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1. Rideshare

1.1 Justifications

One of our travelers claimed there were no approved vehicle classes available at the time of
booking. Is this possible?

Travelers should document as much as possible to justify the higher cost choice. When it comes to
Uber for Business, we recommend screenshots within the Uber application showing the vehicle
options.

Is Uber, Lyft, and/or taxi still the best option for employees while on travel status?

Employees should always use the most cost-effective option. Before traveling, employees need to
perform a cost comparison to justify their reasoning.

An employee took a cab, which is more expensive than Uber and Lyft. The explanation was that the
employee did not trust Uber or Lyft. Is this justification acceptable?

STP cannot advise on acceptable justifications. Executive branch/state agencies, please contact
CalHR at TravelManager@calhr.ca.gov. Non-executive branch/optional user agencies, please refer
to your internal policies.

Is using Uber for Business to go to restaurants from the hotel and back while on travel status
considered personal use?

Not necessarily. It would largely depend on the distance/cost to pick up a meal and return. It would
be quite similar to having a rental car on fravel status and driving to get food. However, executive
branch agencies should contact CalHR, and non-executive branch/optional user agencies should
refer to internal policies, regarding what is acceptable distance and cost wise.

What is considered a reasonable distance to use Uber for Business when seeking meals while on
travel status?

Executive branch/state agencies, please contact CalHR at TravelManager@calhr.ca.gov for
allowable justifications. Non-executive branch/optional user agencies, please consult internal travel
policies.

Will the OFAM 100 be required when a larger size vehicle is requested within Uber for Business?

No, an OFAM 100 is not required for any Uber for Business vehicles. If your travelers are using larger
vehicles, they should be prepared to justify the need for a higher cost vehicle over the permitted
cost. Travelers can add the justification as a memo within the Uber application during the booking
process.
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All Expense Codes

CURRENTLY IN TRAVEL STATUS

SELECT IF YOU ARE ON TRAVEL STATUS (50 Edit expense details

MILES OR MORE AWAY FROM
HEADQUARTERS). BY SELECTING THIS OPTION,
YOU ARE CONFIRMING THIS RIDE IS NOT
INTENDED FOR COMMUTING OR PERSONAL

e Bl OFFSITE MEETING

OFFSITE MEETING

SELECT IF YOU ARE TAKING THIS UBER TO A
OFFSITE MEETING. BY SELE bl

OPTICON, YOU ARE CONFIRMING THIS RIDE IS
NOT INTENDED FOR COMMUTING OR
PERSONAL USE.

Travel Coordinators can use the agency'’s Uber for Business account dashboard to audit rides.

1.2 Limitations and Restrictions

Can we use Uber for Business for out-of-state business travel?

Just like car rentals, lodging, and airfare, travelers can use Uber for Business for out-of-state business
travel if approved by their agency.

Is Uber for Business only for executive travel, or can it be used for all types of travel, such as
employee conference travel?

Uber for Business can be used for any approved employee fravel. Each agency can decide which
travelers can be added to the Uber for Business account and set limitations within the dashboard. We
recommend each agency create an Uber for Business policy using the Uber for Business (U4B) Policy

Template.

Is there a limitation on how many Uber rides a traveler can request?

There is no general limitation. This is something that the agency’s Uber for Business policy would
outline. If desired, Travel Coordinators can set limitations in the agency’s Uber for Business account
dashboard.

Is there an option to limit Uber rides per day instead of per ride? Like the rider would have a $100/day
limit - if their first ride cost $20, they only have $80 for any other rides that same day.

Yes, this is an option an agency can implement. However, we do not recommend a cost limit, as
each city will have different rates. It is difficult to predict a threshold that will apply to all cities.

Can we restrict certain types of vehicles, such as UberX?

Yes, Travel Coordinators can limit the vehicle class permitted to travelers within the agency's Uber for
Business account dashboard.

Is priority pick-up and reservation allowed on Uber?

While Uber for Business cannoft restrict the use of these services (and their applicable fees), they are
not recommended as they are non-mandatory fees. From a policy standpoint, we recommend
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prohibiting these types of fees. For further clarification, please contact CalHR at
TravelManager@calhr.ca.gov (executive branch agencies only).

How does the Uber reservation process work?

Uber Reserve, or scheduling aride (reservation) in advance, is not allowed for executive branch
agencies due to a separate reservation fee being charged.

I'm on the Uber dashboard and | don't see the option to remove requesting an Uber in advance.

There is not an option to remove the reservation capability as it is embedded into the mobile app for
business and personal use.

