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Who Are 
We?

We, the Budget & Finance Bureau (BFB), 
are public stewards hired to ensure and 
implement New Mexico statutes, rules and 
regulations related to budgets, records, reports 
and the disbursement of  public monies, 
including transfers between funds, to maintain 
budget and fiscal integrity for the benefit of the 
citizens of New Mexico.
 
 Likewise, the Local Governments 
(MUNICIPALITIES AND COUNTIES) are required 
to keep all books, compile reports and conform 
to all rules and regulations adopted by the Local 
Government Division/BFB and your governing 
body (Council or Commission).



Lamb Weston Proprietary

Why does DFA/LGD exist? 

CHAPTER 6, ARTICLE 6 OF THE NEW MEXICO STATUTES ANNOTATED 
(NMSA) 1978 REQUIRES THE LOCAL GOVERNMENT DIVISION, BUDGET & 
FINANCE BUREAU (BFB) TO OVERSEE ALL MONEY RECEIVED OR SPENT BY A 
LOCAL GOVERNMENT WHICH MUST BE BUDGETED AND ACCOUNTED FOR IN 

ACCORDANCE WITH NEW MEXICO LAWS
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WHAT DO WE DO?
BFB REVIEWS AND APPROVES 
OPERATING BUDGETS
• to assure compliance with 

state statutes
• properly account for revenues 

and expenditures

To ensure local 
governments do not 

exceed available 
resources

and to ensure 
sufficient funds are 
budgeted to cover 

required Expenditures

REVIEW AND 
APPROVE BUDGET 

ADJUSTMENTS 
RESOLUTIONS

Budget Adjustment 
Requests (State Bars)

The FINAL APPROVED Budget 
on file with BFB is the official 
budget to the tax officials of 
the state. 
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WHAT DO WE DO?
REVIEW QUARTERLY FINANCIAL 

REPORTS
• To analyze current financial 

condition(s) to detect financial 
difficulty early; and to ensure 
each entity maintains financial 
stability

PROVIDE ASSISTANCE & 
TRAINING

* On state statutes. Rules/regulations
* BFB prescribed forms,       
policies/procedures
* Government accounting, budgeting 
and analysis

UNDERSTAND OPERATION & 
PROGRAMMATIC CONTENT OF 

LOCAL GOVERNMENT
* To advise local government about 
efficient and effective ways of 
dealing with organization issues

OUTCOMES

Transparency

Entity is fiscally sound and 
monetarily is safeguarded 

& utilized properly, 
effectively and efficiently 
for all tax-payers within 

the community
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LOCAL GOVERNMENTS RESPONSIBILITIES

 Provide for public safety, fire, police and other emergencies
 Provide public health: water, wastewater, solid waste and indigent care
 Fulfill objectives and goals of all stakeholders
 Submit operating budget timely to BFB for approval;
 Operate within BFB approved budget [final budget + adjustments (BARs);
 Ensure that BARs are prepared timely and submitted for BFB approval when required

 Submit timely Quarterly Financial Reports 
 Conform to rules and regulations as required by BFB
 Comply with reporting requirements that demonstrate accountability to the citizens served by 

the local public body; and
 Ongoing communication, training and presenting the governing body with relevant financial 

reports showing the revenues, expenditures, budget adjustments, and balances for each fund
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What is a 
Budget?

Forecasted Financial Plan over a specific time (July 1st to 
June 30th) local government’s fiscal year; 

Using historical data and economic trends to project 
revenues and expenditures for upcoming year. 

Monetary Plan
 Communication Tool
 Legally Binding Contract

ONE BUDGET that is reviewed and approved in 
TWO STAGES – Interim and Final.
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What is the difference between Budget and 
Actuals? 

Actuals…. represent 
year-to-date activity that 
has occurred rather than 

forecasted

If actuals exceed the FINAL budget approval amount a BAR is required at a 
FUND level, this is considered a STATE BAR that requires BFB approval.
Transfers within a fund is a LOCAL BAR that requires your local governing 
board’s approval and must follow your local governments internal policy and 
procedures.
Quarterly reports are submitted based on Year-to-date Actual expenditures,  
revenues and transfers between Funds. Cents should not be rounding up or 
down.
Submit all BARs for the applicable quarter prior to submitting your quarterly 
report so that adjustments will reflect on LGBMS reports.

Budget ...is a forecasted 
financial plan for a 

period of time, such as a 
fiscal year.

Revenues, expenditures, and transfers budget authority. Budgets 
rounds cents up and actuals do not round up or down. 
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What is a 
Balanced 
Budget?

Best Practice - Expenditures do 
not exceed revenues (Section 6-
6-6 expenditures are limited to 

revenues)

Fund Level ending cash balance 
should be zero or positive; 

ending cash balance should not 
operate in the deficit.



