


TRAVEL REGISTER

CC 06/27/2022

VENDOR NAME DOCUMENT INVOICE ACCOUNT DESC AMOUNT

ELIZABETH ARELLANO 2244264 CRJUS2022-02 GF-GADM-TRAVEL/PROF ED 259.00

FERNANDO CARRASCO 2244301 TA2200593 GF-GADM-TRAVEL/PROF ED 647.98

DIANA DELGADILLO 2244305 TA2200597 GF-GADM-TRAVEL/PROF ED 1,259.02

JACQUELINE CAUDILLO 2244304 TA2200596 GF-GADM-TRAVEL/PROF ED 1,420.87

VIVIANA PATINO 2244306 TA2200598 GF-GADM-TRAVEL/PROF ED 2,011.50

JOSEPH MULLIN 2244307 TA2200599 GF-GADM-TRAVEL/PROF ED 2,011.50

DANIEL RAMIREZ 2244302 TA2200594 GF-GADM-TRAVEL/PROF ED 1,987.01

ARTURO SERRANO 2244303 TA2200595 GF-GADM-TRAVEL/PROF ED 1,957.01

CATHERINE JONES 2244263 CRJUS2022-01 GF-GADM-TRAVEL/PROF ED 259.00

BISK EDUCATION INC 2244207 TA2200589 GF-GADM-TRAVEL/PROF ED 3,688.50

ERICH A. MORALES, AT 2244270 CATA2022-03 SR-CASUPP-TRAVEL/PROF ED 1,335.97

KEVIN MCCARY 2244272 CATA2022-06 SR-CASUPP-TRAVEL/PROF ED 1,058.00

ALEJANDRO CUELLAR 2244268 CATA2022-02 SR-CASUPP-TRAVEL/PROF ED 672.21

STEVEN ARELLANO 2244271 CATA2022-04 SR-CASUPP-TRAVEL/PROF ED 1,088.00

RUBEN NEVAREZ 2244269 CATA2022-05 SR-CASUPP-TRAVEL/PROF ED 1,042.62

TEXAS A&M ENGINEERIN 2244295 TA2200590 SR-SOLEOSE-EE TRAINING 55.00

TEXAS A&M ENGINEERIN 2244296 TA2200591 SR-SOLEOSE-EE TRAINING 55.00

TEXAS A&M ENGINEERIN 2244297 TA2200592 SR-SOLEOSE-EE TRAINING 55.00

SALVADOR ALONZO 2244300 7/19-7/20/22 SG-RURALS21-OPERATING EX 432.25

REYNA E. BURKHOLDER 2243544 07/19/-20/22 SG-RURALS21-OPERATING EX 377.85

ANTONIO RIVERA 2243571 2243571 SG-ELECH1920-OPERATING EXP 1,005.99

MANUEL GARIBAY 2243605 2243605 SG-ELECH1920-OPERATING EXP 1,025.99

CLAUDIA RAMIREZ 2243600 2243600 SG-ELECH1920-OPERATING EXP 1,005.99

RUBEN GAMEZ 2243588 2243588 SG-ELECH1920-OPERATING EXP 1,005.99

VANESSA SEPEDA 2243593 2243593 SG-ELECH1920-OPERATING EXP 1,005.99

LISA R. WISE 2243583 2243583 SG-ELECH1920-OPERATING EXP 1,005.99

BRENDA NEGRETE 2244324 2244324 SG-ELECH1920-OPERATING EXP 1,005.99

OFFICE OF THE SECRET 2243717 2243717 SG-ELECH1920-OPERATING EXP 1,925.00

YVONNE N. ROSALES DA 2242353 TA0522-2622 REGIST SG-DOMVIOL22-OPERATING EX 525.00

INTERNATIONAL NARCOT 2244326 WTHIDBNI22 SG-ONDCP2021-OPERATING EX 5,500.00

Total 36,685.22
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County of EI Paso

Travel and Training ADVANCE Request Form

NAME CLAUDIA RAMIREZ DEPARTMENT ELECTIONS

EVENT ELECTION LAW SEMTNAR DESTINATION AUSTIN, TX

DATES
FUNDINGSOURCE GELECHTg20-600000-600800-600811713112022 TO 81312022 Item Format)

ARATE CK /
CREDIT CARD ADVANCE

TOTAL
AMOUNT

27s.00

362.96

0.00

0.00

48.00

128.00

48.00

463.03

0.00

0.00

PURCHASING
TION - Ifseparate check, please

include completed Registration Form $ 275.00

362.96TATION $
GROUND

TATION

GAS

DEP $

s

$

$

48.00

128.00

48.00

463.03

75% of full per diem

MEAL PER DIEM (RETURN)

75% of full per diem

TOTALS: $ $ $ 1,324.99 $1,324.99

SIGNING OF THIS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY

REQUIREMENTS,INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE
COUNTY FROM WAGES.

n

DATE

DATE ZL

EMPLOYEE
SIGNATURE
DEPARTMENT HEAD
SIGNATURE

+

6/16/2022

$275

275

$84

$1005.99 $1280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Training & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.000, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his,/her employment within a certain time.

This Employee Training/ProfessionalCertification 4geement is between Claudia Ramirez, (hereafter

Texas.of the Elections and the of El

Employee wishes to further his/her professional development by undertaking additional trainingand/or
a professional certification. ln consideration of Employee's agreement below, El Paso County will pay, for the benefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

following professional certification:

obtaining

Employee agrees that if Employee voluntarily terminates his/her employment after the completion
training/professional certification, and within the following Range Scale, Employee shall repay the pro-rated cost of
the training/professional certification. Further, Employee agrees to repay any such funds immediately, if for any

reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certif icatio n.

Range Scale: Employee Commitmentto County Employment (post comoletion of trainin9certification):
$1,000 - $1,999 spent: 12 months
$2,000 - $4,999 spent: 24 months
Above $5,000 spent: 36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

of Employee's

This Agreement shall be effective on the first day of training, regardless of its date of execution

ln witness whereof, the parties execute this Agreement.

THE COUNTY OF EL PASO:

Employee

Department

Date

L)
Date

E m pl oye e Tro i n i n g /Pe rson o I Ce rtificotion Ag re e me nt Revised 10/2018

Employee & Department Name

"Employee") an employee

Terms of Agreement

Signatures

6/16/2022



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveUTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FORALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel Advance/Reimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days priorto the date of travel. The issuance of travel related checks

follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the training and the department head, or designee.

Incomplete packets will not be accepted.
X lf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

-".rtification 

agreement must be submitted.* 
T.uvel and training expenditure form with actual expense receipts from previous training must be

submitted to the Auditor's Office before a new travel and training request is submitted.

' Truvel dates were verified for consistency with training dates (Explanation was provided justiffing dates

., prior or after training dates, if warranted).

^ Airfare was secured at least 2l days prior to trip (Explanation was provided justifying exceptions, if

-*urranted).
X 

Hotel was secured at govemment rate and at location of training site (Explanation was provided

* 
justiffing exception, if warranted or if travel dates are inconsistent with training dates).

