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I. INTRODUCTION

Purpose: 

· This User’s Guide provides general information and instruction on how to procure materials and services during a disaster/emergency event using the Commonwealth of Pennsylvania (CWOPA) Department of General Services (DGS) Bureau of Procurement (BOP) Disaster/Emergency Event Website at www.dgs.state.pa.us/disasterevent. 
· The Website is designed for those individuals who are responsible for ordering materials and services during a disaster/emergency event in the Commonwealth of PA.  It is for use by state, county, city, borough, federal, military and volunteer emergency workers.  The end users of this guide would include CWOPA Emergency Preparedness Liaison Officers (EPLO’s), Local Emergency Management Coordinators (EMC’s), Incident Commanders, etc.
· The Website and User’s Guide outline the process, identify the procedures and provide the tools and resources to access suppliers and make purchases during a disaster/emergency event.  
· This User’s Guide is designed to serve as a training tool as well.  Log onto the DGS Bureau of Procurement Disaster/Emergency Event Website at www.dgs.state.pa.us/disasterevent and follow the instructions in this guide.  The site is available at any time for practice and training purposes.  However, due to privacy and legal issues, the COSTARS spreadsheets and the list of DGS/BOP Points of Contact are only activated during actual emergency events.  Further, access to the DGS/BOP Points of Contact page is limited to CWOPA EPLO’s and those with User ID’s identified by PEMA/DGS.
· This Website does not provide an exhaustive list of suppliers for every possible requirement.  It does, however, provide many reliable suppliers with emergency contact information for numerous materials and services needed during past disaster/emergency events.
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The icon used for the DGS Bureau of Procurement Disaster/Emergency Procurement Website can be loaded onto your computer by following the instructions contained in Appendix A (How to Install Emergency Icon.)
The DGS Bureau of Procurement Disaster/Emergency Procurement Website contains:

· A Website Overview Page which outlines the process and identifies the contents of this Website.
· A Procurement Flow Chart for Disaster/Emergency Events which provides a step-by-step diagram of the process to be used to procure materials and services during a disaster/emergency. 

· A Purchase Order Form for Disaster/Emergency Events to document and record pertinent information needed for procurement and delivery during a disaster/emergency and subsequent reconciling of funding records.

· A List of Pre-Qualified and Known Suppliers to identify numerous suppliers for materials, services, raw materials and COSTARS. There are also links provided to search qualified suppliers on federal contracts in GSA Schedules.
· A list of DGS/Bureau of Procurement Emergency Points of Contact to assist you in the event that you are unable to locate a supplier to fulfill your requirement.  Note: Access to the DGS/BOP Points of Contact page is limited to CWOPA EPLO’s and those with User ID’s identified by PEMA/DGS.
· This Quick Reference User’s Guide to provide information and instruction concerning the use of the DGS Bureau of Procurement Website along with disaster/emergency event policies and procedures.

· Access to Related Links which will lead you to other websites that contain information concerning emergency response related agencies and activities.

Note:  Since internet access may become a factor during an emergency, it is recommended that you print your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.
· Pages on the website can be printed by clicking on the print icon 

 or by using the drop down menu.

· Pages can be emailed by clicking on the email icon 

 or by attaching the page as a document.
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II. WEBSITE OVERVIEW
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This Flow Chart provides a step-by-step diagram of the process to use when
procuring goods and services during a governor declared emergency.
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Click here to access.
the Emergency
Procurement
Process Flow Chart.
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This Purchase Order Form should be completed in order to record all the pertinent
information needed for procurements during an emergency.




[image: image7.jpg]>

Click here to access

the Emergency
Purchase Order Form.
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The five categories of suppliers listed in these spreadsheets are available to provide
‘goods and services to state and local governments in case of an emergency.
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Click here to access Contains services such as portable showers sanitation railers,
the Services Suppliers portable estrooms,excavating, dumpsters,catering, mold
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food banks, etc.
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Click here to access Contains raw materials groups such as propane, concrete,
the Raw Materials | piping,chemicals,fuels,gases, etc.
Suppliers Spreadsheet.
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Click here to access Contains websites used to search for GSA pre-qualified
the GSA Disaster suppliers,willing t provide goods and sevices at negotiated
Recovery links. prices,during and after emergencies
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III. PROCUREMENT FLOW CHART OF 
DISASTER/EMERGENCY EVENTS

Purpose:

· This flow chart provides a step-by-step diagram of the procurement process to use when buying materials and services during a disaster/emergency event.
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How to Use the Procurement Flow Chart for Disaster/Emergency Events
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   The Process begins when the Emergency Purchaser gets a requirement.
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The Emergency Purchaser clicks on PURCHASER ORDER FORM on the flow chart or on the Website Overview Page and begins to fill in all known and required fields.  You may not be able to complete sections such as Supplier Information just yet.  Simply fill out as much as you can, then proceed to the next step.  
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The Emergency Purchaser clicks on the LIST OF SUPPLIERS on the flow chart or on the Website Overview Page.  This section contains contact information for many pre-qualified and/or known CWOPA suppliers.  Drilling down into these spreadsheets will give you emergency contact information provided by the suppliers for this purpose.  Suppliers are grouped into 5 sections: Materials, Services, Raw Materials, COSTARS and GSA.    


[image: image21.png]


[image: image65.png]EMERGENCY
PURCHASER
COORDINATES

FUTURE LOGISTICS
AS REQUIRED




If you find what you need: 

1.  Contact the supplier. 
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2.  Order off the website/catalogue.

3.  Complete PURCHASER ORDER FORM.
4.  Print the PURCHASER ORDER FORM and/or save it to the Desktop, Resource Account or Thumb Drive.

5.  Ordering is now complete.
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       6.  Emergency Purchaser coordinates future logistics as required.
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If the supplier you contact does not have what you need, try again until you find a suitable supplier to satisfy your need. 
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Or, click on DGS/BOP POINTS OF CONTACT and notify someone on that list of your requirement.  Then proceed with steps below.
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  If you do not find what you need: 

1. Click on DGS/BOP POINTS OF CONTACT 

2. Notify someone on that list of your requirement.  

3. Forward the information you have thus far from the Purchase Order Form.

4. The DGS/BOP Point of Contact will locate supplier, place order and fill in remainder of the Purchase Order Form.

5. DGS/BOP Point of Contact will return completed Purchase Order Form to Emergency Purchaser.

6. PRINT the PURCHASER ORDER FORM and/or SAVE it to the Desktop, Resource Account or Thumb Drive.

      7.  Ordering is now complete.
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       8.  The Emergency Purchaser coordinates future logistics as required. 
IV. PURCHASE ORDER FORM

Purpose:

· The Purchase Order Form is completed in order to record the pertinent information needed for procurements during an emergency.  This document will also be used for payment purposes. 

Contents of the Purchase Order Form:

· Emergency Purchaser Information

· Name of Emergency Event – name given by PEMA

· PEMA Mission # –  date YYYYMMDD with 5 digit PEMA incident #

· Name – name of Emergency Purchaser (your name)

· Agency – name of Agency, Department, Municipality, etc.
· County – County where items will be used/received

· Phone #/ Backup Phone # – to contact Emergency Purchaser

· Email address – to contact Emergency Purchaser

· Fax # – to contact Emergency Purchaser

· Date/ Time of request

· Requirement(s) received from- name of the person/office that requested items

· Supplier Information
· Name
· Address
· Contact Person
· Phone #

· Backup Phone #

· Email address

· Fax #

· Website
· Contract #

· Ship To
· Detailed Location – specifics on delivery address, area, building name, floor number, room number, landmarks, etc.