Formulate Policies
Goals

 (Short Term – Long term)

Fiscal Capacity

Historical 
Data

Current   
  Conditions

Uncertainty
Development 

Patterns

Elected Officials
Goals & Objectives

Other Public AgenciesPublic Hearings

Project Revenue/Expenditures

THE BUDGETING PROCESS

Community Needs
& Expectations

Budget

THE BUDGETING PROCESS



Revenue 
Forecasting 

Tips 

 Property Tax
 Verify the September 1st Tax Certificate for accuracy
 Utilize the “Property Tax Revenue Estimate Form” on BFB’s website: 

https://www.nmdfa.state.nm.us/local-government/budget-
finance-bureau/budget-forms/

 Submit mill levy resolutions to Catrina Chavez, Special Project 
Analyst, catrina.chavez@dfa.nm.gov no later than final budget 
deadline of July 31st

 Gross Receipts Tax (GRT) historical data, review past trends
 New Businesses
 Business closures
 New enactment tax increase
 Utilize CMP 41259 and ITG 41260 revenue object codes 
 Construction one-time revenue should be used to build or maintain 

reserves

 Small Cities Assistance Fund  7-1-6.2 NMSA 1978,

 Small County Assistance- Assistance Section 4-61-1 through 4-61-3, NMSA 
1978 if applicable

 Debt Service
 GO Bond- Property Tax revenues -Voter approval required
 Revenue Bond - GRT, Gas Tax- pledged for re-payment of Debt

https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-forms/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-forms/


Revenue Timing & Cash Flow Management

Property Tax – Typically received in December and May

Gross Receipts Tax (GRT) – Typically received monthly
New GRT enactments will not be received until the third month
Deadline to submit to TRD March 31st for an effective date of July 1st and September 20th

for an effective date of January 1st

Reference – FYI-M121@http://www.tax.newmexico.gov/Government/local-options-
taxes.aspx
Special Appropriations – Determined by statute or grant agreement signoff
Grant – Reimbursement Based (make sure to understand the grant and the applicable 

expenditure(s) 

mailto:FYI-M121@http://www.tax.newmexico.gov/Government/local-options-taxes.aspx
mailto:FYI-M121@http://www.tax.newmexico.gov/Government/local-options-taxes.aspx


Special Revenue
(CANNOT BE USED FOR GENERAL OPERATIONS)

Special revenues distributed by LGD/Budget & Finance Bureau:

 County Detention Facility Reimbursement Act, NMSA 1978, 33-38-3B-1 thru 33-3B-4
 Forest Reserve, Secure Rural Schools Act reauthorized 4/16/15 (Sect 524 of P.L.114-10)
 Taylor Grazing Act distributions 43 CFR Pat 4100 and NMSA 1978, 6-11-5 & 6-11-6
 Law Enforcement Protection Fund (LEPF), NMSA 1978, 29-13 and Rule 2.110.3 NMAC
  Law Enforcement Recruitment and Retention (LERR) (Law of FY24- Year 3)- Currently in the 3rd. year 25% 

distribution
  Law Enforcement Recruitment (LER) (Law of FY24)-2nd  year 50% distribution
 Corrections Recruitment Fund (Currently in Year 1) 100%
 Firefighter/EMS Recruitment Fund (Currently in Year 1) 100%



Other Special Revenue
 Capital Projects Funds
 General Obligation (GO) Bond proceeds to be used for purposes approved by the voters
 Revenue Bond Proceeds
 Loan Proceeds
 GRT enacted or earmarked via local ordinance for a specific purpose
 Federal and State Grants
 Corrections Fees, NMSA 1978 33-3-25 and 35-14-11
 Emergency Medical Services (EMS)
 Fire Marshall Allotment
 E-911
 Road/Street
 Senior Citizens
 DWI
 Lodgers Tax, NMSA 1978, 3-38-13 thru 3-38-24 and Rule 2.105.2 NMAC
 (Information to be entered into LGBMS Lodgers Tax Module) 

 Legislative Appropriations
 Community Development Block Grant (CDBG)
 Small Cities Assistance / Small Counties Assistance (based on eligibility criteria)



Fund 11000 General Fund – non-restrictive, used for 
operating purposes

Fund 20000 Special Revenue Funds - account for the 
proceeds of specific revenue sources that are legally restricted 
to expenditure for specific purposes

Fund 30000 Capital Projects Funds - account for financial 
resources to be used for the acquisition or construction of 
major capital projects

Fund 40000 Debt Service Funds - account for the 
accumulation of resources for the payment of general 
obligation and long-term debt principal and interest.



Fund 60000  Internal Service Funds - account for the financing of 
goods or services provided by one department or agency to other 
departments or agencies of the governmental unit on a cost-
reimbursement basis.  i.e. Risk management, motor pool, etc.

Fund 70000 Fiduciary Funds
Trust and Agency Funds - account for assets held by
a governmental unit in a trustee capacity or as an
agent for individuals, private organizations, other
governmental units, and/or other funds.  They include: 
(a)expendable trust funds, (b) nonexpendable trust
(b)funds, (c) pension trust funds and (d) agency funds. 
(c)i.e. motor vehicle, meter deposits, etc.

Fund 50000 Proprietary Funds 
Enterprise Funds - account for operations of providing
goods or services to the general public on a continuing
basis be financed or recovered primarily through user
charges, i.e. Electric, Water, Gas, Sewer, Solid Waste
Utility-These funds should be self-sustaining.



EXPENDITURES
 What goes into operating expenditures:

 Personnel Cost/Benefits (largest cost)
 Daily operating expenses
 Capital Outlay
 Debt Service

 Intercepts
 GRT Administration fees
 Other loans

 Must follow Special Revenue guidelines/regulations
 Lodgers Tax Act
 Law Enforcement Protection Fund (LEPF)
 Law Enforcement Retention/Recruitment (LERR)
 Law Enforcement Retention (LER)
 Corrections Recruitment Fund
 Firefighters/EMS Recruitment Fund
 Other Special Revenues & Grants
 Grants-The purpose of federal and state grants are restricted to approved activities and not related to the “general 

fund” use Must follow the Procurement Code Process
Per 13-1-95.2-need Chief Procurement Officer (CPO) registered with

   New Mexico State Purchasing Division
              https://www.generalservices.state.nm.us/statepurchasing/onlineprocurement.aspx



EXPENDITURE 
TIMING 

& 
MANAGEMENT

What does 6.6.6. mean?
BFB interprets Section 6-6-6 to apply to fund balance

 6-6-6. Approved budgets; claims or warrants in excess of budget; 
liability.  

