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@ VISITOR SPACES FOR PERSONS WITH DISABILITIES
A\ PUBLIC ENTRANCES  7z2 PEDESTRIAN CROSSING AREAS () AVAILABLE PARKING

@@ ON-STREET PARKING  igislli@ BUS STOP

Il BUS SHELTEA

Commonwealth Keystone Building ¢ 400 North Street - 5th Floor

Harrisburg, PA 17120 « Phone (800) 228-0676



AVAILABLE PARKING IN HARRISBURG
FREE AND METERED PARKING

There are several visitor spaces on Commonwealth Avenue between North
Drive and Walnut Street. All Capitol Complex visitors’ spaces have a one-hour
limit; designated spaces for individuals with disabilities have a two-hour limit.
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PARKING LOTS & GARAGES
AROUND THE CAPITOL COMPLEX

See map on page 3 for locations.

Q) Locust St. Surface Parking
PRK-MOR, Inc.
2nd & Locust Streets * 236-8283

(2) Seventh St. Garage

Harrisburg Parking Authority

7th & Forster Streets « 255-3099
(Directly off the State St. Bridge)

mwv Third & Cranberry Streets
PRK-MOR, Inc. * 236-8283
(Across from the Capitol Bldg.)

4 Third & Chestnut Streets
PRK-MOR, Inc.
220 Chestnut Street « 236-8283

mm) Locust Street Garage
Harrisburg Parking Authority
214 Locust Street » 255-3099

rm\, Walnut Street Garage
Harrisburg Parking Authority
215 Walnut Street « 255-3099

J\ Forum Place
PRK-MOR, Inc.
5th & Walnut Streets » 236-8283

8 Fifth Street Garage
Harrisburg Parking Authority
5th & Market Streets « 236-8283

Harrisburg Parking Authority
255-3099

ADDITIONAL PARKIING
Located Beyond
the Capitol Complex Map

Chestnut Street Garage
4th & Chestnut

Market Square Garage
2nd & Chestnut

River Street Garage
218 North 2nd St.

City Island Parking Lot

Mulberry Street Parking Lot
3rd & Mulberry Streets

4th & Market Streets Parking Lot
439 Market St.

Valet Parking Lot
17-27 North 2nd Street

PRK-MOR, Inc. * 236-8283

10th & Mulberry Sts.
(behind old Post Office)

Penn National Insurance Garage
2nd & Walnut Streets (monthly only)

305 North Front Street

ALLFIRST Bank Garage
210 Chestnut St.

Pennsylvania Place Garage
301 Chestnut St.

3rd & Mulberry Streets

Surface Lot * 7th & Reily Streets
(Across from Bertolino Bldg.)
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RIVER FRONT OFFICE CENTER

1101 South Front Street « Harrisburg, PA 17104
Phone (800) 932-4600
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BOCM - MATERIALS TESTING LABORATORY

Mailing Address: Deliveries:

PA Dept. of Transportation PA Dept. of Transportation
Bureau of Construction Materials Bureau of Construction Materials
Materials Testing Laboratory Materials Testing Laboratory
DGS Annex Complex DGS Annex Complex

81 Lab Lane 82 Dogwood Avenue

Harrisburg, PA 17110-2543 Harrisburg, PA 17110

Phone #: (717) 787-1037
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BREAKDOWN INSTRUCTIONS

2. An accident involving Department equipment or motor vehicles which
results in fatality, serious personal injury and/or property damage
over $10,000.00 shall be subject to an immediate investigation. The
operator concerned shall be immediately suspended from operating

1. During Work Hours:

* Remove vehicle from traffic and secure it.

Call your supervisor or chain of command for awareness.
Contact the County Equipment Manager at nearest County office
for assistance.

Replacement parts should come from available inventory at the
closest county office if feasible, otherwise coordinate with a

Department equipment/motor vehicles until such time as the Deputy
Secretary for Administration acts on the recommendations of the
District Engineer/Bureau Director concerned.

ACCIDENT SCOPE

Applies to all accidents involving Department motor vehicles/equipment
(except aircraft) iether on or off the highway, regardless of how minor the
injury and/or damage involved.

purchaser for parts/service needs.

2. After Working Hours:

* Remove the vehicle from traffic and secure it.

» Call your supervisor or chain of command who may authorize Fleet
Fuel Card for repairs by phone. The Supervisor should notify the
responsible Equipment Manager the next day.

» Repairs such as a flat tire, fan belt, radiator hose, etc may be paid
with Fleet Fuel Card. If a Fleet Fuel Card is not available, then pay
for parts/service out-of-pocket, retain all receipts and seek
reimbursement on Form C-62 (Travel Expense Voucher).

» Obtain receipts for all necessary out-of-pocket expense such as
towing, storage, authorized repairs, lodging and transportation. Claim
reimbursement on Form C-62

ACCIDENTS — POLICY

Accidents involving maintenance and automotive equipment:

1. After any accident, however minor, involving Department equipment
or a motor vehicle (either on or off the highway), the operator and the
operator’s immediate supervisor are required to report that accident
in the manner prescribed below.

54

RESPONSIBILITY

1. Operator of vehicle/equipment involved in accident

» Notify state or local police (or Capital Police) and request an
investigation of the accident. If outside the Commonwealth,
request an investigation by local police.