_Ground transportation was verified to include availability of transportation (shuttle/taxifuber/Lyft)
to/from hotel and airport. If a rental car is needed and justified within policy guidelines then a reservation
should be coordinated with the County Purchasing department using the County's contracted rental car
vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X

Registration cost was verified and indication was noted for a separate vendor check payment or advance

* for direct payment of registration by attendee.-' 
Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

* justifYing exceptions, if warranted)
- - 

Other estimates have been reviewed for accuracy and reasonableness.
XTruvel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

County Administrator Approval Signature

Sunday, July 31 to

Dat" of Tripyednesd'y' 
Aug' rebu.por"'

Signature of Employee requesting funds

Annual Election Law
Seminar

Austin, TX

Signature of Department Head review:

Destination:

ate
6/16/2022



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure rt
Employee: CLAUDIA RAMIREZ
Dept Head: LISA WISE
Dept : ELECTIONS
Travel Funding Source: 

-County

S

Signature:
Job Title:
X Grant Other

Date:6/1512022
Date:611512022

Will any funds be reimbursed by another entity? YES.

Travel Account No. GELECH1920 -600000-600800-6008 1 I

FY: $9.645.00

Balance Remaining for

Will posting travel details prior to traveljeopardize the safety of the traveler. 

- 

Yes X NO

Purp

T
ose: (check one)

Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires 

- 

number of training hours annually
I have already fulfilled 

-of 

these hours for this time period.
Estimated hours to be obtained from this course:-
Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attorneys, CPAs, technical certifications, etc.)

My effective office requires 

- 

number of training hours annually.
I have already fulfilled-of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for Lobbying/Advocating Before Federal/State Legislature,
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body,
Including Grant Application Advocacv
Entity Name:
Purpose of Visit: 

-Travel for Program Revenue Enhancement/Sales Opportunity
Explain: _

Program Development Training
Explain:

Travel to Professional, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)
Organization Name: _

Human Resources/Managem ent/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

tr

tr

tr

Other

Amended by the El Paso County Commissioners Coutt on June 17 ,2013

x

tr



FORM B: Non-County Funded Travel Disclosure Report*

Name: CLAUDIA RAMIREZ Position Title: ELECTIONS
GENERALIST

Location and dates of travel: AUSTIN. TEXAS

Purpose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECHI920 -600000-600800-6008 I I

If travel was sponsored by a third party, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): $l .324.99

Traveler's Signature Date

2>
Department Head Date

*source of funds may include private funds and public funds which are not subject to Commissioners court
authority (ie. other govemmental funds).

6/16/2022



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:
 

 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name
 
Hi Melissa,
 
What is the hotel name or web link? I am not able to find it from what was sent to me.
 

 
Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms
 

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0


 

 

 



 



������������	
����������������
����������������� !"��#����$���%&�'(��)"*+���
��,�	���
��
��� -����,� ./01����2 -���
����2�3��4���53��4��� 6��78 	
���� 0�7
9���2�1�:����� �
����/�6��	,������;�2��<=�#!� >(�?!� @AB @CB @CA @DE @F @BGHII



������������	
����������������
���������������� ��!"�#� $%�&'�(�)�� ��$��'*+,��
��-�	���
��
��� .����-� ���/�01� 2�3 	�1 �����4� ��5 6� �7� 6- 4�� 4�8 ��9 :�7;)*$� <=�>�* ?@AB ?@CD ?@CD ?@CD ?@E@ ?@E@ ?@E@ ?@E@ ?@E@ ?@F@ ?@F@ ?@AB



NAME 

EVENT 

County of El Paso 

Travel and Training ADVANCE Request Form 

RUBEN GAMEZ 
- - - -

ELECTION LAW SEMINAR
-- - - - .

!DEPARTMENT 1 ELECTIONS

�STI��TIO�IAUSTIN, TX 
I 

-----

I TO·: 
IFUNDING SOURCE DATES 7/31/2022 8/3/2022 GELECH 1920 -600000-600800-600811 
(Agenda Item Format) 

!SEPARATE CK/I CREDIT CARD
I PURCHASING ADVANCE 

------
REGISTRATION - If separate check, please 

include completed Registration Form 
---r --· 

TRANSPORTATION 

- - - -
GROUND 

TRANSPORTATION 

GAS 

--

.L 
I 

- -

-

-L 
I 
I 

! 
- --- --- - ---r,..-.. 

MEAL PER DIEM {DEPARTURE} 

-

- -·-

----

-

--

-

I 

- -- -

$ 

---

275.00
-------,.-

I 
-

I 
--

$ 
--

-

$ 

362.96

- ---

I 

I 
48.00

TOTAL 
AMOUNT -----

275.00 
·- -� --

362.96
---·-··---

0.00
---- -

0.00
- - -

75% _of full r:er diem __ 

MEAL PER DIEM {EVENT DATES} 

- - � - - .. 

1;8.00 , -- -

48.00
-

$ 128.00I 

MEAL PER DIEM {RETURN} 
75% of full per diem 

LODGING 

---

PARKING 

OTHER 

--·- -

-

-----

- --

--

-------

- ---

- - - . -

I ;- 4s::;-�_[ 
i-;-- ;63.�3

t___:._ ____ 

I 
I 

I 

I - - --

-·-

- -

-

48.00
-

463.03

0.00

0.00
-

TOTALS:j $ - $ - I $ 1,324.99 $1,324.99

SIGNING OF THIS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY 

REQUIREMENTS, INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE 

COUNTY FROM WAGES. 

http://www.epcounty.com/auditor/forms/Travel and Training Policy 102416.pdf 

������: �
-

-- - -- -
-

-
IDATE 

✓ ,r/'J.;DLv
DEPARTMENT HEAD�

{).. 
DATE 

SIGNATURE 

$84

$1005.99
$1280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Training & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.OOO, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

This Employee Training/Professionat Certification Agreement is between RUben Gamez, (hereafter

of El Paso, Texas.an of the Elections and the

Employee wishes to further his/her professional development by undertaking additional trainingand/or obtaining
a professional certification. ln consideration of Employee's agreement below, El Paso County will pay, for the benefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

following professional certification :

Employee agrees that if Employee voluntarily terminates his/her
tra i n i nglprofessiona I certif ication, a nd with i n the fol lowi ng Range

the tra i n i ng/professiona I certification. Fu rther, Em ployee agrees
reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certification.

Range Scale: Employee Commitment to CounU Emoloyment (oost comoletion of trainin9certification):
$1,000 - $1,999 spent: 12 months
$2,000 - $4,999 spent: 24 months
Above $5,000 spent: 36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

employment after the completion of Employee's
Scale, Employee shall repay the pro-rated cost of
to repay any such funds immediately, if for any

This Agreement shall be effective on the first day of training, regardless of its date of execution.

ln witness whereof, the parties execute this A$reement.

THE COUNTY OF EL PASO:

01i.u77
Em

Department Head

Date

Date

) n,

E m pl oy e e T ro i n i n g /P e rs on o I Ce rtifi cati on Ag re e m e nt Revised 10/2078

Employee & Department Name

Terms of Agreement

Signatures



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveVTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel AdvancelReimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days prior to the date of travel. The issuance of travel related checks
follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the training and the department head, or designee.
Incomplete packets will not be accepted.

X tf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

-..rtification 

agreement must be submitted.* 
Truvel and training expenditure form with actual expense receipts from previous training must be
submitted to the Auditor's Office before a new travel and training request is submitted.

' Truvel dates were verified for consistency with training dates (Explanation was provided justiffing dates

" 
prior or after training dates, if warranted).

" Airfare was secured at least 2l days prior to trip (Explanation was provided justifying exceptions, if

-*urranted).
X 

Hotel was secured at govemment rate and at location of training site (Explanation was provided

* justifyine exception, if warranted or if travel dates are inconsistent with training dates).