· Contact Person – point of contact for delivery agent

· Back-up – alternate contact person

· Phone # – phone number of contact person

· Back-up Phone # – alternate contact person’s phone number

· Email Address – email address of contact person

· Fax # – fax # for contact person
· Special delivery equipment needed? – e.g., forklift, heavy duty cart, platform trucks, Aerial Apparatus, padding, cargo net, etc.
· Is warehousing required/available?

· Pick up required/available?

· Any quarantines or delivery restrictions? – e.g., must wear protective gloves, radioactive material, highly infectious area, etc.
· Must entire order amount be delivered at once?- Provide description.

· Special instructions/remarks – e.g., refrigeration necessary, photo ID required to deliver, third party billing number, etc.

· Purchase Order #

· The Purchase Order # consists of 3 parts: the date, Outlook or User ID, and an order # from 001 through 999, assigned by the Emergency Purchaser (YYMMDD-Outlook or User ID- ###)
· Example:  If the date is October 30, 2007, the Outlook ID (username) is jdoe, and this is the 4th order placed for this emergency by this Emergency Purchaser, the Purchase Order # would be 071030-jdoe-004
· Priority  (Choose one)
· Urgent – needed within the hour

· High – needed within 2-8 hours

· Medium – needed within 8-24 hours

· Low - needed within 24-48 hours

· Anything needed in 48 hours or out, should be noted as such in remarks.

· Item Table

· Item # – number assigned to the item from supplier/catalogue

· Description of Material/Service 

· Unit of Measure – number, quantity, weight, inches, miles, quarts, billable hours, etc.

· Unit Price – price of each unit

· Extended Price – Unit of Measure multiplied by Unit Price
· Commodity- consumables (food, water, etc.), expendables (paper towels, plates, gowns, etc.)

· Accountable Property- nonexpendable property and sensitive property (e.g., portable computers, portable communications items, photographic items, firearms, survey instruments, binoculars, power tools, televisions, and video cassette recorders.)  Items retained for ownership after a disaster.  These items would need to be maintained and accounted for. 
· Estimated Freight costs – when not FOB destination, record the estimated costs

· Special Instructions/Remarks – any specifics needed to describe item and/or the delivery and storage of the item

· Payment Method  (Choose one)
· Invoice municipality – address can be listed in General Notes/Remarks
· Invoice COPA – address can be listed in General Notes/Remarks
· P-card

· Specify P-Card#

· Expiration Date
· Donation – general information can be listed in General Notes/Remarks
· Other – general information can be listed in General Notes/Remarks
· Approved By - The Approved By portion of the form needs to be completed by the coordinator when the total purchase cost exceeds $10,000.

· Name – name of coordinator that approves the form

· Date/Time – date and time of approval
· Title – position description of person who approves form

· Signature – the signature of the approver should appear on the printed copy.  
· Forwarded To – The Forwarded To portion of the form is completed in the event that the Emergency Purchaser has to send the Purchase Order Form to someone on the DGS/ BOP Point of Contact listing for assistance.

· Name – name of DGS/BOP Point of Contact
· Title – position of DGS/BOP Point of Contact
· Date/Time – date and time form was forwarded
· General Notes/Remarks – This space is provided for any general comments/instructions/information.
· All required fields are marked with an asterisk ( * ).

Note:  Since internet access may become a factor during an emergency, it is recommended that you print your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.  A Resource Account named ra-disasterbuy@state.pa.us has been established and can be used for any/all Purchase Order forms.
STEPS TO COMPLETE PURCHASE ORDER FORM:
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Emergency Purchaser Information:
(Used to identify and contact Purchaser.)
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Supplier Information

(Provides details on supplier and contact info.)
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Ship To:
(Provides details/instructions for deliveries.)
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Item Information

(Purchase Order #, Priority, Description of 

Desired Item, Quantity Needed)

[image: image88.png]“Purchase Order #: NYMMDD - Outook D # | )

*Pririty (Please checkone) - Bugert O on  Biedin Low

Descrption of Untof  Unit
Mateia /S Measure  Price

Ecimated Froight Costs (170l FOB Dostaton)

Eeimated mebucionsremars

Payment Method

0 nvoice Municpalty B invoico COPA [P -Card @ Denation EOter

Speciy Pcara Expiraton date
Name: DatefTime:

Tie: Signature:

Name: DatefTime:

i

GeneraiNotes / Remarks:




[image: image89.png]PENNSYLVANIA DEPARTMENT OF

\E GENERAL SERVICES

BUREAU OF PROCUREMENT

PURCHASE ORDER FORM FOR DISASTER | EMERGENCY EVENTS

« Requied Flge

* Name Emergency Event: PEMA Mission#:

*Name:

* Agency: *County:

i s

S — [N——
e

ot

- p

e e

“Detaed Locaton (address,

*Contact Person Backup
“Phone Backup Phones:
Email Adaess: Foxs:

‘Special devery equipment forkit heay duy cat plaform trucks, ) needed?

Is warehousing requiediavaiabie?
Pick up requiediavaiable?

‘Any quarantines or delivery resrcctions?

Must ntire order amount be delivered at once?.

‘Special nstructonsremarks:




[image: image90.png]ASTER /| EMERGENCY EVE!

COMMONWEATLH OF PENNSYLVANIA
DEPARTMENT OF GENERAL SERVICES
BUREAU OF PROCUREMENT

USER’S GUIDE

DISASTER / EMERGENCY EVENT
PROCUREMENT WEB SITE

P comermes e

GENERAL SERVICES



[image: image91.png]EMERGENCY
PURCHASER
COORDINATES

FUTURE LOGISTICS
AS REQUIRED




Payment Method

(Indicate the preferred payment method.)
[image: image92.png]EmerGENCY
PURCHASERGETS

REQUIREMENT




Approved By

[image: image93.png]AL

PURCHASE ORDER
Form




[image: image94.png]


(Approval polices, if required, will be set by PEMA or
[image: image95.png]oriea suppuER
ONLISTOF
suppLIERs ?



 the Eplo Agency Lead at the time of the event.)
[image: image96.jpg]EmeRGENCY
REQUIREMENT 4

PROCUREMENT FLOW CHART FOR
DISASTER / EMERGENCY EVENTS

e

DisASTER
st oF SupPLERS

Fowarp
WNFoFROM

Puncinse ey
No cnosrom | SN
secutneenrs

soproc
Gves.
PURCHASING INFO
PURCHASER

EMERGENCY.

