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[bookmark: _Toc194485950]INTRODUCTION
Before preparing the operating budget, please read and pay particular attention to all instructions. Failure to have your agency budget approved in a timely manner will lead to problems processing FY27 transactions. In addition, incorrect submissions will result in delays and additional work for the agency and State Budget Division staff.
This manual is intended to provide instructions on forms and electronic data required to establish an agency’s FY27 operating budget. The State Budget Act (Section 6-3-7 NMSA 1978) mandates the completion and submission of the FY27 operating budget to the State Budget Division (SBD) by close of business on Friday, May 1, 2026. In accordance with the State Budget Act, FY27 operating budgets are subject to SBD approval. Expenditures cannot be made in FY27 without such approval.
Submission of the FY27 operating budget must be consistent with appropriations contained in the General Appropriation Act of 2026 (Laws 2026, 57th Legislature, Second Session, Chapter 67) and other legislation containing FY27 recurring appropriations enacted during the 2026 Legislative session (Senate Bill 151). Good preparation for submitting the FY27 operating budget will include a thorough review of all legislation containing an FY27 appropriation to your agency, a complete review of both this instruction manual and agency-specific oral and written instructions provided by your Executive Budget Analyst. 
[bookmark: _Toc290039960]To assist state agencies in preparing their FY27 operating budget, SBD will provide every agency a comment sheet and Report 3. The Report 3 includes FY27 appropriations contained in Section 4 of the General Appropriation Act of 2026. Please pay close attention to the information contained in the comment sheet since it summarizes the agency’s appropriations and Budget Adjustment Authority in all sections of the General Appropriation Act. This form will be used as the basis for developing the FY27 operating budget.[bookmark: _Hlk194388480][bookmark: _Hlk194388481][bookmark: _Hlk194388482][bookmark: _Hlk194388483][bookmark: _Hlk194388484][bookmark: _Hlk194388485][bookmark: _Hlk194388486][bookmark: _Hlk194388487][bookmark: _Hlk194388488][bookmark: _Hlk194388489][bookmark: _Hlk194388490][bookmark: _Hlk194388491][bookmark: _Hlk194388492][bookmark: _Hlk194388493][bookmark: _Hlk194388494][bookmark: _Hlk194388495][bookmark: _Hlk194388496][bookmark: _Hlk194388497][bookmark: _Hlk194388537][bookmark: _Hlk194388538][bookmark: _Hlk194388539][bookmark: _Hlk194388540][bookmark: _Hlk194388541][bookmark: _Hlk194388542][bookmark: _Hlk194388543][bookmark: _Hlk194388544][bookmark: _Toc194485951]OVERVIEW OF OPERATING PROCEDURES

Submission of the FY27 operating budget must include all required forms and electronic data detailed in this manual. Upon receipt of your agency’s operating budget, SBD will review your submission to ensure it is in compliance with the General Appropriation Act, other acts of the Legislature and the State Budget Act, which covers compliance with instructions contained in this manual. Upon approval by your Executive Budget Analyst, your agency’s FY27 operating budget (OPBUD‑3 forms and SHARE Budget Journal entries) will be posted in SHARE. The original form will be date-stamped and signed by the SBD Director. A signed copy of the original approved form will be returned to the agency as an indication of operating budget approval. An approved copy will also be provided to the Legislative Finance Committee. 
Once this process is complete, the agency’s FY27 operating budget is approved. OPBUD-3 appropriations are available for expenditure beginning July 1, 2026, and nonrecurring OPBUD-4 appropriations for items in Sections 5, 9, 10, and 11 of the GAA and in SB 273 are also available for expenditure on July 1, 2026 unless otherwise noted by language. Any questions asked by your Executive Budget Analyst regarding the operating budget for FY27 must be answered promptly.
[bookmark: _Toc162321527]If you are unfamiliar with this process, please work closely with your Executive Budget Analyst to prepare your agency’s FY27 operating budget. Executive Budget Analysts are available to provide one-on-one assistance. If additional assistance is required, please contact your Executive Budget Analyst. 
ALL FY27 operating budgets are due to SBD no later than Friday, May 1, 2026 in accordance with the State Budget Act. This is a statutory date and cannot be changed. In order to meet the May 1, 2026 statutory deadline, the operating budget must be submitted electronically using the BFM system (see the Appendix for a checklist of required forms to be submitted) and sent via email to both SBD and the LFC. Agencies no longer need to create and submit paper copies of their budget submissions. Instead, follow the procedure below:[bookmark: _Toc194485952]DUE DATES AND SUBMISSION

1. Submit the operating budget request in BFM as normal – this should be completed first as it generates most of the required checklist items in Appendix A. 
2. Put together one complete submission packet of your operating budget per the checklist of required items (see Appendix A).
3. Combine the submission packet documents into a single PDF file and label as BU### - FY27 Operating Budget Submission.
4. Email your PDF file to the following:
a. Your SBD analyst
b. DFA Submissions email (DFASBD.Submissions@dfa.nm.gov) 
c. Your LFC analyst
d. LFC Submissions email (LFC@nmlegis.gov) 
Please note: Original signatures should be included in the email copy of the operating budget submission.
Please include all OPBUD-3 forms and allotment forms together in the front of your Operating Budget submission.



	Submit to:
	Items and quantity to be submitted:

	State Budget Division

Email subject line:
BU###-FY27 Operating Budget Submission 
	PDF submission emailed to:
· SBD Analyst
· DFASBD.Submissions@dfa.nm.gov
Electronic submission –Submit through BFM form 9900

	Legislative Finance Committee
	PDF submission emailed to:
· LFC Analyst
· lfc@nmlegis.gov



In addition to submitting the FY27 operating budget by May 1, the following deadlines must be met:
· Wednesday, May 6, 2026. Agencies should review and verify the accuracy and utility of their accounting structure each year. Requests to change an agency’s accounting structure below the program (P-code) level must be based on sound accounting principles that result in improvements in financial control, management and reporting. Agencies requesting changes should submit an Account Maintenance Form to the Support Unit of the Financial Control Division by Wednesday, May 6, 2026. Please discuss any proposed changes with your Executive Budget Analyst prior to implementing changes to your agency’s organizational structure as this may require additional configurations. Also, please ensure that any changes to the accounting structure are coordinated with your agency’s human resources division. Changes to department codes and tree structures will affect combo codes and payroll. If an agency is not recommending changes in its accounting structure, an account maintenance form is not required.
It may also be necessary for an agency to change, add or inactivate a fund, business unit (agency), department (program or organization) and division code or name to reflect changes in the General Appropriation Act. New program codes (P-codes) for changes included in the General Appropriations Act will be assigned by FCD of DFA after the account maintenance form is received. Agencies do not need to submit an account maintenance form to create Z-Codes for special appropriations contained in Section 5, 6, 7, 9, 10, and 11 of the General Appropriation Act. DFA has already created the required Z-Codes for these appropriations. If an appropriation relates to an extension of an existing appropriation, agencies should use the Z-Code originally established for that appropriation. A detailed listing of Z-Codes created can be found in the Table of Budget Codes posted on SBD’s website.
· [bookmark: _Toc290039978][bookmark: _Toc320540209][bookmark: _Toc320630812][bookmark: _Toc320540196][bookmark: _Toc320630799][bookmark: _Toc290039962]Wednesday, May 6, 2026. Agencies must enter all position control transactions that require DFA approval into the SHARE system to reflect changes in positions proposed for the FY27 operating budget. Positions should be entered in proposed status with an effective date of July 1, 2026.
[bookmark: _Toc194485953]BUDGET FORMULATION AND MANAGEMENT SYSTEM (BFM) REQUIREMENTS
To prepare the FY27 operating budget, agencies must utilize the web-based Budget Formulation and Management System (BFM) at Budget Formulation and Management (bfm.cloud).  User names and passwords should still be valid from the previous request cycle.  General BFM reference materials are available at Budget Formulation and Management (BFM) System | New Mexico Department of Finance and Administration.  If you need to create or edit BFM user profiles at your agency, please complete the BFM Security Access Form (also available on the website linked to above) and submit it to DFA IT at FCDSU.Help@dfa.nm.gov.  If you have questions regarding how to use BFM in preparation of your operating budget, please contact your Executive Budget Analyst.
This section is intended to provide general information for preparing the FY27 operating budget using BFM. For complete instructions on using BFM please refer to the BFM User Guide, available on the website linked above.
[bookmark: _Toc194485954]BUDGETING REVENUE IN BFM

