Vehicle Rental for CTE
You must have an approved Professional Travel ID & Student Travel ID (if needed) before a vehicle rental request can be booked.  You must indicate on the Professional Travel that a car rental is needed.
The District uses Enterprise or National Rent-A-Car for rental vehicles.  Get a quote from the Enterprise website and submit it to the CTE office.  A PO will be created for the rental and CTE will reserve the vehicle on your behalf.  

Enterprise/National Rent-A Car Quote:
· Go to https://elink.enterprise.com/en/22/03/neisd-district-use.html
· Select Enterprise Rent-A-Car or National link under Business Use.
· Enter your pickup and return location, dates and times, select a vehicle class (if a specific type of vehicle is needed) Click Check Availability.
· You will be asked to enter your PIN.  Our PIN is: NEI   Click Confirm.
· Choose your vehicle type by clicking the Select button next to the vehicle.  Per day rates and total rate for your trip is displayed.  NO additional equipment can be added.  Click Continue to Review.
· Review: The left side of the screen has the details of your reservation – be sure they are correct.  If not, click on the edit next to the item you wish to update.  If correct, please make a copy of the Rental Details.  Do not click on the Reserve Now button.  Please be sure to include your name, contact number, and email address on the printout and send a copy of this page to Luz Flores at lflore7@neisd.net, or to Carolyn Seelye at cseely@neisd.net.  The CTE office will issue a PO and complete the reservation for you.  
· Once the reservation has been confirmed, you will receive a copy of the confirmation page.  Note: The confirmation number will be needed if it is necessary to modify or cancel a reservation.

To Modify a Reservation:
· Access the general Enterprise Rent-A-Car website: https://elink.enterprise.com/en/22/03/neisd-district-use.html.
· Click on View/Modify/Cancel Reservation
· Enter your Confirmation Number, first name and last name of the renter. Click Search.
· When your reservation is located, you will see the following options: View Details/Modify/Cancel
· You will be asked if you are sure, click, Yes, Modify Reservation.
· Update whatever you need to update and click Update Reservation.
To Cancel a Reservation:
· Follow steps 1-4 from Modify a Reservation
· Clink Cancel
· You will be asked if you want to discard the reservation, click Yes, Cancel Reservation
· Upon successful cancellation, you will receive a Reservation Canceled message.
RENTAL REMINDERS
· Book your vehicles as early as possible – we encourage you to book your rental vehicles 3-4 weeks in advance to ensure better availability.
· Employees are required to refuel rental vehicles PRIOR to returning the rental
· Any upgrades, GPS Units, Satellite Radios, Toll-Pass Devices, etc. will be paid by the employee.  You will not be reimbursed.
· Cancel your reservations in a timely manner – Remember there is no charge to cancel a rental and there may be someone else in need.
