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Before You Begin - Important Information

You will need prior approval before you can rent a vehicle for direct billing to CPCS. Please complete the
Enterprise Car Rental — Approval Form.

You will need to seek prior approval for Out of State travel. Please see your Supervisor/Manager
for the appropriate form.

Rental car coverage is predetermined by the Commonwealth; therefore you do not have to
select any coverage options or insurance when picking up your rental.
o You do not have to charge or supply your credit card. The billing information is charged
to the Commonwealth’s account.
o You do not have to refill the gas tank upon returning the vehicle.

Unless you are approved for a different vehicle class by your Division Head, the Compact vehicle class should
be selected for all car rentals.

The driver will need to present a valid driver’s license when picking up the vehicle.

If you have any additional questions regarding the car rental process, please email
travel@publiccounsel.net.
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Reserving Your Enterprise Rental Car

1. Navigate to Commonwealth of Massachusetts Operational Services Division homepage:

www.mass.gov/osd.

Search Moss.gov

ﬂ Mass.gov

Operational Services

Division s

I want to... & About s Contact us + News Events

Where government meets business and business meets government through
procurement, business diversity, and customer focus.

Contact Us
@ Address = Online
One Ashburton Place, Room 1608, Boston, MA Staff Directory »
02108-1552
Directions Fax

(617) 7274527
L' Phone

Main (617) 7203300
Haurs of Operation M-F 9am-5pm

TTY Line (617) 727 2716

(), search this organization|

@SD

OPERATIONAL SERVICES DIVISION

2. Scroll down to “More actions and services” section. Click on “Office of Vehicle Management.”

More actions and services

Sell to the State »

Surplus Property Program >

Special Education Pricing »

File my Uniform Financial
Report +

Buy from a Statewide
Contract »

Operational Services Division
PRR »

Learn about COMMBUYS
Resources +

Commonwealth Print
Services »

Environmentally Preferable
Products (EPP) Procurement
Programs »

Financial Compliance and
Quality Assurance +

Office of Vehicle
Management »
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3. Under “What would you like to do?” click on “Reserve a Rental Vehicle.”

What would you like to do?

Top tasks

Acquire or Replace a State Reserve a Rental Vehicle »
Vehicle »

4. Under “How to request” section, click on the + icon.

How to request

Ll Online +

5. Click on the “Reserve a Rental Car” link in the body of the paragraph.

How to request

Ll Online X

Haourly, daily, weekly, monthly and long-term rental vehicles
are available through SWCVEH112 and should be

requested using the following IinkI Reserve a Rental Car.

The VEH112 Contract User Guide provides detailed
information regarding Vehicle Rentals.
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6. It will bring you to the Enterprise “Welcome State of Massachusetts Employees” main page where it
will list the state agencies. Scroll down the list to locate “CPC Committee for Public Counsel Services

(STMAO025).” Click the “CPC Committee for Public Counsel Services (STMA025)” link.

enterprise

Welcome State of Massachusetts Employees

If you need to rent a Hybrid Vehicle in the Boston area, once in your Department reservation path, please
input into the Location field (1) "10F7" for the Congress Street Branch or "1008" for the Waltham Branch.

CONSUMER AFFAIRS (STMA126)

CPC Committee for Public Counsel Services [STMAD25) r=

CXM Coastal Fone Management office (STMAD15) =

7. Enter the details for the Pick Up & Return Location, Pick Up Date & Time, Return Date & Time, Renter
Age, and the Vehicle Class. Select the “Browse Vehicles” button after entering the details for each

section.

-
Reserve a Vehicle o v /o / cancet Reservation
Pick-up & Return Location (ZIP, City or Airport)* * Required Field

Boston Logan International Airport | X

Return to a different location @

Pick-up® Return® Renter Age Policy*

22 209 ] 2 Mo 23 209 ¥ ] P 25+ ¥
Corporate Account Number () Vehicle Class (1)

CPC-COMM FOR PUB. COUNSEL SERV | X Vehicles (1) b

I'm booking on behalf of someone else Browse Vehicles
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8. It will then have you choose a vehicle.
Note: You can only select “Compact” for the “Vehicle Class,” unless you receive prior approval to

select an alternate vehicle class from your Division Head. Select “Compact” Section.

e nterprise CPC-COMM FOR PUB. COUNSEL SERV | X

(%) RENTAL DETAILS (%) PICK-UP & RETURN © VEHICLE (%) EXTRAS
Tue, Aug 22, 1200 PM N Boston Logan Intemational Airpart. SN Select N =
Wed, Aug 23, 1200 PM 4 K 7 7
.
Choose a Vehicle Class zeresis soRrey | Featured v