We recommend each agency create an Uber for Business policy using the Uber for Business (U4B)
Policy Template. Reserving an Uber in advance should not be permitted in the policy and employees
should sign/acknowledge the policy before using Uber for Business.

As is frue with all areas of travel, travelers are accountable for reimbursement if they do not book
within policy.

1.3 Lyft

Can we use Lyft?

The state of California does not have a partnership with Lyft, which means that there is not an option
to direct-bill Lyft charges to your agency. However, travelers are still able to use Lyft when it is the
most economical option. They will need to request reimbursement from their agency after the fravel
is completed. Executive branch agency Travel Coordinators and travelers can visit the CalHR Online
HR Manual to find information on allowances and reimbursements for Transportation Network
Companies (“Travel/Relocation” Sections 2201 and 2203).

1.4 Reimbursements

Which rideshare vehicle bookings are reimbursable?

Within Uber, Uber X is the preferred ride type. Uber Pool, Uber Comfort, or Uber Green are permitted
when the cost is less than Uber X. Travelers should take screenshots of the Uber search results to show
lower cost justification. Agency Travel Coordinators can limit the types of rides permitted within the
agency'’s Uber for Business account dashboard.

Within Lyft, Standard Lyft is the preferred ride type.
Does Uber for Business include UberEATS?

No, UberEATS is not activated for use within Uber for Business accounts. Executive branch agencies
should reach out to CalHR with any questions about reimbursements.

Do tolls incurred while using Uber for Business appear in the direct-billing for tolls?

Tolls incurred while using Uber (for business and in general) will be charged through Uber and will
appear on the ride receipt.
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If the Uber ride incurred a toll charge, the total will be part of the Uber charge. Is it necessary to
separate the Uber and toll charges on the CalATERS claim? (Applies to executive branch agencies
only)

Please reach out to the State Controller’'s Office at CalATERS@sco.ca.gov for clarification on how to
submit the claim.

1.5 Tips

Will Uber for Business automatically charge tips to the traveler’'s personal credit card?

Yes, Uber for Business will automatically look for a personal form of payment to charge tips. If there is
no personal form of payment in the traveler’'s Uber account, Uber for Business will not allow a tip to be
added to the ride.

How can an employee request reimbursement for Uber tips in CalATERS? (Applies to executive
branch agencies only)

If an employee paid out-of-pocket for Uber, they can request reimbursement for the ride and tip
within CalATERS, assuming it is all within policy.

If an employee used Uber for Business, they could only request reimbursement on the tip (assuming it
is all within policy) since the ride was already direct-billed to the agency.

Please see the CalHR Online HR Manual for tip guidance (Sections 2201 and 2203).

Is an Uber receipt always required to be submitted to get reimbursed regardless of the amount? What
if tips are paid with cash?

Cash tips are up to internal agency policy. We recommend each agency create an Uber for Business
policy using the Uber for Business (U4B) Policy Template. Employees should sign/acknowledge the
policy before using Uber for Business. As is true with all areas of travel, travelers are accountable for
reimbursement if they do not book within policy.

The Department of General Services’ Uber for Business internal policy does not allow cash tips, as they
are not frackable. Tips paid through the Uber app are trackable and viewable for both the traveler
(in the Uber app) and Travel Coordinator (through the agency’s Uber for Business dashboard).

How do travelers provide the required documentation for the Uber charges to determine allowed tip?

The traveler can provide a receipt of their Uber ride to show the cost of the ride. In addition, trips are
viewable for both the traveler (in the Uber app) and Travel Coordinator (through the agency’s Uber
for Business dashboard).

Tips paid through the Uber app are trackable and viewable for both the fraveler (in the Uber app)
and Travel Coordinator (through the agency’s Uber for Business dashboard).

If Uber for Business is used by the department, would the tip have to be requested for reimbursement
through a Travel Expense Claim (TEC)?

Yes, reimbursement can be requested for any tips paid for by the traveler.
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Executive branch agencies, please visit the CalHR Online HR Manual - 2203 Allowances and
Reimbursements - and reference "Tips for Allowable Transportation Expenses" for guidance on tipping.

Optional user agency fravelers should refer to internal policies for guidance on fipping.

1.6 Uber for Business Account

Does the state have a contract with Uber for Business?

No, the state of California does not have a contract with any rideshare vendors Uber for Business is
purely for direct-biling benefits and to reduce out-of-pocket costs for travelers.

What is the process of getting an Uber for Business account?

Please email StatewideTravelProgram@dgs.ca.gov, Attention: Uber for Business, and we can begin
the process for your agency.

Will Uber for Business be linked to our business travel credit card account?