_ Ground transportation was verified to include availability of transportation (shuttle/taxi/Uber/Lyft)
to/from hotel and airport. If a rental car is needed and justified within policy guidelines then a reservation
should be coordinated with the County Purchasing department using the County's contracted rental car
vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X

_Registration cost was verified and indication was noted for a separate vendor check payment or advance

* for direct payment of registration by attendee.

Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

* justifYing exceptions, if warranted)

Other estimates have been reviewed for accuracy and reasonableness.
XTravel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

County Administrator Approval Signature

Sunday, July 31 to
Annual Election Law

Se: Seminar

Austin, TX
Date of dnesday, Aug. 3,

l-tf-bzzSignature of Employee requesting funds

7,Signature of Department Head review

te:

Destination:



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure
Employee:
Dept Head:
Dept :

RUBEN GAMEZ
LISA WISE
ELECTIONS

Date:611512022
Date:611512022

Job Title
Travel Funding Source: 

-Coun$ 

X Grant

Will any funds be reimbursed by another entity? YES.

Purpose

tr

Other

Travel Account No. GELECHI920 -600000-600800-60081 I
FY: $9.645.00

Balance Remaining for

Will posting travel details prior to travel jeopardize the safety of the traveler. 

- 

Yes X NO

tr

(check one)

Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires _ number of training hours annually
I have already fulfilled 

-of 

these hours for this time period.
Estimated hours to be obtained from this course:
Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attomeys, CPAs, technical certifications, etc.)
My effective office requires 

- 

number of training hours annually.
I have already fulfilled_of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for LobbyingiAdvocating Before Federal/State Legislature,
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body,
Including Grant Application Advocacv
Entity Name:
Purpose of Visit: _

Travel for Program Revenue Enhancement/Sales Opportunity
Explain:

Program Development Training
Explain: _

Travel to Professional, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)
Organization Name:

Human Resources/Management/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

Other:

Amended by the El Paso County Commissioners Court on June 17 ,2013



-

FORM B: Non-County Funded Travel Disclosure Report*

NAMC: RUBEN GAMEZ POSitiON TitIE: ELECTIONS SYS AND TECH

SPEC. SR.

Location and dates of travel: AUSTIN. TEXAS

Purpose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECH I 920 -600000-600800-6008 I 1

If travel was sponsored by a third party, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): $1.324.99

6t{, U LL
Traveler's Date

lo L>t
Department Head Date

*source of funds may include private funds and public funds which are not subject to Commissioners court

authority (ie. other governmental funds).



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name

Hi Melissa,

What is the hotel name or web link? I am not able to find it from what was sent to me.

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
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County of EI Paso

Travel and Training ADVANCE Request Form

NAME VANESSA SEPEDA DEPARTMENT ELECTIONS

EVENT ELECTION LAW SEMTNAR DESTINATION AUSTIN, TX

FUNDING SOURCE GELECH I 920 -600000-600800-6008 I IDATES 7t3112022 TO 81312022 Item Fo

SEPARATE KI
CREDIT CARD ADVANCE

TOTAL
AMOUNT

275.00

362.96

0.00

0.00

48.00

128.00

48.00

463.03

0.00

0.00

$1,324.99

PURCHASING
REGISTRATION - If separate check, please

include completed Registration Form 275.00

362.96TION
-'J

GROUND
TION

75% of full per diem
$

$

$

$

48.00

128.00

48.00

463.03

75% of full per diem

LODGING
t-

PARKING

OTHER

TOTALS: $ $ $ 1,324.99

SIGNING OF THIS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY

REQUIREMENTS, INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE
COUNTY FROM WAGES.

SIGNATURE
DEPARTMENT HEAD
SIGNATURE

DATE

DATE

$

$

6/16/2022

275

275

84

$1005.99 $1280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Training & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.000, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

Ir H

This Employee Training/Professional Certification Ag!'eement is between VaneSSa Sepeda, (hereafter

an of El Paso, Texas.of the Elections and the

Employee wishes to further his/her professional development by undertaking additional training and/or obtaining
aprofessionalcertification. lnconsiderationofEmployee'sagreementbelow,ElPasoCountywillpay,forthebenefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

following professiona I certification :

Employee agrees that if Employee voluntarily terminates his/her employment after the completion of Employee's
training/professional certification, and within the following Range Scale, Employee shall repay the pro-rated cost of
the training/professional certification. Further, Employee agrees to repay any such funds immediately, if for any
reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certification.

Range Scale: Employee Commitmentto CounU Employment (postcompletion of traininE!/certification):
$1,000 - $1,999 spent: 12 months
$2,000 - $4,999 spent: 24 months
Above $5,000 spent: 36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

This Agreement shall be effective on the first day of training, regardless of its date of execution

ln witness whereof, the parties execute this ASreement.

THE COUNTY OF EL PASO:

Employee

Department Head

Date

Date

E m p I oye e Trai n i n g /P e rso n o I Ce rtifi coti on Ag re e me nt Revised 10/2018

Employee & Department Name

Terms of Agreement

Signatures

6/16/2022



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveUTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel Advance/Reimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days priorto the date of travel. The issuance of travel related checks

follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the training and the department head, or designee.
Incomplete packets will not be accepted.

X tf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

-".rtification 

agreement must be submitted.* 
T.uvel and training expenditure form with actual expense receipts from previous training must be

submitted to the Auditor's Office before a new travel and training request is submitted.* 
Trurel dates were verified for consistency with training dates (Explanation was provided justiffing dates

.. prior or after training dates, if warranted).

^ Airfare was secured at least 2l days prior to trip (Explanation was provided justifying exceptions, if

-*urranted).
X 

Hotel was secured at government rate and at location of training site (Explanation was provided

, justifVing exception, if warranted or if travel dates are inconsistent with training dates).

_Ground transportation was verified to include availability of transportation (shuttle/taxiAJber/Lyft)
tolfrom hotel and airport. If a rental car is needed andjustified within policy guidelines then a reservation
should be coordinated with the County Purchasing department using the County's contracted rental car
vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X' ' 

Registration cost was verified and indication was noted for a separate vendor check payment or advance

, for direct payment of registration by attendee.
" 

Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

.. justifying exceptions, if warranted)

^ O,her estimates have been reviewed for accuracy and reasonableness.
f,T.urrel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

County Administrator Approval Signature

Sunday, July 31 to
ay, Aug.3,2O2 Annual Election Law

Seminar?rr.por"Date of

Signature of Employee requesting funds

Signature of Department Head review:

Destination:
Austin, TX

2L

6/16/2022



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure Report
Employee: VANESSA SEPEDA
Dept Head: LISA WISE
Dept : ELECTIONS

Date:611512022
Signature
Job Title:

Date:611512022

Travel Funding Source: 

-County 

X Grant

Will any funds be reimbursed by another entity? YES.

_Other

Travel Account No. GELECHI920 -600000-600800-60081 I
FY: $9.645.00

Balance Remaining for

Will posting travel details prior to traveljeopardize the safety of the traveler. 

- 

Yes X NO

Purpose: (check one)

tr Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires 

- 

number of training hours annually
I have already fulfilled 

-of 

these hours for this time period'

Estimated hours to be obtained from this course:-
Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attorneys, CPAs, technical certifications, etc.)

