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Enterprise-Rent-A-Car
Effective August 2011, the University terminated the DGS state vehicle progran
and initiated a partnership with Enterprise RRnCar.

Notei BU will still retain the University owned vehicles listed
below:

A 2 -7 passenger minians;

A 2-15 passenger vans;

A Venhicle at the Provost office;

A 15 passenger van for the Geoscience Dept.;
A Busses
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Enterprise-Rent-A-Car

Benefits include:

g
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New model vehicles = less risk (safety) and satisfied customers;
Cost neutral to University; Budget will be shifted from Vehicle Services
across divisions based on historical usage;

Flexible delivery campus delivery or any nearby Enterprise branch;
On-line reservations;

Full collision damage waiver with no deductible;

Primary third party liability protection up to $1 million in coverage;
Vehicles available to switch out or change at over 7,000 locations
across the United States with 24/7 access to additional roadside
assistance;

Frequent users have the optiore®lusenrollment;

One monthly invoice;

Used systenwide
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enterprise

Rental Options

Long-term rentals:
A Admissions office (6 vehicles/semester);
A Exceptionalities (3 vehicles for Fall semester; 6 for Spring
semester);
A Business Education (1 vehicle/semester);
A Secondary Education (1 vehicle/semester)

Daily rentals
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Surplus

Terms and Conditions

Vendor Information

Finance/Business
Services

Vehicle Reservations

5/U-38Y-8513 | £-ma

Responsible for the university's Purchasing Card program, procureme
training, surplus programs and bidding of materials requirements.

Diann Shamburg, Construction Contract Specialist
570-388-4312 | e-ma

Responsible for all aspects of the construction contracting process fo
the Office of Planning and Construction (advertisement to Notice to
Proceed) services solicitations, vendor master file updates.

Jamie Cotner, Procurement Clerk
570-382-4311 | e-ma

Responsible for non-bid Purchase Orders, filing.

Scott Schaffer, Receiving/Inventory Control
570-389-4051 | e-ma

Responsible for Shipping/Receiving functions.

Following are the various vehicle options for university travel:

University Owned Vehicles

7 Fassenger Minivan

15 Passenger Van
Bus

The Enterprise link can
be found on the
Procurement
Department \Website

The link can also be found

Enterprise Rental Vehicle
Personal WVehicle

When using the University owned vehicle ar Enterprise rental wvehicle option
for university travel, a Vehicle Reservation Request Farm must be
completed. The traveler must decide which vehicle (7 passenger minivan, 15
passenger van, bus or Enterprise rental vehicle) is apprapriate for their
travel.

The Vehicle Reservation Request form does not need to be completed when
a personal wehicle is being used. However, the traveler must be in receipt
of an approved Travel Approval Request form prior to completing the
Vehicle Reservation Request form.

n order to assist with budgetary decisions, when comparing the cost
benefit of & personal vehicle versus enterprise rental vehicle, a mileage
calculator is provided below.

Vehicle Reservation Request Form - Shaort Term
Vehicle Reservation Request Form - Leng Term =

Mileage Calcula
Enterpris

e Vehicle Rental Guidelines

on the Travel Information
page located on the
Finance and Business
Website



http://www.bloomu.edu/purchasing
http://www.bloomu.edu/finance_busoffice/travel
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Enterprise Rent-A-Car

Academics 550 i Athiletics
Click here for information on our Travel Program with Enterprise Rent-A-Car.

You will need to log in with your HuskylD to get this website.

Construction
e m

Duplicating Services

Forms & Resources

How To-Faculty/Staff

Once clicking on the
A\\ Enterprise link, enter your
BU email address &

Bloomsburg password 8
UNIVERSITY




STEP 1A: Mileage Calculator

Usersmust utilize theMileage Calculatoto determine if renting an
EnterpriseRenta-Car is more cost effective than using a personal vehicle.

After completing Enterprise VehickRental vs. Mileage Reimbursement
calculation sheet (located on the webpage), please attach itTicatres

Approval Request Form (TAR).