The agency's Uber for Business account is linked to an agency’s U.S. Bank Meeting Card Account. If
your agency does not currently have a Meeting Card Account, we will create one as part of the
Uber for Business implementation process. There is no other acceptable form of payment for Uber for
Business.

Can we have multiple Uber for Business accounts since they're linked to the agency meeting cards?

Yes, we can add supplemental Uber for Business accounts within your agency. Please email
StatewideTravelProgram@dgs.ca.gov to set this up. That being said, the Uber for Business dashboard
allows for the creation of multiple “programs” within a single account. This provides additional
customization options for specific divisions/offices within your agency, with their own dedicated U.S.
Bank Meeting Card.

1.7 Uber for Business Accounts for Travelers
Do we only need one Uber for Business account to share with staff, or would every employee need to
register for an Uber for Business account?

There will only be one Uber for Business account created for the agency, but each traveler will need
to have their own personal Uber account that they will link to the agency’s Uber for Business account.
Uber for Business does not create/require a separate “business” account for the fraveler, it merely
allows a tfraveler's personal Uber account to link to the agency’s Uber for Business account.

Can Uber for Business be used on a work cell phone?

Before downloading the Uber app on your business phone, please check with your internal
information technology team/office to see if it is a permissible application.

Do travelers need a personal Uber for Business account if they are using their work cell instead of their
personal phone?
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Regardless of whether the fraveler uses their personal or work cell phone, they will need a personal
Uber account to link to the agency’s Uber for Business account. The traveler does not need a
separate Uber “business” account.

When a traveler requests Uber for Business access, what type of permission should we give them?

There are two types of accounts for Uber for Business: “Rider” or *Administration.” “Rider” would apply
to anyone who will be using Uber for Business simply to reserve rides. Administration would apply to
anyone who would need access to the agency’s Uber for Business account dashboard for program
management: adding/removing riders, reconciliation, reporting, or troubleshooting purposes.

Can non-employee travelers that use Uber while traveling for agency business be linked to our Uber
for Business account?

This would be an internal policy decision for your agency to make. There is nothing on the Uber for
Business side that would prevent this.
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2. Car Rental

2.1 Justifications and Reimbursements

Is there a way to decide how much mileage has been driven on a rental car to verify it was not used
for personal reasons?

The pre-and post- rental milage is listed on the Enterprise receipt and monthly statements. Travel
Coordinators can then use resources such as Google Maps to see the estimated milage and
compare the data.

How should travelers do a rental car vs. rideshare cost comparison?

The Enterprise Mileage Reimbursement Calculator gives travelers an idea of the possible costs.
However, travelers will need to complete their own research to include parking, tolls, and other
applicable fransportation costs. There is no standard cost comparison template or form.

2.2 Miscellaneous

For long-term rental, do we go through Enterprise or Concur?
Long-term rentals are NOT booked in Concur.

For instructions on booking a long-term rental, please see the ‘Renting a Long-Term Vehicle’ section
of our Car Rental Resources for State Travel page.

For optional users, please contact StatewideTravelProgram@dgs.ca.gov to inquire about long-term
rentals.

What should we do when our travelers need a car rental in Cresent City?

There are no Enterprise or National branches in or around Cresent City; so, tfravelers must book a non-
confracted car rental and seek reimbursement after fravel. Whenever a traveler books a non-
contracted vendor, they must pay for the rental using a personal form of payment, add any needed
insurance at the time of pick-up, and seek reimbursement.

For executive branch agencies, per SAM section 4117.2 - Commercial Car Rentals, travelers do not
have to complete an OFAM 100 form when booking with a non-contracted vendor at the Crescent
City airport. This is noted on the OFAM 100 form itself as well.

New York seems to have a different car rental rate, what is the normal range for the rental cars in
New York?

The state of New York is a known exception to the base rental rates in the Commercial Car Rental
contract. Travelers booking a car rental in New York are subject to open-market rates.

Are we able to have the accounting codes updated on our monthly report?

Please email StatewideTravelProgram@dgs.ca.gov for assistance.
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If our agency opts into direct billing for tolls, will we see the toll information on the traveler’s Enterprise
receipt?

No, the toll information will not appear on the fraveler’s Enterprise receipt because it has not been
charged yet. If the agency has direct billing for tolls set up, they will receive a direct-bill statement
from Enterprise showing the toll information. This will include the toll amount (A), road (B), and
date/time (C).

