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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. 

http://cpcs-intranet/cfo/travel/
mailto:travel@publiccounsel.net


 Last Updated 08/16/23 | Enterprise Car Rental Process 3   

Reserving Your Enterprise Rental Car 

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

www.mass.gov/osd. 

 
 

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

 

http://www.mass.gov/osd
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3. Under “What would you like to do?” click on “Reserve a Rental Vehicle.” 

 

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

 

 
 
 

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

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

 

 
 
 

 
 

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. 
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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. 

 

 
 

9. After reviewing the Extra section, select “Continue to Review.” 
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10. Review the “Rental Details” and remaining summary sections of the “Review & Reserve” Sections. Complete the 

“Contact Detail” Section.   

 

 
 

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

Section.  
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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. 

 
 

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

 

 

 

 

 

 

http://cpcs-intranet/cfo/travel/
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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. 

  

 
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.” 
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2. Enter your confirmation number, first and last name, then click on “Search.” 
 

 
 

 
 

Submitting Your Car Rental Documentation to Finance 

 
1. Scan and email the Enterprise Car Rental – Approval Form along with the car rental receipt received when you 

return the vehicle to invoices@publiccounsel.net. 
 

http://cpcs-intranet/cfo/travel/
mailto:invoices@publiccounsel.net
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