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Presentation Notes
Jeanell:

We are excited to have you join us for the DFA presentation on Special Districts! My name is Jeanell Sanchez, and alongside me is Theresa Perraglio. We are the Special Districts Budget Analysts and we're here to share valuable insights and information to help you navigate through reporting and our LGBMS portal.

Thank you for attending, and we hope you find the presentation informative and engaging.


We, the Budget & Finance Bureau (BFB), are public stewards hired
to ensure and implement New Mexico statues, 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 (SPECIAL DISTRICTS) 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.
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As Public Stewards, our primary responsibility is to implement and standardize the policy, procedures, rules, and regulations related to financial reporting. This is essential to ensure fiscal integrity and serve the citizens of New Mexico effectively.

We will provide guidance on Budgets, Financial Reporting, and the transfers and disbursement of public monies. It is vital that we adhere to these regulations for the betterment of our community.

Furthermore, all local governments, including Special Districts, must maintain records of their daily financial operations, compile necessary reports, and conform to the established rules and regulations provided by the local government, the Budget & Finance Bureau, and your governing body.

Your cooperation and diligence in implementing these standards are crucial for your success.
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Let’s go over the budgeting process for special districts. Understanding the various components and requirements is essential for your planning and financial management.


(NMSA) 1978

CHAPTER 6, ARTICLE 6 OF THE
NEW MEXICO STATUES
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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I am going to jump into the New Mexico Statute, Chapter 6 Article 6, which outlines the oversight of the Department of Finance and Administration (DFA) over local governments.

Who exactly are the tax officials referenced in the statute? Well, that would be entities like the New Mexico Finance Authority and the Legislative Finance Committee who fall under this category, ultimately all officials or bodies involved in this oversight.

2. The extent of DFA’s oversight is with respect to 106 municipalities, 33 counties, and over 300 special district. 


WHAT DO WE DO¢?

* BFB reviews and approves operating budgets
» 1o 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
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The Department of Finance and Administration is an oversight state agency for all counties, municipalities and special districts. 
You are reporting to DFA / Local Government Division / Budget & Finance Bureau. 
You are reporting a budget to be in compliance with state statue.

Our mission is  to ensure that all local governments are in compliance with New Mexico State statues. What we do here at the Budget Finance Bureau is we work with our entities by conducting a review of their  accounting for revenues and expenditures to ensure that local governments do not exceed their available resources. It is essential to keep in mind that while the Budget and Finance Bureau (BFB) provides support in this area, the responsibility for day-to-day budget management ultimately lies with your local entity.


SPECIAL DISTRICTS
RESPONSIBILITIES

Submit Statutorily Required Budget “One Budget Two Stages”

Interim Budget-Forecast of revenue, expenditures and ending beginning cash.
Final Budget (Q4 ending cash balance = Beginning cash for new budget)

Budget adjustment Requests (State BARs)

State BAR-Changes to the Fund increase or decreasing revenue and expenditures
Transfers between Funds

Quarterly Finance Reports

Year-to-date financial activity (actuals)-1st, 2n9, 34 and 4th Quarters-ensure the local government is
operating with a balance budget

Ending cash balances reconciled to bank statements prior to submitting quarterly reports. On the
2" and 4t quarter reports require copies of your financial statements (analyst verifies the data)

OPERATE WITHIN APPROVED BUDGET “Authority”
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Let's talk about your responsibility as a Special District? 

Every entity who falls under a Tier 3 with the Office of the State Auditor must report their budget to DFA. 

Every entity who meets that criteria will do is in 2 stages. 

We often say 1 Budget 2 stages!
What that means is you will report 1 Budget, and that’s completed in 2 Stages.
The first stage you will start with is called the interim budget, this is always due on June 1st, if you are on a FY reporting cycle. Dec 31st for our CY reporters.

What is in the Interim budget? It’s a projection of your Revenues, Expenses, transfers and estimated beginning cash.

It is recommended to use historical data to  – such as the last six months of your current year YTD actuals expenditures and revenues to gage your forecasted revs and expenses .

Also, any new expenditures your governing board is predicting and new revenue such as grants, 
legislative appropriations should be included in the new years budget.

Once the interim budget is approved it roles over to the final stage. When your report is in the Final stage your revenue and expense budget line items will be locked with the exception of the unrestricted cash and investment line items. When the report is in this stage you will upload all supporting documents and update any line items necessary with your Year-to-Date Actual Amounts. Reach out to your analyst to have your revenue and expenditure line items unlock to enter your YTD Actual Amounts.

Once a Final Budget is approved your beginning cash cannot be changed.  We know that the Final budget is a forecast of what your entity projects
for the year and adjustments may be needed. The Budget can be adjusted by submitting a BAR (Budget Adjustment Request) 
to accommodate additional revenue, expenditures or transfers to avoid exceeding budget authority. 

Remember that your current 4th qtr. ending Cash Balance rolls over to the New Fiscal Year’s Beginning Cash Balance (unrestricted cash object code in LGBMS)

Financial Quarterly Reports are to be submitted 4 times a year. Financial Quarterly reports are cumulative year-to-date expenditures, revenues and transfer for that specific period.
 I will talk about the specific due dates in the next couple of slides.


WHAT IS A
BUDGET?

1. A written financial plan for
a specific period.

2. To project future revenues
and expenditures.

3. To allocate resources to
achieve goals and objectives.
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What is a Budget?

A budget is an Entity’s financial plan for the year to ensure the entity is operating within a balanced budget. This would include items, such as, payroll, utilities, supplies, transportation. The goal is to maintain your local governments mission and vision for the community you serve by maintaining a well-balanced budget. 

Our goal as an analyst is to guide our Special Districts through the reporting process. During this process we will give recommendations to the Local Governments to stay within their means if we identify any red flags. 


> Calendar Year Budget and 4th Quarter reports

REQUIREMENTS FOR FINAL  ‘are bue December 31t
BUDGET SUBMISSION

» Fiscal Year Budgets and 4th Quarter reports _J

1. Fourth Quarter Year to Date Report. are due June 1st <4

2. Financial statements Supporting 4t
Quarter Ending Cash.

3. Final Budget must have the same
Beginning cash as Ending cash for Fourth QTR
YTD Report.

4. Fourth quarter & Final Budget
Approving resolution signed by the board.

5. Supporting Schedules (Insurance, salaries,
bonds, if you have any)
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Requirements for Final Budget Submission:

Cumulative Fourth quarter year to date, revenues, expenditures and transfers.  
Cumulative means from the 1st day of your financial period to the end. 
Example: Fiscal Year is July 1st through June 30th. Interim is due June 1st, final,  Budget and 4th quarter is due July 31st.  
Calendar Year is January 1st   to December 31st.  Budget and 4th qtr are due December 31st. 
 The 2nd Quarter and the 4th Quarter required copies of your financial statement such as your Bank Statement(s), 
profit and loss or balance sheet.   

The Fourth Quarter and the Final Budget both require a signed resolution by the governing body or 
a copy of the approved minutes showing when they were approved by the governing body.

Supporting Schedules-consist of salary worksheet, insurance worksheet, and amortization schedules of your loans. 



BUDGET GOALS

Strategic
management

use of public funds.

Sets priorities of
elected officials,

promotes efficient administrators and

citizens.

Revenue
responsibility
establishes a plan to
raise revenvues.

Expenditure

uses.

control o prevent
waste and illegal

better program
implementation
and forecasting.

Planning for
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As you continue to refine your strategic management plans, I wanted to reiterate some best practices regarding your budget goals to ensure they align with your local government’s mission and purpose.

It is essential that your expenditures reflect the objectives that your local government upholds, as these goals are core to why you exist. All elected officials bear the responsibility for overseeing all fiscal activities within your jurisdiction, ensuring they align with your community's needs and values.

To maintain this integrity, it's crucial that you establish and follow stringent internal controls and procedures. These measures will help you prevent waste and avoid any illegal uses of funds, which are paramount in preserving public trust.

Additionally, I encourage you to consider strategies for building your revenue. Creating a financial budget will be advantageous during emergencies, allowing you to respond effectively to unforeseen situations.

