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How to submit a short term reservation request? 

1. Go to the Short Term reservation request on the GSD website 
at http://www.generalservices.state.nm.us/transportationservices/Short_Term_Reservation.aspx as 
shown. All fields with a red asterisk are mandatory.  

 
2. User can select the Agency from the agency dropdown. User can start typing and select their 

agency from the agency dropdown list. 

 

http://www.generalservices.state.nm.us/transportationservices/Short_Term_Reservation.aspx
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3. Operator ID cannot be anything except 4 digits as shown in the below example. If you don’t have 
an operator id, please contact TSD at  

 

4. Fill in all the mandatory fields. The system won’t let you enter a past date and time in the from 
date and time fields as shown below. The to date should be greater than or equal to the form 
date filed.  

 

5. The vehicle type will be auto populated as per the location selection. 
6. Submit the form once all fields are entered right. 

 

7. The user will see a thank you note with a confirmation number with successful submission as 
shown below 
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8. User will receive a confirmation email with a confirmation number and status of the request 
upon successful submission. This confirmation is on the Short Term Reservation request made 
and this request needs to be approved or denied by the Transportation Services department 
Admin. User will be notified upon admin’s approval /denial. 
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9. User will receive an email notification when their short term reservation request is approved or 
denied by the Transportation Services Department Admin as shown below. 
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