
Rental Car Reservation Procedures for individual TCard  Rentals for Athletics.

Rental cars fees must be placed on your individual ATU travel card. A PO must be in place prior to 
the reservation of the rental car. 

1. Approval must be obtained from the Travel Administrator prior to reserving a rental car. Send 
       travel@atu.edu the season schedule and a blanket permission will be given for all rentals for 
       that season. Once approval is received, enter a requisition to Bank of America    
       (T01007859) for the car rental amount. A departmental PO will be received in your inbox 
        once the requisition has been approved and processed.  

    Once your PO is received, secure the rental with Cogswell or Enterprise. Contact 
    Travel Services for all 15 passenger van rentals from Enterprise all other Enterprise 
    rentals follow the steps below. 

   

Select Business Use Rentals. 

National will only be used when Enterprise is not available. 

If rentals are obtained through Cogswell Motors, ATU insurance does not cover
these rentals. Your personal vehicle insurance will cover any damage to the 
vehicles. Cogswell Motors will not accept the ATU insurance coverage for 
rentals. Enterprise rentals are covered under the State contract and ATU 
insurance.
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3. Scroll down and complete the following fields. The Location, Renter Age, Corporate Account, 

and reimbursement rate are pre-loaded. Click Check Availability to display available vehicles.   

 

4. Scroll down on the next page of available rentals and click select on Standard. 

 

 

 

 

Notice the rental is less reimbursement by $56.39 
making the rental the least expensive option between 
rental and personal mileage reimbursement.   
Reminder: You must always go with the least expensive 
option.    



5. Click Continue to Review.  

 

6. On this page you will complete your reservation by entering information and making the 
required selections.  

 



7. Select “No” on the billing section as this will not be charged to the ATU Ghost Card 
and complete the Additional Details section with the mandatory PO number and 
traveler’s T number.  

 
8. Select your preferred option from the Save Time At The Counter section and click 

Reserve Now to complete the booking.  

 

Once clicking Reserve Now your 
booking is complete! Remember to 
retain a detailed rental receipt for 
submission with your individual or 
TCard log.  