Ultimately, your main goal should be to operate with a balanced budget while upholding a high standard of transparency within your fiscal practices. This will not only foster trust among your constituents but also ensure that you are responsible stewards of public resources.


« Historical Data & Current

 Formulate Goals & Policies

« Elected Officials &

BUDGET PROCESS

PREPARATION FORECAST

1.Revenues
Conditions

2. Operating Expenses

|:> 3. Capital Outlay

4. Debt Service

Objectives

» Projected Revenues &
Expenditures to include:

FINAL APPROVAL

Prepare to meet with
your Governing Body
and provide them with
Resolution(s).

Open Meetings Act
requires one Budget
meeting for the
community’s input.

-Interim / Final Budget
-Adjustments, if necessary, after final budget has been
approved

4th Qtr Ending Cash must be Final Budget Beginning Cash
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Currently this is the outline for information where we will be discussing the budget process. 

You will start by gathering historical data and current conditions while keeping your entities' goals, vision, and mission at the forefront. For context, you will review last year's fourth quarter report, which will provide insights into your operations, revenue, expenditures, and transfers over the year to date.

Additionally, we will discuss how to incorporate current conditions, including potential grants or capital outlay for infrastructure, pay raises, and increased salary benefits or insurance costs. There’s also a focus on any new loans for debt services that must be included in budgeting.

Engagement from your elected officials and department heads is vital in this process to ensure that all expenditures are aligned with departmental needs, accounting for factors like rising gasoline prices, utilities, and postage.

The interim budget will forecast revenues, expenditures, transfers, and estimated beginning cash. It’s important that your final budget entries reflect the beginning cash alongside the previous quarter's ending cash balance. Any adjustments after budget approval will need to follow the processes outlined in BAR, especially when additional appropriations are received.

Lastly, please remember that both the Q4 and final budget require approval from the governing body and at least one public meeting.


BUDGET DUE DATES AND DEADLINES |!

L‘A "1“"'1;"
Adaakat. .

Interim Budget 4th gtr & Final Budget 4th gtr & Final Budget
Due: | 1t (4'h gfr Resolution & (Final Budgets are approved and
g JUINE 15 Final Budet Resolution) kept on file as public record)

CY- January 1% through December 31+
FY-July 15t through June 30t
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Please take note of the statutory deadlines for the Interim Budget, 4th Quarter Financial Report, and final budget for both the Calendar Year (CY) and Fiscal Year (FY).

Please write down the following important dates:

- **Calendar Year (CY)**: January 1st through December 31st  
  - Interim Budgets are due on or before December 1st by midnight.  
  - Final Budgets and the 4th Quarter are due on or before January 31st by midnight.

- **Fiscal Year (FY)**: July 1st through June 30th  
  - Interim Budgets are due on or before June 1st by midnight.  
  - Final Budgets and the 4th Quarter are due on or before July 31st by midnight.  

Please ensure that these deadlines are met to allow for a smooth review process. If you have any questions or need further clarification, feel free to reach out.

Additionally, please ensure that you submit the necessary supporting documentation along with the Q4 and  budget, which includes:  
- Final Budget/approving resolution  
- 4th Quarter YTD/approving resolution  
- Salary schedules  
- Insurance schedules  
- Amortization (loan) schedules  
- Investment schedules (if applicable)

It’s crucial that you are available to address any questions or needed revisions your analyst may have after you submit the 4th Quarter and final budget. Please respond to your analyst in a timely manner, as we oversee over 300 special districts and have a limited time frame of 30 days to approve both interim and final budgets.

All deadlines are significant for both your entity and your analyst, as they also have their own deadlines to meet for both stages of your budget and the required reporting. Please remember that DFA does not grant extensions.






FINAL APPROVED
BUDGET

The approved budget on file with
Department of Finance (DFA) is
the official budget o the tax
officials of the state of New
Mexico.
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Here is important to remember to ensure smooth operations and compliance.
The approved budget on file is the official budget to all tax officials of the state of NM. 

Who are the Tax Officials?
The tax officials consists of the Governor’s Office, legislative committee, nm finance authority, DOT-project waiver request, your state representative or senator, etc. 
It is very imperative you submit accurate data that reconciles and mirrors to your internal accounting software.

Remember that this is your actual Budget and can only be adjusted by using a BAR which Theresa will go over during her presentation.




GENERAL FUND

» Property Taxes

« Gross Receipt Taxes

« Charges, fees, and other miscellaneous fees
* Interest on investments

« State Shared Taxes

« Intergovernmental Grants (May also be under a
separate Special Revenue Fund)

i LA TEAOE
L N
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Next, we are going to talk a little bit about the General Fund:

The General Fund is an unrestricted cash fund. It is your catch all fund. This fund should be managed as your day-to-day operational fund. This fund can be used to support other funds operating in the negative. This may occur due to reimbursements in transition. 

For Example: In the event that fund is in the negative you can process a temporary loan from your general fund to cover which ever fund is reporting in the negative. 

Please note: Grants must not co-mingle with the general fund; they should be tracked separately.


Governmental Funds

General Fund Revenue examples:

11000 General Operating Fund-0001 No Department -10101 Unrestricted Cash

11000 General Operating Fund-0001 No Department -10103 Investments

11000 General Operating Fund-0001 No Department -44220 Water Use Fees

11000 General Operating Fund-0001 No Department-44230 Ultility Service Fees

11000 General Operating Fund-0001 No Department-44240 Utility Connection Fees
11000 General Operating Fund-0001 No Department -44250 Utility Re-Connection Fees
11000 General Operating Fund-0001 No Department-44990 Other Charges for Services

General Fund Expenditure examples:

11000 General Operating Fund-2002 General Administration-51020 Salaries - Full-Time
11000 General Operating Fund-2002 General Administration-51900 Salaries - Other Wages
11000 General Operating Fund-2002 General Administration-54010 Maintenance & Repairs -
Building/Structure

11000 General Operating Fund-2002 General Administration-55010 Contract - Audit
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Here are some examples of General Fund Revenues and expenditure codes utilized in LGBMS.

To report Revenues, the entity will use department code 0001 No Department
To report Expenditures the entity will use department code 2002 General Admin Code

Fund –  Type of funds you are reporting
Department Code – Report a revenue or expense
Object Code – Short Description of the revenues and expense you are reporting

When an entity is reporting a revenue, you will use the object code to report the type of revenue you have. For examples, those of you who collect water use fees from the community you will report that revenue using the object code “Water User Fees”.


DEBT SERVICE FUND

« General Obligation (GO) Bond Debt
Service

« Revenue Bond Debt Service

« Other Loan Debt Service
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Let's talk about Outstanding Debt
If an entity has any liabilities to report; such as, Bonds or Loans they must report these items 1st in the budget module as a budget line item.
There are specific codes you will have to use to report the debt. You can find those code in the Chart of Accounts, let us know if you the form we will be happy to send it to you. Its also available on the website. 

Remember if you have GO Bonds, those require voter approval because those debt payments are paid by voter’s property taxes.

Revenue Bonds do not require voter approval – What's the difference between a revenue bond and GO bond??? I need to look this up.
Loans from the New Mexico Finance Authority or a financial institution like USDA Loan will need to be reported in the Final Budget.

For example, you purchased a piece of equipment, and you financed that purchase.
This is required to cover payment of interest and principal on a loan or other debt for a particular period of time. 


DEBT SERVICE/LOANS

— _»:77 _"ﬂ ey
&= P S

Debt Service Revenue Fund Examples: <

40100 General Obligation Bond Debt Service-0001 No Department Needed- 10101 Unrestricted
Cash

40200 GRT Revenue Bond Debt Service- 0001 No Department Needed -10102 Restricted Cash

Debt Service Expenditure:
59050 Commitments and Other Fees-40100 General Obligation Bond Debft Service

40400 NMFA Loan Debt Service-2004 Finance/Budget/Accounting-59010 Debft Service — Principal
Payments

40400 NMFA Loan Debt Service-2004 Finance/Budget/Accounting-59020 Debt Service - Inferest
Payments
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This slide will show an example of Debt Service revenue and expenditures - This is the fund you will use to budget any loans – Principal and interest.


CAPITAL PROJECTS FUND

General Obligation (GO) Bond
proceeds to be used for purposes
approved by the voters.