When any budget for a local public body has been approved and 
received by a local public body, it is binding upon all officials and 
governing authorities, and no governing authority or official shall 
allow or approve claims in excess thereof, and no official shall pay 
any check or warrant in excess  thereof, and the allowances or 
claims or checks or warrants so allowed or paid shall be a liability  
against the officials so allowing or paying those claims or checks or 
warrants, and recovery for the excess amounts so allowed or paid 
may be had against the bondsmen of those officials.   History: 1953 
Comp., § 11-2-61, enacted by Laws 1957, ch. 250, § 6; 2001, ch. 
147, § 3. 

 Monitor expenditures frequently throughout the year; Quarterly 
report should mirror your internal financial statements and be 
reconciled with the Bank Statements.

 Utilize Budget Adjustment Requests (BARs)
 DO NOT OPERATE IN THE NEGATIVE



Coverage of all debt service payments
 Communication with internal departments and/or other 

agencies
 Conservative planning with new tax enactment and new 

expenditures associated with the enactment

  Expenditure Disruptors Examples
 GRT base-closing of major store, oil & gas industry
 Claw backs-monies that need to be paid back 

(overpayments by federal government, state 
government, grant unallowable expense or late 
submission after grant has expired)

 Utility Rate Increases – Electric, Gas, Insurances, etc.
 90% of large maintenance emergencies are unforeseen 

& can be costly
 Small Cities Assistance reduction amount

EXPENDITURE 
TIMING 

&
 MANAGEMENT



• Preparation…….

• Approval……….

• Execution………

• Review ………..

Techniques/Areas
  Forecasting revenues and expenditures, cost 

analysis, capital budgeting, debt administration 
and other personnel issues, assessing financial 
conditions, and economic development

Review of information developed in preparation 
stages

Accounting, revenue administration, 
expenditure administration, purchasing, cash 
management, and investments

Reviewing with Governing Body, Auditing

STEPS IN DEVELOPING A BUDGET



PREPARATION STAGE
January - This is 6 months prior to new fiscal year:

 Set-up internal budget spreadsheet for each fund department, division and account(s).
 Review Credit Card Process and Checklist

February - Begin to forecast revenues and expenditures, cost analysis, economic trend(s), 
capital outlay budgeting, debt administration and other personnel issues, assessing financial 
conditions (current and future), and economic development:

 Use previous fiscal year actual data (revenue/expenditures) to project revenue/expenditures for 
upcoming new fiscal year. 

 It is recommended to involve elected officials and department heads to help ensure budgeted 
revenues are on target and projected expenditures cover department needs & requirements to 
operate.

BUDGETS MUST ALWAYS COMPLY WITH STATUTORY REQUIREMENTS, BFB RULES RELATED TO BUDGETS 
AND LOCAL ORDINANCES. 



March - Send instructions and local budget request forms with the appropriate budget 
analysis based on previous year actuals to elected officials and department heads:

 Elected officials and department heads review, provide recommendations and return proposed 
budget request and justifications to their Finance Department

April -  Review elected officials and departmental recommendations/requests, update 
revenue/expenditure projections and proposed adjustments:

 Hold workshops with elected officials, department heads to include conducting
        hearings for public input

 Send budget preparation worksheet proposal with attached justifications 
        to elected officials and/or department heads for final review and comments

May - Estimate ending cash balance as of June 30th:

 Finalize budget and submit to governing body for review and approval
 Prepare budget to submit on the Local Government Budget Management System (LGBMS)



APPROVAL STAGE
Interim Budget - is due June 1st and must be entered in LGBMS 
 (On or before July 1st budget approval granted by BFB)

 By July 31s t - minimum of 1 public final budget hearing should have occurred:
 Final budget must reconcile with the 4th Qtr.- June 30th, ending cash balance should be the 

beginning (Unrestricted) cash and the Final Budget should have been approved by the 
governing body via Resolution

 By July 31st the budget MUST be submitted to BFB on LGBMS, to include all supporting documents 
as required by BFB

August - Local finance staff must be available to respond to BFB questions and make 
requested revisions to the budget
September - First Monday of September the Final Budget must be reviewed and certified 
by BFB 

 Budget Certification Rule (NMAC 2.2.3)
 Full Certification- Audits current
 Conditional Certification-untimely audits and/or incomplete reports 



EXECUTION STAGE

 Load BFB certified/approved final budget to entity’s accounting system

 Manage the budget:
 Accounting, purchasing, debt management, etc.

Adjust the budget:

 Any budget increases to revenue & expenditures at the Fund level (STATE BAR) requires BFB approval 
and BFB Analyst will receive notification email from LGBMS.

 Audit adjustments, transfers of cash, both permanent and temporary, between funds

  Any transfers of budget within a Fund (LOCAL BAR) does not need BFB’s approval and will be 
automatically approved once submitted on LGBMS.



REVIEW / FINAL STAGE - AUDIT

 The final stage - is the audit which is a basic review of all the processes in the 
budget cycle.  The audit stage provides the entity a tool that measures its 
compliance with state and local statutes and measures operations effectiveness.

 Share, train/educate staff how to  monitor budget regularly.