[bookmark: _Toc99965810][bookmark: _Toc194485955]Revenue Reconciliation: 7800 Form
In BFM operating budget revenue will be reconciled on the 7800 Form.  There is only one 7800 form for the entire agency, regardless of number of P-codes the agency has.  Revenue will be preloaded into this form by P-code, fund, and revenue source as it was adopted by the legislature in the General Appropriation Act.  Agencies will need to review and adjust this revenue within allowed parameters.
[bookmark: _Toc194485956]Description of Columns on the 7800 Form and How to Edit Them
2026-27 GAA OPBUD: The operating budget as it was approved by the legislature in the FY27 GAA.
2026-27 Account Transfers*: Data entry column.  Agencies may move revenue budget amounts among the same funding source type within the same P-code.  For example, one Other State Fund revenue code (category C130) could be decreased by $50,000 and another Other State Fund revenue code in the same P-code could be increased by $50,000. The category transfer balances at the top of the form must equal zero after adjustments are made.  Agencies may not move revenue from one P-code to another P-code or from one category (Other State Funds) to another (General Fund).
· The GAA combines Other State Funds (C130) and Fund Balance (C150) into one appropriation under Other State Funds.  Agencies must properly distribute the GAA total between C130 and C150 revenue sources.
· For more information regarding specific revenue types please refer to the following section.
· New revenue lines can be added if needed using the “Add New” button; just be sure to balance out the categories.
2026-27 OpBud with Transfers: New OPBUD total reflecting transfers entered by agency in previous column.
2026-27 Comp Package*: Data entry column.  Enter revenue needed to fund compensation appropriations.
· In this column, general fund received for compensation must be entered using revenue code 499905 as it is received as a transfer from DFA.  Please identify the amount of general fund budgeted for compensation in the Justification field at right.
· Agencies receiving “Other Funds” for compensation should budget that revenue in this column, divided between non-general fund revenue sources as appropriate.  Agencies are not required to budget the full “Other Funds” amount if not needed or available, and may not go over it.
2026-27 Other Adjustments*: Data entry column. Generally used for two other types of adjustments to the approved operating budgets:
1. Federal adjustments – Agencies may increase or decrease federal revenue based on what is anticipated in FY27.  Please provide more information regarding increases as available in the Justification field and attach a separate reconciliation document in your request submission.
Due to the ongoing federal funding situation in 2026, please be sure to adjust federal budgets appropriately and reduce them when needed, if funding has been reduced or cancelled.  Remember that should funding materialize again, it can be rebudgeted via the BAR process.
2. GAAP adjustments – These are rare and are used to address technical issues with the GAA as passed, such as reconciling uneven transfers between agencies.  Agencies may not adjust revenue sources such as Other State Funds through GAAP adjustments.  If you believe you may need a GAAP adjustment, please discuss with your Executive Budget Analyst.
2026-27 Final Approp to SHARE: Revenue total reflecting all prior adjustments that will be used to populate OPBUD-3 report.
2026-27 Recurring Adjustments*: Data entry column.  Used to reflect post-OPBUD-3 budget adjustments needed to accurately carry through the FY27 OPBUD in BFM to the next year.  Generally used for 2 purposes:
1. General fund compensation: If your agency received general fund compensation, in this column you should subtract those amounts out of revenue code 499905 and add them to revenue code 499105.  This will ensure your FY27 general fund operating budget accurately includes these amounts in the future.
2. Recurring junior bill appropriations: There are no recurring junior bill appropriations in FY27; therefore, this column should not be used for this purpose for FY27.
2026-27 Final OpBud: Final FY27 operating budget reflecting all adjustments that will be carried through in BFM and used for the FY28 request cycle.
Justification: Text entry field to describe adjustments made in that row.
Data entered on the 7800 Form will automatically populate the revenue information on the S-8, S-9 and OPBUD-3 reports. Total expenditures must equal total revenues for the FY27 operating budget.  BFM will not allow an unbalanced budget to be submitted to DFA.
Reference: Types of Revenue
Generally, all revenue can be categorized as general fund, internal services funds, interagency or interagency/inter-fund transfers, federal funds, other revenue, or fund balance. Details of how revenue is to be classified for each revenue source can be found in the Revenue Forms section below.
To ensure proper use of revenue account codes, please consult Financial Control Division’s Chart of Accounts on the DFA website under Resource Information at http://nmdfa.state.nm.us/Financial_Control.aspx . See the table below on general revenue guidance.
	S-8 Category
	Account Code
	Account Description

	111- General Fund 
	499105
	General Fund

	112 - Other Transfers 
	499905
499906
425909
451909
499999
	Other Financing Sources: Interagency
Other Financing Sources: Intra-agency
Other Services: Interagency
Federal Contract: Interagency (sub-award)
Other Financing Sources: CU (component unit)

	120 – Federal 
	451903
452003
452006
452009
453001
	Federal Funds: Direct
Federal Indirect (from non-state entities)
Federal Indirect – Component Unit
Federal Indirect – Interagency
Federal Contracts - Other

	130 – Other Revenue 
	See chart of accounts for revenue codes
	Revenue Codes: see chart of accounts and use revenue code that best describes source of revenue


	150 – Fund Balance 
	325900
326900
327900
328900
	Restricted Fund Balance
Committed Fund Balance
Assigned Fund Balance
Unassigned Fund Balance


[bookmark: _Toc99965811]
[bookmark: _Toc194485957]1. Transfers from the General Fund 
(revenue account code 499105)
Most Legislative appropriations for state government operations are made from the General Fund. Recurring General Fund appropriations should be budgeted on the OPBUD-3. General Fund transfers should reflect all General Fund appropriations by item and statutory citation. 
[bookmark: _Toc99965812][bookmark: _Toc194485958]2. Other Transfers / Other Financing Sources 
(revenue account codes 499905, 499906, 499999, 451909 and 425909)
[bookmark: _Toc194485959]Nonreciprocal (Non-Exchange Type) Transfers: 
· The receipt of nonreciprocal interagency (non-exchange) transfers from another state agency for subsequent expenditure should be budgeted using revenue code "499905." 
· The receipt of nonreciprocal (non-exchange) intra-agency fund transfers within an agency should be budgeted using revenue code “499906.” 
· The receipt of nonreciprocal transfers from a component unit of the state (E.g. UNM, NM Finance Authority, Lottery Authority, etc.) should be budgeted using revenue code “499999”. 
The agency/fund that is the source of the revenue will record the expenditure transaction in the 500 category (Other Financing Uses).
[bookmark: _Toc194485960]Reciprocal (Exchange Type) Transfers:  
· Federal sub-awards/sub-grants received from another state agency should use revenue code "451909"; however, these transactions are not considered “other financing sources,” so there will be no corresponding “Other Financing Uses” entry in the operating budget of the state agency providing the funds. The grantor agency should budget under the appropriate “grants” account line item in the 400 category.
· Reciprocal interfund/interagency (exchange type) transfers should also be included using the revenue code "425909" (Other Services/Interagency). Again, these transactions are not considered “other financing sources” so there will be no corresponding “Other Financing Uses” entry for in the operating budget of the state agency providing the funds.
[bookmark: _Toc99965813]Other Transfer revenue should not include revenue generated from enterprise type payments for services provided by one agency to another (e.g. payment of an IT invoice from DoIT, rent payments to another state agency, etc.). The receipt of funds for enterprise services provided to another state agency or fund should be reflected using the appropriate revenue account code for that service and should be reflected under Other State Funds.
3. Federal Revenue
(Revenue account codes 451903, 452003, 452006, and 452009)
Unless required by federal law, federal funds have historically been included in the General Appropriation Act for informational purposes only and are not appropriated by the Legislature. 
Pursuant to the State Budget Act (Section 6-3-7 NMSA 1978), SBD requires that all anticipated revenues and expenditures from all federal sources be reported in the annual operating budget even if the amounts differ from the appropriation included in Section 4 of the General Appropriations Act of 2026. 
Federal revenue may be reflected as federal funds or as an operating transfer (Other Transfers) depending on whether these funds are received by the agency directly from the federal government or indirectly via transfer from another state agency (refer to the Other Transfers below for more information on the use of this category). On the 7800 form:
· Use revenue account codes 451903 for federal funds received directly from the federal government. 
· Use revenue code 452003 for federal funds received indirectly from a non-state entity (another state, a county, federal contractor, etc.), or 452006 for federal funds received indirectly from a component unit of the state (not budgeted in SHARE) such as a university. 
· Use revenue code 452009, also on the R-3 form, for federal sub-awards and grants received from another state agency that has itself received federal funds from a non-state entity. 
· Use revenue code 453001 for federal contracts and reimbursements such as Medicare.
SBD requires each agency to include anticipated federal funds in its FY27 operating budget in both the revenue and expenditure sections of the budget. Changes from the base level contained in Section 4 of the General Appropriation Act must be noted in a separate reconciliation spreadsheet contained in the operating budget submission so that the assigned Executive Budget Analyst is able to understand any differences between the funding levels in the Act and the OPBUD-3. Federal revenue submitted in the operating budget should present the most accurate projections of federal funding for FY27 and should include revenue, expenditures and term or temporary position creations associated with grants from the federal government. Budgeting federal funds as accurately as possible at the start of the fiscal year may avoid the necessity for budget adjustment requests later in the fiscal year.
Due to the ongoing federal funding situation in 2026, please be sure to adjust federal budgets appropriately and reduce them when needed, if funding has been reduced or cancelled.  
[bookmark: _Toc99965814][bookmark: _Toc194485961]4. Other Revenue
(All other revenue account codes)
All revenue that does not meet the criteria for General Fund, Non-General Fund Transfers or Federal Revenue should be considered Other Revenue. The “Chart of Accounts” on the DFA Financial Control Division’s website provides a list of currently active revenue codes.  Select the revenue code that best describes the source of the revenue. 
· Note:   Revenue that is reported as Other State Funds and Fund Balance (below) is reported as one combined amount under Other State Funds on the Report 3. The agency must divide this amount appropriately between Other State Funds and Fund Balance revenue.
[bookmark: _Toc99965815][bookmark: _Toc194485962]5. Non-Reverting Fund Balances 
(Equity account codes 325900, 326900, 327900 and 328900)
Revenue from fund balance accounts are entered in SHARE using equity account codes. Amounts budgeted as fund balance revenue must reflect the use of statutorily established non-reverting fund balance(s) and should be linked to audited financial statements if available. Budgeted expenditure levels cannot exceed the total of expected revenues and fund balances. Non-reverting fund balances must cite the source of the fund balance and the statutory authority excluding the reversion of the funds.
Most fund balances accounts are classified by four major categories or types and it is important that you use the correct equity account code when you enter information into the 7800 form.  You should be able to identify the correct type of account from your independent audit and/or your trial balance report. The four primary types of fund balance accounts are shown in the table below:
	ACCOUNT #
	TYPE
	DESCRIPTION

