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Zipcar 101 
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• The world’s largest and fastest growing car sharing company. 

• Founded in 1999 – cars on the road since 2000. 

• Cars on demand by the hour or day, available around the corner 

• Rates include gas and insurance 

• Reserve online or via mobile in seconds 

• 700,000 Zipsters in 18 cities and 260+ universities (US, Canada, UK). 

• 7,500 cars 21+ members can use whenever, wherever they want. 

 

 

Zipcar Selma:  

Someone is  

waiting for me! 

Would you like  

to extend your  

what is zipcar? 
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what is the process? 

Reserve >>  
Members reserve online or on their mobile device.  At the time of the 
reservation a wireless signal is sent to the Zipcar. 

Unlock >>  
When members arrive at the Zipcar, their Zipcard identifies them and 
unlocks the door. 

Drive! >>  
When done, they just return the car to it’s spot and walk away. Gas, 
insurance and 180 miles are all included. 

Join >>  
Join at zipcar.com/nycfleet 
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what is included? 

 Fuel 

– Gas card in car for fuel purchases. Limited to capacity of tank per vehicle.  

 Tolls 

– EZ Pass in every vehicle that is billed  to the account  at the close of each 
month.  

– 180 Miles 

– Every 24 hour reservation or less 

– $0.45 per mile over 180 

 Reserved Parking 

– Each Zipcar lives in a branded space 

– Members can come and go during their reservation 

– All reservations start and end in the same location 

– There are over 400 Zipcar locations in the NYC area with 2500+ vehicles 
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common questions you may have 
 1. Does Zipcar cost me anything when I make a reservation? 

No, it’s free to make a reservation.  Reservations include 180 free miles per day.  So if you reserve for an hour, you 
get 180 miles.  If you reserve for a day, you get 180 miles.  Mileage above and beyond the 180 free miles is charged 
at $0.45 per mile for most cars ($0.55 for premium vehicles such as BMWs). 

For reservations that exceed 24 hours, you get 20 miles for each additional hour up to a maximum of 180 miles per 
day. So a 26-hour reservation would include 220 miles (180 for the first 24 hours + 2 x 20 for the additional 2 
hours).  A two-day reservation would include 360 miles (2 days x 180 miles). 

 2. Do I need a credit card to make a reservation? 

Yes!  Zipcar accepts all major credit cards: American Express, Visa, MasterCard, Discover and Diners Club.  Driving 
charges are billed (and appear on your statement) when you make your reservation.  If there are any additional 
charges (like tolls) during your trip, then we will add them at the end of your reservation.  Of course, you can view 
all of your statements online at any time to see any applied or pending charges.  

You may also use your phone to speed up the reservation process by using the iPhone or Android™ apps or our 
mobile site! 

 3. How do I pick up a car? 

First, we'll ask you to activate your Zipcard online at zipcar.com.  Once you activate your card, you'll be able to 
reserve Zipcars anytime through our website, from your mobile, or by calling 1-866-4ZIPCAR.  Once you’ve 
reserved your car, go to its location.  Zipcars are located all over your city in reserved and (usually) off-street 
parking spaces.  This means that you will always know where to find the car and always have a parking spot to 
come back to — yet another benefit of Zipcar!  Your Zipcard will only open the car you've reserved during the time 
you've reserved it (which means no one else can open your Zipcar during that time, either).  All you do is walk to 
the car and hold your card to the windshield and the doors will unlock! 
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common questions you may have 

 4. What if the car’s not there? 

Give us a call at 1-866-4ZIPCAR!  We’ll check to make sure you’re at the correct location 
to pick up your car.  Perhaps it’s simply parked in the wrong spot, in which case, we’ll 
beep the horn for you to see if the car can be located.  If that doesn’t work, we’ll make 
alternative arrangements for you such as providing you with a different vehicle or 
provide alternative transportation such as taxi service.  

 5. What if I don’t like to call?  What are my options?  

No worries!  Members can locate Zipcars, reserve, extend and cancel reservations, and 
even honk the horn and unlock the doors using our iPhone or Android™ apps, or our 
mobile site.  How's that for newfangled technology? 