THE EMERGENCY PURCHASE ORDER PURCHASER
JRCHASER PLACES S ARCHIVED FOR COORDINATES
PURCHASE ORDER REIMBURSEMENT FUTURE LOGISTICS

PURPOSES AS REQUIRED



[image: image97.png]PENNSYLVANIA DEPARTMENT OF

\P% GENERAL SERVICES

BUREAU OF PROCUREMENT



[image: image98.png]J=/es
&

oloE

€] http:/Awww. ies.state. pa. us/srm/lib/srm/emergency_proc/costars.xls - Microsoft Internet Explorer
Fle Edt Vew Inset Fomet Took Data GoTo Favorkes Heh
Qeeck - [ e search e ravertes @) [ (2~ 4 3 L)
s ] oo stae, s usfsrfisrmfemergency _procjostars. s Emergency Lt - COSTARS'AL
Google Gl v]eo o @ M v B v | € Bocknarisy S iblocked 8 check v - [ sendtov
2 - #
1
2 * PLEASE SCROLL DOWN FOR ADDITIONAL CONTRACTS
3 24 ArSwve] Recwd lior Contact Phone Email
1
[Acuity Specialty Products, Inc.
5 dba Zep Manufacturing Company Fred Miller 4126702285 |fred.miller@zepmfg.com
6 |All American Poly [Zeke Rosenwasser 732.152-3200 |zeke@allampoly.com
7 Central Poly Corp [Andrew Hoffer 908.862-7570 [bids@centralpoly.com
8 CFI Associates, Inc. David Sullivan 1128489461 [dnksulli@earthlink.net
9 Direct Resource, Inc. [Alvin Lai 6143370300 [alvin@directresourceinc.com
10 v {Olympic Giove & Safety Co_ inc Deb ot 8005260122 [dpierrot@ogs-inc.com
11 ¥ [Sherwin Williams Co_ & Duron Paints Michael Maguire 2155145223 [swrepb789@sherwin.com
2 v ¥ [WW_ Grainger, Inc Sonya Holubowski 6107216173 [sonya. holubowski@grainger.com
13
v v [Aramsco,inc [Tom Grasso 800-7676933 [tgrasso@aramsco.com
15 v [Chioe Fooys Corporation [Thanos Bouros 7188279000 [abouros@chloefoods.com
Office To Home Cleaning, Inc.
15 dba OHI Ice Cream David C. Minor 724.229.0422 licecreammandave@hotmail.com
US Foodservice, Inc.Western PA
17 v__|pivision [Jeft Stellabotte 814.949.8322 | JEFF STELLABOTTE@USFOOD.COM
18
[Applied Industrial Technologies - PA
19 Lic Eric Stouffer 717.564.8780 |estouffer@apy
Eil Best Plumbing Specialties, Inc. Missy Baugher 8004486710 [mbaugher@bst-plbg-parts.com
21 City Lighting Products Company, Inc. _|Jerry Kieffer 412:366-7009 [jKieffer@citylighting.com
Dauphin Associates
2 dba Dauphin Electric Supply Lynn Hamor 717.986.9300 [lhamor@dauphinelectric.com
23 Friedman Electric Supply Co. Ray Gaugler 570-784.9488
2 Fromm Electric Supply Randy Qu 6103744441 [rquirin@frommelectiic.com
% Hilti Bruce Mitchell 800.879-6000 [webcs@us.hilti.com
% MSC Industrial Supply Co. [Vince Contini 6147859198 [continiv@mscdirect.com
o7 Schaedlar Yesca Dist |n (Il unn Friegal 7177331671 | enstar@SYDIST, CO
¢« > W\USAGE { Erergones List - CORTARS 3, COSTARS Suppliers { AL Moul  American LaFranca. § Aromich § RE Safots 1 BE

Links >

) settings~

| B

@ Unknown Zone

m ) nbox - Mrosof out

) cocuments - icosof,

| bt ies.state... |

PREAFOR suan




Forwarded To

[image: image99.png]Appendix A- Userguide - Microsoft Word

&=

o The find tool can be used by holding down the Ctrl key and typing the
letter F.

(Find and Ropiaga ™ o

| e | 070 |

Find what;

T ighiight al items Found in:

s — =50 o
Fod [regce [ oo |
- =

I rapigesttons fondn:

He ES Wew et Famst ook Tabe Mindow e Type > queston for b
NEHLR|ERY RS o o [@FOR= L& 7 [0% ] HEFFE o EEA AR
4 - - -Bru 4

2| L 2 T 2 rrashowgrake - shovs | 8 90 5 rod | fat S WEY W,
il BN %1234 s SESSS

“oms

B@.

4 [2-Z-a-

5]

REC TRK EXT OWR

iz Gt

11

|| ) appendices- Lserauid

| Appendix -




[image: image100.png]B Flow Chart of the Emergency Procurement Process- Userguide - Microsoft Word

He ER Gew et Fomad Iws Tdle indow e
NEHLR|ERY RS o o [@FOR= L& 7 [0% ]
s - -msu

Finsl Showing Markup

Sdon- [ BB BB

Z-B-2-/0- 2

&=

Type a question for help

- x

HEFFE o EEA AR

1o | A S HEY S| W,

ind and Replace

| e | 070 |

i what ol

Pur

T ighiight al items Found in:
i Document

Cancel

T

v
fields ofthe Purchase Order Form:
= Emergency Purchaser Information:
o Name

Agency

Phone # Backup Phone #

Email address

Faz#

Datef Time of request

Name of the personfoffice that the Requirement(s) are received from

NAME OF EVENT?

4 sag,.

o~ [+ Adoshapes~ w10

[2-Z-a-

Page 1 sect 3 At Inil Gl1  REC WK BT OR GX

o - Microsoft O,

B oo vt | Bt oo [T R ocoea. QY s



Forward To

[image: image101.png]B Flow Chart of the Emergency Procurement Process- Userguide - Microsoft Word (=l

Ho B Mew Imet Fomet Dok Tobe Wndow Heb Type > queston for b
NEHLR|ERY RS o o [@FOR= L& 7 [0% ] HEFFE o EEA AR

: - mzu

L [[1- 2|01~ 2 FelshowngMeriun - show~ | & 37 & - & - 1ol u S E
A ! : ! 2 ! 3 ! + ! s ! 5 S

e

ind and Replace

| e | 070 |

Fd vt [om

T ighiight al items Found in:

. s — =50 o
)

Emergency Purchaser Gets Requirement- Fill in Purchase Order
o When an emergency purchaser gets a requirement, they should fill in the following
fields ofthe Purchase Order Form:
= Emergency Purchaser Information:
o Name
Agency
Phone # Backup Phone #
Email address
Faz#
Datef Time of request
Name of the personfoffice that the Requirement(s) are received from
NAME OF EVENT?

|2-£-4- BTN
13 AL 2.7 n8s Col 62 REC TRK ExT OwR IO

b 0. B ipponees Urrone | B sppenic e [T et . YL o09am




[image: image102.png]Be £ vew et Famet Tods Owta wndow e TR
DEESR SGRAY IR @ =-4E P -0,
@ ER N -

arciel -8 u
A7 - # Portals Plus, Inc
A B © [ E F G <]
1 Emergency Contact list
2 |Back
3 Portable Showers & Sanitation Trailers
1

Supplier |address city [county state zip Phone [}

[Fortars Pius, inc G0N Thomas Drive
[Port-A-John Rental Co RR4Bo;
[Portable Sanitation Assn. Intl 7800 M
[Partec Flomaster, nc

ille Pa 717 (724 469.5680 @94
jington MU ssa2s (952) 8548300 @528
city co s1215 (@19 215741 @92

rield Mo G006 (636) 637-5555 ©30)5
& ascending Pa 1015 15) 362.8045 @15
ing Bidg Systems, Inc 133 5h € Descending ty MO 63045 619 9174200 G192
lPortable Space 201 Seh PA 16
[Portable Cooling Systems, Inc PO Box P in ™ a6 (615) 7948070 157
[Porter Instruments Co, Inc 24 To I~ | = a PA 19am0 @15 7234000 @57
[Portable Pipe Hangers, Inc 5534 Har ¢ Descending on > 020 (713) 672-5088 136
lPort Austin Level & Tool Mfg POBox ustin m e (089 738.5201 o197
[Potty Queen 3115 Sar T]  ascendng own PA 1364 (©10) 705.5656
[Porta Door Co &5 Cog " Descendng cT @u3) 8886191 s
lPerna Waste Water 60 Scho rton PA 1ama (15) 799.2200

lPorter Brothers oo g o] My st has

[Porta-tail, Inc

ollege pa 16801 #192331110
(@10) 762.6334

C Headerrow (% Naheader row

ok

Cancel

Options.