	325900
	Restricted
	The restricted fund balance category includes amounts that can be spent only for the specific purposes stipulated by constitution, external resource providers, or through enabling legislation.

	326900
	Committed FB
	The committed fund balance classification includes amounts that can be used only for specific purposes determined by a formal action of the government’s highest level of decision-making authority.

	327900
	Assigned
	Amounts in assigned fund balance classification are intended to be used by the government for specific purposes but do not meet the criteria to be classified as restricted or committed.

	328900
	Unassigned
	Unassigned fund balance is the residual classification for the government’s general fund and includes all spendable amounts not contained in the other classifications.


[bookmark: _Budgeting_Expenditures_In]



[bookmark: _Toc194485963]BUDGETING EXPENDITURES IN BFM

[bookmark: _Toc194485964]Expenditure Reconciliation: 7600 and 7700 Forms
Much like with revenue, in BFM operating budget expenditures will be reconciled on the 7600 and 7700 Forms.  Agencies who budget at the department level should use the 7700 Form, and agencies who do not should use the 7600 Form.  There is one form for each P-code in an agency.  Expenditures will be preloaded into this form by P-code, fund, and line item as it was adopted by the legislature in the General Appropriation Act.  Agencies will need to review and adjust these expenditures within allowed parameters.
[bookmark: _Toc194485965]Description of Columns on the 7600 and 7700 Forms and How to Edit Them
2026-27 GAA OPBUD: The operating budget as it was approved by the legislature in the FY27 GAA.
PCF Projections All Filled and Vacant Existing Positions: PSEB projected expenditures in the appropriate 200 category line items based on SHARE HCM data uploaded into BFM from SHARE HCM.  For informational purposes only as appropriation totals cannot be adjusted.
2026-27 Account Transfers*: Data entry column.  Agencies may move line budget amounts among the same expenditure category within the same P-code.  For example, line 520200 could be decreased by $100,000 and line 520300 in the same P-code could be increased by $100,000. The category transfer balances at the top of the form must equal zero after adjustments are made.  Agencies may not move expenditures between categories, such as from PSEB (200) to Contracts (300).
· For more information regarding specific line-item expenditures please refer to the following section.
· During the legislative process some amounts may have been added to base expenditure category line items 520000, 530000, and 540000 for your agency.  Do not leave amounts in these line items; please transfer them out into specific use line items through this column.  Example: $100,000 was put into 520000.  Through the Account Transfers column, you decrease 520000 by $100,000, increase 520300 by $70,000, 521200 by $20,000 and 521300 by $10,000 to total the $100,000 decreased in 520000.
· New expenditure lines can be added if needed using the “Add New” button; just be sure to balance out the categories.
2026-27 OpBud with Transfers: New OPBUD total reflecting transfers entered by agency in previous column.
2026-27 Comp Package*: Data entry column.  Enter expenditure budget in the 200 category line items needed for compensation appropriations.
· The total entered in this column cannot exceed the total FY27 compensation amount distributed to your agency as listed on your Comment Sheet.  For those agencies who only receive General Fund for compensation, it must match that amount.  For those agencies who receive “Other Funds” budget authority for compensation, the total budgeted may be less than the amount on the Comment Sheet if funding is not needed or available.
2026-27 Other Adjustments*: Data entry column. Generally used for two other types of adjustments to the approved operating budgets:
1. Federal adjustments – Agencies may increase or decrease federal revenue based on what is anticipated in FY27.  Agencies should adjust expenditure budget on this form to reflect adjusted federal revenue entered on the 7800 Form.  Please provide more information regarding adjustments as available in the Justification field and attach a separate reconciliation document in your request submission.
2. GAAP adjustments – These are rare and are used to address technical issues with the GAA as passed, such as reconciling uneven transfers between agencies.  If you believe you may need a GAAP adjustment, please discuss with your Executive Budget Analyst.
2026-27 Final Approp to SHARE: Revenue total reflecting all prior adjustments that will be used to populate OPBUD-3 report.
2026-27 Recurring Adjustments*: Data entry column.  Used to reflect post-OPBUD-3 budget adjustments needed to accurately carry though the FY27 OPBUD in BFM to the next year.  On the expenditure side, this should generally only be used for the following purpose: 
· Recurring junior bill appropriations: There were no recurring junior bill appropriations in 2026; therefore, this column should not be used on the expenditure side for FY27.
2026-27 Final OpBud: Final FY27 operating budget reflecting all adjustments that will be carried through in BFM and used for the FY27 request cycle.
Justification: Text entry field to describe adjustments made in that row.
Data entered on the 7600 and 7700 Forms will automatically populate the expenditure information on the S-8, S-9 and OPBUD-3 reports. Total expenditures must equal total revenues for the FY27 operating budget.  BFM will not allow an unbalanced budget to be submitted to DFA.
[bookmark: _Toc194485966][bookmark: _Hlk99522828]Transfers Reconciliation: Form 7400 
Information regarding transfers sent out by your agency (either external or internal) as expenditures in the 500 category that were enacted in the General Appropriation Act has been brought forward in BFM and prepopulated the 7400 Form.
The 7400 Form contains detailed information regarding each transfer as well as the same reconciliation and adjustment columns found on the expenditure and revenue OPBUD reconciliation forms.  You should verify this information and update as needed in a like manner as to the other forms.  It is likely that little will need to be updated on your part.  
Transfers on the 7400 Form will be included in your agency’s S8 and S9 as 500 category expenditures and on the receiving agency’s S8 and S9 as transfer revenue.  If your agency has transfers listed on the 7400 Form you should include a Transfer Report available in BFM Reporting with your Operating Budget submission.
For more details regarding transfers, please refer to the Transfer Revenue and Nonreciprocal Transfers / 500 Category Expenditures sections of these instructions.
[bookmark: _Toc99965817][bookmark: _Toc194485967][bookmark: _Toc290039975][bookmark: _Toc320540206][bookmark: _Toc320630809]Reference: Types of Expenditures
[bookmark: _Toc99965818][bookmark: _Toc194485968]Mandatory Budgeted Expenditures
Agencies must include in their operating budgets expenditures for services provided by the General Services Department (GSD) and Department of Information Technology (DoIT). The amounts budgeted in the BFM system and reported on the S-9 Report should use the GSD Risk Rates and DoIT Telecommunication, Information Technology and HRMS fee schedules posted on the SBD website. In addition, agencies must fully encumber all FY27 budgeted GSD/DoIT line items on July 1, 2026.
The following table provides a listing of account codes for GSD and DoIT services:
	SERVICE
	ACCOUNT

	General Services Department Services 
	

	Risk Management Premiums:
	

	GSD Workers’ Compensation Premiums
	521410

	Workers’ Compensation Assessment of $9.20/FTE
	521400

	Unemployment Compensation
	521500

	Employee Liability
	521600

	Vehicle Insurance
	542700

	Property Insurance
	543400

	Bond Premium
	546200

	Transportation Pool
	542800

	Department of Information Technology Services
	

	Human Capital Management Assessment of $365/FTE
	545710

	Information Systems Charges
	545700

	Radio Communications Services
	545800

	Telecommunications
	546600

	DoIT Telecommunications
	546610



[bookmark: _Toc194485969]Risk Management Premium:  In order to better account for distinct GSD services, workers’ compensation costs are split between two accounts. Use account 521410 for GSD workers’ compensation premiums and account 521400 for the workers’ compensation assessment of $9.20 per FTE.
[bookmark: _Toc194485970]Human Capital Management Assessment and Information Systems Services: In order to better account for distinct DoIT services, charges for the human capital management assessment and information system charges are split between two accounts. Use account 545710 for the Human Resource Management Assessment (HRMS) and account 545700 for Information Systems Charges. Note: the HRMS rate for FY27 is $365 per FTE.
[bookmark: _Toc194485971]Telecommunications: In order to better account for DoIT-provided telecommunications services, charges for such services are split into several accounts.  For telecommunications, use account 546610 for DoIT-provided services and 546600 for outside vendor-provided services.
[bookmark: _Toc194485972]Rate Report
[bookmark: _Toc99965819][bookmark: _Toc78539445]To aid SBD in verifying you have budgeted the correct amounts for mandatory expenditures, please include a Rate Report which is generated from expenditure data entered into the expenditure forms in BFM and lists budgeted amounts for various fixed costs established by rates and schedules.  The Rate report must be printed at the agency level.  To do this, from the BFM Reporting module, select the Rate report which will display the following line items: 521410, 521500, 521600, 535400, 542700, 542800, 543400, 545700, 545710, 545810, and 546610.  Note that there is also the S-13 report, which can be utilized by the agency to create a custom report of any specified line items for informational purposes.