 Budget status reports should be shared with the governing body at least 
quarterly, but preferably on a monthly basis as an informational item. This also 
promotes transparency.

 Audit corrective action response plans should be aggressively implemented and 
monitored to resolve the audit finding(s).



COMMON BUDGETING ERRORS 
 Beginning Cash Balances:

 June 30th cash balances of FY ended becomes the July 1st beginning cash balances for new FY final 
budget – NO exceptions

 “Cash”  amounts are unaudited; however, they should be reconciled

                     June 30th Cash Balance 

 Law Enforcement Protection Fund (LEPF) Carryovers:
 Email LEPF Carryover Forms to Budget Analyst

 Make sure to budget the carry-over amount plus the new distribution amount under expenditures; 
submit the form with the final 4th Qtr. Report ending cash balance.



COMMON 
ERRORS

 

Budget beginning cash balances do not reconcile with ending 4th qtr. balances

Debt Does not reconcile and/or balance

Ending Balance and/or reversion amount (LER or LERR) does not reconcile to 
ending balance reported to Bianca Quintana

LEPF Carryover form amount does not reconcile to ending 4th qtr. balance

Lodgers Tax Module data does not reconcile to quarterly data

Investment Schedule does not reconcile to budget recap or ending 4th qtr. recap 
balance

Financial statements missing for 4th qtr.

Approved governing body resolution for 4th qtr. missing

Supporting schedules incomplete, missing or do not reconcile to information 
entered into budget

Credit Card Electronic Transfer Form missing

 



Budgeting 
DO’s 
And

 DON’T’s

Never budget recurring costs, such as salary 
increases, full-time equivalent (FTE’s) and/or new 
position from NON-Recurring (one-time) 
revenues. 

Start a capital equipment reserve; use sales of 
equipment proceeds towards a  “Capital 
Improvement Program” fund.

Put one-time revenue windfall(s) in a Reserve Fund 
in the event of emergency, unforeseen issues and 
for future Capital Improvements.

Review insurance premium(s) vs. coverage yearly.

Establish a loss prevention program to assist governing body in 
adhering to by-laws, statutes and policies/procedures; this can 
avoid adverse actions by the governing body and other public 
officials that can lead to legal ramifications.   
Include a fund that will allow for reserves to be utilized in the event 
of legal actions against the entity.  
• Routinely review the need for programs, short/long term goals of 

the entity including projects and departments using historical 
data, economic trends and revenue streams.

• Try to minimize the number of funds and bank accounts 
established.

1

2

3

4



Schedules consist of:

 Property Tax Calculation for Budget
 S-5 (optional)Reserved revenues for a specific project
 Revenue Checklist
 S-2 Insurance
 Salary & Personnel
 County Elected Officials (Counties Only)
 Investments-If applicable
 Credit Card Checklist and Policy
 All forms can be found on the DFA website at:  

https://www.nmdfa.state.nm.us/local-
government/budget-finance-bureau/budget-forms/

SUPPORTING
 SCHEDULES

 REVIEW

Supporting Schedules must RECONCILE with the Budget



 BUDGET RESOLUTION: governing body must adopt a budget and 
resolution and submit to BFB for approval on or before July 31st.

 4th Quarter Financial Report must be approved by resolution and 
submitted to BFB for approval on or before July 31st.

 End of Year State BARS  must be approved by resolution and 
submitted on or before July 31st.

 Budget Discussions Subject to “OPEN MEETINGS ACT; NMSA, 1978, 
       Chapter 10, Article 15

 Budget Hearings-must hold a minimum of one (1) budget hearing

 BFB Cash Balance Reserve Requirements*:
 County General Fund 3/12th

 County Road Fund 1/12th

 Municipal General Fund 1/12th

REQUIREMENTS
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The online system that local governments use 
to submit the entity’s budget and financial data 
to DFA/LGD to meet reporting requirements 
per Section 6-6-2 NMSA 1978.

Expanded standard chart of accounts; 24/7 
online access; ability to enter upload data; 
better data validation and accuracy; and 
submission, communication and action 

tracked within the system.

5 Modules:  Budget, Adjustments, Reporting, Outstanding Debt, 
Lodgers Tax





Entering 
Budget

LGBMS

















DEBT 
MODULE

LGBMS



Step 1: Click on Outstanding Debt

DEBT MODULE

Step 2: Click on Bonds & Loans



Step 2:  Enter Each Bond/Loan Information – Save & Close or Save & New if more than one bond/loan



Step 3: Click on Details 

Step 5: Click on Add

Step 4: 
Click on 
Add



Step 5

Add all Bond/Loan Detail 
information

Step 7: Save & Close or Save 
& New if more than 1 
bond/loan information



Verify Final Budget and Sum 
Debt Details Columns Balance 
(Notice to the right it says 
balanced)

IF not in balance it will be in 
Red and will say No on 
Balanced Column



Step 6: Click on Bonds/Loans

Step 7: Click on Debt 
Schedule



Make sure to 
upload 
Amortization 
Schedules into 
Files



Budget 
Supporting 
Schedules



Property Tax 
Calculation 

Property Tax Schedule worksheet 
is used for calculating projected 
property tax. This information is 
entered into Column (B).

The information can be found 
following the links provided.

