
OKALOOSA COUNTY SCHOOL DISTRICT 
TECHNICAL ASSISTANCE MEMORANDUM 

FINANCE DEPARTMENT 

TO: Select Individuals 

FINANCE TAM: 2021-018 

CONTACT: Kenn Macdonald, Specialist 
Accounting & Financial Reporting 

TELEPHONE: 833-5834 

FROM: Rita R. Scallan - Chief Financial ~ 
DATE: March 30, 2021 

SUBJECT: Instruction for Using Avis and Budget Rental Car Reservation System 

The State of Florida awarded a bid for renting vehicles to Avis Car Rental and Budget 
Car Rental. 

In order to assist the designated office staff members responsible for making vehicle 
rental reservations for all of their respective school/ department staff, the Finance 
Department has developed a process and procedures for making reservations. 

Online Reservations 

1. Employee requesting vehicle rental will provide the following to the designated 
individual (Bookkeeper/ Secretary) responsible for making the reservation: 

a . Fully approved TDE Form pages 1 and 2. Page 2 of the TDE Form will 
have all of the information needed to make the reservation. 

b. Items not authorized by District due to additional fees incurred through 
car rental company must be paid for by the employee such as: 

1. Toll Transponders 

11. GPS Technology (Navigation Systems) 

iii. Bluetooth Capabilities 

1v. Refueling Charge - This is a charge for returning the rental vehicle 
with less fuel than when it was picked up. It is in addition to the 
cost of the fuel the rental company will charge which will be 
greater than the per gallon cost at a local gas station. 

v . Other - any other items that incur an additional cost where a 
District need cannot be supported. 



School District of Okaloosa County March 25, 2021 
Finance TAM 2021-018 
Instruction for Using Avis and Budget Rental Car Reservation System 

2. The designated Bookkeeper /Secretary will use the web portal Florida 
Department of Management Services (DMS) has created to make the 
reservation https: //www.carrental.com/abgPartners/sof/ . 

3. On the DMS portal Home Page enter the following information: 

IIIS~ AVIS ~ Budget" 

The Department ol Management Services ls pleased to announo, Avis 84J<lget Group as ti>, State of Aorida'< supplier for rental vehldes. 

a. Pickup 

1. From -This can be a city, zip code, airport, etc. The most common 
location will be the Destin-Fort Walton Beach Airport. Use the 
airport code VPS. 

11. Pick-up Date and Time 

b. Return 

1. "Return To Same Location" is the default return location but can 
be changed if necessary. 

11. Date and Time 

c . Place a check mark in Business Travel. 

d . Under Florida Entity- Select School Boards 

e. Under Division - Select Okaloosa County School Board. The discount 
codes will automatically fill in for Avis and Budget. 

f. Click Find My Car. 
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4 . Select the vehicle class 

a. Select the vehicle class as indicated on page 2 of the TDE form. Use Avis 
as the primary option and Budget if Avis is not available. 

b . The authorized vehicle class is INTERMEDIATE with a contract price of 
$27.00/day. 

c. Minivans or other vehicles may be authorized in advance with valid 
supporting reasons of official need. 

d. 12 passenger and 15 passenger vans are not authorized to transport 
students per Florida Statute 1006.22. 

Destin-Fort Walton Beach Ai rport ~ 

Brar.ds ~ AVIS' ~ ll'l"ludgol 

Economy Car 
$.'tQh )eu S ., 

Compact Car 
Sh<>wOet.a '5 > 

Intermediate Car 

ar 

Full Size Car 

Intermediate SUV 

Standard SUV 
<: ,O.V0e!i!!i.S 

Mini Van 

5. Equipment/ Services 

Avis· 

$25.00 

$25.00 

$27.00 

$29.00 
D 

$30.00 

$34.75 
[2) 

Tut "4cr 3 
12 tlO Pl! 

CHANGE 

C rpcrate R3•es , F.I ~Re-;uftsv 

~ Budger 

$25.00 
'.'e.l 

$25.00 

$27.00 
21 

$29.00 
D 

$29.00 
2l 

$30.00 
D 

$33.00 
~ 

$34.75 
D 

a . An Additional Driver may be authorized if necessary. The driver must be 
an adult. Students are not authorized to drive a District rental vehicle . 

b. The District does not authorize any additional equipment such as GPS 
Navigation Systems. 
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6. Reservation Details - Review the reservation. Taxes may be included but should 
be removed at the rental location at time of pick-up. 

7 . Click Continue. 

Destin-Fort Wa lton Beach Airport ~ 

Equipment / Servif'.,es 

Addi 1onal Ori>:er 

GPS 6)at,on (l) 

8. Renter Information 

a. First Name 

b. Last Name 

~ S000/day 

c@wda~ 

> 
li ~\rf.ar:3 
•::.,)!>~' 

Reservation Details 

Sun:harges , 

Equipment / se,v,ces 

Estimated Total 

Rae Rults 

l\otes 

AVIS' 

sroo 

SI 1.61 

S2 SJ 

$909 

$000 
50 o,: 

Unlim1 ed Free miles 

$38.62 

v~..:r ra:!! '.';as ca!.:... 3t~~ tos!d :.n uie nfcrma<--'o ;:,rev o~d Some med 'ca ~s rra; 
crar,oe ti: ~ rate 

c. District e-mail address of the Bookkeeper/ Secretary making the 
reservation. This is the e-mail where the reservation confirmation and 
invoice will be sent. 

d. Phone Number - Optional 

e. Cost Control - Do not use 

f. Flight Information - Do not use 

g. Payment Information- Select Book With Direct Billing Number 

s-ct-of ·tf>He opelol\, 
Pay lat« «t the CCIJl1ttr With• credll catd 
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h . Enter the appropriate billing number. Schools with Internal Funds will 
have 4 different billing numbers (2 for Budgetary Funds and 2 for 
Internal Funds). Schools without Internal Funds and Departments will 
have 2 billing numbers for Budgetary Funds. 

