the process and must submit a procedure for the approval before executing any task order. The contractor must address to show a plan for bidding process, payment, and disposal service. 

In each task order, the COTR will provide make and model, specific technical information about vehicle type, location of delivery, delivery requirement, NHTSA number, and testing type. The contractor must submit a procedure demonstrating a vehicle purchasing procedure. 

Requirements for Vehicle Procurement. 
The procedure must include following important factors.

· Must purchase designated vehicles by calling dealers and obtaining at least 3 quotes (the vehicle must be new and have less than 200 miles on it).  If 3 quotes cannot be achieved ensure a justification is written.  Quotes over the MSRP will not be accepted.  When obtaining quotes ensure faxed copies of the manufacturer’s invoice are received.  
· Describe script used for buying vehicles from vehicle dealers.  May use example as follows:

· When calling dealers the following script is could be used:  My name is __________ and I work for __(contractor’s company name). We are currently purchasing vehicles for our crash test program for New Car Assessment Program of Department of Transportation, and would like to know if have a __________ in stock?  (If they say yes) Will you quote us a price on one (make sure you explain what equipment it should have)?  (If they say no) Do you know when you might be expecting some?  (If the time frame is reasonable receive a quote, otherwise thank them and move on).  
· Once obtained quotes,  fill out bidform (see exhibit 1.1). The contractor must provide this information to the COTR.
· Once a dealer has been chosen fax the appropriate documents that outline the stages of the process and informs the dealer of what is to be expected (see sample used in NCAP office in appendix A).  The contractor must have a procedure and submit to the COTR for approval. 

· Establish a delivery date and fax a copy of the Manufacturer’s Invoice to the COTR.  Vehicles should arrive to the appropriate test facility not later than 10 business days prior to the schedule test date. 

· Once the necessary materials have been received, issue a purchase order or some official document showing the specified vehicle being purchased from the winning dealer by you (exhibit 1.5 is sample of the NCAPs purchase order; ).  

· Confirm delivery of vehicle and inform the COTR. The contractor must make sure all vehicles received must have all required technical specification specified in the task order. The contractor who has experience in vehicle testing must inspect and receive the vehicle.
· Once the vehicle has been delivered, the following materials should be received from the dealer:  

1) Invoice from Dealer to NHTSA, 

2) Original MSO or Title, 

3) Copy of Manufacturer’s Invoice to the Dealer, 

4) Odometer Statement, and 

5) Sales Brochure for the purchased vehicle.  

In some instances, the dealer might wish to keep the MSO or Title until payment is received.  The NCAP does allow this, but a copy must be sent with the aforementioned documentation.  In addition, there are times when the odometer statement will be combined with either the MSO or the application of title, should this occur a separate odometer statement is not necessary.  

· Once the aforementioned materials have been received from the dealer place them in a folder along with the bidform, the purchase order, & the initial faxed correspondence.  Make one copy of the folder’s contents for your records; mail the original to the COTR.

VEHICLE STORAGE 

All vehicles tested for NCAP will be stored at NHTSA vehicle testing lab contractors. The contractor must keep track of all vehicles tested for NCAP. The contractor must provide weekly report. The weekly report can be maintain in MS Access and provided to COTR. The contractor must provide sample of weekly report.  

DISPOSAL

In order to assist vehicle disposal, the contractor must provide following information. This information will be used for vehicle disposal.

· The list of vehicles should contain a vehicle description

· the vehicle’s NHTSA No.

· the vehicle’s Vehicle Identification Number (VIN), and

· the vehicle’s cost to the NCAP.

[image: image1.jpg]"~ [EXHIBIT 1.1 -~

ModelYear I 2005 Vehicle Description |Toyota Corolla 4dr NHTSA NO. |M55108
PR. NO. INVS-1 11-4-02090 P.O. # IDTNH22-04-P-02090 Program IFronta|

Color lDesen Sand VIN |1 NXBR30E85Z2371754 Mileage I 0 BuildDate l
Lab MGA Lab Address: ISOOO Warren Road Lab City: }Burlington
Lab State: lWI Lab Zip: |531 0S5 Lab POC: |Dave Winkelbauer: 262.763.2705

CcosT I $15,921.00

Dealer |Jack Safro Toyota Phone  }(262) 781-2626 ex Comments {16500
Contact lWayne La Voncher Fax No |

Dealer IWilde Toyota Phone |(41 4) 329-6000ext.  Comment 15921
Contact IJoe Zanella Fax No |(41 4) 546-2358

