CORNELL COLLEGE

Procedures for Vehicle Rental

□ The requester completes “Request for Vehicle Rental” form and submits the form to the divisional contact person.  The divisional contact person will fax the request form to Budget Rental.

□ Budget Rental will confirm the availability of a vehicle with the divisional contact.  The divisional contact will confirm availability with the requester. If a vehicle is not available through Budget or an alternate company, the requester should reschedule the trip or arrange for students to carpool.  The reimbursement rate for student drivers is 27.5 cents/mile.

□ Budget Rental will deliver the vehicle to Facilities Management.  The keys will be given to the Information Desk in the Commons.  The requester is responsible for informing the divisional contact whether they will pick up the keys from the Information Desk or from the divisional contact. The delivery/return invoice will be left either at the Information Desk or in the rental vehicle.

□ The requester picks up the keys from either the divisional contact (during working hours) or the Information Desk (between the hours of 8:00am-midnight).  

□ The requester picks up the gas credit cards from the divisional contact.

□ Prior to departure, the requester is responsible for inspecting the vehicle and completing the departure information on the delivery/return invoice (departure date and time, odometer reading, fuel level, etc.).

□ Upon return, the requester is responsible for filling the gas tank and returning the vehicle to Facilities Management.  The requester is also responsible for removing trash from the vehicle, inspecting the vehicle, and completing the return information on the delivery/return invoice (return date and time, odometer reading, fuel level, etc.).  If any damages occur to the vehicle during the time of rental, those damages should be reported under the heading of “Problems/Additional Information” on the delivery/return invoice.  There will be an additional charge to the department for vehicles that require fueling, cleaning, and/or repair.  The delivery/return invoice should be left in the rental vehicle.

□ The requester locks the vehicle and leaves the keys at the Information Desk. 

□ Gas credit cards and gas receipts should be given to the divisional contact within 24 hours of return.  The requester must write his/her name on the gas receipts.

□ Budget Rental will send the invoice to the Business Office.  The invoice will then be sent to the divisional contact, who will in turn check the invoice for accuracy and return it to the Business Office for payment.