•https://www.nmdfa.state.nm.us/lo
cal-government/budget-finance-
bureau/property-taxes/net-
taxable-value/

•https://www.nmdfa.state.nm.us/lo
cal-government/budget-finance-
bureau/property-taxes/certificates-
of-property-tax-rates/

•https://www.nmdfa.state.nm.us/lo
cal-government/budget-finance-
bureau/property-taxes/county-
treasurers-report/

http://nmdfa.state.nm.us/Net_taxable_Value.aspx
http://nmdfa.state.nm.us/Net_taxable_Value.aspx
http://nmdfa.state.nm.us/Net_taxable_Value.aspx
http://nmdfa.state.nm.us/Net_taxable_Value.aspx
http://nmdfa.state.nm.us/Net_taxable_Value.aspx
http://nmdfa.state.nm.us/Net_taxable_Value.aspx
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/net-taxable-value/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/net-taxable-value/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/net-taxable-value/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/net-taxable-value/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/certificates-of-property-tax-rates/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/certificates-of-property-tax-rates/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/certificates-of-property-tax-rates/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/certificates-of-property-tax-rates/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/county-treasurers-report/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/county-treasurers-report/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/county-treasurers-report/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/property-taxes/county-treasurers-report/


Property Tax       
Calculation 

This is where to begin 
to search for property 
tax on DFA’s website.



Property Tax Calculation
 

Following the navigation on previous 
slide this will lead you to this point.  

Here you are able to download the 
Excel Spreadsheet containing the 
entity’s final yearly valuations.



Property Tax       
Calculation 

To locate the Operating 
Tax Rate for Column (c) 
of the Property Tax 
Schedule, return to the 
DFA Homepage. 
Navigate to Local 
Government, Budget 
& Finance Bureau, 
Property Taxes, 
Certificate of Property 
Taxes.



Property Tax 
Calculation 

Based on navigation on 
previous slide; this page 
is where to locate the 
Tax Rate Certificate.

Locate your entity



Property Tax       
Calculation 

To locate the 
Collection Rate for 
Column (E) of 
Property Tax 
Schedule, return to 
DFA Homepage, 
navigate to Local 
Government, Budget 
& Finance Bureau, 
Property Tax, County 
Treasurer Report



Property Tax 
Calculation 

This section is where the County 
Property Tax Collection Rates are 
located.

Locate the entity’s county and enter 
the percentage rate to the 
spreadsheet in Column (E) of the 
Property Tax Schedule.



S-5 Detailed of  
Non-Budgeted 
Reserve Req. 

(If  applicable) 

Moving on to the S-5 Form. 

This form is optional.

 It is used if the entity is 
planning a project later in 
the year. This provides the 
analyst information that is 
needed when the entity has 
applied for a DOT waiver.



Revenue Checklist
(LGBMS data must 

reconcile)

Revenue Checklist – Columns E, F & G 
must be completed. Column E is the 
prior year actual revenue; Column F is 
currented fiscal year budgeted 
amount and lastly Column G is the 
Interim/Final Budget Request. 

This form provides 2 years of actual 
GRT data.

If GRT has an increase of 10% or 
more justification is required.



           
S-2 Insurance 

Schedule

S-2 Schedule of 
Insurance. This form is 
required.

This form is used to 
list any insurance 
coverage the entity 
will purchase for the 
upcoming fiscal year.



Salary & Personnel 
Schedule  

INSTRUCTION: Salary Schedule
This form includes formula references to applicable rates.  The rates on column D through J should be reviewed to ensure accuracy with existing laws and rules.

Total Number of Full Time Employees: ______________ FORM S - 1
County/Munic

ipality:
Total Salaries Budgeted: $________________________ Detailed Personal Services Schedule Fund Number:
Average Salary Increase Budgeted: ________________ ( Rounded to Nearest Dollar) Fiscal Year:  XXXX-XX

(A) (B) (C) (D) (E) (F) (G) (H) (I) (J) (K)

POSITION DESCRIPTION HEALTH RETIREE

1)   Position classification / FTE or Part-time ANNUAL SALARY INSURANCE WORKERS' HEALTH

ACCOUNT 2)  Employee name   (Optional) Bi-Weekly X 26 FICA MEDICARE EMPLOYER % COMP. CARE TOTAL

CODE 3)  Bi-weekly or Monthly Salary or Monthly x 12 (C x .062) (C x .0145) RETIREMENT EMPLOYEE % ASSESSMENT (C X .0166) OTHER

1)

2)  

3)  0 0 0 0 0 0 0 0 0

1)

2) 

3)  0 0 0 0 0 0 0 0 0

1)

2)  

3)  0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

1)

2)

3) 0 0 0 0 0 0 0 0 0

Page Total  0 0 0 0 0 0 0 0 0

TOTAL s/equal budgeted amounts by Fund & Department 0 0 0 0 0 0 0 0 0

Check   [   ]   if  this  form  is  a  revision.

Revision 
No:_______________

____

Revision 
Date:_____________

__ Page No. 1 of 5 revised: 5/2010

To complete this form

Enter in Entity, Fund Number and Fiscal Year:

A. Account Code 

B. Position Description 

A. Position classification/FTE or PTE

B. Employee Name (Optional)

C. Bi-weekly or Monthly Salary

C. Annual Salary

A. Biweekly x 26

B. Or Monthly x 12

D. FICA 

E. Medicare 

F. Retirement

G. Health Insurance

A. Employer %

B. Employee %

H. Workers’ Comp. Assessment

I. Retiree Health Care 

J. Total 



County Elected 
Official Salary 

•This form is used by 
Counties Only.  

•The salaries for County 
Elected Officials MUST 
NOT exceed the County 
Classification Maximum 
Allowable Salaries. 