5
&

7

]

9

10
11
12
13
14
15
18
17
18
19
pij
21
2
Pl
24
%
%
277
il
2
30
Ell
2

Roofing ), Portable Shower-Sanitation { Portable Restrooms { Excavating  Dumpsters { Catering (I |« | IO
Ready Sum=1,60668E+11 N

PR M| O ot oot .| ) opendces: sergu ] B8] oocuments - irosous ], 9 Orignal speadivess PO wwan

ORI




(Use if forwarded to DGS/BOP POC) 
[image: image103.png]€] http:/Awww.ies.state. pa. us/srm/lib/srm/emergency_proc/services_spreadsheet.xls - Microsoft Internet Explorer

Fle Edt View Insert Format Toos Data GoTo Favarbes Hep

Qo - NR G o Fr- @ MR- BB LA

adress | €] htps e es.state. pa.us{similibjsimjemergency_procjservices_spreadsheet s

[BEX]
L

VB s>

PO Box 1267 Wiimington

€

(@10) 762.6334

Roofing 3, Portable Shower-Sanitation { Portable Restrooms { Excavating { Dumpsters { Catering { Mold | « |

Google[G~ V]eo @ M B v € cookmarker S 1boded | P check - - o sendtor O settings
A7 > # Portals Plus, Inc
A B [ D E F G -

1 Emergency Contact list

2 Back

3 Portable Showers & Sanitation Trailers

)

S Supplier |Address |County |State. Zip Phone Fax
7 [Portals Plus, Inc. 639 H. Thomas Drive’ Bensenville

8 |Port-A-John Rental Ca RR 4 Box 310 Blairsville PA 5717 (724) 459-5680 (724 959
9 |Portable Sanitation Assn, Intl 7800 Metro Parkway, Ste 104 Bloomington MH 55425 (952) 854-8300 1(952) 854
10 |Portec Flomaster, Inc. PO Box 589 Dept T Canon City co 81215 (719) 275-7471 (719) 269
11 ab Corp PO Box 1084 Chesterfield Mo 63006 (636) 53755655 (636) 537
12 |George C. Allen Company 4375 County Line Road Colmar. PA 18915 (215) 362-8046 (215) 997
13 ing Bldg Systems, Inc 4133 Shoreline Drive Earth City Mo 63045 (314) 917-4200 1H29
14 |Portable Space 201 Schooley Avenue Exeter PA 18643

15 |Portable Cooling Systems, Inc PO Box 1152 Franklin ™ 37065 (615) 794-8070 (615) 794
16 [Porter Instruments Co, Inc. 245 Township Line Road PO Box 907 Hatfield PA 19440 (215) 723-4000 215723
17 |Portable Pipe Hangers, Inc 5534 Harvey Wilson Drive. Houtston k3 77020 (713) 672-5088 (113) 672
18 [Port Austin Level & Tool Mfg PO Box 365 Port Austin M 48467 (989) 738-5291 (989) 738
19 [Potty Queen 3115 Sanatogo Road Pottstown PA 19464 (610) 705-5556.

20 |Porta Door Co 65 Cogwheel Lane Seymour cr 06483 (203) 888-6191 (203) 888
21 60 School House Road Souderton PA 18964 (215) 799-2200

2 100 5 Corl Street State College (814) 2341110

23

24

25

26

pri

28

29

30

31

| BN

@ Unknown Zone

PEAT O 012



[image: image104.png]Ready

M

Pl | (O oo, | ) appences- ... | ) appencixc- 1

) oocuments -1

(3 Original Spread,

T O oo

Microsoft Excel - Services Spreadsheet =J=e3
Fle Edt Vew Inset Fomet Took Data Wndow Hep -8 x
DEESR SGRAY IR @ =-4E P -0,

@ ER N -
araiel -s -[Blz U
05 - # County
A B & ] E F G ]
1 Emergency Contact list
2 |Back
3 Portable Showers & Sanitation Trailers
1
5 supplier |adaress ery state zp Phone K
&
7 Portals Plus, Inc 639 H. Thomas Drive v w010
8 |Port-AJohn Rental Co RR4Box 310 pa | 15z (729) 4595680 a9
9 Portable Sanitation Assn, ntl 7800 Metro Parkway, Ste 104 mi | ssaxs (952) 8548300 @28

10 Portec Flomaster, Inc PO Box 509 Dept T co | srs @19 2757411 @192
11 PortaFab Corp PO Box 1084 mo | 3005 (636) 837-5555 305
12 George C. Allen Company 4375 County Line Road pa | 1osts @15) 3628046 o159
13 Porta-King Bidg Systems, inc #4133 Shoreline Drive mo | 63045 619 9174200 G192
14 Portable Space 201 Schooley Avenue pa | 1o
15 Portable Caoling Systems, Inc PO Box 1152 | arees (©15) 7948070 157
1B Porter Instruments Co, Inc 245 Township Line Road PO Box 907 pa | 1eam0 @15) 7234000 57
17 Portable Pipe Hangers, Inc 4534 Harvey Wilson Drive = | e (@13 6725088 @136
18 Port Austin Level & Tool Mg PO Box 365 | s (589 7385291 (@097
19 Potty Queen 3115 Sanatogo Road pa | 1saea (610) 705.5556
20 Porta Door Co 65 Cogwheel Lane ot | oass (03 868-6191 e
21 Perna Waste Water 60 School House Road pa | os6a 15) 799-2200
22 Porter Brothers 100 Corl Street pa | 1m0t @19 2344110
23 Porta-Hails,Inc PO Box 1257 ne | s 0726330 @07
24
2
2
27 =
P
2
a0
3
2 2
TR Roofing ), Portable Shower-Sanitation { Portable Restrooms { Excavating  Dumpsters { Catering (I |« | | o[




[image: image105.png]Microsoft Excel - Services Spreadsheet

BEX]