Vehicle Reservation Request Form

Enterprise Rental Vehicle Guidelines

e Mileage Calculator ©
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http://www.enterprise.com/car_rental/deeplinkmap.do?bid=028&refId=BLOOMSBU

STEP LA: Mileage Calculator

BLOOMSBURE UNTVERSITY Welcome to the Trip Optimizer
- Midsiz= Cars: $£36/day 2E MPG

Enter in - Fu -:: o :_ Fleaz= wxe this trip optimizer to determine the most cost effactive trawvel solution.

size Cars: $3B/day I5 MPG Input Values
information to

- Remimburs=ment Rai= £.51

CaICUIate the - Current 3=z Brices 1. Distanc= to b= Trawel=d

benefit N - W

Right click to open new
Attach calculation window

sheet to Travel
Approval Request ) I
form when T I
completed

Miles /G
A | Resat Calculator |
\\ Bbus] rate many vary. Addithonal taocoss | sunchangss stc. may &
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STEP 2: vehicle ReservationiRequest Form

At this point, thelravel Approval Requesiorm (TAR)hasbeenapproved

and received by the travelek \ehicle Reservation Request Form must
now be completed.

—> Vehicle Reservation Request Form ©

Enterprise Rental Vehicle Guidelines

Mileage Calculater

0] 0 R TIINeE O el . mieaqe ReEmIrsement s
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http://www.bloomu.edu/documents/fin_bus_svcs/VehicleReservationRequest.pdf
http://www.bloomu.edu/documents/fin_bus_svcs/VehicleReservationRequest.pdf

STEP 2: vehicle ReservationiRequest Form

Short Term Rental

Lonq Term Rental Vehicle Reservations

Following are the various vehicle options for university travel:

University Owned Vehicles
7 Fassenger Minivan
15 Passenger Van
Bus
Enterprise Rental Vehicle
Personal Vehicle

When using the University owned vehicle or Enterprise rental vehicle option
for university travel, a Vehicle Reservation Request Form must be
completed. The traveler must decide which vehicle (¥ passenger minivan, 15
passenger van, bus or Enterprise rental vehicle) is appropriate for their
travel.

The Vehicle Reservation Request form does not need 1o be completed when
a perscnal vehicle is being used. However, the traveler must be in receipt
of an approved Travel Approval Request form prior to completing the
Vehicle Reservation Request form.

norder to assist with budgetary decisions, when comparing the cost
benefit of a personal vehicle versus enterprise rental vehicle, a mileage
calculator is provided below.

———> VYehicle Beservation Bequest Form - Shert Term
\\ Vehicle Reservation Request Form - Long Term =
Mileage Calculator

Enterprise Wehicle Bental Suidelines

e v



http://www.bloomu.edu/documents/fin_bus_svcs/VehicleReservationReq_shortterm.pdf
http://www.bloomu.edu/documents/fin_bus_svcs/VehicleReservationReq_longterm.pdf

STEP 3: Making Reservations

BLOOMSBURG UNIVERSITY

Vehicle Reservation Request Foerm
Rental Car Opt|0n5 Enterprise Rental Vehicle Guidelines
and pICk-up Mileage Calculator
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http://www.enterprise.com/car_rental/deeplinkmap.do?bid=028&refId=BLOOMSBU

STEP 3: Making Reservations

Rental Car Options & Pick-up Locations:
Three pickup locations:

1. Users have the option of picking up a vehicle at the nearby

Enterprise branch location.

A Pick up of a rental vehicle at an Enterprise branch location is

during their normal business hours.

A Vehicle keys and rental contract agreement will be provided at that

time.
Business Hours

Open Close
Monday 8:00 am 6:00 pm
Tuesday 8:00 am 6:00 pm
Wednesday 8:00 am 6:00 pm
A Thursday 8:00 am 6:00 pm
\\ Friday 8:00 am 6:00 pm

Bl 0 OlllSl)l]I‘ g Saturday 9:00 am Noon

Closed

UNIVERSITY Sunday
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STEP 3: Making Reservations

Rental Car Options & Pick-up Locations:

2. Having the vehicle delivered to campus The rental vehicle will
beparked at the Buckingham Maintenance Center.

A Do NOT park your personal vehicle in the designated Enterprise
RentA-Car space the Buckingham Maintenance Center. Please
park your personal vehicle in the employee spaces.