[bookmark: _Toc194485973]Budgeting Personal Services and Employee Benefits in BFM
BFM contains a module called Personnel Cost Forecasting (PCF) which reads personnel data directly from SHARE HCM with information current as of March 2026.  Therefore, no updates of individual personnel information will be required as part of an agency’s operating budget submission.  PCF uses the HCM data to project total costs for salaries and benefits in FY27 and populates the appropriate 200 category line items in the PCF Projection column in the 7600/7700 OPBUD Entry form. Because agencies may only adjust their PSEB budgets to reflect appropriated compensation increases or federal adjustments, this projection is informational only and should be used to assist with FY27 budget planning and management.
[bookmark: _Toc194485974]302 Report
In BFM Reporting, utilize the 302 PCF Detail Agency/Individual report under Personnel Reports to view projected amounts by employee for salary and related benefit lines such as insurance and FICA.  Vacant positions are budgeted at the midpoint of the salary range with single insurance plans.  PCF has been updated to reflect insurance rates adopted for FY27.  This report is not required to be submitted as part of an agency’s operating budget.  For full details on the PCF module and tool, refer to the BFM User Guide.
In addition to employee benefits, budget submissions must include the following pre-determined rates:
· Premiums of the Risk Management Division of the General Services Department for Workers’ Compensation (521410), Unemployment Compensation (521500), and Employee Liability (521600) insurance premiums. GSD Risk Management premiums can be found on the State Budget Division website.  Questions regarding the rates should be directed to the Risk Management Division.
· [bookmark: _Accounting_for_FTE][bookmark: _Toc78539446]Calculate the Workers’ Compensation Fee at $9.20/FTE (included on the SBD website and in the chart above) entered under account code 521400 and the DoIT HRMS fee at $365/FTE (included on the SBD website and in the chart above) entered under account code 545710. Note: there is no EAP fee (account code 521900) for FY27.
[bookmark: _Toc99965820][bookmark: _Toc194485975][bookmark: _Hlk99522925]Accounting for FTE in BFM
[bookmark: _Toc194485976]OPBUD FTE Counts by P-code (7900) or DeptID (8000) forms
Use these forms to enter in FTE counts for the FY26 operating budget by FTE type (permanent, term or temporary).  Enter adjustments in the 2026-27 OPBUD Adjustments* column.  Provide a rationale in the Justification field for any deviation from the PCF Projections (HCM data) or 2026-27 Final FTE Appropriation columns.  Generally, agencies may not increase FTE counts beyond what is contained in the 2026-27 Final FTE Appropriation column.
· Note:   The FTE portion of the S-8 report should track with the FTE levels provided by your Executive Budget Analyst on the Report 3 adjusted for any position additions or deletions resulting from revised federal revenue estimates or approved FTE additions / deletions and should correspond to positions entered on the 7900 or 8000 Form.
[bookmark: _Toc290039986][bookmark: _Toc320540217][bookmark: _Toc320630820][bookmark: _Toc99965821][bookmark: _Toc194485977]Turnover Report (E-1B Report)
The E-1B report is produced from data entered on the 7600/7700 and 7900/8000 Forms. This report will provide information regarding both current and historic turnover rates for the agency. Agencies are not required to submit this report in their operating budget submission.  The BFM system will provide a report that calculates the FY27 budgeted turnover rates based on information provided for FY27. 
[bookmark: _Toc290039974][bookmark: _Toc320540205][bookmark: _Toc320630808][bookmark: _Toc194485978][bookmark: _Toc99965822]FY27 Compensation Appropriations 
See Appendix B.
[bookmark: _Nonreciprocal_Transfers_(500][bookmark: _Toc99965823][bookmark: _Toc194485979]Nonreciprocal Transfers (500 Category Expenditures – Other Financing Uses)
The General Appropriation Act of 2026 may include amounts appropriated under the Other Financing Uses category. These amounts are identified in the Report 3 and must be included in the OPBUD-3. 
· The Other Financing Uses category (category code 500) should only be used to budget non-reciprocal interfund/interagency amounts being transferred from one agency (or fund) for expenditure to another state agency or fund. 
In FY27 there are three account codes for Other Financing Uses.  
1. Account code 555100 should be used for transfers between state agencies in SHARE; 
2. Account code 555106 should be used for transfers from one fund to another within an agency (E.g. special revenue fund to an operating fund); 
3. and account code 555200 should be used for transfers to a component unit of state government (an entity such as a state university that is considered part of state government but is not in SHARE).
All transfers to another agency must be reconciled with the receiving agency so that the appropriations are in agreement between the agencies. 
A transaction should only be classified as "Other Financing Uses" if it is non-reciprocal and the transfer is made by one agency or institution of state government to another agency or institution of state government (non-reciprocal interfund activity). State agencies and institutions of state government are defined as those entities included in the State of New Mexico Comprehensive Annual Financial Report.
An appropriation should not be classified as Other Financing Uses in the following instances:
· Disbursements made to entities outside of state government, nonprofit entities, higher education institutions not established in the NM Constitution, local governments or public schools. Please refer to the expenditure Chart of Accounts at http://www.nmdfa.state.nm.us/Financial_Control.aspx for the correct expenditure account code to be used for these disbursements.
· Disbursements for services associated with internal service or enterprise-funded agencies. Transfers from one agency to another to pay for these services are considered expenditures and are budgeted by the agency paying for the services under the appropriate account code. For example, payments to the Department of Information Technology (DoIT) for telephone, central computer or radio communications services must be included in agency operating budgets under appropriate expenditure account codes (545700 for ISD services, 545800 for radio communications and 546601 for communications). The agency receiving these funds will budget them under the appropriate revenue code corresponding to the service provided.
· Disbursements to other agencies for mutual consideration (direct services, assistance or support) should be budgeted from the appropriate account code. For example, if an agency rents space from another state government entity there is “mutual consideration” and payment to the recipient agency is made from expenditure account code 546400 - rent of buildings.
[bookmark: _Toc194485980]Supplemental information on certain account codes: 
Account code “535309” should be used in the 300 category by an agency to recognize a contractual agreement with another state agency in SHARE. Use account code “535310” to identify a contractual arrangement with a component unit of the state
Account code “547450” should be used in the 400 category when an agency has a grant agreement with another state agency that also reports in SHARE.
[bookmark: _Toc99965824]Account codes “499905” should be used in the 500 category (Other Financing Uses) to identify a non-reciprocal transfer between state agencies that also report in SHARE. The account code “555106” should be used for non-reciprocal (internal) transactions between funds within an agency, and account code “555200” should be used for non-reciprocal transfers with a component unit of the state.

