Enterprise Rental Car
The Enterprise vehicle rental contract is for Old Dominion University employees who are conducting official University business.  Please see links below for more detailed information.
NOTE: The current Enterprise Contract and/or Finance Procedure 6-713 take precedence over the information provided below.

Procedures for Reserving an Enterprise Vehicle:

· Payment

· Travelers may pay for an Enterprise vehicle using:

· Corporate travel card
· DO or LPO (provide Enterprise w/the DO/LPO number)
· Small Purchase Credit Cards (SPCC) – Contact SPCC administrator in Materiel Management @ ext. 3105 to enable this functionality or see below for link to exception form.
· The Enterprise contract (VASCUPP) number is UVA727496

· Call Enterprise at (757) 489-2006 to reserve a vehicle.  The University’s account number is D82472.
· Insurance – Coverage offered by Enterprise (or on any rental vehicle) should be declined.  Travelers will NOT be reimbursed for charges associated with optional coverage.  The department of Treasury, Division of Risk Management, provides liability insurance protection for rental vehicles used for official state business only – accidents on side trips don’t count as official state business.
Exception to the optional coverage waiver – students, candidates for jobs, speakers, etc. may be reimbursed for the optional coverage.
· When accepting (and also upon returning) a vehicle it is strongly recommended that renters examine the vehicle and note any damage on the agreement document in order to avoid being held responsible for pre-existing damages.  The rental agreement documents should be retained by the renter or department in case Risk Management is needed to manage a claim.  
· The vehicle can be picked-up at the nearest Enterprise Rental Office during normal business hours, or arrangements can be made to have the rental vehicle dropped at your location. 
· Invoices received by Accounts Payable that fail to reference the eVA DO number or LPO number (see above mentioned procurement tools) will be returned unpaid to the vendor, with the resulting responsibility for payment placed on the individual traveler(s).

Procedures for Returning Enterprise Vehicles:

· Refuel vehicle – refueling fees from Enterprise will not be accepted by Accounts Payable for reimbursement.  Submit a receipt for fuel along with your travel voucher.

· Return vehicle to the local rental office during normal business hours.  Renters may also drop off vehicles in lot 31 (Monarch Way between 46th St. and 47th St.).  When dropping off in lot 31 drop off keys with the ODU Police Department’s Dispatcher (on Monarch Way near 46th St.).
Reporting Accidents:
· Take appropriate steps to ensure your safety and well being and that of any other victims

· Immediately contact state or local police where accident occurred, and also take pictures if possible.  
· Notify:

· Enterprise 1-800-Rent-A-Car (800 736-8227)

· Report the accident to Crawford & Co. (1-866-219-6120) as soon as possible.  Inform Crawford & Co that you are an employee of the Commonwealth.  

· Your supervisor

· ODU Risk Management (757-683-4009).  A completed Auto Loss Notice should be submitted to Risk Management as soon as possible, and can be faxed to 757-683-3958.   Link below.  
For additional information related to Use of Rental Vehicles – See Finance Procedure 6-713 located at:  http://www.odu.edu/af/finance/facultystaff/disbursements_processing/accounts_payable/rental_vehicle_use_6_713.pdf
For questions on travel reimbursement or the travel card, contact Accounts Payable at 683-6977. 
The Enterprise contract can be found at: http://www.odu.edu/af/materiel/contracts/EnterpriseLeasing_2011Pricing_020102011-%20website.pdf and exception request form at: 
http://www.odu.edu/af/materiel/pcard/ExceptionRequestForm_Travel_07292011.pdf
Link to vehicle loss notice form: http://www.odu.edu/af/rm/automobile_loss_notice_form.pdf