INSTRUCTION: County Elected Official Salary & Personnel Schedule

County:

Average Salary Increase Budgeted: _____________ Fiscal Year:  XXXX-XX

(A) (B) (C) (D) (E) (F) (G) (H) (I) (J) (K)

POSITION DESCRIPTION HEALTH RETIREE

 1)   Position classification / FTE or Part-time  ANNUAL SALARY INSURANCE WORKERS' HEALTH

 ACCOUNT   2)  Employee name   (Optional)  Bi-Weekly X 26 FICA MEDICARE EMPLOYER % COMP. CARE TOTAL

CODE   3)  Bi-weekly or Monthly Salary or Monthly x 12 (C x .062) (C x .0145) RETIREMENT EMPLOYEE % ASSESSMENT (C X .0166) OTHER

  1)   County Commissioner
  2)  
  3)  0 0 0 0 0 0 0 0 0
  1)   County Commissioner
  2) 
  3)  0 0 0 0 0 0 0 0 0
  1)   County Commissioner
  2)  
  3)  0 0 0 0 0 0 0 0 0
  1)  County Commissioner
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Commissioner
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Treasurer
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Assessor
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Sheriff
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Clerk
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Probate Judge
  2)
  3) 0 0 0 0 0 0 0 0 0
  1) County Attorney 
  2)  
  3)  0 0 0 0 0 0 0 0 0
  1)  County Manager
  2) 
  3)  0 0 0 0 0 0 0 0 0

COUNTY ELECTED OFFICIAL SALARY AND PERSONNEL SCHEDULE

This form includes formula references to applicable rates.  The rates on column D through J should be reviewed to ensure accuracy with existing laws and rules. Enter 
amounts in blue font areas.

Fund Number:
( Rounded to Nearest Dollar)





DEPARTMENT OF FINANCE AND ADMINISTRATION

LOCAL GOVERNMMENT DIVISION Entity:

QUARTERLY REPORT

Fiscal Year:

Schedule of Investments 

Type of Investment                                             
(Stock, Bond, Money Market) LGD Fund Number Investment Date Maturity Date Source (Bank or Fiscal Agent) Book Value Market Value

$0 $0 

GRAND TOTAL $0 $0 

Comments:      

To complete this form

Enter in Entity and Fiscal Year

1. Type of Investments: Stock, 
Bond, Money Market

2. LGD Fund

3. Investment Date

4. Maturity Date

5. Source: Bank or Fiscal Agent 

6. Book Value 

7. Market Value

8. Total MUST tie to LGBMS 
10103 investments 

Investment Schedule



Investments Entered 
into LGBMS

Investments entered within 
LGBMS Object Code 
10103 Investments MUST 
tie to Investment Schedule

It is not required the 
breakdown of investments 
compare exactly to fund 
assignments on LGBMS 
Recap. However, 
Investment Total on Recap 
must reconcile with total in 
Investment Schedule.



Resolution of  
Approval

This is an example of 
a Resolution.  The 
Resolution must be 
signed by the entity’s 
local governing body 
for the 4th Qtr. Report 
and the Final Budget.



DFA/LGD FY23 
Budget Work Plan 

Questionnaire

•To complete: 
• Entity Name: 
• Major issues affecting 

entity’s budget
• How entity is 

budgeting for these 
types of 
factors/issues

• Entity’s plan for 
expending the 
remaining American 
Rescue Plan Act 
(ARPA) funding



Credit Card & 
Electronic Transfers 

Policy

This form is required – even if 
entity does not accept this type 
of payment; form must be 
completed in a manner that 
indicates this circumstance.



The requested carryover 
amount must reconcile with 
the 4th Qtr. ending cash 
balance (Fund 21100)

Please reference link below:

https://www.nmdfa.state.nm.u
s/local-government/budget-
finance-bureau/budget-
memos/

Carryover amount

This section calculates
any reversions back to DFA

Law Enforcement 
Protection Form

https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/


Other Debt Services need to be listed within each fund. Intercepts need to be booked 
in the LEPF Fund. 

https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/

https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/


Memo: BFB #24-04



Memo: BFB #24-04



Resubmission of  
Budget 

• Communication is Key! 

• When your assigned analyst returns the Budget for 
corrections, missing documentation or missing 
information, the determined time to complete this 
task is critical, as your analyst is working with a high 
volume of entities assigned the them and required to 
meet a statutory deadline. 

• The Entity is responsible in ensuring the following: 

• Completion of work: Budget, Quarterly Reporting, 
BAR’s, SAFs to name a few

• Complying to deadlines: which are included in the 
Budget Memo

• Ensuring information is disseminated to staff

• DO NOT Submit and go on vacations – if you do, 
who is the contact, and do they have access to 
LGBMS?



Budget & 
Finance 
Bureau: 

Webpage 
and Links 

Budget Forms: https://www.nmdfa.state.nm.us/local-
government/budget-finance-bureau/budget-forms/ 

Budget Memos: https://www.nmdfa.state.nm.us/local-
government/budget-finance-bureau/budget-memos/

Home Page: https://www.nmdfa.state.nm.us/local-government/budget-
finance-bureau/

NM EDGE  nmedge@nmsu.edu  

LGBMS: https://www.nmdfa.state.nm.us/local-government/budget-
finance-bureau/lgbms/ 

https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-forms/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-forms/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/budget-memos/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/
mailto:nmedge@nmsu.edu
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/lgbms/
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/lgbms/


DFA LOCAL GOVERNMENT DIVISION BUDGET & FINANCE BUREAU

Financial Reporting for Counties & Municipalities

Presented by: Stephanie Ortiz
Budget & Finance Analyst



What is a Quarterly Financial Report?