Bl e o v et rams Do

Dota | window _Help

-8 x

DEESE ERY + bEY = o0
ia @@ 9 ] | e
Suptatals.
araiel -s -[Blz U
s - B oty valdaton. achvanced Fiter.
A Text to Colmrs, C ] E F G
1 [ ewotrable and PvetChar Repart. lgency Contact list
2 [Back
3 MBI D > vers & Sanitation Trailers
1
5 supplier |adaress ery (County state zp Phone K
7 Portals Plus, Inc 638 . Thomas Drive Bensenuille w | emos
8 |Port-AJohn Rental Co RR4Box 310 biairsuite pa | asm @amesn @0
9 Portable Sanitation Assn, ntl 7600 Metro Parkway, Ste 104 Bloomington mn | sses osmsesn @28
10 Portec Flomaster, Inc PO Box 689 Dept T canon city co | srars @) 2752011 @92
11 PortaFab Corp PO Box 1084 chesterfietd mo | a0 (636)637.665  (630)6
12 George C. Allen Company 4375 County Line Road colmar pa | 1sots @26 @5
13 Porta-King Bidg Systems, inc #4133 Shoreline Drive Earth city mo | es0as Gunten @z
14 Portable Space 201 Schooley Avenue Exeter pa | 1o
15 Portable Cooling Systems, inc PO Box 1152 Franiin | swes oY TNV
1B Porter Instruments Co, Inc 245 Township Line Road PO Box 907 atrela pa | tean @s a0 @5
17 Portable Pipe Hangers, Inc 5634 Harvey Witson Drive Houtston | om0 @or2508  (113)6
18 Port Austin Level & Tool Mg PO Box 365 Port Austin | aer (989 736.5201 o197
19 Potty Queen 3115 Sanatogo Road Pottstown pa | 1ema ©10) 705.5556
20 Porta Door Co 65 Cogwheel Lane seymour or | osass @u3) 8866191 s
21 Perna Waste Water 60 School House Road souderton pa | 1ssa (@15 190.2200
22 Porter Brothers 100 Corl Street state College epa | oot @) 2381110
23 Porta-Hails,Inc PO Box 1257 a2 @06 @07
2
%
%
27 =
]
2
a0
El
2
TR Roofing ), Portable Shower-Sanitation { Portable Restrooms { Excavating  Dumpsters { Catering (I |« | | o[
Ready N

B i) O rbor - oo

) ppendces s

) pencx -

) oocuments -1

(3 Original Spread,

I 70O ssom




General Notes
(Comments, instructions/information)
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V. LIST OF PRE-QUALIFIED AND KNOWN SUPPLIERS
Purpose:

· A separate List of Pre-Qualified and Known Suppliers for materials, services, raw materials and COSTARS are provided to Emergency Purchasers to assist them in finding vendors able to supply the goods/services needed.

· Suppliers on these lists were contacted to provide additional emergency information.  This information is available on the vCards provided.  The vCards are electronic business cards that include emergency contact information such as cell phone numbers, back-up contact names and website addresses.   

· Links are also provided to search suppliers from federal contracts in GSA Schedules.  These goods and services are available to any state or local government entity during and after an emergency.

· In the event that the Emergency Purchaser is unable to find what is needed, or if the supplier cannot fulfill the need on the spreadsheets provided, use the DGS/BOP Points of Contact to notify someone who can assist. Access to this page is available only to CWOPA EPLO’s and that with User ID’s identified by PEMA/DGS.
The sections contained in the List of Pre-Qualified and Known Suppliers are:

· V. (A) Materials
· V. (B) Services 
· V. (C) Raw Materials 
· V. (D) COSTARS
· V. (E) GSA 
V. (A) MATERIALS
Spreadsheet Contents:

· The Materials spreadsheet contains tangible supplies such as cots, blankets, water, batteries, shovels, latex gloves, rope, hydrogen peroxide, etc.

How to Use the Materials Spreadsheet:

· Click on the Materials section of the List Of Pre-Qualified And Known Suppliers (#3) on the Website Overview page. 

· You will be asked whether you would like to open or save the document.  Since internet access may become a factor during an emergency, it is recommended that you print your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.
· Read the introductory page and then click “HERE” to access the spreadsheet that contains the Materials suppliers. 

	Description of Purchased Materials

	2-Way Radios
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Air horns

	Aloe vera

	Analgesics

	Antibacterial Ointment

	Antibiotics

	Axes

	Baby formula

	Bandage (16 pk)

	Bandage (Ace)

	Barrier Tape

	Bathing soap (bar)

	Batteries - 6V Lantern

	Batteries - AA (24pk)

	Batteries - AAA (18pk)

	Batteries - C (12pk)

	Batteries - D

	Blackberries

	Blanket 

	Blanket (Fire)

	Rescue Blankets

	Blower (portable)

	Boots

	Boots (Hip Waders)


Note: If you still cannot find the material you are searching for, you can try to locate a supplier on your own or contact one of the DGS/BOP Points of Contact for assistance.
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	Emergency Type

	Fire
	Flood
	Pandemic
	Leased Pandemic

	 
	 
	 
	 

	
	X
	X
	 

	
	
	
	

	Contract Information

	Contract Item?
	Contract #
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Lead Time

	 
	 
	 

	 
	 
	 

	Yes
	4600009227
	1-2 days

	Yes
	 
	 

	 
	 
	 

	Yes
	 
	 

	Yes
	4600009227
	1-2 days

	 
	 
	 

	Yes
	4600008376
	1-3 days

	Yes
	4600011750
	1-5days


	Supplier

	  XPEDX

	 

	Grainger

	McKesson

	Grainger

	McKesson

	Grainger

	XPEDX

	Grainger
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	                             EMERGENCY SUPPLIER CONTACT INFORMATION

	
	

	Name of Supplier
	Physician Sales & Service

	Address (list any additional locations if applicable)
	22 Thicket Lane

	.
	Lancaster,Pa.17602

	
	

	Main Office #
	717-394-3005

	POC
	Joy Lincoln

	Phone # (if different)
	 610-442-9443

	Fax #
	717-394-6057

	Email Address
	jlincoln@pssd.com

	Website
	mypss.com

	Contract # (if applicable)
	199684

	Type of Business 
	Medical Supplies and Equipment

	Hours of Operation
	 

	Emergency POC
	610-442-9443

	Emergency Office Phone #
	800-909-2009

	Emergency Cell Phone #
	610-442-9443

	Emergency Blackberry #
	 

	Emergency Home Phone #
	717-394-3005

	Emergency Fax #
	717-394-6057

	Back-up Contact Information
	Cathy Wary

	
	717-872-6889

	Remarks
	 


	Supplier Information

	Supplier
	Supplier P/N or Mfg Name
	 Contract Price 
	Hyperlink
	Supplier Contact
	Supplier Tel #
	Alternate
	Alternate
	COSTARS Contract(s)

	XPEDX
	 
	 
	http://www.xpedx.com
	Rick Whitcomb
	1-800-321-1804
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Wal-Mart
	Home Depot
	COSTARS-12

	Grainger
	3U537 (24pk)
	 $      26.90 
	http://www.grainger.com/stateofpa
	Sara Bower
	1-800-CALL-WWG
	McKesson
	XPEDX
	COSTARS-11

	McKesson
	 
	 
	http://www.mckesson.com
	Marsha Chevalier
	1-800-328-8111, ext. 6927
	Cardinal
	PSS
	COSTARS-11


[image: image113.jpg]



· Use the supplier’s contact information on the spreadsheet and in the vCards to order items.
· Record all supplier contact/vCard information onto the “Supplier Information” portion of the Purchase Order Form. 

· You may want to print the Materials Emergency Suppliers on legal sized paper to keep for reference or in the event that you loose connectivity to the web.
· Suppliers listed in Green are suppliers NOT ON CONTRACT with CWOPA (they are given as alternative supply sources).

· Items identified in Red should be considered as rental options (instead of purchasing).

· This is not an exhaustive list of suppliers.  Many more may be able to assist.  
· Record all supplier information, along with the Item #, the Description of the Material, the Unit of Measure, Unit Price and Extended Price (Unit of Measure multiplied by the Unit Price) in the Purchase Order Form. 

Note: If you cannot find the material you are searching for on the spreadsheets, or if the supplier cannot fulfill your need, you can try to locate a supplier on your own or contact one of the DGS/BOP Points of Contact.

