
Requesting Transportation Charter Services
This process illustrates the steps when requesting Transportation Charter Services.

All Carve Out requests must be submitted at least two (2) weeks prior to the event to allow for timely review and processing. A separate Carve Out request must be submitted for each vendor and event date.

Does your request involve any of the following? 

• Transporting minors
• For non-UCI-sponsored events/conferences
• Tour guide services
• For groups <4 and >40
• >75 miles from main campus
• Involves a UCI athletics team
• >6.5 hours of driver time (includes 30-min

required inspection)
• Outside of 6 a.m. – 11 p.m.
• Commuting through hilly/mountainous terrain

more than 4500 fee above sea level

Go to UCIBuy+ and complete a non-catalog Purchasing Request 
Form, indicate that the request falls under Covered Services, and 

submit a requisition. When filling out the Purchasing Request Form, 
please include Charter Services refusal email. The requisition will 

automatically route to Workforce Relations for review and approval 
after submission. Click here for instructions on how to submit a non-

catalog order.

Can Charter 
Services fulfill 
the request?

YES

NO
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Notes:
1PALCards need to be coded before the transaction can be processed. Please reach out to PALCard@uci.edu for assistance.

Covered Services does not apply. 
Proceed with approved vendor of 

choice. PalCard may be used on non-
covered services1.

YES

Has WR 
approved the 
requisition?

Work with Charter Services; 
charges will be processed 
automatically through KFS.

NO

NO

YES

Contact 
charterservices@uci.edu to 
see if they have availability

All vendors that are hired for 
covered services are required to 
be paid via PO. Once approved 

by WR, the requisition will 
continue through its workflow, 
and a PO will be generated. 

YES
Email Workforce Relations 
at contractingout@uci.edu 

for further guidance.

START

https://scribehow.com/viewer/How_to_Initiate_a_Non-Catalog_Order_Purchasing_Request_Form_and_Requisition__I4E48cHsTnaPdXOTiZmbFg?referrer=search
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