Revenue Bond proceeds.

Charges, fees and other miscellaneous
fees.

Community Development Block Grants
(CDBG,).

Special State Appropriations



Presenter Notes
Presentation Notes
Jeanell:

Its crucial for us to share some insights about Capital Projects Funds that will be beneficial for all reporting.

Capital Project Funds are essential financial resources designated for the acquisition or construction of major capital projects. This includes matching contributions required for state and federally funded initiatives. It's important to note that General Obligation (GO) Bonds, which require voter approval, are funded through property taxes levied on the voters.

On the other hand, Revenue Bond Proceeds differ as they do not require voter approval. These bonds are typically initiated through Governing Body Ordinances. For those who receive Gross Receipts Tax (GRT) revenues, it's crucial to remember that any pledges in place should continue to be honored as loan payments. If there are any uncertainties regarding this matter, please don’t hesitate to consult with your legal counsel for further guidance.

Additionally, collections from charges, fees, and other miscellaneous sources play a vital role in generating revenue for the services provided. Community Development Block Grants must be utilized in accordance with their specific purposes, as they are restricted funds.

Lastly, special state appropriations are also restricted and must be applied strictly within the defined scope of work.


Capital Projects

Capital Projects Funds-Revenue examples:

# 30100 Bond Proceeds Project-0001 No Department Needed-10101 Unrestricted Cash

# 30300 State Legislative Appropriation Project-0001 No Department Needed-10101 Unrestricted Cash
# 30600 NMFA Project-0001 No Department Needed-10101 Unrestricted Cash

Capital Projects Funds-Expenditures examples:
[C# 30100 Bond Proceeds Project-2002 General Administration-58010 Buildings & Structures

# 30300 State Legislative Appropriation Project-2002 General Administration-58050 Land
Acquisition
# 30600 NMFA Project-2002 General Administration-58999 Other Capital Purchases
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Here you see some examples of LGBMS funds related to capital projects. I believe this will provide valuable insights and enhance your understanding of the allocation and utilization of these funds for your ongoing and future projects.



A FINAL BUDGET CANNOT OPERATE WITH A NEGATIVE ENDING CASH 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.

Cash received from clients $55,000

Cash payments to vendors / suppliers (540,000)
Investing

cash received from sale proceeds $45,000

Additions to property/plant/equipment (590,000)

loan payment (550,000)

Net Cash Flow (S80,000)



Presenter Notes
Presentation Notes
Jeanell:

As you approach the Final Budget submission, I want to remind everyone of the crucial importance of maintaining a positive cash balance. If your fund ends with a negative cash balance, please be aware that the submit button in LGBMS will be disabled, preventing submission until the issue is resolved. This can be achieved by either reducing expenditures, increasing revenues, or making a transfer.

Furthermore, in accordance with Statute 6-6-6, local public bodies and governing authorities are prohibited from allowing or approving claims that exceed the budget. I would like to draw your attention to the highlighted portion of the statute stating:

“so allowed or paid shall be a liability against officials so allowing or paying those claims or check or warrants, and recovery for the excess amounts so allowed or paid may be had against the bondsmen of those officials.” 

In essence, this statute indicates that our governing body could face prosecution if we fail to comply with these budget guidelines.

Let us all ensure that we are adhering to these regulations to avoid any issues.


BUDGET MODULE:

This is where you will enter/upload your Interim Budget that will eventually become your
Final Budget.

= D> Go (®  TheresaD.Pemaglio@dfa.nm.gov 2

Budget ltems FY2024 (interim-entity)
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Here you see a brief overview of the Budget Module. Please note that the Budget module features a blue banner at the top of the page, which will help you easily identify it.

You will only need to utilize this module twice a year: firstly for the Interim Budget and secondly for the Final Budget. Once your budget has been approved, any subsequent changes will be managed through the Adjustment Module.


EXAMPLE OF MANUALLY ADDING A BUDGET ITEM
Option #1

Below is a description of the dropdown
This will take you to add Budget item menus and the value fields shown on the
page ADD BUDGET ITEM page.

Add Budget Item for FY2025

E > Go Fund ‘_l}
V

‘ 11000 General Operating Fund

Budget Items FY2025 (interim-entity) Department

" 0001 No Department v‘|

‘ B Template /i= Items /% Files (1) /sl Recap /<@ Outstanding Debt Object Code

10101 Unrestricted Cash v|

% - Import © Setto Zero | @ Delete | = Delete All ‘ Amount

0.00

+ Save & New + Save & Close
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Theresa
This is an example of how to manually add a new line item to your budget. 

To add a budget line item manually, make sure you are in the Budget Module
Click on the “Add” tab.

Use the dropdown menu on each line to report the Fund, Dept Code, Object Code and amount. 

If you have more than one manual entry you can use the save and new button to continue your save and close button when you are finished. 



Uploading your Budget as Import Budget ltems FY2025
a CSV File Budget Items FY2025 (interim-entity)

Click on Select File
Next, click on start

BB Template /i= ltems /%@ Files (1) /4l Recap /<@ Outstanding Debt

template - Excel

Insert Draw Page Layout ormulas Jat Review View &/ Tellr
L . . \ . AutoSum *
% Cut Calibri M A a = ¥ =PWrap Text General - 'f *,.4 Narmal Bad Em B 1] %F—'ll %Y p
3= Copy - ' = - L
Pacte 3 Py ) BJU- N A === e3= | I Merge & Center - § .97 s % 0 Conditional Format as| Neytral Caleulation Insert Delete Format 5 Clear - Sort & Find &
. ¥ Format Painter - Formatting - Table - —— . - . Filter - Select -
Clipboard s Font . Alignment . Mumber I Styles Cells Editing #

Ab » fr || 11000 General Operating Fund

1 Fund Department Object Code Value
2 11000 General Operating Fund 0001 No Department 10101 Unrestricted Cash

3 11000 General Operating Fund 0001 No Department 10102 Restricted Cash

4 11000 General Operating Fund 0001 No Department 41500 Property Tax - Current

5 11000 General Operating Fund 0001 No Department 41510 Praperty Tax - Prior Year

6 |11000 General Operating Fund Iﬂﬂﬂl No Department 41520 Property Tax - Penalty & Interest

7 11000 General Operating Fund 0001 No Department 41530 Properly Tax - Special Assessmenls

8 11000 General Operating Fund 0001 No Department 42100 0il & Gas Ad Valarem - Praduction

- 4 e N L T e L T Y A o
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This slide we will talk about how to use the “DOWNLOAD TEMPLATE” button located on the menu bar. This is your CSV file. You can see this report by clicking on the Download Template Button.

The Download template will download a CSV excel spreadsheet of all the funds in your budget. All your funds download along with the amounts. You will then zero out all the amounts under value. The template will download to your computer, save it with a title that you can remember, such as FY25 working budget spreadsheet.

The takeaway here is when you are ready to enter your budget data, you can down-load your templet from the previous year’s budget.  All your funds will download along with the amounts. You will then zero out all the amounts under value. 

When you open the template in your spreadsheet software, you will see four columns. ONLY edit the VALUE column by entering your new budget amounts.
• Fund – do not modify  
• Department – do not modify 
• Object Code – do not modify 
• Value – numbers only no dollar sign symbols.





IMPORTING CSV FILE

E P‘.ﬂer—lu E rllllﬂ [:.r-l LJ
[S) Import Line Items for Fiscal Ye: [3) Import Line Items for Fiscal Year

[2) Manage Budgert ltems for Fisc:

I Select files

| Add files to the upload queue and click the start button.

Select files

Add files to the upload queus and click the start button,

# 1 Budgets » lbems | Files

Filename

Filename
+add & iImport & Download Template
Sample Budget Import.csy
@ There are no s to display.
2 ~Add Files Start Upload || @ Cancal - —
: 4 Add Files || # Start Uplead 9 Cancel

CLICK IMPORT CLICK ADD FILES CLICK ON START UPLOAD
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This slide we will talk about the 2nd option of importing your budget using a CSV File.
CSV is the only format the system will accept. 

The next step to  Import your budget is as follows:
Click the IMPORT button on the MANAGE BUDGET ITEMS page. 	

