Vehicle Rental Procedure

Steps to Process a Vehicle Rental Requisition:

1) Determine the specific need.  If a car, box truck, or trailer is needed, consult the Transportation Price Sheet.  If a van is needed, first contact Transportation to find out if an LU van is available.  (Please note that LU van availability can change if another requisition is approved prior to this requisition.  If that is the case, this requisition will be held for vendor and pricing adjustments and approvals for the increased cost.) 

2) Place a requisition with 



A) Transportation as the vendor if an LU van is available

B) Penske, Enterprise, Van Go, Best Vendor, et cetera as the vendor if a truck or car is needed, or an LU van is not available

C) The cost obtained from the Transportation Price Sheet with 10% VA state tax added 

D) The Delivery Date noted with the date the rental is needed 

E) Document Text noted with the name of the driver 

F) Specific departure and return times and destination/mileage also noted in the Document Text section with any special specifications  

3) Submit the requisition for approval through the normal approval chain.  

4) Purchasing will 

A) Contact the department for any additional information

B) Request approval for a price increase (if required) via email up the chain of command as is the established practice

C) Contact Transportation or the external rental company with a purchase order number and specific rental information.

5) The Actual Expense will post and the encumbrance (funds held aside) will be disencumbered after  

A) Transportation enters the internal transfer for the rented LU vehicle, or
B) Accounts Payable receives the invoice, with PO number noted, from the vendor.  If the actual amount on the invoice exceeds the amount on the requisition, the budget manager will be notified and can state the bill was incorrect, or will be responsible to obtain approval up the chain of command for the price increase if the bill is correct. 

This applies to vehicles being rented from the Lynchburg area only.

Revised, July 2007