 To analyze current financial condition to detect 
financial difficulties early; and to ensure that 
each entity maintains financial stability

 To assure compliance with state statutes
 Proper accounts for revenues and 

expenditures
 To ensure local governments do not exceed 

available resources and to ensure sufficient 
funds are budgeted to cover required 
expenditures ensure that each entity is 
operating within a balanced budget



September 
30th is due 

October 31st 

(1st. Quarter)

December 31st 
is due January 

31st

(2nd Quarter)

March 31st is 
due April 30th

  (3rd Quarter)

June 1st to       
July 1st

(Interim 
Budget)

June 30th is due July 
31st

(4th Quarter & Final 
Budget)

Submission Dates on Local Government Budget Management System (LGBMS)



QUARTERLY REPORTING REQUIREMENTS
1st Quarter Financial Report must be submitted to BFB for approval on or before 
October 31st.

• Statements

Required Documents: if 
reported in the quarterly report
• Investment Schedule
• Adjustment Schedule

If reporting Lodgers Tax:
• Complete Lodger’s Tax 

Module
• Upload Supporting 

Documentation
• Signed/Approved 

Lodger Tax Ordinance



QUARTERLY REPORTING REQUIREMENTS

(Continuation to next slide) 

Required Documents: 
if reported in the 
quarterly report:

Investment Schedule Adjustment Schedule
Lodgers Tax Module
(Signed/Approved 

Lodger Tax Ordinance)  

Financial Statements                                                              
(Profit & Loss, Balance 

Sheet and/or Bank 
Statements)

        

2nd Quarter Financial Report must be submitted to BFB for approval on or 
before January 31st.



QUARTERLY REPORTING REQUIREMENTS

3rd Quarter Financial Report must be submitted to BFB for approval on or before       
April 30th.

 Investment Schedule (detail that ties to year-to-date actual Investments)
 2nd & 4th Qtr. copies of internal Financial Statements

Required Documents: if 
reported in the quarterly 
report
•Investment Schedule
•Adjustment Schedule

If reporting Lodger’s Tax:
•Complete Lodgers Tax Module
•Upload supporting 

documentation 
•Must include Signed/Approved 

Lodger Tax Ordinance



QUARTERLY REPORTING REQUIREMENTS
4th Quarter Financial Report must be submitted to BFB for approval on or before        
July 31st.

Required: if reported in the 
quarterly report
• Investment Schedule
• Adjustment Schedule
• Lodgers Tax Module (Signed/Approved 

Lodger Tax Ordinance)

Required Documents: for review 
and approval 
• Resolution (Signed by Governing Body) 
• YTD Financial Statements (Profit & Loss, 

Balance Sheet and/or Bank Statements)
• Law Enforcement Protection Carryover 

Form (LEPF)

DFA does not have the authority to grant extensions!



LERR Laws of FY24 - Recruitment & Retention Fund

3rd.  (25%- year 3) 
Appropriation 
•Fund 21211

3rd. Appropriation is Bianca Quintana and she can be reached at 
505-231-3052 or by email at Bianca.quintana@dfa.nm.gov.



LER Laws of FY24 – 2nd Year Appropriation COA – 50%

Quarterly reports submitted to the program manger must reconcile with the data in LGBMS!

2nd. Appropriation is Bianca Quintana and she can be reached at 
505-231-3052 or by email at bianca.quintana@dfa.nm.gov



Fire Fighter/EMS Recruitment Fund – Year 1 (100%)

1st.. Appropriation is Bianca Quintana and she can be reached at 
505-231-3052 or by email at bianca.quintana@dfa.nm.gov



Corrections Recruitment Fund – Year 1 – 100%

1st.. Appropriation is Bianca Quintana and she can be reached at 
505-231-3052 or by email at bianca.quintana@dfa.nm.gov



Option 1
• Adding Individual 

Reporting Items

Option 2 
• Importing your 

reporting Items



FY2023















FY2018



FY2018



FY2018

FY2018



FY2018



Reporting Module  (Validations)
When entering your financial report, LGBMS will validate the following: 

That a fund has a positive ending cash balance. 

That the budget authority has not been exceeded. 

That the grand total for all Transfers In equals the grand total of all Transfers Out. 

Should your financial report not pass a validation, you will see a notification indicating which validation 
was not met, but you will still be able to submit your report.  Your analyst will also see the notifications 
when reviewing your financial report.   

To find any exception, go to the PDF recap page to check if your ending cash balances are not operating 
in the negative or the transfers are not out of balance. If you exceed budget authority a BAR is required 
prior to submitting your quarterly report to clear the exception message.



This is the area we will list the 
status of the Annual Audit and # 
of findings if any; Acceptance 
Resolution and Corrective Action 
update responses to DFA or if 
your financial statements 
reconcile with LGBMS data on 
Q2 and Q4.

Supervisor 
Review & BC  
Review is when 
it is reviewed 
and approved 

FINANCIAL QUARTERLY REPORT ANALYSIS

ENTITY:
QUARTER: 

1st

X
Analyst 2nd          

Date Received: 3rd          

Date Checked: 4th

Supervisor Review:

Date BC Review:

Action Taken: KEY ISSUES/COMMENTS:

None required Audit Opinion: Unmodified               Number of Audit Findings:                     2022 Audit 

X E-Mail (attach)
Number of Material Weakness:      Number of Significant Deficiency:         Number of Repeat Findings: 

Letter (attach)
Audit Review Letter sent to entity:                                                              Date: 

Conference Call/Site Visit 
Audit Acknowledgement submitted to DFA:                                             Date:  

ITEMS TO REVIEW:

RECAP Page

Cash Balances

X
Verify Beginning Cash Balances agreed with approved budget Comments

:

Beginning Cash Balances agreed with approved budget.