[bookmark: _Toc194485981]POLICY REGARDING FULL-TIME EQUIVALENTS (FTE) AND POSITION CONTROL

1. To meet the demands of position control, it is critical to reflect accurate staffing levels in the operating budget and to provide documentation in support of these levels. 
2. Proposed staffing levels must be fully justified. Additionally, agencies must crosswalk the FY27 FTE totals with the agency’s most recent Organizational Listing Report by noting which current positions will be eliminated and which positions will be added in FY27. Projected position creations or deletions, as well as anticipated federal revenue should be included in the crosswalk with the Organizational Listing Report. In most cases, "deletion" is synonymous with "inactivation.” 
3. To determine the number of FTE to include in the FY27 operating budget, review these guidelines:
· Include all permanent, term and temporary positions for which appropriations were requested by the agency in the appropriation request and approved for funding in the General Appropriation Act of 2026 and other Acts of the 2026 Legislative session. Include positions that are both specified and implied by legislation.
· Include other term, temporary and seasonal positions recurring from year to year for which revenue to support these positions has been identified and determined to be available. 
· Delete any permanent, term and temporary positions that are not supported by revenue in the General Appropriation Act of 2026. 
4. For all new or revised positions, complete a Position Action Request Form (PARF) for each request and submit it with the FY27 operating budget on May 1, 2026. For new permanent positions, preliminary position classification discussions should be initiated between the agency Human Resources staff and the State Personnel Office prior to submission of the operating budget. In addition to submitting a PARF, agencies are required to enter position transactions into the SHARE system by May 6, 2025 for approval. All newly created positions should be entered in SHARE in proposed status and should have an effective date of July 1, 2026. All position transactions should be submitted with the operating budget.
Include on the PARF all pertinent information for each position request, including the identification of the revenue source(s) to support the request. Funding to support positions included in the operating budget documents (including the PARF) must be included on the OPBUD-3 forms. Address any related questions to your Executive Budget Analyst. Any requested additional information must be submitted to SBD prior to approval of pending (suspended) position control actions and FY26 operating budgets.
Governor’s Exempt Positions: For creation of Governor’s exempt positions agencies should submit a Personnel/Position Action Request Form with required documentation and budget projections directly to the Administrative Services Division, Department of Finance and Administration, Room 313, Bataan Memorial Building, Santa Fe, New Mexico 87501.
5. For all term and temporary positions to be extended, no action by SBD is currently required in the SHARE system. To validate that sufficient funding for these positions is available and supported by FY27 appropriations, agencies are required to provide a Position Extension Certification Form. The certification should detail each term and temporary position to be maintained in FY27 by position number, FTE count, expiration date of position, the source of funding supporting the position (include specific grant name, etc.) and cost of the position for FY27. If additional positions are being proposed, provide justification that additional funding in excess of the appropriated amounts is available to support these additional positions. Any term or temporary position existing on the Organizational Listing report not justified on the Position Extension Certification Form should be deleted in the SHARE system.  Agencies do not need to submit a PARF for each term position being extended.  Upon review of your budget submission, your Executive Budget Analyst will email their approval to extend term positions through FY27 or otherwise contact you if there are issues.
6. For Executive and Judicial agencies, all positions and related position numbers submitted in the operating budget should fully reflect all authorized positions expected to appear on the FY27 Organizational Listing Report. 
7. [bookmark: _Creating_OPBUD-3_Documents]All existing unfunded positions, as well as expired positions not requested in the operating budget documents, should be entered into SHARE for immediate deletion. For position types that do not delete or expire automatically, the necessary PARF should be submitted to SBD along with or before submission of the FY27 operating budget. Deletion actions should be entered in SHARE by May 29, 2026, with an effective deletion date on or before July 1, 2026. 
BFM will utilize data entered by agencies on the operating budget entry forms and prepopulated fields such as class code and budget reference code to automatically generate OPBUD-3 reports.  Agencies no longer need to create OPBUD-3s from scratch.[bookmark: _Toc194485982]CREATING OPBUD-3 DOCUMENTS IN BFM

To print OPBUD-3 reports, navigate to BFM Reporting, and under Agency Reports – OpBud Cycle, select OPBUD-3.  Select your agency and print all OPBUD-3 reports available.  There should be one OPBUD-3 for each fund within each P-code.  Verify that revenue and expenditure information on each OPBUD-3 is accurate.  The agency CFO should sign each OPBUD-3 and a copy should be included with your operating budget submission.
Once reviewed by SBD, information on your OPBUD-3 reports will be used to create OPBUD-3 journals in SHARE for the FY27 budget effective July 1, 2026.  The budget reference code for all Section 4 recurring appropriations in FY27 is 127 and the class code is K0000.  The statutory citation is Laws 2026, 2nd Session, Chapter 67, Section 4.
Under SHARE, all requisitions, purchase orders, journal entries, and operating transfers are subject to budget checking at the appropriation level. Failure to have your agency budget approved in a timely manner will lead to problems processing FY27 fiscal transactions.  Your analyst will notify you when your FY27 operating budget has been posted in SHARE.
It is important to note that while the General Appropriation Act reflects funding rounded to thousands, budgeted amounts on the OPBUD-3 Report will be shown in actual dollars.  Dollar amounts in BFM should always be rounded to the nearest hundred.
· Note:   A few agencies (DFA, AOC and PED) may use an alternative department code identifier (S-Code) and budget reference code 927 for “Special” line-item appropriations made in Section 4 of the General Appropriation Act.
· [bookmark: _Toc162321529][bookmark: _Toc290039977][bookmark: _Toc320540208][bookmark: _Toc320630811]For FY27, General Fund Allotment Request Forms are required for any General Fund, Tobacco Program Fund, Land of Enchantment Legacy Fund, Opioid Settlement Fund, or Computer Enhancement Fund appropriations budgeted on an OPBUD-3 or OPBUD-4 (see the General Fund Allotments section for more information).

[bookmark: _Toc194485983]OPERATING BUDGET SUPPORTING DOCUMENTATION

[bookmark: _Policy_Regarding_Full-Time][bookmark: _BRS_Generated_Forms][bookmark: _Toc290039980][bookmark: _Toc320540211][bookmark: _Toc320630814][bookmark: _Toc99965827][bookmark: _Toc194485984]BFM Generated Reports
The following reports required for your FY27 OPBUD submission are generated in BFM:
[bookmark: _Toc99965828][bookmark: _Toc194485985]Financial Summary Report (S-8 Report)
The S-8 form is generated from revenue, expenditure and FTE data entered on the 7600-8000 forms.  Amounts listed in the expenditure portion of the S‑8 form in the FY27 operating budget column should track with amounts by category as listed on the OPBUD-3 reports. There should be one S‑8 form for each program or budgeted activity and a summary S‑8 form with agency totals. Budgeted revenues must equal budgeted expenditures for each program or budgeted activity.  Please also include copies of the new S-8 by Fund Level Report and S-8 by Fund Column/Rows for each P-code; these will help ensure that revenues and expenditures that you have budgeted in each fund are balanced.
[bookmark: _Toc290039982][bookmark: _Toc320540213][bookmark: _Toc320630816][bookmark: _Toc99965829][bookmark: _Toc194485986]Account Code Expenditure and Revenue Summary (S-9 Report)
The S-9 report is generated from expenditure and revenue data entered into BFM. S‑9 reports must be printed for each program or budget activity and at the agency summary level.
Rate Report
The Rate report is generated from expenditure data entered into BFM. The form must be printed at the agency summary level.
[bookmark: _Toc99965831][bookmark: _Toc194485988]Transfer Report: see the preceding section regarding this form.
Submit per instructions if you have an appropriation in the General Appropriations Act in the 500 category (Other Financing Uses). Verify that the transfer is non-reciprocal. Make sure that you and the agency receiving the funds budget identical amounts for the transfer.
[bookmark: _Toc290039990][bookmark: _Toc320540221][bookmark: _Toc320630824][bookmark: _Toc99965832][bookmark: _Toc194485989]Certification (S-1 Report)
[bookmark: _Toc290039989][bookmark: _Toc320540220][bookmark: _Toc320630823][bookmark: _Toc99965833]The S-1 form is generated from BFM Reporting using information populated on the Agency Submit 9900 Form.  Print one report for the agency. The director or cabinet secretary must sign the report. If the agency is headed by a board or commission, the board or commission chairman must also sign the report and the person's title must be entered. You should also provide the name, address and phone number of the appropriate contact person within the agency should questions arise concerning the submission.  The report will also automatically indicate whether your agency budgets at the department level based on how your budget is set up in BFM.