Account Name: SAMPLE ACCOUNT - & REMIT TO! EAN SERVICES, LLC
b ENTERPRISEHOLDINGS T B sy
KANSAS CTY, MO §4194-0173
For Biing hquires
or TLDKZ1ZME-123114 (868) 276-5694

atak $148.55

Tetal Usage/TCC Fee (5 da:
TCC - Wof | max al 53.55) & Violation

Renter Hame B4# || RentslTicketd ™|  RentalDete| ™| Retun Datel ™| Days Usagl™ Fee (525,00} Todamts| * |l VotalDus|¥| Cumency ¥| RentsiCay | RectsiSitel¥| License# Y|  TolRe1D TolRosd ¥ Toll dateflims:
State Travesnr 1 12345678 SPANTC W04 2014 56,00 uso SAN FRANCISCO ca TEVUTTE T 226345405 BATA - Bay Brdge TUTIZ014 3:43:46 PM
TOTAL 1 $395 $6.00 $9.95 uso
12385678 858851 WIEZ014 17142014 $4.00 uso ca TFPWIE2 T z22eE1118 10242014 12:44:44 P
58851 1BHE2014 142014 .00 ) ca TRPVE2 T 22881748 22018 31344 PU
858851 L2014 142014 $4.00 uED ca TRPVE2 T 229082788 272018 25454 PUl
858851 AWHE2014 142014 .00 uED ca TFP AN22014 3:23:33 Pl
852851 AAS2014 1 £5.00 usD oy TFRW 3025
853851 AE2014 42014 5.0 usD cA TFFW 3 4
853351 AAS2014 11142014 $5.00 uso A TRRWIEZ 1111902014 Z51:30 PU
858351 WAS2014 42014 $5.00 Uso cA TEFWGE 1/S/2014 2:40:26 PU
838851 WS04 142004 $5.00 uso A AL 11E2014 24852 PM
£sas61 WE2014 142014 $5.00 uso €A TeFez 7 11102014 24428 P
5886y WIEZ014 17142004 $e.00 vso ca TEPWIE2 T 236348854 11742014 2:37:20 U
pree 1882014 142014 $5.00 uED ca TRPVE2 T 226348408 1182018 237:38 Pl
pre ME2014 142014 $5.00 usD ca TEPW " Zhaghies 1UTR014 1:44.44 P
858851 BHE2014 11142014 £5.00 usD Ty TFP 24031658 1073002014 2:3726 P
858851 0HS2014 141142014 85.00 usD Ty TFFW 24832524 111202014 2:38:44 PU
853851 AAS2014 1142014 $5.00 usD ca TFFW " 224932600 - Bay Bridge 292014 24453 PU
853351 AS2014 142014 $5.00 uso A TFFWIEZ 7 20634528 BATA - Bay Erdge 1142014 1:42:32 PU
State Traveisr 2 853851 AWAS2014 42014 55.00 ) Wakwt Creek ca TFFWIEZ T 226345415 BATA - Bay Brdge 1142014 24248 PU
TOTAL 5 $19.78 $90.00 $100.75 vs0
State Traveler 2 T rarresast 10262014 1IRE2014 .00 vso SAN FRANCISCO ca TAWPOS T 224831384 BATA - Bay Brdge 11772014 4:43:50 P
TOTAL 1 $298 $6.00 $9.95 usp
State Traveier 1 BVZHE 112014 12004 $5.00 uED SAN FRANCEEO ca ™EF1S " 212320008 M BATA - Carquine: Bridge 121072018 B18:49 AM
State Traveier 1 BVZNHE 1A12014 1212014 .00 usD SAN FRANCECO ca THEF11S T 220132274 BATA - Bay Brdge 1252018 4:26:30 Pl
TOTAL 2 190 348,99 USD

If the agency does not have direct billing for tolls set up, the traveler will receive the toll
invoice/payment request directly. The traveler will need to pay the toll in a timely manner and seek
reimbursement.

2.3 Rates

What is the maximum state rate amount allowable for a hybrid/electric vehicle?

The rate for all vehicles, including electric and hybrid vehicles, is on the Short Term Rates and Long
Term Rates documents which can be found on our Car Rental Resources for State Travel page.

Why do some vehicles have a rate of $42.12 and others $43.52?

The intfermediate sedan rate is $42.12. This is the largest vehicle class allowable without needing
justification (for executive branch agencies only). All infermediate sedans should be listed as $42.12
for Enterprise and National car rentals. If you come across a different rate, please email
StatewideTravelProgram@dgs.ca.gov.

The standard sedan rate is $43.52. Any time an executive branch agency traveler books a standard
sedan or larger, they need to complete an OFAM 100 form to justify the higher cost. See SAM section
4117.2 - Commercial Car Rentals for further policy information.

If a traveler booked an intermediate or larger vehicle and received a compact, what rate should
they be charged for?