Dealer IAndrew Toyota Phone |(414) 228-1450ext.  Comments 16100
Contact |JC Hun Fax No I

Date I 13-Aug-2004 Payment Method IACH Transfer

Name IWilde Toyota Account No |632687828
Address |3225 S. 108th St ABA No |075 000 019
City 'West Allis TIN |39 1269420

State IW' DUNS No I782020960
Zip | 53227 Bank Info Bank One

Contact IJoe Zanella
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C 2N PAGE OF PAGES
ORDER FOR\ _ PPLIES AND SERVICES .
1 3

IMPORTANT: Mark all packages and papers with contract and/or order numbers.
2. CONTRACTNO. (If any) - e swpTO: ]

a. NAME OF CONSIGNEE

1. DATE OF ORDER

August 13, 2004
3. ORDER NO.

MGA Research Center, Dave Winkkelbauer 262.763.2705
b. STREET ADDRESS

4. REQUISTION/REFERENCE NO.

DTNH22-04-P-02090

5. ISSUING OFFICE (4ddress correspondence to)
DOT/NHTSA, NVS-111

400 7™ St. SW, Suite 5311

‘Washington, DC 20059

e. ZIP CODE
53105
Attn: Anthony T. Whitsen 202.366.0781 DEALER DELIVERY

a. NAME OF CONTRACTOR 8 _TYPE OF ORDER

Jou Zanlle 414329.6000 I

b. COMPANY NAME X a.PURCHASE b. DELIVERY - Except for billing instructions on the
3 reverse, this delivery order is subject to instructions contained
Wilde Toyota REFERENCE YOUR: VERBAL

. - " on this side only of this form and is issued subject to the
Please fumnish the following on the terms and conditions )
o STREET ADDRESS ified on both sides of this o the terms and conditions of the above numbered contract.

3225 S. 108" St
d. CITY e. STATE f. ZIP CODE
West Allis WI 53227

sheet if any, including delivery as indicated.
9. ACCOUNTING AND APPROPRIATION DATA

NVS-111-4-02090

5000 Warren Road

10. REQUISITIONING OFFICE
X01FHWA-25-162-1010NT-3119

OFFICE OF CRASHWORTHINESS
11. BUSSINESS CLASSIFICATION (Check appropnate box(es;

12. F.0.B. POINT 14. GOVERNMENT B/L NO. 15. DELIVER TO F.O.B. POINT ON OR BEFORE 16. DISCOUNT TERMS
(Date)
13. PLACE OF
a. INSPECTION b. ACCEPTANCE August 20, 2004
N/A PER BLOCK #6

17. SCHEDULE (See reverse for Rejections)

QUANTITY UNIT QUANTITY
ITEM NO. SUPPLIES OR SERVICES ORDERED UNIT PRICE AMOUNT ACCEPTED
@ b Y c d ) ® g

2005 Toyota Corolla 4dr

NHTSA No.: M55108

Color: Desert Sand

VIN: INXBR30E85Z371754

Tax Exempt No.: 520937396

Bank Name: Bank One

ABA No.: 075000019

Account No.: 632687828

Tax ID No.: 391269420

DUNS No.: 782020960

SPECIAL PROVISION FOR PAYMENT:

After receipt and acceptance of the vehicle and receipt of the invoice at NHTSA,
payment will be processed as follows: (1) If requested via electronic funds
transfer within ten working days or (2) within 30 days for all other invoices.

17(h) TOT.
21. MAIL INVOICE TO: (Cont piges)
a. NAME
DOT/NHTSA, OFEJCE OF CRASHWORTHINESS, NVS-111

b, STREET ADDRESS .
400 7™ ST. SW, SUITE 5311 y $15.921.00 sy

CODE_ : 7 ’ TOTAL

GTON, DC20590 ) T
” 23. NAME (Type
UNITED STATES OF / ANTHONY T. WHITSON
AMERICA BY (Signature) // Y/ ﬂ: /) //Zfl 7 TITLE: CONTRACTING/ORDERING OFFICER
," YL

AUTHORIZED FOR LOZXL KEPRODUCTIO) OPTIONAL FORM 347

4

SEE BILLING
INSTRUCTIONS
ON REVERSE

(REV.12/98)
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THIS IS A SAMPLE PROCEDURE USED BY NCAP FOR PURCHASING VEHICLES. THE CONTRACTOR MUST REVIEW THE PROCEDURE AND SUBMIT THE COTR THE CONTRACTOR’S PROCEDURE. THE PROCEDURE MUST ADDRESS ALL REQUIREMENTS DESCRIBED IN THIS SAMPLE. THE COTR MUST APPROVE THE PROPOSED PROCEDURE BEFORE EXCUTING ANY TASK ORDER
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U.S. Department

Of Transportation

National Highway

Traffic Safety

Administration

DATE:  

ATTN:  




COMPANY NAME:  

PHONE:  




FAX:  

Congratulations on submitting the winning bid.