[bookmark: _Toc194485990]Other Required Forms
The following forms are also required. These forms can be located on the SBD website:
[bookmark: _Toc290039991][bookmark: _Toc320540222][bookmark: _Toc320630825][bookmark: _Toc99965834][bookmark: _Toc194485991]Organization Chart (S-2 Form)
[bookmark: OLE_LINK6][bookmark: OLE_LINK7]Prepare one form for the agency identifying the program structure and one for each program clearly identifying the activities and organizations under each program. A separate program matrix may also be submitted. 
· For the agency organization chart, include each of the programs, administratively attached agencies and advisory boards and commissions. 
· [bookmark: _Toc290039992][bookmark: _Toc320540223][bookmark: _Toc320630826]For the program organization charts, include each of the bureau activities in the program and other organization units as appropriate. 
[bookmark: _3._Position_Extension][bookmark: _Toc99965835][bookmark: _Toc194485992]Position Extension Certification Form
Provide certification that funding exists to maintain the proposed level of term and temporary positions. This form is required to certify available funding for all term and temporary positions.  Please refer to the section on “FTE Policy and Position Control” for additional information.
[bookmark: _Toc99965836][bookmark: _Toc194485993] Position Action Request Forms 
Copies of completed Position Action Request Forms (PARF) for any positions proposed for creation or deletion.
[bookmark: _Toc194485994][bookmark: _Toc290039993][bookmark: _Toc320540224][bookmark: _Toc320630827]POST SUBMISSION ACTIVITIES – DEPT-LEVEL BUDGETS
Each agency has the option of establishing a department-level budget below the program level within SHARE at either the controlling or tracking level. The agency-level budget can be set at the following levels:
1. Department (division or bureau)
2. Appropriation Unit or Account 
3. Using agency-specific chart fields (reporting category, sub-account or operating unit).
· Using agency-specific accounts is a more detailed level of accounting. 
Please note that electing to use these optional detailed levels is at the agency’s discretion and will require more processing than if these levels are not used. Department-level budgets can only be used to provide program level (P-Code) budgets at a lower level. Department-level budgets cannot be used for appropriations budgeted using a Z-Code or for revenue budgets.
SHARE entries to establish department-level budgets (budgets below the program level) are not submitted to or approved by SBD, although the division will review the entries to ensure they are implemented in a manner that meets agency objectives. These detail level budgets can only be entered and approved within individual agencies after appropriation-level budgets have been posted. Agencies should work with SHARE staff to establish the agency structure necessary to budget at the lower department level. Agencies should schedule a meeting with FCD-Support Unit staff well in advance of July 1, 2026 to begin to plan implementation.
If you plan to implement the same department-level budgets during FY27 that you had for FY26 and want to begin processing transactions on July 1, 2026, you must have your department-level budget loaded into the system and effective on July 1, 2026. Agencies implementing department-level budgets for FY27 must use the AGY budget journal type when entering the journal in the SHARE system along with a 10-digit department code.
Your department-level budget will not become effective until DFA has posted your parent-level OPBUD-3. Once an agency has determined whether they will or will not utilize department-level budgets, the determination cannot be changed during the fiscal year. An agency will have to wait until the next fiscal to make any changes.  Please contact your Executive Budget Analyst prior to the May 1, 2026 submission if you have any questions.
[bookmark: _ALLOTMENT_REQUEST_Forms][bookmark: _Toc194485995]ALLOTMENT REQUEST AND OPBUD FORMS
Allotment request forms are the mechanism through which an agency requests funding for an appropriation to be transferred to the agency’s account by DFA. These include:[bookmark: _ALLOTMENT_REQUEST_FORM][bookmark: _Toc194485996]ALLOTMENT REQUEST FORMS

· All General Fund, Tobacco Program Fund, and Opioid Settlement Fund appropriations contained in Sections 4, 5, 6 and supplemental sections of the General Appropriation Act. 
· Appropriations from the Land of Enchantment program fund and Government Results and Opportunity (GRO) program fund
· All appropriations from the General Fund or Computer Systems Enhancement Fund in Section 7 of the General Appropriation Act.
· Capital outlay appropriations.
· Other legislation containing a General Fund appropriation.
· Note:   There are separate allotment request forms to use for Section 4 (recurring) OPBUD-3 appropriations and for Sections 5, 6, 7, 9, 10, and 11 nonrecurring (OPBUD-4) appropriations.  Please be sure to use the correct form for the type of appropriation.  The OPBUD-3 allotment form requires the P-code to be entered whereas the OPBUD-4 form does not require the P-code and instead requires the Z-code, which is entered in the department code column.
· [bookmark: _Hlk131169835]If your agency has multiple nonrecurring appropriations in the GAA you may now budget them using the new OPBUD-4 and appropriation forms designed for multiple appropriations on the same form.  These are available on the SBD website.  Please contact your budget analyst if you need assistance completing these forms.
[bookmark: _Hlk194318442]Do not use separate letters or forms to request allotments for each appropriation. Allotments for more than one appropriation may be combined in the same form.  However, appropriations on the form should be segregated by fiscal year, fund and program and must reconcile to amounts budgeted on OPBUD-3 and OPBUD-4 forms. For instance, allotment requests for FY26 appropriations must be on a separate form from requests for allotments of FY27 appropriations. 
· Only allocate general fund appropriations to high-level funds; do not allocate appropriations to sub-funds.
· Agencies should only list one 10-digit department code per program (P-code) in the Allotment Request form. Exceptions include agencies requesting Tobacco Settlement Funds or accelerated appropriations.  Please consult your Executive Budget Analyst if you have questions.  
· [bookmark: _Toc194407396][bookmark: _Toc194407823]Note:   While the General Appropriation Act shows funding rounded to thousands, requested amounts should be shown in actual dollars on the form.
[bookmark: _Toc194485997]Form 6900 – For OPBUD-3 General Fund Allotments
This form is used to create the general fund allotment forms for the OPBUD-3 only. Other funds must still be created manually outside of BFM. Like the Revenue Reconciliation (7800) form, there is only one form per agency. In the form, you will see one line with a total amount to distribute. 
To distribute the total amount amongst various programs within the agency, use the “Add New” button. Clicking the “Add New” button will create a new line to appropriate accordingly among P-codes, funds, and 10-digit department codes. Once funds have been allocated throughout the agency, the “Amount Allocated” in the top box should equal the “Amount to Allocate”. When finished, and the amount allocated and amount to allocate balance, the Allotment Request Form report for each P-code should be printed from the BFM reporting module, signed, and included with the operating budget submission packet. The agency rollup is not necessary; only the P-code level detail is required in the submission packet.
[bookmark: _OPBUD-4:_Special_and][bookmark: _Toc194485998][bookmark: _Toc290039994][bookmark: _Toc320540225][bookmark: _Toc320630828]OPBUD-4: SPECIAL AND OTHER LEGISLATIVE APPROPRIATION INPUT FORM
The OPBUD-4 form is used to establish operating budgets for non-recurring appropriations included in the General Appropriation Act or other acts of the Legislature.
· The OPBUD-4 establishes a budget outside of the OPBUD-3 process and should not be used to adjust an approved budget. 
· If your agency has multiple nonrecurring appropriations in the GAA you may now budget them using the new OPBUD-4 and appropriation forms designed for multiple appropriations on the same form.  These are available on the SBD website.  Please contact your budget analyst if you need assistance completing these forms.
· Note:   While the General Appropriation Act shows funding truncated to thousands, budgeted amounts on the OPBUD-4 should be shown in actual dollars, rounded to the nearest hundred.
· For FY27, agencies should utilize the OPBUD-4 forms and instructions available on the SBD website and create OPBUD-4 Journal entries in the SHARE system. 
[bookmark: _Allotment_Request_Form_1][bookmark: _Toc194485999][bookmark: _Toc290039995]Allotment Request Form
Allotment request forms are required for all non-recurring appropriations that use General Fund, Tobacco Program Funds, GRO funds or Computer Enhancement Funds. See Allotment Forms section above for additional information.
[bookmark: _Toc194486000]NON-RECURRING APPROPRIATIONS

All non-recurring appropriations contained in Sections 5 - 11 of the General Appropriation Act of 2026 and appropriations contained in other legislation must be budgeted with input from agencies.  If these appropriations are from the General Fund, each OPBUD-4 must be accompanied by a signed General Fund allotment request form. FCD will not automatically allot these appropriations.
· Note:   All non-recurring appropriations must be budgeted using an individual department Z-Code for each appropriation.
All appropriations contained in Sections 5-11 of the General Appropriation Act of 2026 are considered non-recurring. Appropriations from other acts of the legislature are considered non-recurring unless otherwise indicated by your Executive Budget Analyst. The Report 3 provided by your Executive Budget Analyst will include only recurring appropriations. 
· [bookmark: OLE_LINK2][bookmark: OLE_LINK3]Note:   When processing fiscal transactions (expenditures, revenues, encumbrances) for special appropriations, you must ensure the class code referenced on the transaction is the class code used to establish the budget for the non-recurring appropriation. This will ensure your budget reports accurately reflect revenue, expenditures and encumbrances against the appropriate budget.
Note for FY27: Because appropriations in Sections 5, 9, 10, and 11 of the 2026 GAA are not valid until July 1, 2026, with only a couple of exceptions, the process for budgeting these appropriations will be different and streamlined.  All agencies with appropriations in these sections will need to complete a Nonrecurring Distribution form and include it in their May 1 budget submission, identifying the funds, expenditure categories, and (if needed) revenue accounts for these appropriations.  The form should also be emailed to your analyst.
SBD will use this information to create a mass budget upload of all appropriations in these sections and post budget in SHARE for availability on July 1.  Agencies should also submit allotment forms for these appropriations in their May 1 submission (one allotment form for all nonrecurring appropriations is permitted).
[bookmark: _Toc194486001]SPECIAL APPROPRIATIONS

Special appropriations included in Section 5 of the General Appropriation Act may be expended in fiscal year 2027, unless otherwise indicated. In addition to general language at the beginning of each section, an appropriation may contain specific language to allow for a different period for expenditure of funds, either to limit the appropriation to a specific period or for an additional time-period beyond that provided in the general language. 
· All special Section 5 appropriations available in FY27 must follow the process outlined for FY27 above.
· In addition to current year appropriations, prior year special appropriations not previously budgeted must be budgeted by May 15, 2026, excluding any appropriations for which a contingency has not been met.
In addition to SHARE Journal entries, an Allotment Request Form for General Fund, Tobacco Fund or Computer Enhancement Fund appropriations and any required certification must also be included.
· Note:   SBD may have identified certain Section 5 appropriations as capital expenditures.  These are marked on the GAA budget code table.  To budget these appropriations, please submit a CAPBUD form as well as journals and a General Fund Allotment Form if needed to SBD.  After initial review, SBD will forward the materials to Capital Outlay Bureau for processing.
[bookmark: _Toc194486002]SUPPLEMENTAL, DEFICIENCY, AND IT APPROPRIATIONS