Click ADD FILES to browse for your file. 
Click OPEN or double-click to add the file. 
Another way to add the file is to drag and drop the file into the window. 	

Once added, the file will be listed. 
Click START UPLOAD to import the file. 	



EDITING A LINE ITEM

*The delete buttons will delete the selected file or will delete all if several are selected

[2) Manage Budget Items for Fisc | Year 2018 (interim-entity)

# > Budgets > Items / Files

+add Ximport & Download Template W Delete All ZExport  [BRecap

 SUbMit to Analyst

Show 100 | entries Search:
Fund - Department - Object Code Status Unread Actions
11000 General Operating Fund 0001 Me Department 10101 Unrestricted Cash entity 0 w
11000 General Operating Fund 0001 Mo Department 10103 Investments J m, Comments

11000 General Operating Fund 0001 Mo Department

10104 State Required Reserve entity 0 Actions =

11000 General Operating Fund 0001 Mo Department 41100 Franchise Tax

D001 Neo Depar,

Actipns =


Presenter Notes
Presentation Notes
Theresa:

To edit a specific budget line item, click the Actions button for that line item and select EDIT. That will take you to the edit screen where you can change the fund, department, account, and budget value as necessary. Click SAVE & CLOSE to commit the change to your budget. 
This is where you can delete and fund. 

Please note once you submit to your analyst you will not be allowed to delete any funds or files. This becomes a public record. To correct an error you will have to zero out the amount.


Easy to use

Online system available 24/7

Date/Time stamp of when data is submitted
Accountability (all actions are tracked)

Eliminate common errors prior to submission

LGBMS

Local Government Budget Management System
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We want to inform you about some important aspects of the LGBMS (Local Government Business Management System) that will enhance our reporting process.

Since its implementation in 2018 for districts under the oversight of LGD, LGBMS has proven to be a valuable tool for reporting. It’s important to note that LGBMS is a reporting system, not an accounting system, and it has been established as a requirement for efficient reporting.

Key features of the updated system include:
- **Color-Coded Modules**: The recent updates have introduced color coding to the modules, making navigation more intuitive.
- **24-Hour Online Access**: The system is accessible online at any time, providing the convenience of reporting whenever needed.
- **Time Stamped Entries**: All entries are time stamped, which is crucial for meeting submission deadlines.
- **Accountability Tracking**: The system tracks all actions performed by account holders, ensuring transparency and accountability.
- **Submission Requirements**: To facilitate the approval process, submissions are not allowed without the necessary documentation, preventing delays. 
- **Data Entry**: Please remember when entering amounts, do not use the dollar sign ($). Entries should simply be numerical; any fields resulting in a 0.00 will appear in red, indicating a need for correction.

These updates aim to streamline our reporting process and improve overall efficiency.


WHY DO SPECIAL DISTRICTS NEED TO REPORTe¢

ACCOUNTABILITY AND
TRANSPARENCY

COMPARES ACTUAL YEAR-TO DATE
(YTD) BALANCES TO BUDGET
AUTHORITY

MAINTAIN COMPLIANCE WITH LAWS

PROVIDES INFORMATION FOR
DECISION MAKERS
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Why do Special Districts need to report to DFA? 

We are going to take this opportunity to emphasize the importance of adhering to the legal requirements regarding the annual budget submission. As outlined in Section 6-6-1 NMSA 1978, special districts with annual revenues of $50,000 or more must submit their budgets for review and approval. This process ensures that we maintain accountability and transparency, which is vital for instilling confidence among taxpayers and stakeholders.

To ensure compliance, your analyst will continue to monitor actual year-to-date expenditures and transfers, ensuring that we operate within our budget authority and adhere to a balanced budget. Remember, our reports are public records, and they need to be submitted according to the statute—as detailed in Chapter 6 Article 6.

I urge everyone to familiarize themselves with these requirements as we move forward in our budgeting process.  We appreciate your commitment to upholding these essential standards.
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ADDITIONAL REQUIREMENTS

Reports Require
signature/date Ist, 2nd, & 3rd quarter
reports should be
(&« reporting to governing
v This is certifying body and should be
information is true and included in minutes
accurate

Adjustment Worksheet
for Receivables /
Payables
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As best practice, we recommend including your 1st, 2nd, and 3rd Financial Quarterly Reports as an informational item in your governing body agenda. This will keep them informed about all activities occurring within your entity.

Additionally, if your report involves receivables or payables, please ensure you complete the Financial Reporting Adjustment Schedule. Here are a few examples of when this adjustment schedule should be utilized:
- A temporary loan from the general fund to a capital fund to cover a negative cash balance.
- Outstanding checks.
- Deposits in transit.
- Audit adjustments to your beginning cash.

Also, if you are reporting any investments, please remember to complete and submit the investment schedule accordingly.


Reporting REQUIREMENTS
for
Special Districts
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As you prepare for your upcoming quarterly reporting presentation, I wanted to share a few key points to keep in mind during the remainder of the presentation. 

We will cover a lot of material, so please take notes throughout the presentation to ensure clarity and minimize questions at the end. Just kidding! I hope that brings a smile to some of your faces.

I'll be more than happy to address any questions you may have once we finish going through the material.

In this section, we’ll emphasize the importance of reporting and introduce some basic tools that will simplify this process significantly.


Why is Reporting Importanie

CHAPTER 6, ARTICLE 6 OF THE NEW MEXICO STATUES 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.

APPROVED BUDGET AND QUARTERLY REPORTS ON FILE WITH BFB IS THE
OFFICIAL BUDGET TO THE TAX OFFICIALS OF THE STATE OF NEW MEXICO.
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When I talk about Reporting 
the most important Reason to report and to report on time:

Its in statue
reporting is a requirement. Legislature granted The department of Finance and Administration oversight authority over the budget for Local governments. Please make yourself aware of Chapter 6, Article 6 of the NM State Statue.

reporting is a requirement which is backed by law and also when you are in good standing you will be eligible for other financial opportunities, such as getting approval for loans. 


Examples :
New Mexico Finance Authority
Legislative Finance Committee
Interstate Stream Commission



Submitting Quarterly's, Interims, Finals and Bars In
LGBMS

When submitting a financial report such as a Examples of
quarterly report, an interim and final budget, or a acceptable financial
Budget Adjustment Request (BAR) in LGBMS you supporting
will be prompted to submit supporting documents:

documentation. This updated function will
eliminate any errors of not having a complete

- Profit & Loss
Budget packet for approval.

- Balance Sheet
- Bank Statements

* Also, please carefully label all attachments. When
resubmitting documents please resubmit  with
corrected Document to avoid further confusion.
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To make reporting more efficient the entity will submit their Budgets, Quarterly Reports and any Adjustment to LGBMS.

LGBMS is a reporting system. It stands for:
Local
Government
Budget
Management
System

You will submit all your reports in LGBMS and remember you will have to upload supporting documentation to back the reports that you submitted. But don’t worry if you ever forgot to upload your supporting docs the system will trigger a response and let you know that you forgot. You also won't be able to submit your report so whenever you run into something like that. Look around the screen check to see if you have a notification. That notification will explain exactly why you are not able to submit your report if that ever happens.

Remember all BAR’s require a signed resolution from your governing board. Only a State BAR requires DFA review and approval. A local BAR will be automatically approved in the system. 

When you are uploading your supporting documents:
Remember to keep your documents organized by naming them properly.
Remember you will need to upload financial statements with your 2nd and 4th Quarters.


Know your Reporting Cycle

Fiscal Year Cycle:

1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
July - September Oct. - Dec. January - March April - June
Due by: October 31st Due by: Jan. 31st Due by: April 30th / Due by: July 31st

Calendar Year Cycle:

1st Quarter 2nd Quarter 3rd Quarter 4th Quarter

January - March April - June July — September October - December
Due by: April 30th Due by: July 31st Due by: October 31st Due by: January 31st
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Remember its important to report on time so set yourself up for success and know what reporting cycle you fall under.

Let's talk about your reporting cycle:
FY starts reporting in July and ends in June the following year. And your
CY start to report in Jan and will end in Dec same year. 