V. (B) SERVICES

Spreadsheet Contents:

· The Services spreadsheet identifies services such as portable showers, sanitation trailers, portable restrooms, excavating, dumpsters, catering, mold control, pumping services, mechanical contractors, food banks etc.

How to Use the Services Spreadsheet:

· Click on the Services section of the List Of Pre-Qualified And Known Suppliers (#3) on the Website Overview page. 

· You will be asked whether you would like to open or save the document. Since internet access may become a factor during an emergency, it is recommended that you PRINT your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.

· Read the introductory page and then click “HERE” to access the spreadsheet that contains the Services suppliers.  

	EMERGENCY SERVICES CATEGORIES:
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	1. Catering
	 
	 
	7. Mold
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	2. Clean up
	 
	 
	8. Portable Restrooms
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	3. Dumpsters
	 
	 
	9. Portable Shower - Sanitation

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	4. Excavating
	 
	 
	10. Pumping
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	5. Food Banks
	 
	 
	11. Roofing
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	6. Mechanical Contractors
	 
	 
	 
	 


· Click on the Service you want.

· Service Categories can also be accessed from the tabs on the bottom of the spreadsheet.

· Clicking on the Service Category will bring up the spreadsheet for that particular Service.

· Each section lists a separate column for: Supplier Name, Address, City, County, State, Zip Code, Phone, Fax, Website and Email.  

· You can sort the spreadsheet by Supplier Name, State, County, City, etc. to make it easier to locate a supplier for a specific area. (Detailed instructions for sorting are in Appendix D). 

· You can also filter the spreadsheet by State and County to view suppliers located only in a specified area. (Detailed instructions on filtering can be found in Appendix E).
·  If the supplier has a vCard (the supplier name is in blue font and underlined), click on the link for additional emergency contact information.
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	                             EMERGENCY SUPPLIER CONTACT INFORMATION

	
	

	Name of Supplier
	Snyder & Mylin Excavating

	Address (list any additional locations if applicable)
	1130 Lancaster Pike

	.
	Drumore, PA 17518

	
	

	Main Office #
	717-284-0303

	POC
	Larry (Tim) Mylin

	Phone # (if different)
	 

	Fax #
	717-284-0329

	Email Address
	Smexavating@aol.com

	Website
	

	Contract # (if applicable)
	

	Type of Business 
	Excavating, Portable Toilets, Septic Pumping

	Hours of Operation
	 Mon-Fri 6:30a.m. – 5:00p.m.

	Emergency POC
	Larry (Tim) Mylin

	Emergency Office Phone #
	717-284-0303

	Emergency Cell Phone #
	717-989-5832

	Emergency Blackberry #
	 

	Emergency Home Phone #
	717-786-2275

	Emergency Fax #
	717-284-0329

	Back-up Contact Information
	Ethan Mylin (717-989-5831) or 

	
	Matt Mylin (717-989-5833)

	Remarks
	 


· Record all supplier information, the Item #, the Description of the Service, the Unit of Measure, Unit Price, and Extended Price (Unit of Measure multiplied by the Unit Price), in the Purchase Order Form. 

Note: If you cannot find the service you are searching for on the spreadsheets, or if the supplier cannot fulfill your need, you can try to locate a supplier on your own or contact one of the DGS/BOP Points of Contact.
V. (C) RAW MATERIALS

Spreadsheet Contents:

· The Raw Materials spreadsheet contains groups of suppliers that provide various raw materials such as propane, concrete, piping, chemicals, fuels, gases, etc.

How to Use the Raw Materials Spreadsheet:

· Click on the Raw Materials section of the List of Pre-Qualified and Known Suppliers (#3) on the Website Overview page. 

· You will be asked whether you would like to open or save the document.  Since internet access may become a factor during an emergency, it is recommended that you PRINT your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.

· Read the introductory page and then click “HERE” to access the spreadsheet that contains the Raw Materials suppliers. 

· Raw Materials are organized in material groups (Corrugated/Polyethylene Pipe, Chloride/Sodium, Fuel/Diesel, etc.)  Search in the first column, called Material, for the group you want.  If you are having difficulties finding the item you need, use the Find tool Ctrl + F. (See Appendix C for more information about the Find tool.)

· Listed for each material group are: Legacy #, SAP/SRM Contract #, the Commodity Specialist, Supplier Name, Location (City, State), a Contact Name, Emergency Telephone Numbers (office, cell, fax, home), a Website address where applicable, and a link to the supplier’s vCard where available. 

· If the supplier has a vCard, the supplier name is in blue font and underlined.  Click on the Supplier Name or use the tabs on the bottom of the spreadsheet to retrieve the information.

· This is not an exhaustive list of suppliers.  Many more may be able to assist.  
· Record all supplier information, along with the Item #, the Description of the Raw Material, the Unit of Measure, Unit Price, and Extended Price (Unit of Measure multiplied by the Unit Price), in the Purchase Order Form. 

Note: If you cannot find the raw material you are searching for on the spreadsheets, or if the supplier cannot fulfill your need, you can try to locate a supplier on your own or contact one of the DGS/BOP Points of Contact.
V. (D) COSTARS


 What is COSTARS?

· "COSTARS" is the Commonwealth of Pennsylvania's cooperative purchasing program.  The COSTARS approach to cooperative purchasing uses the Commonwealth’s purchasing power to benefit local entities, leveraging purchasing power to obtain more competitive pricing than individual purchasers might be able to obtain on their own.

· COSTARS encourages the formulation of an interactive partnership between Local Public Procurement Units and the Commonwealth. The COSTARS Program provides local entities and suppliers a tool to find and do business with each other effectively through the use of a contract established by the Department of General Services.  There are approximately 5,000 Local Public Procurement Units taking advantage of existing Commonwealth contracts. 

Spreadsheet Contents:
· The COSTARS spreadsheet* contains cooperative contracts for Local Public Procurement Units in areas such as emergency responder loose supplies, toiletries, water and wastewater treatment consumables, janitorial supplies, material handling containers, etc.

How to Use the COSTARS Spreadsheet:

· Click on the COSTARS section of the List Of Pre-Qualified and Known Suppliers (#3) on the Website Overview page. 

· Since internet access may become a factor during an emergency, it is recommended that you print your documents and/or SAVE them to your Desktop, to a Resource Account or a Thumb Drive whenever possible.
· Read the introductory page and then click “HERE” to access the spreadsheet that contains the COSTARS suppliers.  

· Search in the left hand column, the Description of Purchased Materials column, for the item you want.  If you are having difficulties finding the item you need, use the Find tool Ctrl + F. (See Appendix C for more information about the Find tool.)
· When you locate the needed item, go to the Contract # column and click on the contract number in the same row as the needed item.  

· Review the suppliers provided in the contract area. 

· If the supplier has a vCard, the supplier name is in blue font and underlined.  Click on the link for additional emergency contact information. 

· Record all supplier information, the Item #, the Description of the Material/Service, the Unit of Measure, Unit Price and Extended Price (Unit of Measure multiplied by the Unit Price) in the Purchase Order Form. 
Note: If you cannot find the material/service you are searching for on the spreadsheets, or if the supplier cannot fulfill your need, you can try to locate a supplier on your own or contact one of the DGS/BOP Points of Contact.