® Best Match

Filters
MILEAGE jxak o Nissan Versa or similar ’47“0 s'76"g
Unlimited Milzage Co H! Automatic & 5 People i 2Bags Per Day Total
Limited Mileage - Features & Price Details @
@
N <? Custom Rate
'VEHICLE TYPE Total from
Cars $77
9. After reviewing the Extra section, select “Continue to Review.”
Extras induded in your reservation (=t no additional costt Damage Waiver
Protection Products
Damage Waiver Included with reservation Details @) v Included
Equipment
Sirius XM® $5.99 / day (§ 49.98 max) Details @
E_=_'l Listen to anything you want, everywhere you drive.
Greenhouse Gas Emissions Offset $1.25 / rental Details @ |<+ .ﬁddjl
'{2 Join your fellow oustomers in helping to save the enwironment!
Child Safety Seat $10.99 / day ($ £0.00 max) Detsils @ .:+ muj.
3" Travel with child safely and sacurely.
GPs $15.99 / day ($ 319.99 max) Details @ (+ aaa )
[5) Find your destination easier with this GPS device.
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10. Review the “Rental Details” and remaining summary sections of the “Review & Reserve” Sections. Complete the

“Contact Detail” Section.

Contact Details

First Name™ Last Name*

Phone Number*

[ ==V +1

Email Address*

name@domain.com

Would you like to receive SMS notifications from Enterprise abourt this rental?
@ es, | would like to receive text messages about this rental to the phone number on this reservation

No

By selecting "Yes” abowe, message and data rates may apply. Message frequency varies and depends on the activity of your reservation. You can opt out by
responding STOP at any time. For more information, please review our Privacy Policy [% and SMS Terms [. If you choose not to receive text messages,
we will give you a courtesy reminder call 1-2 days prior to your reservation.

11. Please confirm that this trip is on behalf of CPCS by clicking “Yes” in the “Confirm Trip Purpose”

Section.

Confirm Trip Purpose

Your account is associated with CPC-COMM FOR PUB. COUNSEL SERV. Are you raveling on behalf of CPC-COMM FOR PUB. COUNSEL SERV for this rental?

(@ Yes

Mo
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12. Please note before clicking “Yes” in the Billing section, you must certify that you are authorized to
bill CPCS for your vehicle rental; therefore prior approval from your Supervisor / Manager / Division
Head is required before you can reserve the vehicle. Please make sure you have completed the

Enterprise Car Rental - Approval Form. Enter our billing number - 851404.

| am aurhorized for billing privileges and am choosing w bill CRC-COMM FOR PUB. COUNSEL SERV for this rental.
(@) Yes

Please provide a billing number.

(@) Enter Billing Number

851404

13. If applicable, enter your flight information under the “Flight Details” Section.

Flight Details

Optional - providing your flight information will help us keep your car ready upen arrival
Airline Name Flight Number (Optional)
Please select an airline v

| don't have a flight
My airline isn't listed
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14. Once you are satisfied with your Car Rental details, select the “Reserve Now” button. Print

your confirmation page for your records.

Complete Your Booking

$ 75.43 will be billed to CPC-COMM FOR PUB. COUNSEL SERV.

Modifying/Canceling a Reservation

1. If you need to cancel or modify an existing reservation or print your confirmation receipt, you can
click on the link “View / Modify / Cancel Reservation” at top left next to “Reserve a Vehicle.”

Reserve a Vehicle e /moss  cuost gesersson

Pick-up & Return Location (ZIP, City or Airport}* * Required Field

Provide a Location

Return to a different location @

Pick-up* Return* Renter Age*
Au :00 Au :00
22%% v 128 ~ 23%% v 128 ~ 25+ v
Corporate Account Number (i) Vehicle Class (i)

CPC-COMM FOR PUB. COUNSEL SERV | X All Vehicles

I'm booking on behalf of someone else B Vehicles
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2. Enter your confirmation number, first and last name, then click on “Search.”

View / Modify / Cancel Reservation . reeres vence

Look up a reservation
* Required to look up a reservation

Confirmation Number*

First Name* Last Name*

Submitting Your Car Rental Documentation to Finance

1. Scan and email the Enterprise Car Rental — Approval Form along with the car rental receipt receivedwhen you
return the vehicle to invoices@publiccounsel.net.
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