Statewide Travel Program Rideshare 101

The Statewide Travel Program (STP) offers rideshare

services through Uber for Business (U4B). Agencies that 7 Best Practices to Using Rideshare
participate in STP have are able to utilize rideshare Services
services for business fravel through U4B. This allows
travelers to charge their agency directly for rideshare /
services. - N
Always conduct a cost comparison
How to use U4B before traveling to ensure the rideshare is
the most cost-effective method.
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Use the permitted venhicle class.**

¢ All U4B charges are subject to audit. - ’
© el el s e You will personally reimburse the r )
of U4B oLgonlzc’rflon for unauthorized Always add a business reason for taking a
charges/fees. ride in the “Expense Memo" field.
*Choose UberX or Uber Pool. Wait to request a ride until after you've
*Choosing vehicles in higher classes claimed your luggage at baggage claim.
require a justification. L )
** parmitted -Ssk;er “Reserve” is prohibited for state ) .
Vehicle Class ' Follow Uber Safety Information as a

guideline when using U4B.***
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*You may tip the driver.
*Tips cannot exceed $2.00 or Avoid Surge Pricing
20% of the ride cost -

whichever is greater.

*Tips are billed to a personal Walk to a different pick-up location outside of the

payment method and can surge areaq.

be submitted for p

reimbursement. Wait a few Plan around

*See CalHR's online manual minutes for the Avoid rush big events like
s for fip guidance. application to hour. concerts or

update. sports games. )

Wait times fees are

not reimbursable. Reservation fees are not
reimbursable. This includes
Verify that the on ) L Uber Reserve.
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number, car make fﬁgﬁmﬁ?hs
and model, and 9 € ..
driver name match app. [Addlhonal Resources ]

the information in
the app before
entering vehicle.

*Rideshare and Ground Transportation Resources
+STP Training Resources

*CalHR 2203 Allowances and Reimbursements
*Uber Safety Information



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uber.com%2Fus%2Fen%2Fsafety%2F&data=02%7C01%7CErica.Ashburn%40dgs.ca.gov%7C95773efe565d4865793308d788904014%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C637128025436300189&sdata=1gh6pcgKGkN43TPmfv21D9oiUw9MlgoThPf0I7%2BTHY0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fhrmanual.calhr.ca.gov%2FHome%2FManualItem&data=04%7C01%7CDominique.Nguyen%40dgs.ca.gov%7Cccd9c902dd9c4db037a708d8eb332e0e%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C637517952336455030%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=eAsuyUyxCc4WsenLhcoxube7cSMQZiIU%2Fhfd%2FXqQtqA%3D&reserved=0
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Rideshare-Ground-Transportation
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://hrmanual.calhr.ca.gov/Home/ManualItem/1/2203
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uber.com%2Fus%2Fen%2Fsafety%2F&data=02%7C01%7CErica.Ashburn%40dgs.ca.gov%7C95773efe565d4865793308d788904014%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C637128025436300189&sdata=1gh6pcgKGkN43TPmfv21D9oiUw9MlgoThPf0I7%2BTHY0%3D&reserved=0
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