New Mexico Department of Finance and Administration

Local Government Division

Budget Request Forms

CHECKLIST OF BUDGET DOCUMENTS


Deadlines: Budget Submission – June 1st 
  
  LGD does not have statutory authority to extend this date.


    Year-end Quarter Report (4th quarter) - July 31st 
 
 
     NOTE: Final budget approval cannot be made without this report.  


     (Please provide an electronic form as well as a paper copy.)


    Year-end Resolution - July 31st  
   

     LGD will not extend deadline for resolutions for the fiscal year beyond this date.
Required Documents: Submit all of the above documents in either hard copy or electronic form.
· RESOLUTION approving submission of the ensuing fiscal year’s interim and final budget requests.

· Budget Recapitulation (RECAP) (summary of estimated beginning cash balances, revenues, transfers, expenditures and ending cash balances).  Ending cash balances must be a zero or positive number.  Transfer total must equal to zero. 
· COVER LETTER NOTED ITEMS –  Please include language in your cover letter to LGD indicating the amount your entity has appropriated for the following:

· Audit Cost for both municipalities & counties,
· 1% Property Tax Administrative Fee for municipalities.
· REVENUE CHECKLIST FORM – Complete form, specifying all GRT revenues and County Detention Distribution (if applicable). 
· SALARY SCHEDULE – Must include Grand Totals for Number of FTE, Total Salaries and Benefits Budgeted, and Average Salary Increase (%). NOTE: County’s must ensure elected officials’ salary does not exceed allowable limit.

· INSURANCE SCHEDULE - Identify amounts budgeted by fund. 
· BOND SCHEDULE -
Please include copies of all current debt schedules and complete the Debt Service Summary document.  The DS Summary must reconcile to the budget detail.
· NON-BUDGETED RESERVE REQUIREMENTS SCHEDULE - Complete form S-5.

· LEPF - If carrying forward any prior year balances, please provide carryover approval letter. 

NOTE:  PROPERTY TAX CALCULATION table has been removed from the budget recap document and currently exists as a supplemental document and is located on the first tab of the new budget forms.  Identify any newly implemented Property Tax Authority (mill rates) in the comments section.
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