My effective office requires 

- 

number of training hours annually'
I have already fulfilled-of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for Lobbying/Advocating Before FederaUState Legislature,
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body'
Including Grant Application Advocacv
Entity Name:
Purpose of Visit: 

-Travel for Program Revenue Enhancement/Sales Opportunity
Explain:

Program Development Training
Explain:

tr Travel to Professional, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)

Organization Name:

Hum an Resources/Management/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

tr

x

tr

Other:

Amended by the El Paso County Commissioners Court on June 17,2013



FORM B: Non-County Funded Travel Disclosure Report*

Name: VANESSA SEPEDA Position Title: ELECTIONS
GENERALIST INTERMEDIATE

Location and dates of travel: AUSTIN. TEXAS

Pumose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECH1920 -600000-600800-60081 I

If travel was sponsored by a third parfy, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): $1.324.99

Traveler's Signature Date

L
Department Signature Date

*source of funds may include private funds and public funds which are not subject to Commissioners court

authority (ie. other governmental funds).

J

6/16/2022



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name

Hi Melissa,

What is the hotel name or web link? I am not able to find it from what was sent to me.

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
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County of El Paso

Travel and Training ADVANCE Request Form

SIGNING OF THIS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY

REQUIREMENTS,INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE
COUNTY FROM WAGES.

-l

GELECH 1 920 -600000-600800-6008 I 1

713U2022

VENT

TO 81312022

DEPARTMENT ELECTIONSLISA WISE

ELECTION LAW SEMINAR

:FUNDING SOURCE
Item Form

DESTINATION .AUSTIN, TX

SEPARA CK/
CREDIT CARI) ADVANCE

TOTAL
AMOUNTPURCHASING

TION - If separate check, please l

275.00 tinclude completed Registration Form 27 5.00

TATION 362.96 362.96
GROUND T-

TATION 0.00

GAS
I

l"
I

0.00

48.00
48.0075% of full per diem

DI 128.00 ', 128.00

75% of full per diem $ 48.00, 48.00

LODGING $ 463.03 463.03

0.00

0.00

TOTALS: $ $ $ 1,324.99 $1 24.99

DATE

L2-
7,L

EMPLOYEE
SIGNATURE
DEPARTMENT HEAD
SIGNATURE

i-
a

!*.*t-'-

:-
ts
I

_.i
I

iDATE

$275

  275

$84

$1,005.99 $1,280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Training & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.OOO, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

This Emptoyee Trainingy'Professionat Certification Agreement is between LiSa WiSe , (hereafter

and the Cou of El Texas.an of the Elections

Employee wishes to further his/her professional development by undertaking additional trainingand/or obtaining
a professional certification. ln consideration of Employee's agreement below, El Paso County will pay, for the benefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

fol lowing professional certification:

Employee agrees that if Employee voluntarily terminates his/her employment after the comp

training/professional certification, and within the following Range Scale, Employee shall repay

the training/professional certification. Further, Employee agrees to repay any such funds immediately, if for any

reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certification.

Employee Commitment to County Employment (post completion of traininE/certification):
12 months
24 months
36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of seParation.

letion of Employee's
the pro-rated cost of

Range Scale:
$1,000 - $1,999 spent:
$2,000 - $4,999 spent:
Above $5,000 spent:

This Agreement shall be effective on the first day of training, regardless of its date of execution

Employee

Department Head

Date

u (t 7L

Drt" -T--l

ln witness whereof, the parties execute this Agreement.

THE COUNTY OF EL

u\4'La

Employee Training/Personal Certificotion Agreement Revised 10/2018

Employee & Department Name

Terms of Agreement

Signatures



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveUTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel Advance/Reimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days prior to the date of travel. The issuance of travel related checks

follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the training and the department head, or designee.

Incomplete packets will not be accepted.
X tf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

certification agreement must be submitted.

' Truvel and training expenditure form with actual expense receipts from previous training must be

submitted to the Auditor's Office before a new travel and training request is submitted.* 
T.uvel dates were verified for consistency with training dates (Explanation was provided justiffing dates

_ prior or after training dates, if warranted).

^ Airfare was secured at least 2l days prior to trip (Explanation was provided justiffing exceptions, if

-*urranted).
* 

Hotel was secured at government rate and at location of training site (Explanation was provided

* justi&ing exception, if warranted or if travel dates are inconsistent with training dates).

_Ground transportation was verified to include availability of transportation (shuttle/taxiAJber/Lyft)
tolfrom hotel and airport. If a rental car is needed andjustified within policy guidelines then a reservation

should be coordinated with the County Purchasing department using the County's contracted rental car
vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X'' 

Registration cost was verified and indication was noted for a separate vendor check payment or advance

" 
for direct payment of registration by attendee.

" Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

- justifying exceptions, if warranted)
^ Other estimates have been reviewed for accuracy and reasonableness.

lTruuel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

County Administrator Approval Signature:

Sunday, July 31 to
Annual Election Law
Seminar

Austin, TX

Date of nesday, Aug. 3, 2

Signature of Employee requesting funds: I
Signature of Department Head review:

Destination:

T 7l-



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure
Employee: LISA WISE
Dept Head: LISA WISE
Dept : ELECTIONS
Travel Funding Source: _County

Signature:
Signature:
Job Title:
X Grant

Date:611512022
Date:6/1512022

Other

Will any funds be reimbursed by another entity? YES.

Travel Account No. GELECHI920 -600000-600800-60081 I
FY: $9.645.00

Balance Remaining for

Will posting travel details prior to travel jeopardize the safety of the traveler. 

- 

Yes X NO

Purpose

tr
(check one)

Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires 

- 

number of training hours annually
I have already fulfilled 

-of 

these hours for this time period.

Estimated hours to be obtained from this course:
Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attorneys, CPAs, technical certifications, etc.)
My effective office requires 

- 

number of training hours annually.
I have already fulfilled of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for Lobbying/Advocating Before Federal/State Legislature,
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body,
Includins Grant Application Advocacy
Entity Name:
Purpose of Visit: _

Travel for Program Revenue Enhancement/Sales Opportunity
Explain:

Program Development Training
Explain:

Travel to Professional, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)

Organization Name: _

Human Resources/Managem ent/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

tr

tr Other:

Amended by the El Paso County Commissioners Court on June 17,2013

tr

tr



FORM B: Non-County Funded Travel Disclosure Report*

Name: LISA WISE Position Title: ELECTIONS ADMINISTRATOR

Location and dates of travel: AUSTIN. TEXAS

Purpose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECH I 920 -600000-600800-6008 I I

If travel was sponsored by a third party, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): $1.324.99

Traveler's

tV ZL
Head Signature Date

*Source of funds may include private funds and public funds which are not subject to Commissioners court

authority (ie. other governmental funds).

Amended by the El Paso County Commissioners Court on June 17,2013



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name

Hi Melissa,

What is the hotel name or web link? I am not able to find it from what was sent to me.

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
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County of El Paso

Travel and Training ADVANCE Request Form

BRENDA NEGRETE

ELECTION LAW SEMINAR

GELECH 1 920 -600000-600800-6008 l I
713112022

ELECTIONS

VENT

81312022

DESTINATION AUSTIN, TX

]DEPARTMENT

Item Form

SEPARA TE CK I
CRED IT CARI) ADVANCE

TOTAL
AMOUNTPURCHASIN G

TION - Ifseparate check, please

include completed Registration Form s 275.00 275.00

TION
I
I

t

J $ 362.96 362.96
GROUND

TION 0.00*-"**J*

0.00

s 48.00 :

48-:00

128.00

75% of full per diem -1"

NT $ 128.00 i

75% of full per diem $ 48.00 
r

48.00

LODGING $ 463.03 463.03

PARKING 0.00

OTHER 0.00

TOTALS: $ $ $ 1,324.99 $1 24.99

SIGNING OF THIS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY

REQUIREMENTS,INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE
COUNTY FROM WAGES.

