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Agenda

Today you will learn:

• What contracts are available for vehicle purchases

• How to use the NYS Vehicle Marketplace

– Understanding the business process

– Using the website
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The Website: www.vehicles.nyspro.ogs.ny.gov

• Making more 
vehicles from 
more dealers 
available. 

• Easy online 
system.

• Competitive 
bidding. 
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How to Buy a Vehicle

Identify your 
vehicle needs & 
develop vehicle 
specifications.

Obtain internal 
approvals & 
complete the 

eligibility 
application.

Complete Form 
A: Mini-Bid 
Request & 

submit it to OGS.

OGS posts the 
requests & 

collects 
responses from 

dealers on 
contract.

After the mini-bid 
closing date, 

OGS emails you 
all responses 

received.

You evaluate 
responses, make 

your award 
determination, & 

communicate 
your decision.

If the mini-bid is 
awarded, you 

coordinate 
payment & 

delivery.

Make sure to 
provide your 

report of 
contract use by 

completing Form 
C. 
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Defining Car vs. Truck

Cars (Class 1-2) are light-
duty vehicles used primarily 
to transport passengers and 
cargo (cars, vans, SUVs, 
pickup trucks), with a gross 
vehicle weight rating less 
than or equal to 10,000 
pounds.

Trucks (Class 3-8) are 
chassis, bodies, or complete 
vehicles that have a gross 
vehicle weight rating of 
greater than 10,000 
pounds (also known as 
medium-heavy duty 
vehicles).
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Use this FHA chart to illustrate the differences: 

http://www.afdc.energy.gov/data/10381
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Don’t know exactly what you want?

That’s okay. We have a few recommendations for you…

• If it's a truck (Class 3-8), you can post a request for 

comment (RFC) instead. When you complete Form A, 

just indicate on the form that it's an RFC.

• For cars and trucks, don't be afraid to review the mini-bid 

results page to see what others have posted and review 

their mini-bid.
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https://vehicles.nyspro.ogs.ny.gov/bid-opening-results
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Your First Stop: The Vehicle Buyer Page
• Find Vehicle Buyer 

Information

• Overview of the buying 
process.

• Find essential forms.

• Retrieve other 
resources and how-to 
guides. 
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Complete Form A: Mini-Bid Request

• Completed by you, Form A provides the information 

needed by the fleet team to complete your request.

• The Form A is different if you are buying a car vs. a truck 

– make sure to use the right form! 

• Email as an attachment to: 

nyspro.vehiclemarketplace@ogs.ny.gov

• Make sure to include specifications as a separate 

attachment. 
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The Fleet Team Will…

• Review your submission

• Contact you for clarification

• Post your request on the website
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Posting Your Mini-Bid Vehicle Request

You will be able to 
see:

• Mini-bid #

• Closing date & 
time

• Vehicle type & 
make

• Quantity 

• Delivery 
location(s)
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Posting Your Mini-Bid Vehicle Request

Click on the mini-bid request 
to get more detail:

• Mini-bid description

• Primary & secondary 
contact information

• Vehicle request info (make, 
model, year, etc.)

• Attachments

• Delivery location 
specifications
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Example Vehicle Specifications
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Let the Bidding Begin!

• The bidding period is 5 business days (or fewer if 

urgent).

• On 6th business day, bids are opened, tabulated, and 

sent to you via email.

• After that, you evaluate the responses to make your final 

business decision.

• You may contact the bidders for clarification and 

additional information at any time.
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Form B Summary: What to Expect

When you receive the responses, it will include a summary 

tab of information.
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Remember Form C: Report of Contract Usage

• When PO is issued or if you decided not to make a 

purchase, complete Form C and return via email to: 

nyspro.vehiclemarketplace@ogs.ny.gov

• We use this information to track contract usage and 

report out on how the contracts are being used. 
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We are here to help!

• Your feedback also plays an important role in the 

success of this program.

• The Vehicle Marketplace Fleet Team is available 

Monday-Friday 8:00am-5:00pm. 

• Be sure to email us at: 

nyspro.vehiclemarketplace@ogs.ny.gov

• www.vehicles.nyspro.ogs.ny.gov
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Questions?