* DUE TO LEGAL ISSUES, THIS SPREADSHEET CAN ONLY BE MADE AVAILABLE DURING AN ACTUAL DISASTER/EMERGENCY EVENT.
V. (E) GSA LINKS

Purpose:

· Under the US General Services Administration (GSA) Disaster Recovery Purchasing program, state and local governments may use the GSA Schedule to purchase a wide variety of products and services during and after an emergency event.  Additionally, it can be used to locate a supplier of any type at any time.  However, unless it is an official disaster/emergency situation and the supplier is identified with the[image: image24.png]


 icon, the supplier is not obligated or limited to charging the GSA negotiated rates.

When to Use GSA Links: 

· The GSA Links page was created to supplement the other spreadsheets. The Bureau of Procurement has established relations with their own suppliers and it is recommended that Emergency Purchasers utilize those suppliers in order to get the Commonwealth’s negotiated prices.

· GSA schedules can be used at any time, but it is suggested to search and utilize the Commonwealth contracts first.  

· GSA Schedules e-Library contains contact information for suppliers similar to the Commonwealth’s Disaster/Emergency Event vCards.  As seen below, they also provide Terms & Conditions and other information on the contract the supplier has with GSA, along with the negotiated pricing. 
	[image: image25.png]Coriractor Information




	

	Contract #:
 GS-07F-9308S 
Contractor:
 MICROSEEPS INC 
Address:
 220 WILLIAM PITT WAY
 PITTSBURGH, PA 15238-1328
Phone:
 (412)826-5245 
E-Mail:
 dunrue@microseeps.com 
Web Address:
 http://www.microseeps.com 
Socio-Economic :
Small business
Veteran Owned Small business
Govt. Contracting Officer:
BONNIE K. COOPER 
Phone: 817-574-2320 
E-Mail: bonnie.cooper@gsa.gov 
Source
Title
Contract
Number
Contract Terms & Conditions
Contract End Date
Category
  
View Items Available
66 

SCIENTIFIC EQUIPMENT AND SERVICES 

GS-07F-9308S 




Jan 20, 2011
873 2
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Contents of the GSA Links page:

· Links directly to: 

· GSA Disaster Recovery Purchasing

· GSA e-library

· GSA Advantage

· GSA Disaster Relief

· Fleet Vehicles during an Emergency

· Materials and Service specific to Pandemic Flu

· For instructions and an example of how to search for a supplier in GSA Advantage!, refer to Appendix F.
VI. POINTS OF CONTACT

Purpose:

· The DGS Bureau of Procurement Points of Contact page is created to assist Emergency Purchasers if there is difficulty finding a needed supplier/item during a disaster/emergency event. Access to this page is only open to CWOPA EPLO’s and those with User ID’s identified by PEMA/DGS.
When to Use DGS/Bureau of Procurement Points of Contact:

· The Points of Contact should only be used if an Emergency Purchaser is unable to find what is needed from the lists of suppliers provided, or if he/she is unable to contact a supplier that can meet the need (as shown on the Procurement Flow Chart.)
· Attempts should be made to contact the Bureau of Procurement Points of Contact first.  They are the best source of expertise to assist.  Failing that, contact any DGS EPLO or Subject Matter Expert on the list.

· Contact information contains name, title, work/home/cell/blackberry number and email address.  (The example below blocks out personal information.)
· Joel Shiffler – DGS Agency EPLO; Materials

· Work: 717-346-8179
· Cell: 717-xxx-xxxx

· Email: joshiffler@state.pa.us
· After contacting a DGS/BOP Point of Contact in a disaster/emergency event, the Emergency Purchaser should forward to the contact the information taken for the Purchase Order Form in progress.

NOTE:  This information is private and confidential and will only be available during an actual disaster/emergency event.

VII. RELATED LINKS

Purpose:

· The Related Links page contains links to websites that deal with disasters/emergencies topics.  They all provide information specific to a certain kind of disaster or help with the recovery process.  These links are provided as a supplemental guide, giving reference to useful websites that often give more details and provide additional information and guidance regarding specific disaster/emergency events.  All federal government sites are available in Spanish as well as English.

List of Related Websites:

· American Red Cross  

· AvianFlu.gov  

· Department of Health and Human Services  

· Federal Emergency Management Agency (FEMA) 

· GSA Advantage! 

· GSA Disaster Recovery Purchasing Program 

· National Center for Disease Control  

· National Guard  

· National Oceanic & Atmospheric Administration    

· PA Department of Health 

· PA Department of Homeland Security 

· PA Department of Homeland Security PA Pandemic Flu Preparedness  

· PandemicFlu.gov 

· Pennsylvania Emergency Management Agency (PEMA) 

· Ready.Gov 

· State Emergency Registry of Volunteers (SERVPA) 

· USA.Gov  

· US Department of Homeland Security 



Appendix


APPENDIX A 

HOW TO INSTALL DISASTER EMERGENCY WEBSITE ICON
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Created 10.24.2007

Step 1.
Please download and save the DisasterEmergencyEvent.ico file, that was sent to your E-mail address, to your desktop.


Step 2.
Go to the DGS homepage: www.dgs.state.pa.us  and Log In with your CWOPA password or the password given to you after registering.  

[image: image30.jpg]Bcertiy asaw
B sid on Pubic

B Find state Co
Awards

B Gecome A Co






Step 3.
Select the procurement link at the top of the navigation bar on the right side of the screen, or go to: www.dgs.state.pa.us/procurement.
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Step 4.
Select the Disaster / Emergency Event Community on the left side of the screen.  
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Step 5.
Once the Disaster / Emergency community has loaded select the Maximize button to reduce the size of your internet window.  Your desktop should now be visible.
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Step 6.

Click and drag the internet explorer page onto your desktop to create a shortcut to the Disaster / Emergency Event community.  
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Step 7.

Once the shortcut has been created on your desktop you can now close your internet explorer window.  Next you will want to right click on the newly created internet shortcut, and select properties from the menu.  
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Step 8.
Next you will want to select the ‘Change Icon’ button in the middle of the screen under the Web Document tab.  
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Step 9.
A new window appears, click browse, and you will want to select desktop from the list of locations on the left.  
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Step 10.
Select the Emergency Event .ICO (Icon) file that is located on your desktop.
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Step 11.
Next, a new Change Icon window will appear.  You will want to select the Disaster Even Icon once again and select ‘OK’ 
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Step 12.
The Web Document window should now appear showing the Icon changed on the top left.  From this window you will want to select ‘Apply’ and then ‘OK’ to confirm the icon change.  
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Step 13.
Now, you should have an icon on your desktop that looks like the one shown below.  
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APPENDIX B
Excel Spreadsheet Terminology

· Here are examples of Excel spreadsheet terms referred to in this User’s Guide.













APPENDIX C
How to Use the Find Tool

· The Find tool can be used by holding down the Ctrl key and typing the letter F.  This tool can also be accessed by going to Edit on the menu and clicking Find.


· Type the word you are searching for into the “Find what” field. Click the “Find Next” button to find the word in the document.


· The word will be highlighted in the text.  To find more results, click the “Find Next” button again.




APPENDIX D
How to Sort Cells

· Highlight all of the data you want to sort (do not include the column headings).
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· On the Data menu, click Sort.
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· A box will pop up with sorting options. The first drop down box will ask you what column you want to sort by.  Select the Column letter you would like to sort by and choose whether you would like it to sort in ascending or descending order.  You can sort by more than one field.  Click OK when you are finished choosing your options.



· The data is now sorted by Column C in alphabetic/numerical order.