Supplemental and Deficiency appropriations contained in Section 6 of the General Appropriation Act of 2026 must be expended in FY26. Agencies must establish the budgets for these appropriations on an OPBUD-4 accompanied by SHARE Journal entries and an Allotment Request Form for General Fund appropriations and documentation that supporting certification from the agency’s CFO that “no other funds” are available for the purpose described in Section 6. The OPBUD-4 form, SHARE Journal entries, the Allotment Request Form and all required documentation must be submitted to SBD by May 15, 2026 for approval.
Information technology appropriations, contained in Section 7 of the General Appropriation Act of 2026, may be expended in FY26 and FY27 (unless otherwise indicated). For IT appropriations use a budget reference code of 92624 unless the IT project is a reauthorization of an existing project. For a complete list of budget reference codes, see SBD’s website.  Please note that most IT appropriations require an approval and release of funds from the Project Certification Committee before they can be budgeted.
All requests to budget appropriations for data processing appropriations from the General Fund, Computer Systems Enhancement Fund or other funds must be submitted to SBD and should include:
1) accompanying documentation and certification by the Chief Information Officer through the PCC; 
2) an OPBUD-4 form; 
3) SHARE Journal entries and 
4) a General Fund Allotment Request Form. Appropriations from the Computer Systems Enhancement Fund and the Tobacco Program Fund should use revenue code 499905.
[bookmark: _Toc194486003]APPROPRIATION EXTENSIONS (REAUTHORIZATIONS)

Special appropriations and data processing appropriations originally appropriated in a prior fiscal year that received appropriation language in the 2026 Legislative session to extend the time to expend the appropriation are commonly called reauthorizations. Reauthorizations are to be budgeted on an OPBUD-4 form using the unexpended amount of the original appropriation and the original Z-Code assigned to the special appropriation in the prior year. To justify the amount of carryover being budgeted agencies must include a reconciliation of the original appropriation prior amounts budgeted and expended and supporting financial statements or SHARE reports to support the reconciliation. In addition, if the extension relates to a data processing appropriation, submit a copy of the certification letter and approval by the Chief Information Officer.
New requirement for appropriation reauthorization extensions:
Submit budget decrease journals (revenue and expenditure) to zero out remaining balance in old class code and budref
Submit budget journals to budget under new class code and budref as usual

Optional: You may budget reauthorizations before June 30.  Ensure all transactions utilizing old class code and budref are complete before doing so.

All reauthorizations for FY27 will have the budref 92624 to account for the possibility of budgeting the extension in the closing months of FY26.
[bookmark: _Toc194486004]BUDGETING FROM THE LAND OF ENCHANTMENT PROGRAM FUND

There are only six agencies receiving funding from the Land of Enchantment Program (LoE) fund. These agencies include the Cultural Affairs Department; Energy, Minerals and Natural Resources Department; Department of Environment; Department of Game and Fish; Economic Development Department; and the New Mexico State University Department of Agriculture. The process for budgeting these appropriations is changing somewhat in FY27 due to enactment of 2026 SB 184 and is as follows:
· During the operating budget process, these agencies should reduce their P-code budget on the revenue and expenditure side by the amount of the LoE distribution.
· Agencies will be provided an Scode and class code to establish budget for these distributions.  Expenditure budget must correspond to the categories identified by GAA language.  The budref should be 92748 which is indicative of the 4-year timeframe for these distributions authorized by SB 184.
· Agencies should submit an OPBUD-3 form (created outside of BFM) with this information in their May 1 operating budget submission.
· FY26 remaining funds: At the beginning of FY27, agencies may submit a BAR to budget any remaining balance from their FY26 distribution.  Note that this option will be eliminated in future years due to the process changes outlined above.
· Allotment form
· Submit an allotment request form (created outside of BFM and available on the SBD website) for the Land of Enchantment Program fund which is distributed by DFA to the receiving agencies.
[bookmark: _Toc194486005]BUDGETING SECTION 9 GRO FUND APPROPRIATIONS

The 2026 legislature passed Government Results and Opportunity (GRO) fund appropriations that are contained in Section 9 of the General Appropriations Act of 2026. This section of the bill contains numerous appropriations that several agencies will need to incorporate into your agency’s budget. Section 9A appropriations are valid in FY27. Sections 9B and 9C are valid in FY28 and FY29, respectively, and are not to be budgeted yet.   Section 9D appropriations are valid in FY27 and FY28.
GRO appropriations will be included in the mass budget upload process described above.
· Revenues will be budgeted under 499905 – these appropriations are transfers from the GRO fund. 
· [bookmark: _Toc290039998][bookmark: _Toc320540229][bookmark: _Toc320630832]Include an allotment request form for all GRO appropriations in your operating budget submission
· Agencies who received Section 9 GRO appropriations in the General Appropriations Acts of 2024 and 2025 will also receive a form to budget 2024 Section 9C and 2025 Section 9B that are valid in FY27.


[bookmark: _Toc194486006]End of Year Notices and Future Training
[bookmark: _Toc194486007]BAR MORATORIUM

BARs may be submitted at this time. The End of Fiscal Year deadline is Friday, June 5. Beginning Saturday, June 7, a moratorium on BARs will be in place until the beginning of the new fiscal year. Exceptions may be granted for emergencies. A separate memo with additional information regarding the deadline and potential exceptions will be emailed to agencies at a future date.
[bookmark: _Toc194486008]FUTURE TRAINING OPPORTUNITIES

[bookmark: _Toc194486009]Budget Boot Camp – between May and July
This training consists of four modules held over a two-day period and reviews the state budget process, the SHARE system for budget analysis, the budget management documents used by agencies and SBD, and budgeting models and history.  Recordings of previous trainings are available on the SBD website. New agency budget analysts and CFOs are required to attend Budget Boot Camp and pass the final exam. Seasoned analysts and CFOs are encouraged to attend for a refresher but do not need to take the final exam if already completed during a prior training. 
[bookmark: _Toc194486010]Budget Projections – June
This training is intended to provide training to new analysts and CFOs on how to correctly and accurately complete – and maintain – budget projections. Budget projections are a vital tool used by SBD to determine whether agencies have sufficient budget to do things such as hire new staff, reclassify positions, provide compensation increases to existing staff, create and amend contracts, and make budget adjustments (amongst other actions). Seasoned analysts and CFOs are also encouraged to attend as a refresher.
[bookmark: _Toc194486011]Performance Measures and the AGA – June
This training covers the annual process for reviewing and updating agency performance measures as outlined in the Accountability in Government Act (AGA).  Topics include forming good performance measures, tying them to agency strategic plans, methodology and data collection and reporting, program change requests, and the technical aspects of executing these actions in BFM.  Agency staff who are charged with oversight of performance measures and data reporting are strongly encouraged to attend this training.
FY27 BAR/BRF Training – Early July
This training goes into detail of the BAR/BRF process, the different types of BARs and BAR authorities, how to complete the BAR and BRF forms, and what documentation is required to create a complete BAR/BRF packet for submission to SBD. Again, all budget staff are encouraged to attend as it serves as a good foundation for new staff and a refresher for seasoned staff.


[bookmark: _Toc194486012]APPENDICES
[bookmark: _Toc194486013]APPENDIX A: CHECK LIST OF REQUIRED ITEMS

Agencies must submit the operating budget at the program level as approved in the General Appropriation Act of 2026. All forms are either printed from BFM or downloaded from the SBD website at http://www.budget.nmdfa.state.nm.us. Below is an overview of the required forms and the order in which they must be submitted in the operating budget. Please include this completed form with your budget submission.