DATE
sluzL

,sHEAD
SIGNATURE
EMPLO

SIGNATURE

FUNDING SOURCE
TO

-_-l_

I

*;--.
i

1

I

*1-

tkluct

$275

275

$84

$1,005.99 $1280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Train ing & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.OOO, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

This Employee Training/Professional Certification Agreement is between Brenda Negfete, (hereafter

and the Cou of El"Em Texas.an em of the Elections

Employee wishes to further his/her professional development by undertaking additional trainingand/or obtaining
aprofessionalcertification. lnconsiderationof Employee'sagreementbelow,ElPasoCountywillpay,forthebenefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

fol lowing professional certification:

Employee agrees that if Employee voluntarily terminates his/her employment after the completion of Employee's
training/professional certification, and within the following Range Scale, Employee shall repay the pro-rated cost of
the training/professional certification. Further, Employee agrees to repay any such funds immediately, if for any
reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certif ication.

Range Scale: Emoloyee Commitment to Countv Emoloyment (oost comoletion of traininEl/certification):
$1,000 - $1,999 spent: 12 months
$2,000 - $4,999 spent: 24 months
Above $5,000 spent: 36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

This Agreement shall be effective on the first day of training, regardless of its date of execution

ln witness whereof, the parties execute this Agreement.

THE COUNTY OF EL PASO:

tpttg bzu

Department

ployee Date,

h I L
Date

Employee Training/Personol Certificotion Agreement Revised 10/2018

Employee & Department Name

Terms of Agreement

Signatures



couNTY oF EL PASO, TEXAS
County Auditor Office TraveUTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel Advance/Reimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days priorto the date of travel. The issuance of travel related checks
follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the haining and the department head, or designee.
Incomplete packets will not be accepted.

X tf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional
certification agreement must be submitted.* 
Truvel and training expenditure form with actual expense receipts from previous training must be

submitted to the Auditor's Office before a new travel and training request is submitted.

' T.uvel dates were verified for consistency with training dates (Explanation was provided justifying dates

., prior or after training dates, if wananted).
^ Airfare was secured at least 21 days prior to trip (Explanation was provided justifying exceptions, if

-*urranted).
X 

Hotel was secured at govemment rate and at location of training site (Explanation was provided

, justi&in8 exception, if warranted or if travel dates are inconsistent with training dates).

_Ground transportation was verified to include availability of transportation (shuttle/taxiAJber/Lyft)
tolfrom hotel and airport. If a rental car is needed and justified within policy guidelines then a reservation
should be coordinated with the County Purchasing department using the County's contracted rental car

vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X

Registration cost was verified and indication was noted for a separate vendor check payment or advance

* for direct payment of registration by attendee.-' 
Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

., justiffing exceptions, if warranted)
^ Other estimates have been reviewed for accuracy and reasonableness.

Itruvel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

Sunday, July 31 to
Annual Election Law
Seminar

Austin, TX

Date of nesday, Aug. 3, 2 Destination

Date: AlsluzZSignature of Employee requesting funds

(,
Signature of Department Head review te: l(

County Administrator Approval Signature :



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure
Employee: BRENDA NEGRETE Si

Dept Head: LISA WISE Signature:
Dept : ELECTIONS Job Title:
INTERMEDIATE
Travel Funding Source: 

-County 

X Grant

Purpose

tr

!

Date:611512022
Date:611512022

Other

Will any funds be reimbursed by another entity? YES.

Travel Account No. GELECHI920 -600000-600800-60081 I

FY: $9.645.00

Balance Remaining for

Will posting travel details prior to travel jeopardize the safety of the traveler. Yes X NO

tr

(check one)

Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires 

- 

number of training hours annually.
I have already fulfilled 

-of 

these hours for this time period.

Estimated hours to be obtained from this course:

Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attorneys, CPAs, technical certifications, etc.)
My effective office requires 

- 

number of training hours annually.
I have already fulfilled-of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for Lobbying/Advocating Before Federal/State Legislature,
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body,

Includins Grant Apnlication Advocacv
Entity Name:
Purpose of Visit: 

-Travel for Program Revenue Enhancement/Sales Opportunity
Explain:

Program Development Training
Explain:

Travel to Professionat, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)

Organization Name:

Human Resources/Management/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

Other:



Amended by the El Paso County Commissioners Court on June 17,2013

FORM B: Non-County Funded Travel Disclosure Report*

Name: BRENDA NEGRETE Position Title: ELECTIONS
GENERALIST INTERMEDIATE

Location and dates of travel: AUSTIN. TEXAS

Pumose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECH I 920 -600000-600800-6008 1 I

If travel was sponsored by a third party, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): $1.324.99

?tl*oLnpr\.r"zb vhrl uzt-
%"eter*,gEd* Date

LZ-
Department Head Signature Date

*Source of funds may include private funds and public funds which are not subject to Commissioners court
authority (ie. other governmental funds).





 



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name

Hi Melissa,

What is the hotel name or web link? I am not able to find it from what was sent to me.

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name

Hi Melissa,

What is the hotel name or web link? I am not able to find it from what was sent to me.

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


Good morning Melissa,

Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?

If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.

Sincerely,

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms

Hello Ms. Lizeth,

Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.

I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.

Also inform me when the travel checks will be ready.

Thank you,

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0


Good morning Melissa,

Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?

If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.

Sincerely,

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms

Hello Ms. Lizeth,

Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.

I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.

Also inform me when the travel checks will be ready.

Thank you,

Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
:www.epcountyvotes.com

This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.

mailto:LVeliz@epcounty.com
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mailto:MSoto@epcounty.com
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https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0


County of El Paso 

Travel and Training ADVANCE Request Form 

NAME 1ANTONIO RIVERA 
- __j_ ___ -

!DEPARTMENT ELECTIONS

r - -

ELECTION LAW SEMINAR DESTINATION AUSTIN, TXEVENT 

DATES 7/31/2022 8/3/2022 
FUNDING SOURCE 
(Agenda Item Format) 

GELECH I 920 -600000-600800-6008 l 1 

REGISTRATION - If separate check, please 
include completed Registration Form 

TRANSPORTATION 

GROUND 
TRANSPORTATION 

!SEPARATE CK/ CREDIT CARD I ADVANCE !PURCHASING I - - +-- ---- ,------

I $ 215.oo I 
-------1---

1 s T 362.96 I J_ 
_L -- - -+--------+ t----+ 

GAS 

TOTAL 
AMOUNT 

MEAL PER DIEM (DEPARTURE) 

75% of full per diem 

--y--$ 48.00 

275.00 

362.96 

0.00 

0.00 

48.00 
- --

MEAL PER DIEM (EVENT DATES) 
--------

MEAL PER DIEM (RETURN) 

