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Housekeeping

20-minute 
presentation on 
Car Rentals and 
Uber for Business

40-minute Q&A 
session

PowerPoint, Q&A, 
and recording will 

be shared after 
the meeting

Unrelated topics 
will not be 
addressed
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Topics

Car Rental Contract Review and Benefits

Car Rental Best Practices

How Uber for Business Works

Q&A
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Car Rentals
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Car Rental Contract Review
Statewide Travel Program has a contract for 
discounted rental rates with Enterprise-Rent-
A-Car, which includes National Car Rental. 

Nationwide benefits:
o Discounted rates 
o Insurance
o Damage waiver
o Unlimited miles
o No one-way drop fees
o Emergency roadside assistance 
o Market rate fuel
o Rates for personal use
o Rental age lowered to 21 years old 
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Car Rental 
Contract 
Benefits

Market Rate Fuel
o Travelers do not need to refuel vehicles before returning 

them.
o Enterprise provides market-fuel prices for all contracted 

vehicles.
o This rate will not exceed California fuel prices calculated by 

averaging the weekly rates from the previous three months as 
verified using the U.S. and Energy Administration.

o The Enterprise refuel rates can be found at the bottom of the 
Car Rental Resources page.
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https://www.eia.gov/petroleum/gasdiesel/
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental


Car Rental Contract Benefits
Vehicle Upgrades at the Branch
o If the size and/or class of the vehicle rented 

is not available when a traveler arrives at the 
branch, Enterprise will substitute for an 
upgraded vehicle at no added cost.

o See columns AM/AN in the Enterprise 
monthly statement to check:
o What vehicle was requested.
o What vehicle was received.
o What the rate should be for the requested car 

class can be cross-referenced on the Short-Term 
rate sheet.

o Billing errors resulting from upgrades can be 
sent to the Enterprise billing email address 
(Travel Coordinator use only).
o Attach the Enterprise research template.
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https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Resources/Car-Rental/Research-Template.xlsx


Specialty Vehicles
Enterprise offers a range of specialty vehicles including but not 
limited to:
o 12 and 15 passenger vans
o Four-wheel drive equipped vehicles
o Cargo vans
o ¾ and 1-ton pick-up trucks
o Box trucks

For more information, please visit our Commercial Car Rental 
Resources page or email StatewideTravelProgram@dgs.ca.gov.
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https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental
mailto:StatewideTravelProgram@dgs.ca.gov


Car Rental Best Practices
Zero Emission Vehicles (ZEVs)
o ZEVs are the preferred vehicle type, when available/feasible, for employees traveling on 

official business.

o Trips best-suited for ZEV rentals:
o Trips that require travel within urban and suburban areas.
o Trips under 200 miles of total travel distance.

o Executive Branch travelers do not need to submit a DGS OFAM 100 Form for ZEV rentals 
(sedans).
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Car Rental Best Practices
Determining Cost-Effectiveness
o Enterprise provides travelers with a mileage reimbursement calculator to assist in 

determining whether renting a vehicle or using a personal vehicle is the most cost-
effective method of transportation.

o For executive branch agencies only: please visit CalHR for reimbursement information, 
including personal vehicle mileage.

10

https://legacy.enterprise.com/car_rental/deeplinkmap.do?bid=046&mcid=DBCA
https://hrmanual.calhr.ca.gov/Home/ManualItem/1/2202


Car Rental Best Practices
Top Tips for Travelers
o When booking, always check the service hours of the rental location.
o Airport locations have extended pick-up hours.

o Have an identification (Driver’s License and Employee ID) and/or itinerary handy for 
quick check-in.

o Verify that contact information is up-to-date when checking in at the branch.

o Ensure a receipt is received upon drop-off, prior to leaving the branch.

o Remind travelers to send any necessary receipts promptly.
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Car Rental Best Practices
Direct Billing for Tolls
Enterprise can set up direct-billing of toll charges for participating agencies using the 
Commercial Car Rental Contract.

o Direct-billing toll charges is not automatic, agencies must opt-in.

o Once set up for this service, agencies receive a statement from Enterprise each month. 
This statement will be separate from the monthly statement for rental car charges. 

o To set-up direct bill tolls with Enterprise, email StatewideTravelProgram@dgs.ca.gov and 
request the additional service (Attention: Car Rental Travel Specialist).
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mailto:StatewideTravelProgram@dgs.ca.gov


Car Rental Best Practices
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Toll Amounts

Toll Road

Toll Date/Time

Example Toll Statement from Enterprise



Uber for Business
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Background
o Statewide Travel Program partners with Uber (Uber for Business 

or U4B) to centralize rides and manage employee expenses 
through a direct bill (U.S. Bank).

o Travelers can assign business rides to the agency’s U4B profile 
within the Uber mobile app at the time the ride is requested. 

o Rides are visible to Travel Coordinators in the agency’s online 
account/dashboard immediately.

o Rides are billed to the agency’s U.S. Bank travel account at 
the end of each monthly billing cycle.
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Lump sum of Uber for Business charges in U.S. Bank 
statement.