	✓
	Report #
	Title

	
	
	Reports Generated Inside of BFM

	
	S-1
	Certification

	
	OPBUD S-8
	Financial Summary (BFM)

	
	OPBUD S-8
	Financial Summary S-8 by Fund Level and Column/Rows

	
	OPBUD S-9
	Account Code Revenue / Expenditure Report 

	
	Rate Report
	Detail of Rate Line Items 

	
	OPBUD R-2
	Transfer Report

	
	FTE OPBUD
	FTE Reconciliation Report

	
	OPBUD-3
	Operating Budget Report

	
	GF Allotments
	Allotment Report for Section 4 General Fund Approps

	
	
	

	
	
	Reports Generated Outside of BFM

	
	Board Cert
	Board or Commission Budget Certification

	
	S-2
	Organizational Chart

	
	Other Recon
	Reconciliation of federal and GAAP adjustments to OPBUD

	
	Allotments
	Allotment forms for nonrecurring GF, tobacco fund, LoE fund, and GRO fund appropriations

	
	Nonrecurr Dist
	Nonrecurring appropriation distribution by fund and expenditure category

	
	GF Comp Dist
	Distribution of general fund compensation among P-codes

	
	Position Ext
	Position Extension Form for FY25 Term Positions

	
	PARF
	PARF forms for proposed created or deleted positions



[bookmark: _APPENDIX_B:_FY19][bookmark: _Toc194486015]Summary[bookmark: _Toc194486014]APPENDIX B: FY27 COMPENSATION APPROPRIATIONS

2026 Senate Bill 151 includes compensation increase appropriations in FY27 for employees who have completed their probationary period and have satisfactory job performance.  SB 151 provides that all state employees will receive a 1% salary increase in FY27.  The comment sheet you were provided with includes an allocation of General Fund for the agency for salary increases, commensurate with the amount of General Fund used to pay salaries by your agency.  This allocation is at the agency level and must be distributed by program on the OPBUD-3 using revenue code 499905. 
As noted in previous sections, in BFM compensation increases should be added to your operating budget in the “Comp Adjustment” column in the OPBUD reconciliation forms.  General fund should be budgeted as 499905 in this column to properly populate the OPBUD-3 report and then moved to 499105 in the “Recurring Adjustments” column to properly incorporate it as general fund in your recurring FY27 budget.
The General Fund Compensation Distribution Form must be submitted to provide information required for DFA to distribute compensation appropriations included in SB 151. General Fund amounts allocated for salary increases should be listed on separate lines on the Compensation Distribution Form. Agencies are also allowed to adjust federal and other state funds sources to pay for salary increases, provided they have these funds available.  
[bookmark: _Toc194486016]Further details regarding budgeting the salary and pension contribution increases:
· Salary increases for all state agencies become effective the first full pay period after July 1, 2026, for employees in budgeted positions who have completed their probationary period subject to satisfactory job performance.  
· If your agency receives General Fund as part of its base budget, the comment sheet provides a General Fund amount that will be received by your agency to fund salary increases.  It is the agency’s discretion to divide this amount among P-codes if your agency has more than one.
· The comment sheet will also denote an amount from “Other Sources” by which you may increase your budget to pay for compensation increases (Federal Revenues, Transfers, Other State Funds, Fund Balances) if your agency has such sources available.  This amount is provided for informational purposes only.  Agencies may increase their FY27 budget by up to this amount, divided among other sources per the agency’s discretion, provided such additional revenues exist, are available for use for compensation expenses on a recurring basis, and have not been budgeted elsewhere.
Example: Federal grants will allow you to pass on the federal share of increased compensation expenses.  You may add these additional federal dollars to your base budget, as long as you are able to reconcile such funds on the reconciliation form described below. 
· Agencies receiving General Fund will need to complete two types of allotment forms, for their Section 4 operating budget and for their SB 151 compensation increases.  These are available on the SBD website.  General Fund received for salary increases should be listed on separate lines on the Compensation Distribution Form.
· Reminder: General Fund amounts received for compensation increases should be budgeted in the “Compensation Adjustments” column as 499905 and then moved to 499105 in the “Recurring Adjustments” column on the 7800 Form in BFM. 
· Reminder for Executive branch agencies: There is no separate distribution for longevity pay costs.  Amounts were rolled into your FY27 base operating budget.


[bookmark: _Toc194486017]APPENDIX C: ALLOTMENT FORM COMPLETION INSTRUCTIONS


· Note: There are separate allotment forms for OPBUD-3s and OPBUD-4s.

Only complete and accurate allotment request forms will be approved by the SBD for processing by the Financial Control Division. Allotment forms are required for General Fund, Computer Enhancement Fund, Contingency Fund, and Tobacco Settlement Fund, Opioid Settlement Fund, and Land of Enchantment Legacy Fund appropriations.

Submit only ONE COPY with ORIGINAL SIGNATURES.

Field Name			Use and Description

AGENCY NAME               	REQUIRED. Enter the name of the agency initiating this document. Do not abbreviate.
DATE 	REQUIRED. Enter the date the form is prepared.
BUSINESS UNIT               	REQUIRED Five-digit Business Unit identification number. Example: 12300
FUNDING SOURCE         	REQUIRED. Indicate the source of the appropriation (e.g. General Fund, Computer Systems Enhancement Fund).
ALLOTMENT 	REQUIRED. Check “REGULAR” for ALL OPBUD-3 appropriations and 
DISTRIBUTION TYPE	most OPBUD-4 appropriations.
BILL SHORT TITLE         	REQUIRED. General Appropriations Act
LAWS, CHAPTER 	REQUIRED. Enter the laws, chapter, section subsection and item number
NUMBER, SECTION,	of the appropriation (Laws 2026, Chapter 67, Section 5, Item XXX)
SUBSECTION, ITEM
ITEM DESCRIPTION	REQUIRED. Provide a short description of the appropriation.
P-CODE	REQUIRED.  Enter the 4-digit P-code for the appropriation.  
· Note: for agencies entering S-code appropriations, leave this box blank.
FUND	REQUIRED. Enter the 5-digit fund code. Funds should be at the rollup level (not sub funds).
DEPARTMENT CODE	REQUIRED. Enter the 10-digit department code(s) for OPBUD-3 appropriation. All OPBUD-3 allotments can be entered on a single allotment request form.  Only one department code should be entered for each fund and P-code. Enter the Z code from FY26 Table of Budget Codes for OPBUD-4 appropriations.
· Note: For agencies that have S-code appropriations, enter the S-code in the department code box.  In this case, no entry is needed in the P-code box.
CLASS CODE	REQUIRED. Enter “K0000” for OPBUD-3 appropriations and the specific   
                                                class code from the FY27 Table of Budget Codes for OPBUD-4 
                                                appropriations.
BUDGET REFERENCE 	REQUIRED Use “127” for operating (Section 4). See FY27 Table of Budget Codes for nonrecurring (Section 5, 6, and 7) appropriations. 
AMOUNT 	REQUIRED. Indicate the amount of the appropriation in whole dollars only (e.g. if 1.3, enter 1,300)
TOTAL 	REQUIRED. Provide a total of the appropriations listed on the form. If more than one page is required, type "Continued" in the TOTAL box on page one and provide a total on the final page.
REAUTHORIZATION	REQUIRED. If this is a reauthorization of a prior year appropriation, check yes and site the legislative reference which provides authority for the reauthorization.
STATE BUDGET 	LEAVE BLANK for DFA Use Only.
DIVISION/ CAPITAL	
PROJECTS UNIT USE
CERTIFICATION BOX	REQUIRED. Mark the certification box if the appropriation requires an agency certification stating that no other funds are available to meet the purpose of the appropriation. 
· NOTE: All Section 6 appropriations require certification.
AUTHORIZED	REQUIRED. Form must be signed by agency’s Chief Financial Officer.
SIGNATURE 	
PRINT NAME OF CFO 	REQUIRED. Print out the name of the CFO signing the form.


[bookmark: _Toc194486018]APPENDIX D: GENERAL FUND COMP DISTRIBUTION FORM INSTRUCTIONS


Agencies with questions should contact your state budget analyst. Only complete and accurate General Fund Compensation Distribution forms will be approved by SBD for processing. Do not include any other fund sources, balances, or interagency transfers on this form. 
RETURN THE ORIGINAL
Field Name			Use and Description
AGENCY NAME	REQUIRED. Enter the name of the agency initiating this document. Do not abbreviate.
BUSINESS UNIT			REQUIRED. 5-digit business unit number (Example 12300) 
BUDGET REFERENCE	REQUIRED. Use budget reference code provided for section 4 appropriation 
(e.g. 126)
DATE	REQUIRED. Enter the date the appropriation becomes active (e.g.7/1/26)
FUND CODE	REQUIRED. Enter the SHARE System fund code in which the appropriation is to be recorded.
PROGRAM CODE	REQUIRED. Enter the SHARE System program code.
DESCRIPTION			REQUIRED. Provide a short description of the appropriation
				(e.g. Laws 2026, Ch 69, Section 10 SB 151) 
DEPARTMENT CODE        	REQUIRED. Enter the 10-digit department codes required to distribute funds.
CLASS CODE	REQUIRED. Use 5-digit class code provided with Section 4 appropriation (e.g. K0000) 
GENERAL FUND	REQUIRED. Indicate the amount of the appropriation in whole  
AMOUNT	dollars only (e.g. if 1.3 enter 1,300)
TOTAL	REQUIRED. Provide a total of the appropriations listed on the form. If more than one page is required, type “Continued” in the TOTAL box on page one and provide a total on the final page. Be sure that distribution does not exceed total General Fund Compensation provided on Report 3 Form.  
AUTHORIZED 	REQUIRED. Form must be signed by agency CFO. Print name of 
SIGNITURE	individual signing.	
SBD APPROVAL			LEAVE BLANK. For DFA Use Only.
FCD APPROVAL			LEAVE BLANK. For DFA Use Only.
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