Everyone who needs to report is either on a Fiscal Year reporting cycle or a Calendar Year reporting cycle. Be aware of what reporting cycle you live in so you can remember your due dates. The deadlines are the same every year, they never change. We recommend that you set a reminder because we all have a lot going on in our lives and its easy to forget but if you set a reminder at least you have already set yourself up for success.

Quick Recap:
FY Reporters- You all start reporting in July, your reporting cycle will end in June the following year.
CY Reporters- You all start reporting in January, and your reporting cycle will end in Dec. We all know how crazy Dec can be so remember to dedicate sometime to prepare your budget that way when January comes around you are ready to submit.


Special District’s Budget Process

Submit Statutorily Required Budget Documents

One annual budget in two stages:
Interim Budget
Final Budget (Q4 cash of year just ended =
Beginning cash for new year)

Budget Adjustment Requests (State BARS)

Changes to the Fund Level-State BAR-
Requires DFA’s Approval.

Transfers Between Funds amount does
not change the over all fund-

Quarterly Financial RZEGHENAINTain BAR

Year-to-date financial activity (actuals)in cents
Ending cash balances reconciled to bank statements
Financial statements required 1o be submitted with Q2 and Q4
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Let's talk about the Special Districts Budget Process:
When you start the process to getting an approved budget it happens in 2 stages.
You start with an Interim Budget which is projection of your revenues and expenditures for the upcoming year. 
You will use data from the previous years to get an accurate projection of your expected budget for the new reporting year.

Does anyone know when a FY reporter will start to prepare their budget? 
My FY Reporters will start this process in June to be ready to submit your final in July &
My CY Reporters will start this to prepare their interim in Dec and your final will be submitted in Jan.

Once the interim budget is approved it move to final budget and goes back to entity status.
You will enter your 4thQ at the end of your reporting cycle. Remember your ending cash balance that your reported on your 4thQ will be your starting cash for the reporting cycle.
At this time, all funds are locked with the exception of the unrestricted cash (beginning cash) and your investments. 

Once a Final Budget is approved the beginning cash becomes locked and cannot be changed.  
With that said we understand that the Final budget is a forecast. So, remember the Budget can be adjusted by submitting a BAR (Budget Adjustment Resolution). The purpose of this is to adjust the revenue and expenditures to accommodate any additional revenue and expenditures to avoid exceeding budget authority.

Again, Remember that your current 4th qtr ending Cash Balance must be your New Fiscal Year Beginning Cash Balance.
Any adjustments to your 4th Qtr should be submitted prior to submitting your final budget.


LGBMS MODULES

« 1. Budget Module is where you will enter/upload your Interim Budget
that will eventuallv become vour Final Rudaet

(®  TheresaD.Perraglio@dfa.nm.gov 2

Budget Items FY2024 (interim-entity)

« 2. Adjustment Module is where you will enter/upload your Local BARs
(ho change to overall fund) and State BARs (changes to overall fund).

®  TheresaD.Pemaglio@dfa.nm.gov 2

Manage Adjustments FY2024

* 3. Reporting Module is where you will enter/upload your quarterly
year-to-date actuals. Look at fop of screen to see the module you are in!

®  TheresaD.Pemraglio@dfa.nm.gov 2

Reporting ltems FY2024 Q1 (entity)
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I want to clarify the proper sequence for utilizing the modules in accordance with our approval process. This order is essential for the smooth flow of budget reporting events:

1. **Budget Module**: This module is used only twice a year—once for the interim budget and once for the final budget. Once the budget is approved, it will not be used again during the year.

2. **Adjustment Module**: When submitting any adjustments to your budget, make sure to use this module. It’s crucial to hit the “Submit to Analyst” button; without this step, your submission will remain stagnant and won’t move on to the Analyst for review.

3. **Reporting Module**: This is where you’ll report your Year-To-Date Actuals. Please monitor the status of your reports closely. If the status shows “Entity,” then it has not been submitted for review. The correct status should say “Analyst,” indicating that your report is in the queue and ready for review.

Additionally, if your “Submit to Analyst” button is unavailable, it often means you’ve missed a step. I encourage you to take a moment to check your screen for any notifications that might point out missing documents needed for your submission. These notifications can guide you in resolving any error messages, such as those indicating an unbalanced budget.



REPORTS AVAILABLE IN ALL 3 MODULES

Recap

*Big Picture
e Cash, Revenues,

Transfers, Expenditures,

(Adjustments to cash -
quarterly only)

eFund Level Balances

Detail

Summary

eData asreported EinleifeRei(=]elo]lg(sTe!
eSorted by Fund & EKNelg=leNe) AV aleR:"

Department Department
*Detail by Object KInlEi{ellNe)A®]o][Tels
Code Code Categories

* (Property Tax,
Gross Receipts Tax,
Franchise Tax, etc.)

Transfers

*Data as reported
eSorted by Fund &
Department

e Detail by “transfer”
Object Codes -
Transfers In and
Transfers Out
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Here we will summarize the various reports available in each module, which provide valuable insights into your financial status:

1. **Recap Report:** This report is essential for identifying funds operating in the negative, especially when an exception error occurs. It also helps in finding any transfers that may be unbalanced.

2. **Detail Report:** This report offers a quick view of the Year-To-Date (YTD) percentage of actual revenues received or expended, allowing you to stay informed about your financial performance.

3. **Summary Report:** This report presents information on the final budget, Budget Adjustment Requests (BARs), and calculates the adjusted budget, ensuring you have a comprehensive understanding of your fiscal situation.

4. **Transfers Report:** This provides a detailed overview of all financial transfers, offering further clarity on our financial operations.

All reports can be printed in PDF format, and most can be exported as a CSV file for your convenience. Please remember to keep copies of these reports for your records. You may print them for hard copies or download them as PDFs for electronic filing.

As a helpful reminder, if you receive a notification about operating in the negative, you will want to access the Recap Report to identify the source of the discrepancy.


Budget Module

The Budget Module is where you will enter your interim and see your final
approved budget. When you are submitting your budgets, you will enter
your lines in this module.

Manual Process
adding each fund or

adding new fund.
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This the budget module that you will be utilizing. In this module, you will have the ability to enter your funds directly. If you have multiple detail lines to include, I highly recommend using the import function to streamline the process, as it will save you significant time.

Once you've entered your data, please take a moment to review your budget recap diligently. It’s crucial to ensure that there are no mistakes made during entry. Confirming that the data entered balances with your operating budget will help avoid any discrepancies in your financial planning.


Adjustiment Module

There are 2 types of BAR's:

State Bars Require a signed resolution from your
governing board

Local BAR — Are transfers within a fund,
that does not change the over all
amount of the fund. Example: moving
expenditures from the general fund
from supplies to salaries by $100.00- the
over all amount did not change. This
adjustment does NOT require approval
from DFA. However, you must follow
your internal policy and procedures.

State BAR — Increase expenditures and
revenues, transfer revenue or

expenditures from one fund to another.

This adjustment does require approval
from DFA and an approved governing
body resolution.

BAR's

Payables and Receivables

Receivables and Payables
only pertain to
your Financial Reports.

Example when to use payables
and receivables:

- Deposit in transit

- Outstanding checks

-Transfer investments to cash

Supporting Documents Required

- Signed Resolutions

- Adjustment Schedule when using
payables or receivables
-Investment schedule if you your
reporting investments.
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I wanted to take a moment to clarify the budget reporting procedures regarding the use of Local Bars and State Bars in our adjustment module.

As you may know, a Local Bar allows you to shift expenditures or revenue between object codes within the same fund without altering the total amount. For example, if you transfer $100 from office supplies to payroll within the General Fund, this can be done without needing DFA approval, as long as you adhere to your internal policies.

On the other hand, State Bars are applicable when you are increasing your approved budget’s revenue or expenditures, or when transferring amounts between different funds. Please remember that any State Bar adjustments will require approval from DFA as well as your governing body resolution.


WHAT'S THE ROLE THAT A BUDGET ADJUSTMENT
RESOLUTION PLAYS IN YOUR REPORT?