A Keys and the rental contract for vehicles delivered to campus will
be droppeaff and available for pickup at the Buckingham
Maintenance&Centerbetween 6:30 and 3:00 pm Mondgsiday,
otherwise, the keys can be picked up at campus police.

AN
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Using the IEntefprise YWebsite

After clicking on the
orange nsel

will take you to the

Enterprise website.

Follow the stepby-step
directions on the
Enterprise-Rent-A-Car
website

AN
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Enterprise

» Enterprise Plus »  Emerald Club

€ Grident®locatldh U T T O N,

BLOOMSBURG UNIVERSITY
To Interstate BO

: ==
Enterprise Rent-A-Car

2129 COLUMBIA BLVD
BLOOMSBURG, PA 17815-8869

Tratfic Light:
Turm Here >
Swither Orive g-
-
. -
ary (b i *

Tel.: (570) 784-8558
Mew Search or Show Mearest Locations

D View biap

|

Check Rental Car Rates

1. Dates & Times
Start
Sep |2
End
Sep 13

E}r_{ Maoaon w
E}r_{ Maoaon w

3 |ViewTates > |

The Enterprise” Business
Rental Program.
A Better Way to Go.
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STEP 3: Making Reservations

Rental Car Options & Pick-up Locations:

3. National Car Rental

A Renters can choose between Entermisdationalwhen

traveling to and from the airport

A Enterprisds at all majorirports

A NationalCar Rentalwebsitedoes'best rate searchSearches
system for a priceower thancontracted rate. If found, will
match rate.
Provides for onavay rentals
User choiceas tobrand
The nationwide agreement for Enterprise and National will be
active November 1st

AN N ey ar
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STEP 3: Making Reservations

ST Hational Car Rental

Reserving a
vehicle through
National Car
Rental

AN

Bloomsburg
UNIVERSITY

X National.

X National

Car Rental
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Confirmation Email

To... Mandel, Jeffrev

£c...

Subject: RE: Confirmed: Enterprise Rent-A-Car Reservation

I:rer: Enterprise Rent-A-Car Reservations [mailto:onlinereservations@enterprise.com]
Sent: Thursday, October 13, 2011 4:02 PM

To: Mandel, leffrey

Subject: Confirmed: Enterprise Rent-A-Car Reservation

Dear Jeffrey Mandel,
Thank you for choosing Enterprise. We look forward to seeing you at 8:00 am on Tuesday, October 25, 2011. This message is to confirm you have updated your
reservation. Following are the details for the updated reservation:

Confirmation Number: SLN36D

Fund's Reservation #: 1011030205

Cost Center/Fund Center #: 1011030205

Department Name: Purchasing

Has Proper Signature Authorization: YES

Estimated Mileage to be Driven:

Delivery Location: Buckingham Maintenance Building

Mame: Mandel, leffrey

Pick Up Date: Tuesday, October 25, 2011 at 8:00 am
Drop Off Date: Tuesday, October 25, 2011 at 4:30 pm

While tax may show on email BUtésx exempt and applicable taxes will be removed 19
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Who can drive alUniversity or Enterprise wvehicle?

A In order to best insulate the University from unnecessary liability and to
ensure that both University owned and Enterprise vehicles are operated
for University-related purposes by designated individuals acting within
the scope of their employment, these vehicles should only be operated by
individuals who:

1. Possess a valittense

2. Are University employees, including student employees;

3. Operating the vehicles pursuant to their employment
responsibilities

4. Mustbe 21lyears old taentand 25years old if you choose to
rent the 12 or 15 passengans

5. For University owned vehicles, only 1, 2, 3 apply

= nterprise .




Logistics

Cancellation:

A24 hour6és notice required for-rent

day rental fee will be applied. The renter must call the Enterprise
Bloomsburg Branch at 57084-8558 to cancel the reservation if the
vehicle is being delivered to campus.

A The $10.00 daily weekend fee will apply for cancellations of a Saturday,
Sunday, or early Monday morning reservation if the rental vehicle has

already been delivered to campus.
A If you need to reach the Bloomsburg Office during their after hours for
returns or cancellations, please email GPBR5754@ehi.com

AN
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Logistics

Rental car RETURN instructions:

A Onreturn to campus, park the rental vehicle at the same Enterprisé\ Fzant
location where the car was picked up; the Buckingham Maintenance Center.

