
From: Muniz, Jesse  

Sent: Wednesday, July 01, 2015 4:13 PM 
To: Directors; Directors Executive Assistants; Fiscal Managers; Budget; Travel Liaison Group 

Cc: Terrasas, Amber; Baum, Kerri D.; Romney, Jason 
Subject: Training – City of Albuquerque’s Travel Process  

Importance: High 

 
Good afternoon, 

 

As indicated in my previous communications, we are going live with the new travel process, policies and 

procedures and centralizing a majority of the travel liaison role to the DFAS/Accounting Division with 

City Departments excluding Executive level and special programs on Monday, July 6, 2015.  From that 

date forward, the new automated form will be used to request travel and T-Cards travel liaisons for 

departments that have been centralized and will no longer need them will be canceled.  As of July 6, 

2015, paper T-01-07 forms will no longer be used for travel.  Any travel that was initiated on paper forms 

prior to July 6, 2015 will be completed through the paper process and old policies.   

 

The training course for this module is provided through Public Service University (PSU)  We are asking 

the following employees in departments to take the Approver/Reviewer/Traveler training course and pass 

the accompanying assessment with 85% within ten business days to ensure that they understand the new 

policies/procedures/approval process and system (By July 16, 2015):   

 

1) Directors 

2) Fiscal Managers 

3) Department Budget Analysts 

4) Any employee in a supervisory role 

 

We are estimating that about one hour of employee time will be required for this course.  Please forward 

this communication to employees within your departments who are in a supervisory position. All training 

materials are provided within the course through links.  Travel Liaisons for departments attended a face to 

face Travel training course this week and have been provided training, materials and information.  

 

Please refer to/print out the attached “quicklist” checklist so you can quickly refer to what you 

need to do if you receive an email notifying you that you must take action on a travel report and 

you have not had the opportunity to take the course/assessment yet.  You may also click on the 

Traveler/Approver/Reviewer Training Presentation link and the Traveler/Approver/Reviewer 

Training Manual (Right click “open hyperlink) for more information.   
 

Employees traveling for work shall be informed that as of July 6, 2015 they must request travel through 

the online Employee Travel Request form by logging in with their network ID and password.  Job aids 

and information for employees requesting travel can be found at the City’s Travel SharePoint Site  

 
Questions/Assistance Contacts: 

 
If you need assistance with PSU login information, please contact Jason Romney at jromney@cabq.gov 

or (505) 768-3208.  Once you are logged into PSU Click on the Courses Tab and Type “Travel” into the 

search field.  When the course comes up, click “enroll in course.”  

 

If you have questions regarding the travel policies or process please contact Kerri Baum at 

kbaum@cabq.gov or (505) 768-3232 

https://cabq.globalclassroom.us/portal/
https://partner.cabq.gov/CityTravel/Traning%20Materials/Employee%20Traveler.Approver.Reviewer.Training.Revised.6.29.15%20FINAL.pdf
https://partner.cabq.gov/CityTravel/Traning%20Materials/Travel%20Training%20Manual%20for%20City%20Employees%20(Requesters.Reviewers.Approvers).pdf
https://partner.cabq.gov/CityTravel/Traning%20Materials/Travel%20Training%20Manual%20for%20City%20Employees%20(Requesters.Reviewers.Approvers).pdf
http://finance.cabq.gov/psp/finprod/EMPLOYEE/ERP/c/COA_CUSTOM.COA_FORM_REQ?formid=Travel%20Request
https://partner.cabq.gov/CityTravel/default.aspx
mailto:jromney@cabq.gov
mailto:kbaum@cabq.gov


 

If you have questions regarding training materials please contact Amber Terrasas at 

aterrasas@cabq.gov or (505) 768-3723 

 

If you have system issues or are encountering any errors while working within the system, 

please contact the Department of Technology & Innovation Help Desk  at 

isdhelpdesk@cabq.gov or 768-2930  

 
If you have any questions or concerns regarding this training, please let me know.  Thank you.  

 

 
B. Jesse Muñiz, MBA | City of Albuquerque  

Associate Controller - Accounting Operations 
W: 505-768-3426 | F: 505-768-2264  
One Civic Plaza, 8th Floor, Room 8010 | Albuquerque, NM 87103  
jessemuniz@cabq.gov | www.cabq.gov  
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