« Most Common Reporting Questions:
 How do | report adjustments to cash balance?
» Use 12001 Receivables to report positive adjustments to cash
> Use 21001 Payables to report neqgative adjustments to cash
» Remember to report the detail of all cash adjustments on the
Adjustments Schedule and then attach under "files” menu

Financial Adjustment Schedule can be 4 : Receivabl d Pavabl
found at the following link: -- ecI:elvqt es ;:n ayabviles
https://www.nmdfa.state.nm.us/local- Only pertain to quarterly

‘ | reports

government/budget-finance-bureau/budget- | ~\y/~ |

forms
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Some of the most common reporting questions we hear are how do I report adjustments to my cash balance:
Remember when your budget has been approved and finalized the numbers are locked in but if you need to account for a change in your beginning cash, you will us the Receivables or Payables to adjust the over all ending cash balance.
The adjustment will have to be carried through the remaining of the reporting periods. On the 4th quarter is when the beginning cash adjustment will catch up.
So, remember you will:
1.      Report any positive adjustments to your cash under the Receivables line item.
2.      Report any negative adjustments to your cash under the Payables line item.
3.      The quarterly report Recap will show the correct quarter ending cash balance for each fund after the adjustments have taken place.


Reporting Module

Quarterly Reporis For FY: Quarterly Reporis For CY:
15t Quarter — Due every 15t Quarter — Due every April
October 31 30t
2nd Quarter — Due every 2nd Quarter — Due every July
January 31t 31st
39 Quarter — Due every April 39 Quarter — Due every
30t October 31¢
4™ Quarter — Due July 31st 4™ Quarter — Due January 31st

2nd Quarter & 4™ Quarter Reports will need to be accompanied by your financial statements
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In LGBMS you will enter your 1st,2nd,3rd and 4th quarters in the reporting module.

Take note the statutory due dates for our entities who report on a FY Cycle on the right and our CY reporting cycle on the left. Please remember DFA does not have the authority to grant grace periods for late reports. If you are running into a situation where you may not meet the statutory deadline, please contact your assigned analyst for guidance. 

Remember, your 2nd and 4th quarter financial reports do require copies of your financial statements to be uploaded and submitted.

It is very important you meet statutory deadlines. When you submit your reports and you are operating in a balanced budget you are in compliance. Reporting Compliance is very important especially if you are applying for a loans, grants, legislative appropriation. When you are in compliance this opens up the doors for more financial opportunities. 

Being non-compliant can cost you to lose out on any financial opportunities and make the reporting process difficult and somewhat stressful. So, to avoid these mishaps remember to stay within a balanced budget and report on time. It may seem like a lot but remember you only have to report 4 times a year and now the system will track your reports, your data and notify you if there are any missed steps or discrepancies.  


Reporting Module Tip

Manually enter YTD actuals to existing budget lines one at a time

Use My templet to download your existing budget - you will zero out the value/amount on the
last column. Then enter all the Year-to-date actual amounts to include cents. Do not use the $
symbol, enter just the dollar amount with the cents- example: 250.00

-Importing a file:

First, select “import” search for your Comma, Separated, Value (CSV) spreadsheet where
you have you entered all your YTD actuals amounts. If you need to add a new line item, it
is recommended you add this manually prior to downloading your budget templet.

DO NOT delete any rows and leave the amount blank

Two options 1) “Drag” the spread sheet to the import box or select the “add files” tab at
the bottom of the upload box, this will take you to your desktop to search for the file to
upload. Make sure your file is a “CSV" file.

Lastly, click on the “Start Upload” button
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Remember when entering your quarterly reports. The system has 2 different options:

You can:
Manually entering each fund or
Using the CSV template and importing your data

You have the freedom to select the best option that will be suitable for you based off your entities needs.



Step B Manage Reporting Items for FY2018 Q1
#1

=+ 1tems /

T o

when you what to
completed CSV

spread sheet

B import Line Items for FY18 Q1

Select flies

Add flas 40 T Upoad QUL BFTCACK e stan bumon

Step
#2

Step #g .‘:-

Example of importing your
CSV
spreadsheet

= Menu

X Add Files for FY2018 Q1

Select files
Add files to the upload queue and click the start button.

Filename
= _.-"'"-___'____'_"'--.____ =

Sample County Investment Statem... :

\ Click on Start Upload

e :
o) Add Files | ¢ Start Upload || &) Cancel
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In this slide we are showing an example of the process of importing your CSV file.

Remember:
Step #1 you will click on the import button
Step #2 you either will drag or add files
Step #3 once your files are listed in the import box you will “start the upload”

Remember if you need to add a new line, we do recommend that you enter your line manually.




of your reporting B Manage Reporting Items for FY2018 O1

template, click MY When using your
# > Budgets » Reports > Items / Files bUdQEt temple

BUDGET on the menu - and zeroing out

the valuefamount
bar.

There are no items to display.

template - Excel

Insert Draw Page Layout Formilas Data Review View W Tell me whal you want 1o do k4
- - ; =i At
g% Cut Calibri L6 IR ol #'Wrap Text Ganeral ], 2 | Normal Bad €m Ex g z:\ul Y?ur b:JC:QEt
| 0 : £l - ; +* | Fi emblets
Paste wl oFY = B I U- AL | -ﬁ- - *= 3= |« Merge & Certter = ¢ -9, v 4 0 Conditional Formatas) Neutral Calculation Insert Delete Format # Cloa p 3
Format Painter Fonmatting = Table : . : Zero out the
Clipbocard Is Font . Allgnment ! Wum ber . Styles Clly \J’E|UEJ"EmDUnt
Al '’ fx 11000 General Operating Fund
A B C ¥
1 Fund Department Object Code Value
¢ 11000 General Operating Fund 0001 No Department 10101 Unrestricted Cash
3 11000 General Operating Fund 0001 No Department 10102 Restricted Cash
4 11000 General Operating Fund 0001 No Department 41500 Property Tax - Current
5 11000 General Operating Fund 0001 No Department 41510 Property Tax - Prior Year
B IllOOﬂ General Operating Fund ]Uﬂﬂl No Department 41520 Property Tax - Penalty & Interest
7 11000 General Operating Fund 0001 No Department 41530 Property Tax - Special Assessments
8 11000 General Operating Fund 0001 No Department 42100 Ol & Gas Ad Valorem - Production

LI - R - F - 7~ - - - F. o ' o r et ndb - - F * el & F rd >~ o . el glPur i _ gF e L ‘--’. - L - F P - F i * - # 5 E A o e
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Here is an example of what your budget template will look like when you download it.

The amounts in the value/amount column will also download, this where you will delete the amounts and enter your YTD actuals including cents.

The funds and object codes of your approved budget also gets downloaded.


Importance of Independent Audits

* Annual Financial Audits (Section, 12-6-5; NMSA; 1978):
« Statutory Requirement Concerning Non-Compliance ;
« Independent audit review to determine financial condi } 4
* Improve internal operations Al
« Submit to Office of the State Auditor AR
« Corrective action plan-understand your findings! eV
« Corrective Action follow-up letter.
- Requiring a copy of the Governing Body Acknowledgement
of Audit presentation
- Detail explanation of the status of the corrective action plan.
Have they been remedied as indicated in the corrective action?
If not, anficipated date when it will be corrected.
« Order 2013-006 (EO6) which is required for state capital outlay
projects or state appropriations. See E0-6 presentation on
Wednesday, November 15th, 3:00 to 4:00 pm.
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We want to mention the crucial role of independent audits and how they can significantly benefit your operations.

Conducting an independent audit for your entity is not just a regulatory requirement; it’s an essential process that helps improve your internal operations and identifies any areas that may need attention. This proactive approach will also aid you in preparing for your annual audit.

Once we receive your annual audit report from the State Auditor’s office when requested, it will be accompanied by an audit corrective action follow-up letter. This letter will detail all the findings from the audit and request updates regarding any corrective actions we have implemented. It is imperative to submit a copy of the Governing Body Acknowledgment Resolution to your analyst as part of your compliance.

Understanding your audit findings and promptly following up on the corrective actions as noted in response to the audits is vital to preventing repeat issues in the following year. This diligence is especially important for those of you who are recipients of capital outlay or legislative appropriations.  All Special Districts must be aware that non-compliance with your audit could have severe repercussions, particularly concerning Executive Order 2013-006. 

For those interested, I encourage you to attend the EO-6 presentation scheduled for Wednesday, November 20th, which will further elaborate on how EO-6 is interconnected with your audits.


