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PURPOSE AND INTENT:

To provide guidelines for renting cars and buses for official, approved college use.

PROCEDURE:

Rental cars may be used for official college use only if prior approval has been obtained.  The request should be included on the Travel Authorization Request and should include the justification for the car rental.

Rental cars should be used when there is an actual necessity for official college business and should not be used when the only such necessity is for transportation from airport to lodging and back, when less costly alternatives (e.g., limousine or cab) are available.

Buses may be used for approved field trips.  When a Field Trip Request which requires the rental of a bus is approved, the field trip director's budget supervisor should prepare a purchase requisition and send it and a copy of the Field Trip Request to the Purchasing Department.  The purchasing agent is responsible for making the arrangements for the bus rental.
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