The charge should be for the smaller vehicle's rate. The traveler or agency Travel Coordinator is
responsible for verifying the rate charged on the Enterprise receipt. Please see columns AM/AN in the
Enterprise monthly statement to check:

e What vehicle was requested.
¢ What vehicle was received.
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e What the rate should be for the requested car class can be cross-referenced on the Short-
Term rate sheet.

Requested Car Class | Class Received Car | Exhibit F Vehicle
SCAR ICAR Class Item Description
SCAR SCAR CCAR a Compact Sedan
ICAR FCAR ICAR b Mid-Size/Intermediate
CCAR CCAR FCAR C Full Size Sedan
ICAR FCAR MVAR d Mini Van
ICAR MVAR CFAR e Four Wheel Drive/Compact SUV
ICAR SFAR PPAR f Pick-Up Truck
ICAR SCAR SCAH g Hybrid Electric Vehicle
FCAR FCAR ICAE h Plug-In HybridZero Emission
ICAR FCAR SCAR i Standard Sedan
ICAR ICAR SFAR i Medium SUV
ICAR FCAR FFAR k Large SUV

What type of electric car can employees rent?

When booking a car rental in Concur, the tfraveler must select an ‘Intermediate’ vehicle and answer
‘Yes' to “Would you prefer an electric car if available?” Please see How to Book a Car Rental for
more information.

The electric vehicle the traveler will receive will be based on availability at the branch upon pick-up.
The Enterprise car class codes for electric vehicles are ICAE (intermediate sedan) and GXAE (Tesla).

We came across that the traveler claimed there were no approved vehicle classes available at the
time of booking. Is this possible?

Per our contract with Enterprise, there should always be the ability fo book an intermediate sedan
car class. Concur sites are programed to always allow an intermediate sedan to be booked.

Please ensure the traveler is searching for pick-up/drop-off within the branch’s business hours.

If Concur is still showing no vehicles available, travelers should search on Enterprise.com to determine
vehicle availability at the same branch.

If Enterprise.com shows vehicle availability and Concur does not, please email
StatewideTravelProgram@dgs.ca.gov and provide screenshots from both sites.

Why is it that there isn't a vehicle available if the pick-up time or drop-off time is outside of office
hours?

Searching for car rentals on Concur during hours that a specific branch is closed will not yield any
search results. We suggest altering the search criteria (date/drop off and pick up time) to avoid this.

2.4 Vehicle Recharge and Refuel

Who is responsible for paying for electric vehicle recharging?
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During the time the traveler has/uses the rental car, the traveler is responsible for charging the
vehicle. Per our current contract with Enterprise, once the traveler has returned the vehicle to
Enterprise, the branch will recharge at no additional fee.

If staff pay to charge the vehicle, do they get reimbursed through a CalATERS claim? (Executive
branch agencies only)

Yes, staff get reimbursed through a CalATERS claim. The manner in which to submit the
reimbursement request through CalATERS is outside of Statewide Travel Program'’s scope.

| have noticed fuel overcharges on multiple rentals. Do we need to send a dispute or just rely on the
quarterly fuel reviews refund?

Please send your billing dispute to the Enterprise biling email address (Travel Coordinator use only)
and attach the completed Enterprise research template. If you need assistance, please email
StatewideTravelProgram@dgs.ca.gov.

If an employee rented a car with National, does the "no need to refuel when returning" also apply?

The confract with Enterprise extends to National, so fravelers will not need to refuel before returning
the car.

The Enterprise refuel rates can be found at the bottom of the Car Rental Resources page.
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TOWN HALL: CAR RENTALS AND UBER FOR BUSINESS

3. Additional Resources
3.1 Cl Azumano

Website: www.caltravel.ciozumano.com

Email; CalTravel@ciozumano.com

Phone: 1 (877) 454-8785

3.2 Concur

Concur Login Page

3.3 Statewide Travel Program

Website: www.dgs.ca.gov/OFAM/Travel

Email: StatewideTravelProgram@dgs.ca.gov

Phone: 1 (216) 376-3974

e CarRentals 101

e Car Rental Resources

e Events Page

e How to Book a Car Rental (Video)
e Rideshare 101

e Ridesharing Ground Transportation Resources
e SAM section 4117.2

e State Travel Policy Resources

e Trainings Resource Page

e Travel Coordinator 101

e Travel Coordinator Resource Page
e Travel Updates Subscription

e Uber for Business Policy Template

If you have a training need and don't see it on the Trainings Resource page, please reach
out to StatewideTravelProgram@dgs.ca.gov Attention: Training, with suggestions.
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