INSTRUCTIONS FOR PICK-UP AND RETURN AVIS RENTALS 
AVIS car pick-up at FBK, with delivery service in Via Sommarive n. 18
Show up at FBK guardhouse with reservation to pick up the car keys that you will find in the adjacent FBK parking lot. 
Take a photo of the odometer reading on the dashboard before departure, or take note of it so that you can indicate it later in the car return email.
Please note: If rental charges and/or receipts showing a date and time earlier than the reservation are noted, FBK will charge the traveler for any additional expenses. 
AVIS car pick-up at AIRPORT 
Report to the AVIS desk at the airport with your reservation. You will sign the rental agreement and they will give you the car keys (with Preferred card you skip the line, if there is a dedicated counter).
NO EXTRA SERVICES should be requested or accepted at the AVIS desk as FBK already has a Corporate profile (KASKO insurance active).

Take a photo of the odometer reading on the dashboard before departure, or take note of it so that you can indicate it later in the return email. 

(In case of flight delay: customer's waiting on delayed flight occurs only up to a maximum of two hours from the closing of the rental office if the arrival time is per flight plan falls within the office opening hours shown on the reservation and call the AVIS Reservations Centre +39 06 452108020, Monday to Friday from 8:00 to 18:00).
Please note: If rental charges and/or receipts showing a date and time earlier than the reservation are noted, FBK will charge the traveler for any additional expenses. 



AVIS car return at AIRPORT 
IMPORTANT: Before car return, refuel up to initial fuel gauge reading and send a return "end-of-use statement" e-mail.
Park the car in the Avis parking lot and hand over the keys to the desk, by the deadline indicated on the reservation.

If the Avis desk is closed you can return the car to the airport by simply parking the car in the AVIS spaces and dropping the keys in the KeyBox outside the office.

Before car return take a photo of the odometer reading on the dashboard, or take note of it so that you can attach/indicate in your return -mail mail to:
trento.te8@avis-autonoleggio.it, copying supporto.centri@fbk.eu 

"PARKED CAR PLATE xxxxxxxx KM xxxxxxx WITH REFUEL COMPLETED" 
NOTE: Sending the email will be considered as the closing date and time of the rental contract. 

Avis car return to FBK Via Sommarive n. 18
IMPORTANT: Before car return, refuel up to initial fuel gauge reading and send a return "end-of-use statement" e-mail.
Park the AVIS car directly at FBK at via Sommarive 18, Povo and hand over the keys to the FBK guardhouse by the deadline indicated on the reservation.

[bookmark: _heading=h.gjdgxs]Before car return, take a photo of the odometer reading on the dashboard, or take note of it so that you can attach/indicate in your return -mail mail to:
trento.te8@avis-autonoleggio.it, copying supporto.centri@fbk.eu

"PARKED CAR PLATE xxxxxxxx KM xxxxxxx WITH REFUEL COMPLETED" 
NOTE: Sending the email will be considered as the closing date and time of the rental contract. 
There will be no other charge beyond the rental ONLY IF you leave the car with refuel completed by bringing the fuel gauge level line to the same point where you found it.




NOTES:
[bookmark: _heading=h.30j0zll]An AVIS reservation can be changed or cancelled at any time by contacting your contact secretary in the case of assisted booking while, in other cases, directly at www.avisautonoleggio.it, or by calling the AVIS Reservations Centre at  +39 06 452108020, Monday to Friday from 8:00 to 18:00 (800 801 180 for 24/7 roadside assistance).
NOTE: the reservation is valid for a minimum of 24h, even when you need the car for your business trip for a shorter time; this means that the insurance coverage is guaranteed for example from 9 a.m. to 9 a.m. the next day.  
For any changes in start/end date/time of your business travel we recommend that you promptly contact  the operator who is in charge of your travel or your Unit of reference, by sending an e-mail containing the reason or the changes.
For gas reimbursement purposes, however, receipts outside the official travel start and end date and time will not be accepted. Therefore, travelers are invited to refuel within these time and date limits, although the vehicle can be returned within the 24-hour agreement validity period. 
FBK will charge the traveler all additional costs incurred for:
· rental costs and/or receipts showing a date and time later to those communicated
· mileage traveled and reported on the invoice differs significantly from the  authorized route. 