75% of full per die� 

LODGING 

PARKING 

OTHER i 
TOTALS:! $ I $ 

$ 

$ 

--� 
128.00 ---- ----r--·
48.00 

463.03 

$ 1,324.99 

128.00 

48.00 

463.03 

0.00 

0.00 

$1,324.99 

SIGNING OF TIDS FORM CONSTITUTES ACKNOWLEDGEMENT AND AGREEMENT WITH THE COUNTY TRAVEL POLICY 
REQUIREMENTS, INCLUDING EMPLOYMENT COMMITMENT AND AUTHORIZATION TO DEDUCT AMOUNTS OWED TO THE 

COUNTY FROM WAGES. 

http://www.epcounty.com/auditor/forms/Travel and Training Policy 102416.pdf 

EMPLOYEE 
SIGNATURE 
DEPARTMENT HEAD 
SIGNATURE 

1DATE
I 
DATE 

$84

$275

275
$1,005.99 $1280.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Train ing & Professional Certification Agreement

Purpose: To document a training agreement between an employee and the County for
County funded travel, or professional certification expenses, that is in excess of $1.000, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

This Employee Trainingl/Professional Certification Ag'eement is between Antonio Rivefa, (hereafter

of El Paso, Texas.an of the Elections and the

Employee wishes to further his/her professional development by undertaking additional trainingand/or obtaining
a professional certification. ln consideration of Employee's agreement below, El Paso County will pay, for the benefit
of Employee, the amount of $1,324.99 for:

X Election Law Seminar Training located in Austin, TX ; or

tr applicable initial dues, training materials, and testing fee reimbursements for obtaining the

following professiona I certification :

Employee agrees that if Employee voluntarily terminates his/her employment after the completion of Employee's

training/professional certification, and within the following Range Scale, Employee shall repay the pro-rated cost of
the training/professional certification. Further, Employee agrees to repay any such funds immediately, if for any

reason Employee does not actually spend the funds as designated, or fails to attend the training or obtain the
professiona I certification.

Employee Commitmentto CounW Employment (post completion of traininE/certification):
12 months
24 months
36 months

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

RangeScale:
$1,000 - $1,999 spent:
$2,000 - $4,999 spent:
Above $5,000 spent:

This Agreement shall be effective on the first day of training, regardless of its date of execution

ln witness whereof, the parties execute this A$reement.

THE COUNTY OF EL PASO:

Employee

Department

Date

Z>
Date

E m p I oye e Tro i n i n g /P e rs o no I Ce rtifi coti on Ag re e me nt Revised 10/2018

Employee & Department Name

Terms of ASreement

Signatures



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveUTraining Pre-Check List

THIS CHECKLIST IS REQUIRf,D FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel AdvancelReimbursement Requests by ensuring
supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training forms shall be submitted
to the County Auditor's Office at least 45 days prior to the date of travel. The issuance of travel related checks

follows paid claims guidelines and Commissioners Court Agenda Deadlines. In most cases it takes more than a
week to issue a check.

X Complete all applicable travel and training request forms including justification form and this checklist.
All forms must be signed by the employee attending the training and the department head, or designee.

Incomplete packets will not be accepted.
X tf the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

certification agreement must be submitted.* 
Truvel and training expenditure form with acfual expense receipts from previous training must be

submitted to the Auditor's Office before a new travel and training request is submitted.

' T.uvel dates were verified for consistency with training dates (Explanation was provided justifying dates

_ prior or after training dates, if warranted).

^ Airfare was secured at least 21 days prior to trip (Explanation was provided justifying exceptions, if

-*urranted).
X 

Hotel was secured at government rate and at location of training site (Explanation was provided

* justifVing exception, if warranted or if travel dates are inconsistent with training dates).

_Ground transportation was verified to include availability of transportation (shuttle/taxiUberlLyft)
to/from hotel and airport. If a rental car is needed and justified within policy guidelines then a reservation

should be coordinated with the County Purchasing department using the County's contracted rental car

vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.
X" 

Registration cost was verified and indication was noted for a separate vendor check payment or advance

, for direct payment of registration by attendee..' 
Per diem meals estimates by day were verified with policy guidelines. (Explanation was provided

* justifYing exceptions, if warranted)
'' 

Other estimates have been reviewed for accuracy and reasonableness.
XTravel advance requested was verified for reasonableness and accuracy.

X All related documents are signed by employee and department head/elected official.

County Administrator Approval Signature

Sunday, July 31 to
Annual Election Law

Se: Seminar

Austin, TX

Date of nesday, Aug. 3, Destination:

Signature of Employee requesting funds

Signature of Department Head review

Date:



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure Report
Employee: ANTONIO RIVERA
Dept Head: LISA WISE
Dept : ELECTIONS
ADMINISTRATOR
Travel Funding Source: 

-County 

X Grant

Will any funds be reimbursed by another entity? YES.

S

Signature
Job Title:

Date:611512022
Date:611512022

-Other

Travel Account No. GELECH1920 -600000-600800-60081 I

FY: $9.645.00

Balance Remaining for

Willposting travel details prior to travel jeopardizethe safety of the traveler. 

- 

Yes X NO

Purpose

tr
(check one)

Statutorily Required Training to Hold Elective Office
Statute Reference:
My effective office requires 

- 

number of training hours annually.
I have already fulfilled 

-of 

these hours for this time period.
Estimated hours to be obtained from this course:
Please provide documentation for hours needed

Professional or Technical Training to Maintain License/Certification
(peace officers, attorneys, CPAs, technical certifications, etc.)

My effective office requires 

- 

number of training hours annually.
I have already fulfilled-of these hours for this time period.

Estimated hours to be obtained from this course:

Additional Professional or Technical Training NOT Required to Maintain
License/Certification

Travel for Lobbying/Advocating Before Federal/State Legislature'
Federal/State Legislature, Federal/State Agency, or Other Regulatory Body'
Includins Grant Apnlication Advocacv

Entity Name:
Purpose of Visit: 

-Travel for Program Revenue Enhancement/Sales Opportunity
Explain: _

Program Development Training
Explain:

Travel to Professional, County, or Elected Officials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counties, TBIC, etc.)

Organization Name:

Hum an Resources/Management/Personal Development Training
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

X

n

n

tr Other:



Amended by the El Paso County Commissioners Court on June 17,2013

FORM B: Non-County Funded Travel Disclosure Report*

Name: ANTONIO RIVERA Position Title: ASSISTANT ELECTIONS
ADMINISTRATOR

Location and dates of travel: AUSTIN. TEXAS

Purpose of travel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECHI920 -600000-600800-60081 I

If travel was sponsored by a third party, provide the name of the sponsor:

Estimated Amount of Travel Expense(s): 51.324.99

Traveler's Signature Date

ilq, 7L
Department Head Signature Date

*Source of funds may include private funds and public funds which are not subject to Commissioners court

authority (ie. other governmental funds).



 

 

 



 



From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:
 

 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name
 
Hi Melissa,
 
What is the hotel name or web link? I am not able to find it from what was sent to me.
 

