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Purchasing off 2016 WisDOT Human Service Vehicle (HSV) Contracts 
For Public Transit Section 5311 Subrecipients 

 
1. Ensure you have an executed capital contract or WisDOT approval for 2016 capital funds. 
 
2. Ensure that the Activity Line Item (ALI) code of your capital project matches the type of vehicle you plan on 
purchasing.  If your ALI code does not match the type of vehicle, please contact a 5311 program manager before 
ordering. 
 
3. Ensure you have the available local share to match federal reimbursement funds. Local share must come from 
tax levy or other sources, not from previous years’ federal/state operating assistance. 

• Pre 2015 funds: Federal grant is 80% reimbursement of the base price and 90% of any ADA equipment on 
accessible vehicles. 

• 2015 funds and after: Federal grant is 80% reimbursement for entire vehicle. 
 
4. From WisDOT’s vehicle procurement webpage (http://wisconsindot.gov/Pages/doing-bus/local-gov/astnce-
pgms/transit/procure-hsv.aspx): 

• Identify the vendor(s) and cost(s) for the vehicle(s) you plan to purchase. 
• Make out your purchase order(s). 
• You will need to complete a separate purchase order for every vendor from which you are purchasing a 

vehicle. 
• Ensure that each purchase order shows the correct vendor, vehicle description, and cost. 
• The point of contact you provide on your purchase order should be the person at your agency who will 

coordinate vehicle delivery and payment. 
• If purchasing a non-ADA accessible vehicle, complete a Certification of Equivalent Service form. 

 
5. Return your completed purchase order(s) and signed/scanned Certification of Equivalent Service form (if 
purchasing a non-ADA accessible vehicle) to either of WisDOT’s 5311 Program Managers. 
 
Steve Hirshfeld     Ben Vondra 
608.267.0209      608.266.0560  
stephen.hirshfeld@dot.wi.gov  benjamin.vondra@dot.wi.gov 
  
6. WisDOT will review your purchase order and forward it to the vendor once we verify its accuracy. The 
Certification of Equivalent Service form is filed by the WisDOT Procurement Manager for future reference. 
 
7. Upon receipt of your purchase order, the vendor will contact you to coordinate vehicle configuration, delivery, 
and cost. 
 
8. You are responsible for paying the complete vehicle invoice directly to the vendor upon delivery. 
 
9. You must complete several documents upon delivery.  See “5310/5311 Grantee Vehicle Delivery 
Responsibilities (Vehicle inspection, reimbursement, etc.)” at (http://wisconsindot.gov/Pages/doing-bus/local-
gov/astnce-pgms/transit/procure-hsv.aspx).  Be sure to carefully review and complete the delivery 
responsibilities.  Reimbursement cannot be made unless the documents are completed correctly. 
 
10. Submit completed delivery documentation (link is above) to either of WisDOT’s 5311 Program Managers.  
WisDOT must approve these documents before reimbursement is made. 
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