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AU TO RENTAL RESERVA TION &  AU TH ORIZ ATION  FO RM 
Non- Faculty,  Non- Staff,  Guests,  Stu d ents  and  Teams 

Procedures  and  Instructions  

This document outlines the procedures and instructions for authorization to charge UVic 
Scotiabank Visa card for auto rentals from a UVic-designated Auto Rental Agency that has a 
Standing Agreement (AGR) with UVic. 

Note: B.C. Provincial Government or CAUBO daily rates apply to UVic reserv ations.  This 
form, when completed and signed by an auth orize d UVic Account Hol der or Delegate 
and a Purch asing Officer, will author ize the Auto Rental Agent to apply charges to  
UVic's Scotiabank Visa card for a designated  and authorized UVic traveler. The form is 
invalid unless all fiel ds (un derlined spaces)  are completed. The form may not be used 
for UVic faculty, or staff (employee) auto rentals.  

I nstruct ions for U se:  

1. A UVic Faculty or Departmen t cont act phones the chos en Auto Rental Agency bearing in mind  
that the preferred Aut o Rental Agencies listed on purchasing web site sho uld be contac ted firs t for  
bes t ra tes. You sho uld obtain a con firmat ion/ reser vation number, the name of the Auto Rental  
Agenc y contact (represe ntative) , and their fax nu mber and include it on the form.

2. All fields on the for m are to be completed; ot herwi se, the form/authorization wi ll be deem ed  
VOID.

3. FAX a copy of the form to Pur chasing Service s at 832 7 upon obtai ning a reserva tio n 
confirmation number and comp letion of the for m.