. Exception: A state or local police investigation is not required when

an accident involves Department equipment only, and:
A.Involves no personal injury or fatality, and
B.Damages are less than $500.00, and

C.The vehicle does not have to be towed away.

SPECIAL NOTE

A state or local accident report must be submitted whenever
Department owned equipment is involved in an accident with
another vehicle.




Prepare report and notify immediate supervisor as specified: Cost Function 8511 with the file number. A copy of all invoices shall

1. Operator-Employee’s Supervisor be forwarded to the Equipment Division.
* Prepare and submit the written reports as specified in the
procedure below EMERGENCY INSTRUCTIONS — DEPARTMENT AUTOMOBILES
2. All Department functions
« Insure that at least three blank Forms STD-541 (Automobile 1. Seek medical attention for injured persons
Accident or Loss Notice), one blank Form P-6175 (Preliminary 2. Call State or Local Police. If out-of-state, call local police

Accident Report), and the self- insurance identification card are
in each assigned vehicle at all times.
3. Employee’s Supervisor

» Within 48 hours, prepare an original and three copies of Form
STD-541 (Automobile Accident or Loss Notice).

« The state or local police must investigate every accident involving
Commonwealth vehicles (except as noted above). If for some
reason it is not investigated and the accident involved any injury or

3. Obtain information required on Form STD-541. Copies are in glove
compartment.

If there is a serious injury, fatality or property damage over $10,000
CALL

Bureau of Risk Management

fatality or any of the vehicles had to be towed, then prepare and Department of General Services
submit Form AA-600 (Traffic Accident Report) to the Center for 717-787-1768 after hours call 717-787-3199
Highway Safety, Harrisburg, Pa 17120, within five days.
4. All Department functions except maintenance districts FORMS
« Forward original and two copies of Form STD-541 to the Bureau of
Maintenance and Operations, Equipment Division The following forms are required for this procedure and may be ordered
» Upon receipt of Form STD-541, affix a file number and log accident from Office Services in the usual manner.
information.
* File the original STD-541. Send a copy to the Bureau of Risk and Form Title Commodity Code
Insurance Management and Safety Division. - . T .
+ Send written acknowledgement of STD-541 to originating function. STD-541 Automobile Accident of Loss Notice  0320-0100-1770
In the case of Maintenance Districts, send acknowledgements to
Engineering District. REFERENCES
5. Maintenance Districts
« All forms must be forwarded through the Engineering District. 1. Management Directive 615.2 amended 2/24/1988
6. All Field Operations 2. Administrative Circular 77-33
« File acknowledgement with a copy of STD-541. 3. Publications 32, Employee Safety Handbook

» All invoices for repairs shall be charged to Allotment Code 813 and
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PennDOT
Fuel Card Policy and Retail Fueling Guidelines

Policy

A permanently assigned Fleet Fuel Card should be issued to those employees who
operate and refuel Department vehicles more than four times a year.

A temporary/spare Fleet Fuel card should be issued to employees using Department
vehicles less than four times per year on an as-needed basis .The temporary card
must be logged out on the dale it was issued and logged in when the operator returns
the vehicle in Pub 539 PennDOT Spare Card Log Book.

Employees with permanently assigned Fleet Fuel cards SHALL NOT allow others to
use their card.

PennDOT issued fuel cards are for Department business only. No personal charges
shall be made with PennDOT issued fuel cards.

WEX and Fuelman are the only fuel card providers authorized by PennDOT. No other
fuel cards shall be issued without obtaining written permission from the Fleet
Management Division. If permission is granted to use any other fuel card, all policies
and instructions regarding PennDOT issued fuel cards shall apply.

The following items are the only products authorized for purchase with PennDOT
Issued fuel cards.

Diesel Fuel

Regular Unleaded Fuel (higher octane is not authorized)

Motor Oil (only for emergencies, should normally be obtained at PennDOT garage)
Kerosene (only for emergencies, should normally be obtained at PennDOT garage)
Windshield Fluid (only for emergencies, should normally be obtained at PennDOT
garage)

Diesel Exhaust Fluid(DEF) — check ahead to ensure retail station has DEF and
accepts the Department Fleet Card
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Refer to the Emergency Instructions section of Publication 22 which should be located
in the vehicle for procedures to follow in the event of an accident or vehicle
breakdown. If, after following the emergency instructions in Pub 22, it is necessary to
obtain repairs from a non-PennDOT source, the Fleet Fuel card can be used.

Fuel Receipt Polic!

Whenever an employee fuels a Department vehicle at a retail station they must get a
receipt. They must ensure the receipt has the following information on it.

Equipment Number, Odometer, Product, Quantity, Price, Operator Name, Date of
Transaction

Any of the above information that is missing or illegible must be hand written on the
receipt.

If the original receipt is lost, the operator shall complete a Surrogate Receipt which
can be obtained from the Automotive Officer, District Equipment unit, or County
Equipment unit as applicable. The PIN number is the first 3 and last 3 digits of the
equipment number. Enter the Odometer without tenths.

Retail Fueling Instructions
Penndot’s Fleet Fuel cards are accepted at many retail gas stations. If you are not
sure the card is acceptable where you are fueling, verify with the attendant first.

before fueling.

All terminals are different and may prompt you for the fueling information in a different
order. Simply follow the prompts to process your transaction.

If the card reader cannot read your card or your PIN Number does not work, ask the
attendant to call the toll-free number on the back of the card to verify your information.
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