 6. What if I want to take the key with me? 

Remember that someone may be waiting for your car, so you don't want to forget and 
go anywhere with them after your reservation is over.  They'll need to be left in the car 
in the same super-secret spot you found them in. 
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common questions you may have 

 7. I like BMW’s.  How can I use them? 

With over 30 models to choose from, there's a Zipcar for your every whim.  However, 
the BMW 328xi (and other specified cars) should not be reserved because of your 
agency’s contract with Zipcar to use either Hybrid/PZEV Sedans or 7 Passenger 
Minivan/SUVs.  There will be extra fees if other models are used. 

 8. What if the car is dirty?  What do I do? 

While all Zipcars are professionally cleaned on a regular basis, each member is 
responsible for leaving the car in good condition for the next member.  Remember, 
we've gotta work together to keep this whole car-sharing thing running smoothly. 

If a car is dirty upon arrival for your reservation, we ask you to call us and report it.  
We'll do our best to get you into a different car, or, if you'd like to take the Zipcar to a 
car wash, we'll gladly reimburse your account for a cleaning. 

 9. What if there’s no gas, and I don’t have money? 

No problem.  We pay for the gas for all of our cars!  You just need to fill the tank using 
the fuel card inside the car when it gets to 1/4 full.   
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common questions you may have 

 10. What if the gas card is missing? 

Give us a call at 1-866-4ZIPCAR to let us know.  We’ll replace the fuel card.  If you need to purchase 
gas during your reservation, turn in the receipt and we’ll reimburse you for your personal 
purchase. 

 11. What if I find illegal substances in the car? 

Immediately call us at 1-866-4ZIPCAR.  We’ll give you further instructions. 

 12. What if I don’t report damages? 

Make sure to inspect your vehicle before you drive it.  If there is any damage to your vehicle, be 
sure to give us a call at 1-866-4ZIPCAR to report it before driving so we won’t wonder who to 
blame.  If the vehicle is damaged during your reservation and you don’t report it, we’ll most likely 
find out.  

 13. What if I damage the car?  Do I have to pay? 

Although we don't like to, we may have to charge a damage fee if any of the following happen on 
your watch: dents, scratches, collisions, flat tires, windshield cracks, dead batteries (from leaving 
the lights on), engine problems, vandalism, theft, third party damages, and, in some cases, third 
party personal injuries.  If a properly insured third party is found to be 100% at-fault, then you're 
off the hook and not responsible for the damage fee. 

Also, while members are not responsible for normal wear and tear on Zipcars, the fee does apply 
to damage caused by pesky, unavoidable events such as floods, hail, wind, trees falling, etc. 
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common questions you may have 

 14. What if I report damage late? 

You may be held responsible for the damage depending on the specifics of the incident 
and damage.  Reporting late is better than not reporting at all. 

 15. What if the maintenance light comes on? 

Give us a call at 1-866-4ZIPCAR immediately.  It’s important for you and for us that we 
take care of our cars to avoid damage and unnecessary wear. 

 16. What if I get a flat tire? 

Zipcar membership includes roadside assistance 24 hours a day, 365 days a year.  Give 
us a call at 1-866-4ZIPCAR, and we’ll give you further instructions.  

 17. What if I lose my zipcard? 

Give us a call at 1-866-4ZIPCAR.  There may be a fee for replacing your zipcard. 

 18. What if I get a parking ticket? 

It's yours.  Pay it.  (Don't grab it from under the windshield wiper and toss it in the 
nearest gutter.) 
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common questions you may have 

 19. What if I leave my personal belongings in the car, and my reservation is     

             over? 

Give us a call at 1-866-4ZIPCAR.  We’ll give you further instructions.  

 20. What if I take the wrong car? 

If you’re not in the correct car, our system will know.  You should receive a 
phone call from our office immediately notifying you of this to complete the 
rest of your reservation using the correct car.  

 21.What if I lose the gas card?  

Give us a call at 1-866-4ZIPCAR.  We’ll replace the gas card for free.  If you find 
it before calling us, simply return it to the car.  
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zipcars live near you 
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zipcars live near you 
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registration 

• Log onto www.zipcar.com/nycfleet 

13 

Locate your department in the list and select the link to enroll there 
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getting started 

Signing up under the D-CAS account only requires a valid license.   
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default location 

Select the location you work from most frequently, and we'll set that 

as your default location. 
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application 

• Fill out each field to 

complete the 

application process.  

• Insurance approval 

takes between 1-3 

days.  

• At the end of the 

application process, 

select “Pick Up 

Zipcard”. 
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already a zipcar member? 
 