The Office of Crashworthiness Standards agrees to purchase the following vehicle from your dealership:

One ‘Vehicle Name’ @ ‘Specified Price’

Your Purchase Order number is  DTNH22-06-P- .   Please ensure the vehicle is delivered on or before ‘specified date’.  The price above is the full and complete cost of the vehicle including delivery to:

   

                                         Karco Engineering

                                                              9270 Holly Road







Adelanto, CA  923014








Attn:  Frank Richardson  760.246.1672

We want to pay you as quickly as possible.  We can pay you quickly if you follow the four steps described below.  Please read and reread the following instructions so that all paperwork moves efficiently as possible.

STEP 1:  Payment Information

Select one of the options below and fill out the appropriate portions of the attached form (page 4) and fax back as soon as possible:

1. ACH wire transfer – You will be paid within 7-10 working days after you deliver the vehicle AND submit all paperwork.  Fill out all of the information on the attached form and fax it to (202.366.7002).

2. Government Check – The check will be mailed within 15-20 working days after you deliver the vehicle AND submit all paperwork.    Fill out both the Vehicle Information and the Payee/Company Information on the attached form and fax it to (202.366.7002).

STEP 2:  Vehicle Documents

The following documents must be sent overnight mail to:

Anthony T. Whitson

DOT/NHTSA, NVS-111

400 7th Street S.W. Suite 5311

Washington, D.C.  20590

1. ORIGINAL Invoice between your dealership and NHTSA.

2. Copy of the invoice between the manufacturer and your dealership.

3. Original MSO or Title.  This document should be made out to:  DOT/NHTSA, NVS-111.

4. Odometer Statement.  The vehicle must have less than 500 miles when delivered to the laboratory.

5. Sales brochure for the vehicle.

6. Your business card.

· Do not register the vehicle.

· Do not include sales tax in the price.  A tax exemption number will be supplied to you.
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STEP 3 – Documents Provided toYou
At this point you will be faxed a copy of the Purchase Order for this vehicle purchase.  DO NOT DELIVER THE VEHICLE UNTIL YOU RECEIVE THE FAXED COPY OF THE PURCHASE ORDER.
STEP 4 – Vehicle Delivery

1. Completely prepare the vehicle as you would for any other customer.

2. Call the contact at the laboratory to be assured someone will be available to accept the vehicle.

3. Place the following items in the glove box:

a) Owner’s Manual

b) Consumer information brochure (if not included in owner’s manual)

c) Warranty cards and warranty information

d) Extra set of keys

THAT’S IT – We can push the paperwork through our payment system as soon as the vehicle has been delivered and all of your paperwork has been submitted.
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1 VEHICLE INFORMATION:  (All fields are required)       
YEAR/MAKE/MODEL:______________________________________________

     VIN:______________________________________________

  BUILD DATE:______________________________________________

           COLOR:_______________________________________________

           ODOMETER READING:_______________________________________________

      PRICE TO NHTSA:_______________________________________________

2 PAYEE/COMPANY INFORMATION:  (All fields required)
NAME:_______________________________________________

      STREET ADDRESS:_______________________________________________

          CITY/STATE/ZIP:_______________________________________________

    CONTACT AND PHONE NO:_______________________________________________

    TAX I.D. NO:_______________________________________________

**DUNS NO:_____________________________________________

**If you do not have a DUNS number please call 866.705.5711, Monday thru Friday, 7:30am to 7:00pm CST or visit www.ccr.gov website to obtain one.  Once you have obtained one please register your business on the www.ccr.gov website!!  

3 FINANCIAL INFORMATION: (Fill this out for ACH Transfers only)
NAME:_______________________________________________

 

      STREET ADDRESS:_______________________________________________

          CITY/STATE/ZIP:_______________________________________________

    CONTACT AND PHONE NO:_______________________________________________

   ACCOUNT NUMBER:_______________________________________________

                ABA OR ROUTING NUMBER:_______________________________________________
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*Please fill out for each vehicle purchase and fax back along with a copy of the Manufacturers invoice to 202.366.7002, Attn:  Anthony T. Whitson





QUESTIONS????????????????





	1.  Reread the above instructions


	2.  Call Anthony T. Whitson  202.366.0781
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