LGBMS Reporting Advantages

Easy to use

Online data base system available 24/7
Date/time stamp of when data is submitted
Accountability (all actions are tracked)
Eliminate common errors prior to submission
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Here are some important facts and advantages about the LGBMS reporting system that may be beneficial for your ongoing operations and projects.

1. **Reporting System**: It's important to note that LGBMS functions as a reporting system rather than an accounting system. This distinction helps streamline your focus on generating accurate and effective reports.

2. **Color-Coded Modules**: To enhance usability, the modules are now color-coded: 
   - Budget: Blue 
   - Adjustments Module: Orange 
   - Reporting Module: Burgundy 
   This makes it easier for users to navigate and identify functionalities at a glance.

3. **Availability**: The system is available 24/7, ensuring you can access the reporting tools whenever it is convenient for you.

4. **Time-Stamped Entries**: Every entry made within the system is time-stamped, promoting accountability and helping you meet our deadlines effectively.

5. **Tracking Entries**: The system meticulously tracks all entries made by account holders, providing a clear audit trail for transparency.

6. **Standardized Data**: All data collected is standardized for reporting purposes to all stakeholders, which include the Governors Office, Legislative Finance Committee, State Legislatures, NM Finance Authority, DOT Waivers, etc.

These features significantly enhance your reporting capabilities and your adherence to accountability in your finances. 


Reporting In LGBMS

Let’s talk:

- What is your Budget Analyst looking fore
- What the Purpose of a Budget Adjustment Resolutione

- Website

- Logging in

- User Guide

- YouTube Videos

- Short Glossary of words you want fo know
- Key Concepfs

- POC at LGD / BFB

- DFA Website & Other Important Links
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Now that we have gone over the reporting requirements, I would like to discuss some important topics that will help you become successful in that process.

Please remember that if you are unsure of something, you can always refer to our website, user guide, or the LGBMS videos available on YouTube. We understand that everyone learns differently, which is why we have provided reading material and videos to accommodate visual learners.

Jeanell:

In our upcoming slides, we will cover the following topics:

- What is your analyst looking for?
- Review the purpose of a Budget Adjustment Resolution (BAR)
- Navigate the website and locate where to access various LGBMS tools
- Discuss the process of gaining access to LGBMS
- Take a glance at the user guide
- Review what the YouTube page looks like
- Go over a few terms that will help you become more familiar with the reporting process
- Tie up the presentation with key concepts
- Discuss your Point of Contact (POC) at LGD, emphasizing the importance of communication with the appropriate person.

As a reminder, we have a significant number of you, and only six of us reviewing budgets, answering calls, emails, attending virtual meetings, and preparing for presentations. Therefore, your understanding and communication is crucial.


What is your Budget Analyst Looking Out for When
Reviewing a Budget Report?

This is what your reported at the start of The Year-to Date "EXCEEDED
the year authority

State of New Mexico State of New Mexico
Local Government Budget Management System (LGBMS) Local Government Budget Management System (LGBMS)
Adjusted Budget (incl. pending adjustments) - Fiscal Year 2018-2019 Report Recap - Fiscal Year 2018-2019 -

Printed from LGBMS on 2019-11-04 11:10:22
Printed from LGBMS on 2019-11-04 11:08:50

Fund Cash Investments Revenues Transfers Expenditures Adjustments Balance Reserves Adjusted
Fund Cash Investments Revenues Transfers Expenditures Balance Reserves Adjusted Balance Balance
iogicenealiPperatnglaingd R2ERtE0E g 0Ey (TR ey (3,280 jgeiz20) EaEiIEEs 225200 11000 General Operating Fund 286,805.00 000 103401280 1108200 1,154,026.18 -13,105.00 132,625.62 97,002.18 35,523.44
" -

20100 Corrections 7677.00 000 42.989.00 000 2448000 000 2448000 20100 Corrections 767700 000 39.569.00 000 000 16.003.30 000 16.003.30

20600 Emergency Medical Services 147.00 0.00 7,000.00 0.00 7.074.00 73.00 0.00 73.00
20600 Emergency Medical Services 147.00 0.00 7.000.00 0.00 7.073.49 0.00 7351 0.00 7351

20900 Fire Protection 61,698.00 0.00 99,809.00 924.00 110,757.00 51,664.00 0.00 51,664.00
20900 Fire Protection 61,6900 0.00 95,808.32 447.00 99.397.61 32000 59,875.71 0.00 59,875.71

21100 Law Enforcement Protection 13.00 0.00 21,404.00 0.00 21,352.00 65.00 0.00 65.00
21100 Law Enforcement Protection 13.00 0.00 21,200.00 0.00 2121203 0.00 097 0.00 097

21900 Senior Citizens 4,238.00 0.00 450.00 0.00 607.00 £,081.00 0.00 4,081.00
21900 Senior Citizens 423300 0.00 0.00 0.00 69179 0.00 354621 0.00 354621

39900 Other Capital Projects 11.00 0.00 0.00 0.00 0.00 11.00 0.00 11.00
) 33900 Other Capital Projects 11.00 0.00 0.00 0.00 0.00 0.00 11.00 0.00 11.00

40400 NMFA Loan Debt Service 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
) 50100 Water Enterprise 54,545.00 0.00 41242037 9.745.00 42123171 0.00 55,479.65 0.00 55,479.65

50100 Water Enterpriss 54,546.00 0.00 412,410.00 18,490.00 435,459.00 50,977.00 0.00 50,977.00
50500 Ambuiance Enterprise 10,185.00 0.00 13,000.00 12,088.00 28,373.00 13,900.00 0.00 13,900.00 SIETD AR EIE s 50D - Y G e by SEED Oy GEED
Totals 425,321.00 0.00 1,654,533.00 0.00 1,825,531.00 254,323.00 96,818.83 254,323.00 Totals 425,321.00 0.00 1,622,510.49 0.00 1,761,486.18 -12,785.00 273,560.31 97,0028 176,558.13

Menu

LGBMS will flag you when Revenues
exceed
Budget authority (no need to correct
this “error”)

b Review Financial Report for FY 2019 Q4 -

xception: Budget authority exceeded for a
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As part of our ongoing efforts at DFA to support you, we would like to remind you of the importance of maintaining alignment between your approved budget and your quarterly reporting. It’s critical that the year-to-date actuals do not exceed your approved budget. If we analysts identify any discrepancies, the report will need to be revised and returned promptly to ensure compliance with best practices.

Please keep in mind that we are here to assist you in avoiding issues such as:
- Operating with a negative cash balance,
- Ensuring transfers are balanced,
- Keeping actuals within your budget authority.

It is advisable to submit BARS prior to submitting your quarterly reports. Should you encounter any exception errors, please refer to the recap page for a detailed view of where the discrepancies may be occurring. Remember, the reposts discussed in our modules are key in troubleshooting these issues, whether it’s a negative cash balance or transfers that do not balance.

If your quarterly reports exceed the approved adjusted recap page, it indicates that you have surpassed your budget authority, requiring the processing of a BAR to adjust revenue or expenditures accordingly.


Department of Finance & Adminisiration Website

https://www.nmdfa.state.nm.us/

cC @ (:: nmdfa.state nm.us

ca%)d O a2

[ DFA Bookmarks

New Mexico

D] pepscment riance

We guide, serve, and support public
entities to ensure fiscal accountability
and effective government that is
responsive to all New Mexicans.

CONSTITUENTS STATE AGENCIES NM COUNTIES

MUNICIPALITIES NEW MEXICO FOOD DFA TRAVEL RATES
SECURITY GRANT FY24

ARPA & FEDERAL
FUNDS INFORMATION

DFA Dashboards

All of your data at a glance.

boards @

SHARE
LGBMS
BFM
FGMS
WEBINARS

VENDORS PAGE

Looking for a specific tool or document?
Search a keyword below.

_ —

When you
are on the
DFA Website
you Will click
on the
LGBMS link
on the right-
hand side of
the screen.
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This is what the DFA Website looks like. Please draw your eyes to the right-hand side of the screen, written in white you will see LGBMS and you will click on that link. That link will take you directly to the LGBMS page which is full of resources. On this page you will find the link to log into LGBMS. 