A Return the rental vehicle keys by placing them in the Key Bmpat
Buckingham Maintenance Center.

U Oncethe keys are in the Key Drop Box, tleeynotbe retrieved.

A Call the Enterprise Rem§-Car office when the rental vehicle is returned to the
campus delivery site.

U The telephone number is on the Key Drop Box.

A A rentalvehicle may be at the designated pigklocation prior to the reservation
period. The University rental agreement does not provide insurance coverage on
the vehicle before the start date and time of your reservation.

U Useof the rental vehicle before this period will result in personal liability.

AR —=enterprise
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Logistics

Fuel:
A Cars will be delivered to renters with a full tank of gas

A Rentergdo nothave to fill the gas tank when you return the vehicle.
U Enterprise RenfA-Car will charge for gas to the level noted on the rental contract
agreement.

A If you need to purchase gas during your trip, make sure to obtain a
receipt, include the expense on the Travel Expense Report form as a
miscellaneous expense, secure the necessary approval signatures,
attach the receipt(s) to the Travel Expense Report form and return the
form to the Accounts Payable office (WAB 18) for reimbursement.

A Keep a copyf the rental contract agreement with you during use of
the vehicleWorks as the vehicleegistration, proof of insurance, and
provide important emergency contact information

AN
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Charges:

A Charges for your rental vehicle by Enterprise R&r€ar begin on the

date and time specified on the reservation. Admgrental = 24 hours
U Example: If the reservation begins at 12 noon on Monday, it is due back by 12
noon on Tuesday.
A There is a $10.00 daily fee for vehicles delivered on Friday for a Sunday

or early Monday morning reservation.
U Rental vehicles returned beyond the end time of the reservation are subject to a
late fee.
U Rental vehicles returned in a dirty condition will be subject to an additional fee for
cleaning.
U NO smoking policy otherwise additional charges apply
A Do not send the invoice to the Accounts Payable office as payment will
be directly charged to your funds center, by Accounts Payable, through a

monthly statement sent to the University.

AN
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Charges:

Long-term Rentals

Weeklyandmonthly rates are discounted
U TheWeeklyRate
5.5 x the Daily Rate
U The MonthlyRate
20 xtheDaily Rate

A Longtermrental renters must make an appointment with the
local Enterprise branch should they want their car cleaned
during the rental period

ffig —=enterprise
Bloomsburg :
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Liability,.|Insurance: & Aceidents:

A Collision Damage Waiver (CDW)- CDW is to cover repair expenses to the rented
vehicle and is included directly in the contracted rates for PASSHE and Bloomsburg
University.Includes:full damage coverage of our rental car with no deductible,
barring any contract violations

A PersonalAccident Insurance (PAI)i An optionalcoverage for employees.
University employees performing normal duties are covered by Workers
Compensation policy. If the employee elects this coverage it is at their expense.

A Supplemental Liability Coveragei Included directlyin the contract rates for
PASSHE/Bloomsburg Universitirovideshird party liability coverage up to $1
million. This coverage is primary, unless again contract violation.

A Accidents- If an accident/incident occurs with a rental vehicle that may result in a
claim or potential claim, employees are to report the situation immediately to
Enterprise and thereafter to their supervisor with copies to the Vice President for
Administration and Finance. Written accounts of the incident and ensuing
documentation are required.

AN
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Logistics

Roadside Assistance:

Enterprise RenrA-Car provides emergency roadside assistance by
calling 1-:800-307-6666. This number is also printed on the rental
agreementAdditional fees may apply.

Questions
Questions or concerns regarding your rental vehicle should be directed
to Enterprise RepA-Car.

Pleasecall:
If vehicle delivered t@ampus: Bloomsbur@ffice i 5707848558
The phone number you need can also be found at the top of your rental

agreement
A\ If you need to reach the Bloomsburg Office during their after
A hours for returns or cancellationdease email GPBR5754@ehi.com
Bloomsburg -~
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Using the IEntefprise YWebsite

ePlusEnrollment

ePlusmembership creates a personal profile tierpriseRentA-Car
including Driver's License information, phone number, address, etc. This
information is stored to provide faster reservations for future rentals.