How to add yourself 

• Sign in go to My Stuff > Me, under the “My 
membership” section click “Add yourself to 
another account”  

– Search for “NYC Fleet” and select your 
department. 

– You can also call 1-866-4ZIPCAR (1-866-
494-7227) or email at info@zipcar.com 
with any questions. 

What happens to my personal 
account? 

• You will still be able to make reservations on 
your personal account. 

– For work related reservations select “NYC 
Fleet” from the “Account To Bill” drop 
down menu when you make your 
reservation.  

– The reservation bar will default to your 
personal account so make sure to toggle to 
your work account to avoid billing the 
wrong account. 

17 
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making a reservation 

Once you are approved as a driver and have your zipcard 
in hand, you’ll log on to www.zipcar.com with your 

username and password to reserve. 

Length of 

reservation 

Location 

Account to bill 
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selecting a vehicle 

You can reserve a Zipcar for as little as 1 hour, or as much 
as 4 days at a time. 



20  confidential 

confirming your reservation 

The memo field allows you to capture the purpose of each Zipcar reservation. 

Memo field 
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DO NOT RESERVE THESE VEHICLES… 
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DO NOT RESERVE THESE MODEL TYPES/VEHICLES 
 

 AUDI A3  

 AUDI Q5 

 BMW 328xi 

 FIAT 500 

 FIAT Convertible 

 Mini Cooper 

 Mini Cooper Convertible 

 Mercedes 300 

 Mercedes 250 

 All of these vehicles are not to be reserved and will incur fees if reserved. 
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confirmation page 

Account 

Location 

Vehicle Name 

Reservation 

Details 
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cancelling a reservation 

• There is no charge for a reservation under 8 
hours canceled or changed up to 3 hours 
before it begins.  

• If changed under 3 hours or canceled under the 
8 hours, the total reservation amount will be 
charged.  

• Reservations 8 hours or longer can be 
canceled 24 hours in advance with no charge. 

• PLEASE PLAN ACCORDINGLY!!! 

• Reserve an extra hour at the end of the 
reservation to avoid the fee. 
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six simple rules 

Six Simple Rules 
• Report Damage 
• Keep it Clean 
• No Smoking 
• Fill ‘Er Up 
• Pets In Carriers 
• Return On Time 

 
 
 
 

A Few Pointers 
• Always start with a 360 degree inspection before starting your reservation. 
• Call 866-494-7227 at the beginning of your reservation to report any 

damages and/or broken rules. 
• Broken rules can result in fines, so make sure you report everything at the 

start of your reservation! 
• Plan ahead to fill up in the field if the gas tank is low.  There are no gas 

stations in Lower Manhattan.  

25 
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what zipcar fees do I need to know about? 
 

• Report Damage: Any damage that is not reported could 
result in a substantial charges ($500 and up). Before 
starting a reservation, inspect the vehicle and report any 
damage BEFORE you drive. 

• Keep it Clean: Vehicles that are found dirty after a 
reservation result in a $50 fine per incident. Take out all 
trash and keep it clean. 

• No Smoking: smoking in a vehicle can result in a fee of 
$50 per incident. NO SMOKING!!! 

• Low Gas: Vehicles must have ¼ tank at the minium of 
gas. If not, a fine of $20 per incident will be charged. If 
you find a car with low gas, report it and  

• Return On Time : $50 per hour (up to a maximum of 
$150), plus the vehicle usage charges, per incident. Plan 
ahead and book and extra hour on the end of the 
reservation. 
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what zipcar fees do I need to know about? 
 
 Ignition Key Replacement: $75 plus costs for materials 

and labor. (Avg $350 per key) 

 Tickets/Violation Processing Fee: You are also 
responsible for paying any parking tickets and moving 
violations incurred during your reservation. All violations 
are sent to the member through DMV and Zipcar.  

 Wrong Location: Zipcars need to be returned to the 
location they came from. Therefore, if a vehicle is picked 
up at 32nd street and 7th ave, it needs to be returned to 
32nd street and 7th ave. Fee of $95 (transportation fee) 
per occurrence. 

 Gas Card: Fuel is purchased for the vehicle only and is 
tracked on a per vehicle/fuel tank capacity. If fuel is 
purchased that is doesn’t fit capacity or is over the 
amount that is needed, fees and membership maybe 
revoked. 
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Questions or Concerns for Discussion 

 