Itemized, point of sale Uber for Business charges in U.S. 
Bank statement. 
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How Uber for 
Business Works

Why Direct-Bill U4B?
o Data Capture – U4B stores actionable, reportable data such 

as accounting codes and purpose of trip memos. 
o Fraud Mitigation - Agencies must authorize access to direct-

billing.
o Program Administration – Agencies have access to program 

administration, adding and deleting users, and enabling 
active program management.

o Traveler Convenience – Travelers can enjoy less out-of-pocket 
expenses, ride pickups within minutes, and an all-electronic 
process.
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How Uber for 
Business Works

How To Add U4B For Your Agency
o Agency Travel Coordinator requests a U4B direct bill account 

by emailing StatewideTravelProgram@dgs.ca.gov, Attention: 
Uber for Business Administrator.

o U4B Administrator will coordinate set-up between the agency 
and the Uber Account Manager.

o If requested, U4B Administrator can assist with Travel 
Coordinator training and provide a booking demonstration.
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mailto:StatewideTravelProgram@dgs.ca.gov


How Travelers Use U4B
o Must have Uber mobile app with a personal account.
o Agency Travel Coordinator grants permission for traveler to 

access the direct bill account.
o Book a ride.
o Switch/select the agency’s payment method.

o Confirm ride.
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How Uber for Business Works
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Tipping while Using Uber for Business
o Travelers may tip their Uber drivers.

o Tips must be paid out of pocket.

o Travelers should explore reimbursement 
after the fact with internal Travel 
Coordinators.

o Executive branch agencies, please see 
the CalHR online manual for tip guidance 
(Sections 2201 and 2203).

Ride paid for by department

Tip paid for by traveler

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


How Uber for Business Works
Internal Controls
o Use the Uber for Business Policy Template 

from the State Travel Policy Resources 
page to create a U4B policy for your 
agency. 

o Use the U4B dashboard to review rides, 
manage travelers, and customize the 
program to meet your agency’s needs.

o Use the Uber for Business Dashboard & 
Audit Guide from the State Travel Policy 
Resources page to learn about the U4B 
dashboard and available data.

Enforcement and Compliance
o Set a spending cap, limit vehicle types 

and luxury rides, set time and location 
restrictions.

o Require expense codes and notes.
o Flag travelers that break policy, prevent 

new rides until reviews are completed.  
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https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Resources/Training-and-Guides/Uber-for-Business-Policy-Template-2025.docx
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Travel-Policy/Uber-for-Business-Dashboard-and-Audit-Guide-2025.pdf
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Travel-Policy/Uber-for-Business-Dashboard-and-Audit-Guide-2025.pdf
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy


Resources
CI Azumano
o CI Azumano Website
o Concur Website
o Call: 1 (877) 454-8785
o Email: CalTravel@ciazumano.com 

Statewide Travel Program
o Email: StatewideTravelProgram@dgs.ca.gov
o Car Rental Resources page
o Rideshare and Ground Transportation 

Resources page
o Car Rentals 101
o Rideshare 101
o SAM 4117.2 Commercial Car Rentals (applies 

to executive branch agencies only)
o Uber for Business Policy Template
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https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:CalTravel@ciazumano.com
mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental
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/Rideshare-Ground-Transportation
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Training/Car-Rentals-101.pdf
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Resources/Car-Rental/Rideshare-101.pdf
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-2
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Resources/Training-and-Guides/Uber-for-Business-Policy-Template-2025.docx


Q&A
If you have a question, please type it in the Q&A or raise your hand and we will 
unmute you.

We will not be addressing questions that are unrelated to the topic of Car Rentals 
or Uber for Business. 
As a reminder: the recording of this meeting, this PowerPoint, and the completed 
Q&A will be emailed by the end of next week. 
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5 Minutes Left
We will do our best to answer all questions within the 
time we have left. If we are unable to get to your 
question, we will send a response via the Q&A 
document.

Please complete this feedback form to help us plan 
future trainings.

Subscribe to our Travel Updates
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https://forms.office.com/Pages/ResponsePage.aspx?id=sfdF6tcHqEm49TcTbsk4Lccj6dxDyqJDj8GyggQ0ZZxUMFkxNURTMjFTVjdXUURUNVdYVkNQSDk0RS4u
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpublic.govdelivery.com%2Faccounts%2FCADGS%2Fsubscriber%2Fnew%3Ftopic_id%3DCADGS_128&data=05%7C02%7CPaola.BredbergClark%40dgs.ca.gov%7C84e1892c37484ceefd7f08dd3b1dc144%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C638731721771333316%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1KcDdWJDO6T6H8p3osMuSFdsNy6NpU5P68l73y2CH%2Bw%3D&reserved=0


THANK YOU!
An email will be sent with the recording of this 

meeting, this PowerPoint, and the completed Q&A by the 
end of next week.
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