1. Avis - Budgetary Funds 

11. Avis - Internal Funds 

111. Budget - Budgetary Funds 

1v. Budget - Internal Funds 

1. Select Book 

Destin-Fort Walton Beach Airport ~ 

Re er lnforma ion Reservation Details 

First Name -,;--;.;:;::::· 

-Ci :a: Ccro(la: 0 ' ~ mila• ) 

LutHame 

Estimated Total 

Fligh Information 

V 

~ rr.: ·:: .. ~ 
N --:::?10t $Z""fj ;:1....~ 

Payment lnformaiion 
3ccx w cr ec: t illing numb:i r (En:er W1:.aro number lir-•ed to c, V 
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$38.62 



School District of Okaloosa County March 25 , 2021 
Finance TAM 2021-018 
Instruction for Using Avis and Budget Rental Car Reservation System 

9. Receive the CONFIRMATION NUMBER and print for your records. 

Confirmation Number: 49837293US2 
~,::OiiOvt :.3$Cdi£ul.J.:..aab1iedorQ"'-~ nlcrrr.J:t.,YS' ,..mc-,,at,;:.,;J>ro,.:..de,J;,,..3 ":"'~.r. ,-r....,..i.;po-- t;¥M 

b.:..1:.x.1 c.vq-an,aoccrdl:sert.cies.Gl~.orc.t'l"'~"'-J:t .,'!t. H4:! ~'5"'W .5-[ ?-et; s 17~a...-~v:1 
c."l!dt,.&lLJ Cl ::>~tt:er:o ~?.'"""'l.5B:1~dt:.,r.:s~,0•for~~.J..-S 0-J".J;','11!'"'1 ·:.!l"·R-~..IYb'~ 

..b_o-;t .a ~....iJ:'_Ql\4tt~cr~r~ 

Reservation Details 
Pwsonal Information 
N:¥1"' 
E'l1·1 

Reservation Information 
Raracoee 
AWOt,J"roef 

A~ 

C•xmtr1 Of ll;,s denoe 

Equ\pment I Services 
Aoa 0"1310""'!' 

l(;,,~'l.ic<."'Or3M 

Ma1 1ll\'3Ss~loosaschoo.sc,m 

SL 

8133-125 

U'.l 

Rate tnfo.nnatioo 

Eqci;.:rnerlt / Sef': ~ 

.-u:,• ~ I ~ ,-t' 

w.XE .l itE'W IES.El¥AflON 

¢4.HCll THI:! USE.I 'A 

sroo 

SO:J<l 

!Estimated Total $38.62 

l.oc8tlon Information 
PCk-,Jp 

March 22 20:1 '2 00 PM 

Des•in-Fort Walton Beact, Airport -VP5 ;} 

"'-01 State Pead 85 North 

Eg ,n AFB F 325-12 US 

,_ 850--65' -08" 9 

Lat. ude 30 ~95-2, Long tude -86 ~9.6 

hores 

.-,_~•.t~~UUt;;.;.i:-fdQ.fMQ:;i :'\4- ,f,~"'T'.-1-:ic"I?'-'• c:td. Sorr_.mo¥..:1~1rr~J 

c+-..1""Q!-"<\-1rf.:t 

0-oo-off 

March 2:; 2021 1200 PM 

!►-sl,rl-fOrt wa tm Beach Airport - VPS 4 
170' State Rood 85 horth 

Egln M'S. FL 3254: US 

l 95)-65 -0!1'9 

Lat·rJCe .30 4957 2 Long ude -86 54926 

IO.Forward the confirmation e-mail to the renter. 

~~ X c~~ t~ fi4 ~~ : :;:}lfOn r ~::~~ 
t,i; •• Dtiffe lwPr ~, $o,w;wd ~Min-. ... F-..if;,.)jl. • ~ ... _ 

FIi ;.::~~ rv;a,; 
r1 FW Your-'"'• Rental C01ifirrN1tjon 

"-' •~-

> I~ 

' lk....""il'l.-.,u 
, !:1~,,, .. 1,1,,. 

AVIS 
=--~=:,-•--... ____ , .. ____ ... _ .. _________ .,_..,_ .. _____ ..,. _______ .., ____ .. __ . ______ _ 
~~~ cmn93US2 

----•""'= ...... --------- ----
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Required Documentation for District Visa Reconciliation 

11. The following documentation must be submitted with the 
school's/department's District Visa packet to support the car rental charges: 

a. Receipt from the rental. 

b. Approved MIS 5085 TDE form, pages 1 and 2 , for the respective trip . 

c . Reimbursement check from the employee for items not authorized by the 
District (GPS, refueling charge, etc.). The check should be made payable 
to the Okaloosa County School District. 

Issues with Reservations and/ or Billing Errors 

12. If you have any of the following issues please contact the DMS Contract 
Administrator, Cynthia Metcalfe , at 854-414-6741 or 
Cynthia.metcalfe@dms.fl.gov: 

a. Requested vehicles are unavailable - Ms. Metcalfe may be able to make a 
reservation. Please note that area events (e .g. Spring Break, events on 
the military bases) have an impact on availability. 

b . Florida Sales Tax charged on invoice - E-mail the receipt from the rental 
to Ms. Metcalfe so she can research and have the taxes credited back to 
your credit card. 

Should you have any questions regarding these procedures, please call Kenn 
Macdonald, Specialist-Accounting & Financial Reporting, at 833-5834. 

cc: Executive Staff 
Principals/ Department Heads 
Bookkeepers 
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