Q & A FOR RENTING A VEHICLE
12/1/09
Q
Who holds the State Contract for rental vehicles?
A
http://www.usm.edu/procurement/tr_worksheet_all.doc
Q -
Can I use my PCARD to rent a vehicle?

A
Yes BUT only at car rental agencies that have a state contract with the State of Mississippi

http://www.usm.edu/procurement/tr_worksheet_all.doc
Q
Can I use my PCARD to purchase gas for the rental car?

A
The State PCARD Policy will not allow any gas to be charged on a PCARD.

Q
I charged gas on my PCARD, what do I need to do? 

Q
I forgot to fill the vehicle up before I returned it and they charged gas on my PCARD, what do I need to do?

A
The following steps need to be taken to resolve the charges:

1. A deposit for the amount charged on your PCARD needs to be made in the Bursar’s office.  The Bursar’s office is located in Forrest County Hall – Room 101.  They will accept a check or a credit card for payment.  If your department does not have a deposit slip, there will be deposit slips available in the Bursar’s office.  BE SURE to use the same account code and budget string that you used on your Credit Card Voucher.  

2. The teller will give you a copy of the deposit slip.  Make a copy of it and send it to Sandra Reiter at Box 5003.  The copy will be attached to your original Credit Card Voucher.

3. To be reimbursed for the above expense, you will need to complete a Travel Voucher.  Send the Travel Voucher along with a copy of the original receipt and a copy of the deposit slip to Travel at Box 5104.  Reference that the original receipt is attached to the Credit Card Voucher.
Another option is to go to the rental office that you rented the vehicle from and ask them to charge your personal credit card and to take it off of the PCARD.
Q
When is a waiver required?

A
Requesting authority to rent a vehicle with a cost greater than the medium size.  When renting a Full Size car, Luxury car or a Sport Utility Vehicle.  The waiver should be attached to your Travel Voucher or Credit Card Voucher when submitting it for payment.  Waivers can be found on the Travel website under Travel Forms  http://www.usm.edu/procurement/travelforms.html
Q
What account codes do I put on the Credit Card Voucher when submitting to Procurement for payment?

A
A list of forms are provided on the Account Codes for Monthly PCARD Processing worksheet - http://www.usm.edu/procurement/travelworksheets.html
Q
Sales tax was charged to my PCARD for my car rental.

A
Contact the rental office and let them know that sales tax was charged to your PCARD and it needs to be credited off.  Ask them to send you an e-mail confirming it and attach it to your Credit Card Voucher for the current month and attach it again the following month when the credit shows up.
Q
Can a non-employee drive a rental car?
A
If a non-employee is required to drive a rental car, CDW/LDW must be purchased.  An approved waiver will be required for reimbursement.  