APPENDIX E
How to Filter Cells

· In order to narrow down the information in a table and eliminate the cells that do not contain the selected criteria, you can Filter the cells by highlighting the cells you would like to filter, including the column heading(s).

· Go to Data-> Filter-> select Autofilter



· There is now a gray dropdown box in the cell heading(s) on the right hand side.   


· Click on the dropdown box.  All of the entries in the column’s cells are listed in alphabetical order.  


· Select the information you would like to view.  In this example we are going to select PA in order to only view suppliers from Pennsylvania. If you would like to further narrow the results, filter other columns as well.



· If you would like to restart and view all of the data (states), click on the gray dropdown box again and select “All”.




APPENDIX F
How to Search in GSA Schedules

Example: How to Purchase Water

1) Go to www.gsa.gov/disasterrecovery
2) Select the “Schedules e-Library” link
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3) On the right hand side of the page under “Disaster Recovery Purchasing”, click on the “View participating vendors” link.
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Search under the “Description” column for the type of item you are looking to purchase and click on the corresponding number (in this case, #73, FOOD SERVICE, HOSPITALITY, CLEANING EQUIPMENT AND SUPPLIES, CHEMICALS AND SERVICES).
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4) Under the “Category” column, select the category that includes the item that you are looking for.  This will enable you to view the procurement contractors for this product. (In this case, we would select 302 2 Emergency and Non-Emergency Food Service Support because this lists potable water in the description.) 
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5) If necessary, click on the (Sort by) link above the “City, State” column to organize contractors by state for easy recognition of the Pennsylvania contractors.  
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6) Click on the contractor’s name to get contact (V-Card) information.  Save this page for later use.

7) When available, review and print the contract terms and conditions.
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After obtaining the contact and contract information, click on the 

 icon on the same row as the contractor’s name to view items available by that contractor.  To ensure that the items purchased can be used for Disaster Recovery, make sure there is a [image: image52.png]


 icon following the name of the contractor.  (In this example, the only PA supplier is Woolrich Inc.)
IF YOU WOULD LIKE TO VIEW OTHER TYPES OF GOODS SUPPLIED BY A CONTRACTOR: click on the name of the desired contractor.  If searching for Disaster Recovery items, make sure that the [image: image53.png]


 icon is listed after the name of the desired contractor.   

8) Once you decide which product best suits your needs, enter the quantity desired in the right column (in this example, quantity of cases each case containing 24/ 25 oz bottles).  
After entering the quantity click on the [image: image54.wmf] icon.  (2000 cases of the 25oz Woolrich Spring Water)
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Your current shopping cart will list the description of the items you have selected, the quantity of each item, the unit price, and the total price of your order. 
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You may receive a warning box stating: Item is FOB ORIGIN "FOB Origin" means that the price shown does not include cost of shipment from the vendor to your location. Additional charges for transportation will be added by the vendor.  Click on the red words in the warning for more information concerning FOB.  
· To continue shopping select the 

icon in the upper left of the page. Select the additional goods you would like to buy then proceed to checkout.

· If you are finished shopping, print and save the page displaying the items in the shopping cart that you would like to purchase (you will need this information for the PURCHASE ORDER FORM).

9) Complete PURCHASE ORDER FORM on the Disaster Emergency Procurement website.

10) Once you find the items you need and complete the PURCHASE ORDER FORM, proceed to the next step in the Disaster Emergency Procurement flow chart which is to contact the supplier.
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PURCHASE ORDER FORM FOR DISASTER / EMERGENCY EVENTS
* Required Fields 
	Emergency Purchaser Information:



	*Name of Emergency Event:                PEMA Mission #:     


*Name:     
*Agency:                                               *County:     
*Phone #:                                                Back-up Phone #:     
 Email Address:                                     Fax #:     
*Date/Time of Request:                         Requirement(s) received from:      


	Supplier Information:
*Name:     
 Address:     
 Contact Person:     
*Phone #:                                                Back-up Phone #:     
 Email Address:                                      Fax #:      


 Web Site:                                               Contract #:     


	SHIP TO:

*Detailed Location (address, area, building name, room number…)      
*Contact Person:                    Back-up:     
*Phone #:                                  Back-up Phone #:     
 Email Address:                       Fax #:     
 Special delivery equipment (forklift, heavy duty cart, platform trucks, etc.) needed?      
 Is warehousing required/available?     
 Pick up required/available?      
 Any quarantines or delivery restrictions?     
 Must entire order amount be delivered at once?     
 Special instructions/remarks.      
*Purchase Order #:                                       (YYMMDD - Outlook ID- #      ) 
*Priority (please check one) :       FORMCHECKBOX 
 Urgent         FORMCHECKBOX 
 High         FORMCHECKBOX 
 Medium          FORMCHECKBOX 
 Low
           

	Item #
	*Description of 
  Material / Service

	*Unit of
  Measure
	*Unit 
  Price
	*Extended
  Price
	*Commodity | Accountable
                        Property



	     

	     
	     
	     
	     
	       FORMCHECKBOX 
              FORMCHECKBOX 


	     

	     
	     
	     
	     
	       FORMCHECKBOX 
              FORMCHECKBOX 


	     

	     
	     
	     
	     
	       FORMCHECKBOX 
              FORMCHECKBOX 


	Estimated Freight Costs (if not FOB Destination)      


	Special instructions/remarks:      


	*Payment Method (please check one):

 FORMCHECKBOX 
 Invoice Municipality       FORMCHECKBOX 
 Invoice COPA       FORMCHECKBOX 
 P-Card       FORMCHECKBOX 
 Donation     FORMCHECKBOX 
 Other      
Specify P-card #                      Expiration date:     


	*Approved By:

Name:                        Date/Time:     
Title:                           Signature:                


	Forwarded To:

Name:                        Date/Time:      
Title:      

	General Notes / Remarks:      



[image: image59.png]



Columns








← vCARDS





The vCards are electronic business cards that include emergency contact information such as cell phone numbers, back-up contact names and website addresses.  This information should only be used during a disaster/emergency event. 








← SERVICES CATEGORIES





First, select the Services Category you need.








                     ↑    SUPPLIER INFORMATION COLUMNS





Basic contact information can be found in the green columns on the right hand side of the spreadsheet.  


The columns to the right of Supplier named Supplier P/N or Mfg Name and Contract Price provide said information when it is available.


Two Alternate suppliers are provided when known.


When available, information on related COSTARS Contracts is provided in the last column.











← vCARDS





The vCards are electronic business cards that include emergency contact information such as cell phone numbers, back-up contact names and website addresses. This information should only be used during a disaster/emergency event.  











← SUPPLIER Name COLUMN





In the green Supplier Name column, the supplier’s names are listed and many are connected to a hyperlink. These links take you to the supplier’s “vCard”, which provides additional emergency contact information. (See example below.)


  











← CONTRACT INFORMATION COLUMNS





The next 3 columns provide Contract Information and include Contract #’s and normal lead times where applicable.


.


  








← EMERGENCY TYPE COLUMNS





The blue Emergency Type columns suggest which items may be useful during various types of emergencies.  You can sort the spreadsheet by Type if desired. (See Appendix C for help with sorting cells.)





    











← DESCRIPTION OF PURCHASED MATERIALS COLUMN





In the Description of Purchased Materials column, locate the item that is needed.  The Materials are listed in alphabetical order.  If you are having difficulty finding the material you need, use the Find tool Ctrl + F. (See Appendix B for help with the Find tool.)
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