 
Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms
 

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
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County of El Paso

Travel and Training ADVANCE Request Form

NAME MANUEL GARIBA\' DEPARTMENT ELECTIONS

DESTINATION AUSTIN, TX

FUNDING SOURCE CELECH1920 -600OOO-600E00-600E I I

EVENT ELECTION LAW SEMINAR

DA'TES 7t3v2022 TO 81312022 nda ltem Forms

SEPARATE CK /
PURCHASING

TOTAL
AMOUNT

275.00

362.96

0.00

20.00

48.00

128.00

48.00

463.03

0.00

0.00

$1,344.99

RiCISTRATION - lfseptrrte check, please

include completed Regisration Form

TRANSPORTATION

$ 275.00

362.96$

20.00
48.00

128.00

48.00

463.03

$ 1,344.99

GROUND
TRANSPORTATION

GAS

MEAL PER DIEM {OEPARTURE)

75% of fullper diem

MEAL PER DlEl,/ (EVENT DATES)

MEAL PER OIEM (RETURN}

75% of full per diem

LODGING

PARKINC

OTIIER

$

s

$

$

$

TOTALS: $ $

stcNINGoFTI|IsFoRMCoNsTITUTESAcKNowLEDGo[IENTANDAGREEMENTwITHTHEcoUNTYTRAVE'LPoLIcY
REQtIIREMENTS'INcLUDINCEMPLoYMENTcoMMITMENTANDAUTHoRIZATIoNToDEDUCTAMoUNTSowEDToT}lE

COUNTY TROM WAGES.

di 1n

DATE

6- t'7 -za
LLDEPARTMENT HEAD

SIGNATURE

EMPLOYEE
SIGNATURE

CREDITCARD ADVANCE

M-<--- DATE

275

275
$1,025.99 $1,300.99

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Cross-Out

lveliz
Approved



Employee Tra in ing & Professiona I Certification Agreement

Purpose: To document a training agreement between an employee and the County for

County funded travel, or professional certification expenses, that is lg_eIQ6gd$1p@, and

to explain the process for repayment of such funds if an employee voluntarily terminates

his/her employment within a certain time.

This Employee Training/Professional Certification Agreement is between ManUel Gafibay, (hereafter

of the Elections of El Paso, Texas.rtm and the Couan,EM

Employee wishes to further his/her professional developm
a professional certification. ln consideration of Employee's

of Employee, the amount of $1,344.99 for:

EI Election Law Seminar Training located in Austin, Tx ; or

! applicable initial dues, training materials, and testing fee reimbursements for obtaining the

following professional certification:

ent by undertaking additional training andlor obtaining
agreement below, El Paso County will pay, for the benefit

Emoloyee commltmentto countv Emolovment (gost completion of training/cedification):

Employee agrees that said repayment shall be deducted from the employee's final paycheck. lf the final paycheck

is insufficient to cover the repayment amount, then Employee agrees to pay the difference to the County of El Paso

within 90 days of separation.

fol
ifftif icatio

oneti Emof snte th comen hates emher after ployecVO ntaU ri term pht at Emf s/ oymplmE a es lyployeep oyee gte
osc oftal th e tedro-raEle m shRa Sca pno nda inwith e ployee repaythna0 cati ng ngertifitra n professing

afo(iateedhsuc nfu ds mm nytoEm a lyrth repay anyuFce n p loyee grees
n tat n o bta n ethofa IS atte d ethtoorsa esd a dte ngnde ht fue sndaot actu S ignly p

12 months
24 months
36 months

Ran(e Scale:
$1,000 - $1,999 spent:
$2,000 - $4,999 spent:
Above $5,000 spent:

the training/professional
reason Employee does n

prof essional certif ication.

This Agreement shall be effective on the first day of training, regardless of its date of execution'

6*/7-z-Z
DateEmployee

7>
Department Head

b
Date

ln witness whereof, the parties execute this Agreement.

IHE COUNTY OF PASO:

Employee Troining/Personol Certification Agreement Revised 10/2018

7''k
x

\

F

Employee & Department Name

Terms of Agreement

Signatures



COUNTY OF EL PASO, TEXAS
County Auditor Office TraveVTraining Pre-Check List

THIS CHECKLIST IS REQUIRED FOR ALL TRAVEL SUMBMISSIONS

The following is provided to assist in expediting Travel Advance/Reimbursement Requests by ensuring

supporting documentation has been reviewed for reasonableness prior to submission to the County Auditor's
Office. As per the County's Travel and Training Policy, all relevant travel and training fonns shall be submitted

to the County Auditor's Office at least 45 days prior to the date of travel. The issuance of travel relaled checks

fotlows paid claims guidelines and Commissioners Court Agenda Dcadlines. In most cases it takes more than a

week to issue a check.

X Complete all applicabte travel and training request forms including justification form and this checklist.

All forms must be signed by the employee attending the training and the department head, or designee,

Incompletc packets will not be accepted.
X If the total cost of the trip is in excess of $1,000.00, a signed employee training and professional

X
certification agreement must be submitted.

Travel and training expenditure form with actual expense receipts from previous training must be

submitted to the Auditor's Office before a nerv travel and training request is submitted.
X 

Travel dates were verified for consistency with rraining dates (Explanation was provided justifying dates

. prior or after training dates, ifwarranted).

^ Airfur" was secured at least 2l days prior to trip (Explanation was provided justifying exceptions, if

- 
*"runt"d;.

X 
Hotel was secured at govemment rate and at location of training site (Explanation was provided

, justifying exception, if wananted or iftravel dates are inconsistent with training dates)'
' 

Ground transporration was verified to include availability of transportation (shuttte/taxi/Uber/Lyft)

to/from hotel and airport. Ifa rental car is needed and justified within policy guidelines then a reservation

should be coordinated with the County Purchasing department using the County's contracted rentaI car

vendor. Car rental quote or reservation must be included. Written justification for rental car must be

included.

Registration cost was verified and indication was noted for a separate vendor check payment ot advance

for direct payment ofregistration by attendee'

Per diem meals estinrates by day were verifred with policy guidelines. (Explanation was provided

X

X

,, justifYinB excePtions, if warranted)
" Other estimates have been reviewed for accuracy and reasonableness.

lTrur"l advance requested was verified for reasonableness and accuracy'

X All related documents are signed by cmployee and department head./elected offrcial.

County Adrrinistrator Approval Sigllature:

Sunday, July 31 to
ednesday, Aug. 3, 20

Date ofTflp:

Signature of Employec requcsting funds:

Annual Election Law Austin, TX

G-t 7-zz
D I s'lzu

Destination:

----aT-lSignature of Department Head review:

Date



El Paso County Travel Justification Form

FORM A: County Funded Travel Disclosure Report
Employee: MANUELGARIBAY
Dept Head: LISA WISE
DCPI : ELECTIONS

Si
S ignature:

: 611512022

6fi5/2022
Job Title : VOTING EOUIP. SERVI C E TEC H SNR

a e:

x

Travel Funding Source: 

-County 

LGrant

Will any funds be reimbursed by another entity? YES.

_Other

Travel Account No. CELECHI920 -600000-600800-6008 I I Balance Remaining for
FY: $9.645.00

Will posting travel details prior to travel jeopardize the safety of the traveler. 

- 

Yes L NO

Purpose: (check one)

tr Shtutorily Required Training to Hold Eleclive Oflice
Statute Reference:
My effective office requires 

- 

number oftraining hours annually.

I have already fulfilled 

-of 

these hours for this time period.