N
Helpful for ﬁg?wﬁﬁg%
frequent renters: BLOOMSBURG UNIVERSITY ELOOMSEURG UNIVERSITY
information is
stored & easily

acceSS| ble Enterprise Rental Vehicle Guidelines

Mileage Calculator

Vehicle Reservation Request Form

Select if needed to determine car rental vs. mileage reimbursement costs.

——> ePlus Enroliment Q
\\ EFlus membership creates a personal profile with Enterprise Rent A Carincluding Criver's License information,

phone number, address, etc. This infoermation is stored to provide faster reservations for future rentals. Enroll today!
UNIVERSITY




Travel Information: Overview

STERL!

STEP1A:

STEERZ:

STER 3

AN
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STEPA4:

Existing Travel Forms

Travel Approval
& Expense Form

State Vehicle
Approval
Reservation Form

Daily Expense

Report Form

New Travel Forms

Travel Approval
Request (TAR)
Form

Mileage Calculator

Vehicle
Reservation
Request Form

Making Reservations

Travel Expense
Request (TER)
Form

29




Summary of Chainges:

A Separation of prapproval and actual expenses

A Dean approval for all academic travel;

A One travel expense form (TER) to incorporate both daily and overnight
travel,

A Budget manage (if different than Supervisor/Dean) approval required for
both funding source and amount;

A Inclusionof conference itinerary information; applicable;

A Inclusionof provision for classes durirapsence;

A Built in calculators for overnight and navernight subsistence;

A Enterprise Contract

U Mileage calculator to estimate cost of personal vs. Enterprise rental
vehicle

AN
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Benefits of NewikFormssStructure:

A Easier to read and complete;

A One funds reservation number which will encompass the
entire cost of the travel which will enhance reporting
capabilities;

Funds will be encumbered directly in the funding source
funds center eliminating the need for budget transfers;
Clarity for amounts approved;

Increased information for both travel approvers and audit
puUrposes;

Documentation of alternate drivers

o ToIo  Io
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The New IProcess:

STEP 1: Travel Approval Requestorm (TAR)
STEP 1A:MileageCalculator

STEP 2:Vehicle Reservation Requdsbrm
(If travel approval granted)

STEP 3:MakeReservations

AN
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STEP 1 Travel Approval Request Form (TAR)

Usersare required to completelaavel Approval Request
Form (TAR)prior to their trip;

If traveling by vehicle the mileage calculator results must be
attached (Step 1A);

Route the TAR and mileage calculator for proper signature
authorizations;

Once approved the TAR and mileage calculator is then
forwarded to the Budget office, WallBm 17A, for issuance

of the funds reservation number.

p ST ST T
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http://www.bloomu.edu/documents/fin_bus_svcs/TravelApprovalRequest.xls
http://www.bloomu.edu/documents/fin_bus_svcs/TravelApprovalRequest.xls

STEP 1A: Mileage Calculator

A Used as a budgetary tool to assist budget managers;

A Attach the mileage calculator to the Travel Approval Request
form;

A Route for approval and then forward to the Budget office for
funds reservation issuance.

Mileage Calculator Link

AN
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http://www.enterprise.com/car_rental/deeplinkmap.do?bid=046&mcid=G800718&referedPage=multiDivOfferhttp://www.enterprise.com/car_rental/deeplinkmap.do?bid=046&mcid=G800718&referedPage=multiDivOffer

hicle ReservationiRequest Form

A TheTravel Approval Requesbfm (TAR) hasbeenapprovedand a
funds reservation has been issued to traveler;

A Traveler now need® reserve either a University Owned vehicle or a
Enterprise Rental vehigle

A Complete thé/ehicle Reservation Request fobased on which type of
vehicle is necessary;

A For University Owned vehicles forward the reservation form to the
transportation office;

A For a Enterprise Rental Vehicle enter the reservation on the Enterprise
website and forward to Accounts Payable, WdRer18;

A Accounts Payable will use this as approval for payment of the monthly
Enterprise bill.

AN
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