X Verify Lodgers Tax Report (supporting document)  reconciles to LGMBS Data

Lodgers Tax Report reconciles to LGMBS Data.



X Verify Ending Cash Balances are NOT in deficit Comments: Ending Cash Balances are NOT in deficit.

Transfers
X Verify Total Transfers net to zero. Comments: Total Transfers net to zero.

X Verify Transfers are within budget authority.  Comments: Transfers are within budget authority.  

Adjustments
X Review Adjustment Supporting Schedule ties to recap totals. Comments: Adjustment Supporting Schedule ties to recap totals.

Investments

X
Review Investment Schedule ties to recap 
totals. Comments:

Investment Schedule ties to recap totals. 

X Verify investment activity(reduction or increase) and follow-up with entity. Comments: Investment activity decreased. 





QUARTERLY 
REPORTING

SUPPORTING
 SCHEDULES

 REVIEW

Schedules consist of:

• Investment Schedule 
• Adjustment Schedule 

All forms can be found on the DFA website at:  
https://www.nmdfa.state.nm.us/local-
government/budget-finance-bureau/budget-forms/

Supporting Schedules must RECONCILE with the Financial Report



If you have investments, a completed investment schedule that reconciles
 with the Quarterly Report must  be submitted with every Quarterly Report.



$20,000
-320.96  Interest 
+.01
=$19,679.05



Object Code Original Budget Adjustments Current Budget YTD Amount Balance % Realized
10103 Investments 296,190.00 0 296,190.00 276,510.67 19,679.33 93.36
10103 Investments 15,378.00 0 15,378.00 15,377.91 0.09 100
10103 Investments 74,029.00 0 74,029.00 74,251.35 -222.35 100.3
10103 Investments 65,141.00 0 65,141.00 65,289.45 -148.45 100.23
10104 State Required Reserve 10,823.50 0 10,823.50 2,488.37 8,335.13 22.99
10105 Locally Imposed Reserve 0 0 0 0 0 nan
12001 Receivables 0 0 0 20,000.01 -20,000.01 inf
12001 Receivables 0 0 0 0.35 -0.35 inf
12001 Receivables 0 0 0 0.53 -0.53 inf
12001 Receivables 0 0 0 0.33 -0.33 inf
12001 Receivables 0 0 0 0.24 -0.24 inf
12001 Receivables 0 0 0 0.23 -0.23 inf 20,001.69
21001 Payables 0 0 0 320.96 -320.96 inf
21001 Payables 0 0 0 223.02 -223.02 inf
21001 Payables 0 0 0 0.35 -0.35 inf
21001 Payables 0 0 0 148.87 -148.87 inf -693.2
41100 Franchise Tax 0 0 0 0 0 nan
41250 Gross Receipts Tax - Municipal Local Option General 7,600.00 0 7,600.00 2,857.20 4,742.80 37.59 19,308.49$ Total Adjustments

Adjustment Schedule reconciliations to Recap and Supporting Schedule



BUDGET 
ADJUSTMENT 

REQUESTS 

There are two types of budget adjustment requests (BARs): 

1. A local or maintenance budget adjustment request is a budget transfer 
between expenditure line items within the same fund that does not 
increase or decrease the total expenditure budget for that fund. This 
kind of adjustment does not require DFA’s approval and is automatically 
approved if it is balanced. However, you must follow your internal policy 
and procedures

2. A State budget adjustment request requires DFA’s approval. There are 
several types of adjustment requests that fall within this category:

- Adding a new fund to your quarterly report or approved budget
- Modifications to existing line items that affect the approved budget 
amount by increasing or decreasing the expenditures or revenues

- Transfers between funds
. 



CREATING A 
NEW BUDGET 
ADJUSTMENT 

REQUEST 



CREATING A 
BUDGET 

ADJUSTMENT 
REQUEST 

(BAR)

Option #1 Manually



Option #2 Importing
A CSV file



ADDING new 
or existing   
BUDGET 

ADJUSTMENT 
LINE ITEMS



ADDING 
BUDGET 

ADJUSTMENT 
LINE ITEMS



Adjustment Module  (Validations)
When entering your adjustment, LGBMS will check for the following:

If the adjustment will result a fund to have a negative amount under the “Adjusted Balance”. 
If the adjustment will result in the line items 61100 Transfers “In” and 61200 Transfers “Out” 

to be out of balance.  

Should your budget not pass a validation, the following will occur:
If the adjustment will result in a negative adjustment balance, you will not be able to submit 

your adjustment.  You will be required to correct the issue before submitting.  
If the adjustment will result in the Transfers In and Transfers Out amounts to not match, you 

will not be able to submit your adjustments.  You will be required to correct the issue before 
submitting.  



Reference To User Guide 
User Guide Link
https://youtube.com/playlist?list=PL9zQ343fcksE-RGeHlzDUa5DTcxaPhuIX&si=-c0Boh304xJyv_NM

https://youtube.com/playlist?list=PL9zQ343fcksE-RGeHlzDUa5DTcxaPhuIX&si=-c0Boh304xJyv_NM


FAQ posted on website: 
https://www.nmdfa.state.nm.us/local-government/budget-finance-bureau/lgbms/
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