Estimated hours to be obtained from this course:-
Please provide documentation for hours needed

Professional or Technical Training to Maintain Licensc/Certific8tion
(peace omcers, attomeys, CPAs, technical cenificarions, etc.)
My effective office requires 

- 

number of training hours annually.
I have already fulfilled-of these hours for this time period

Estimated hours to be obtained from this course:

Additional Professional or Techrical Training NOT Requircd to Maintain
Liccnsc/Ccrtification

Travel for Lobbying/Advocating Before Federal/St8te Legislature'
Fcderal/Stste Legislature, Federal/State Agency, or Other Rcgulatory Body'

I nclud in s Grant ADrrlication Advocacv
Entity Name: 

-
Pumose of Visit:

Travel for Program Rcvcnuc EnhancemenUSales opportunity
Explain: 

-Program Development Training
Explain: 

-Travel to Professional, County, or Elected Oflicials' Organization
Meeting/Convention
(County Clerk's Association, TAG, Conference of Urban Counries, TBIC, etc.)

organization Name: 

-Human Resources/Management/Personal Development Trairlirg
("Dealing with Difficult People", stress management, "Be A Better Leader", etc.)

Other

Amended by the El Paso County Commissioners Coun on June 17, 2013

tr

tr



FORM B: Non-County Funded Travel Disclosure Report*

Name: MANUEL GARIBAY Position Title: VOTING EOUP. SERVICE

TECH SR.

Location and dates oftravel: AUSTIN. TEXAS

Purpose oftravel: TO ATTEND THE ANNUAL ELECTION LAW SEMINAR.

Source(s) of Travel Funds: GELECHI920 -600000-600800-60081 I

Iftravel was sponsored by a third party, provide the name ofthe sponsor:

Estimated Amount ofTravel Expense(s): $1.344.99

6-/7-LL
Trave s Signature Date

a LZ-
ead Signature Date

*Source of funds may include private funds and public funds which are not subject to Commissioners court

authority (ie. other govemmental funds).



Room 1: #8700S423 - Room Asslgned at Check-ln, Guest room, 1 Klng or
2 Queen

I
EDIT BOOM

463.03 . .. ,.

31 3
I Glrest

3 Nights

v Choose Room Features

^ Room Total Summary 13!.OO uscAE "0., + 70.03 !srla{:,n&-,

ru6o.y aegltr2 2022

!br. c6r lL<Mry F.€

Esnnd.d l@6[..t r.x6 .nd l4

Tot6lror rt.y ln hor.l! cur..ncy

393.0O

3.22

66,81

453.03 USO

O sun 7/31 ELP AUS 4 hr2s nnn i sroP) $302.10

960.86

t362.06

r1

$362.96

G) weds/3 AUS .) ELP t hr 2s min Nonsbp wanna .,eraray

11:30 AL,l 455PM

4 05 Pl\l 430PM

H.lptul lnformalion:

. Pl€as6 read the faro tulas associaled wilh this purcha$.

. Wh€n booking wilh Rapid Rowardso poinls, )our points balance may notlmmodiately updal€ in your accotrnl

r0.00
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From: Melissa Soto
To: Lizeth Veliz
Subject: RE: Travel Forms - Hotel Name
Date: Wednesday, June 22, 2022 10:12:32 AM
Attachments: image001.png

image003.png
image004.png
image005.png
image007.png

Oh sorry, these are the hotels that they are staying in, and the one that I gave you the quote for is for the Renaissance:
 

 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Wednesday, June 22, 2022 9:46 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms - Hotel Name
 
Hi Melissa,
 
What is the hotel name or web link? I am not able to find it from what was sent to me.
 

 
Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Thursday, June 16, 2022 10:08 AM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: RE: Travel Forms
 

mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com







Hello Ms. Lizeth,
 
Below is what you requested:
 

1. All they have is this regarding the training as the official schedule is not up yet:
 

2. Below is the proof of registration cost:
 

 
3. The cost of the rental will be under Manuel Garibay.

 
4. I would say for this time around, please pay the registration fee for everyone. Since the registration fee must be postmarked by July 1 and the checks wont be ready until June 27. I’m afraid they will pick up the

checks late and mail the registration past the 1st.
 

Please let me know asap if you need any other information so the checks are not delayed.
 
Regards,
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

From: Lizeth Veliz <LVeliz@epcounty.com> 
Sent: Thursday, June 16, 2022 7:58 AM
To: Melissa Soto <MSoto@epcounty.com>
Subject: RE: Travel Forms

tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
mailto:LVeliz@epcounty.com
mailto:MSoto@epcounty.com


 
Good morning Melissa,
 
Please provide with the training agenda and proof of registration cost. Under which employee travel form will you be including the vehicle cost?
 
If it is best for the employee to pay for the registration please let me know so I can include it on the check instead of me sending a separate check to them.
 

Once all the back up is submitted and everything is reviewed, the checks could be ready on Monday Jun 27th.
 
Sincerely,
 

Lizeth Veliz  |  Audit Accountant
Grants Compliance-Reporting-Audit
800 E. Overland, Room 406, El Paso, TX 79901
P. (915) 546 – 2040 ext. 4319  |  F. (915) 546-8172
LVeliz@epcounty.com
Click Here for our Customer Service Survey

 

From: Melissa Soto <MSoto@epcounty.com> 
Sent: Wednesday, June 15, 2022 6:38 PM
To: Lizeth Veliz <LVeliz@epcounty.com>
Subject: Travel Forms
 
Hello Ms. Lizeth,
 
Attached are travel forms for Lisa Wise, Brenda Negrete and Ruben Gamez. I am missing 4 more, which I will be sending to you shortly. Attached is the hotel and airline prices. Also, the registration is $275. Will you be
sending the payment so I can give you the address OR will you be having the employees’ take care of this themselves.
 
I need a rental car and I emailed Andres Chavez. He has not given me the rental car information. I already did the travel forms without the rental car reservation, so once Andres sends it to me, I’ll make an additional
travel form to include the total.
 
Also inform me when the travel checks will be ready.
 
Thank you,
 
 
 
Melissa Soto | Elections Administration Coordinator

500 East San Antonio St. Rm #314
El Paso, TX 79901
( 915-546-2154 | Ext. 4470 
: www.epcountyvotes.com
 
This e-mail may contain confidential and privileged material for the sole use of the intended recipient. Any review, use, distribution or disclosure by others is strictly prohibited. If you are not the intended recipient (or authorized to receive for the recipient), please contact the sender by reply e-mail and
delete all copies of this message.
 

mailto:LVeliz@epcounty.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.surveymonkey.com%2Fr%2Fepauditorweb&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=e3smDazsLIEbXRyVYDfhOuMVIF7GdfKrbpIkZcwkb9E%3D&reserved=0
mailto:MSoto@epcounty.com
mailto:LVeliz@epcounty.com
tel:915-546-2154
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.epcountyvotes.com%2F&data=05%7C01%7CLVeliz%40epcounty.com%7Cc8321b6353b94f46fb6408da546a01c2%7C5ff86d06d6884f8f96b63ec17810e88c%7C1%7C0%7C637915111520430910%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=821pWp7sIdqmlv57suaigzTxgBNiVIxdio7HCSjbbho%3D&reserved=0
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GRANT FUNDS  

By Alicia Carrillo at 2:35 pm, Jun 16, 2022



GRANT FUNDS  

By Alicia Carrillo at 2:35 pm, Jun 16, 2022





Antonio Brenda Lisa Ruben Vanessa Claudia Menny
Travel Adv w/  1,005.99  1,005.99  1,005.99  1,005.99  1,005.99  1,005.99  1,025.99  
Registration 275.00      275.00      275.00      275.00      275.00      275.00      275.00     1,925.00$  
Total 1,280.99  1,280.99  1,280.99  1,280.99  1,280.99  1,280.99  1,300.99  8,986.93$  
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