The BFB Website has resources to help you such as LGBMS Videos, User Guides.
BFB Budget Guidance and Quarterly reminder memos, as well as the chart of accounts.

You will find important forms here such as the SAF and the Disable SAF to remove authorized users that no longer need LGBMS Access. You can also find the user guide on this page. You can find the chart of accounts here and more information on what a Crosswalk is.

Remember the purpose of all this important information is to help you become independent and successful at problem solving on your own. We are here for support but you all need to remember that we are also very busy and we only have 8 hrs in the day to respond to over 100 entities that each of us have. For us to be successful we must manage our workload appropriately. We have reports that need to be reviewed, emails to respond to, calls we need to answer, presentations to create and present so use these tools we have work hard on to ensure your success at reporting. We do not pry into your accounting. Our only concern is that you report, your reporting on time and you are operating in your approved balance budget.


Gaining Access to LGBMS

| GBMS Verify your identity

Username ‘

Password

@ Enter the verification code sent to your email

Verificatjon Code

M Trust this device for 30 days

Verify
Forgot password

Get a new code
Request an account
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Talk about the procedure
How does one gain access to LGBMS 
If you are a new entity and a new user you will submit the SAF that you can find on our website. You do not need to wait for us to send it to you. You can navigate to the website download the form, fill it out and submit it to your assigned budget analyst.

Every entity will need to fill out a Security Access Form to gain access. Remember your entity will have to complete this form every start to a new reporting cycle. If you are on a FY reporting cycle you will submit your updated form in June and if you are on a CY reporting cycle you will submit your form in Dec. This will ensure that we have the most updated user list in case of any changes in your staff. 

You must notify your assigned analyst of any changes to your user access so we can disable the previous person who was responsible to report in LGBMS. If you fail to inform us that person who no longer needs access will continue to have access to your reports. They only way we can disable that access is if you inform us by filling out out the disable security access form that you will find on our website.


L GBMS User Guide

= menu () T LGBMSENTTYUSERG. X | + Create @0 %6 = a X
Alltools  Edit  Convert  Sign B B & 5 @ @ Fl“d

All tools x n quarterly R Find 'ﬂ'
|:|E
53]
2,

B

Create a PDF

B3 Combine files 2. JUNE 2023 ; PrE'\I"i ous NEHt
S EditaPDF e
4 Fill&sign FFL a
B spataror N B Replace with
Organize pages :
Send fer comments
Scan & OCR
(% Protecta PDF
e . CTRL button and the F button on your keyboard or to start the search BAR.
B compressa PDF
[ Prepare a form
) convertto PDF [
£ viewmens LGBMS ENTITY USER GUIDE
LOCAL GOVERNMENT BUDGET MANAGEMENT SYSTEM [
1
1
20 b

.. User guide link:
https://www.nmdfa.state.nm.us/local-
government/budget-finance-bureau/Igbms/

B Q
~

Get PDFs e-signed Recipients sign
online for free.

Request e-signatures

o L
-

LOCAL GOVERNMENT DEPARTMENT -



Presenter Notes
Presentation Notes
Theresa

Let's move on to the LGBMS User Guide. Another really great tool to use if you run into issues and you can't get a hold of your analyst. 

This is what the LGBMS User guide looks like when you click on the link on the website. This is a handy tool to have. This is an easy read. Its only 90 pages long. When tackling this challenge think of it as 1 chapter in a good book. 

When you are wanting to narrow down to a specific topic you can you can hold down the CTRL button and the F button at the same time on your keyboard to bring up a search bar. In this bar you can search a specific word that will locate exactly what you are looking for. 


L GBMS Videos on YouTube

LGEMS 2023 Training Logging in, multifactor authentication, and resetting your password

KiP Knowledge is Power, LLC - 93 views - 4 weeks ago

1 - LGBMS 2023 Training Overview (Updated)

KiF Knowledge is Power, LLC - 88 views - 1 month ago

2-2023 LGBMS Training Budget Module

KiP Knowledge is Power, LLC = 5 views * 2 days ago

3-2023 LGBMS Training Debt Module

KiF Knowledge is Power, LLC - 2 views - 2 days ago

4 -2023 LGBMS Training Adjustment Module

KiP Knowledge is Power, LLC - Mo views - 3 weeks ago

5-2023 LGBEMS Training Quarterly Reporting Module

KiPF Knowledge is Power, LLC = 1 wview = 9 days ago

hitps://youtube.com/playlist?list=PL9zQ343fcksE-RGeHIzDUa5DTcxaPhulX&si=-
cO0Boh304xJyv_NM
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For our visual learners we have created a YouTube video. Each video has its own topic. This is another great tool to have especially when you have someone new on your team you can refer them to the videos for an overview of each module.

I really love the way these have been created because you can go through each video on your time. If you are having problems importing your budget or using that function refer back to the video and try to problem, solve on your own. Sometimes the answer is in the video or the user guide. This may allow you to problem solve faster then waiting on a response from your budget analyst who may not be able to get back to you the same day. Remember if we cannot get back to you right away this does not exempt you from meeting deadlines. This is why we have provided different route of information so in the event you do run into a problem you have the tools to problem solve.


Terms you want 10 know

Accounting System: The methods
and records established to identify,
assemble, analyze, classify, record
and report financial fransactions in
order to provide accountability.

Appropriation: Legal authorization
granted by a legislative body to
make expenditures and to incur
obligations for specific purposes
within specified time and amount
limits.

Budget: A plan of financial
operation embodying an estimate
of proposed expenditures for a
given time period of a single fiscal
year and the proposed means of
financing them.

Deficit: The excess of expenditures

over revenues and cash resources
in a fund during a fiscal year.

Expenditures: Decreases in financial

resources to acquire goods and
services.

Fiscal Year (FY): Reporting period is

Calendar Year (CY): Reporting
period is from January 1 to
December 31.

from July 1 to June 30.

= b
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We want to share a few terms that we believe would be beneficial for you to familiarize yourself with, especially if you are new to the reporting process. Understanding these terms can really help make your day go a lot smoother when you’re trying to report.


Terms Continued

- Fund: A fiscal and accounting entity

with a self-balancing set of accounts to
accommodate all assets and liabilities
while conforming to designated
parameters.

General Ledger: An accounting record
containing the accounts needed to
reflect the financial position and the
results of operations. In double-entry
accounting, the debit balances equal
the credit balances.

Revenues: Amounts received from
taxes, appropriations and other fiscal
resources during the fiscal year. Not
included in the definition of “revenues”
are expenditure refunds, operating

transfers, and long-term debt proceeds.

Local Public Body: Every political

subdivision of the state which expends
public money from whatever sources
derived, including but limited any to
county, incorporated municipality, or
special district, land grants registered
with the New Mexico Secretary of State’s
Office. Also under the definition are
mutual domestic water associations, soil
and water conservation districts, water
and sanitation districts, watersheds,
draws, medical clinics, hospitals, hospital
districts, regional transportation districts,
flood control authorities, natural gas
associations, public improvement
districts, and regional housing authority
districts.
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The term 'revenue' as it applies to our reporting processes in the LGBMS system. Understanding this term better will help ensure that we accurately report and track your financial information when creating a budget and reporting.


MH\

i ”

KEY CONCEPTS FOR LGBMS

LGBMS is an online budget and reporting system and is NOT
meant to replicate any local entity’s accounting system.

LGBMS uses a general Chart of Accounts (COA) to collect
comparable data. The standard COA is NOT meant to match
any local entity’s COA line for line; therefore, a crosswalk must
be developed and maintained at the local level.

Special Districts will be able to create their own LGBMS
budget line-item template to help with the COA crosswalk.

Local entities will enter/upload ONE BUDGET that will be
reviewed and approved in TWO STAGES - Interim and Final.

Handy notifications exist for each of the 3 Modules — Budget,
Adjustment and Reporting.

All budget and reporting requirements are processed on
LGBMS
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As you continue to navigate your reporting responsibilities within the LGBMS framework, I wanted to highlight some key points to ensure you are all aligned and prepared for the upcoming reporting cycles.

1. **Understanding LGBMS**: Please remember that LGBMS is not an accounting system; it is a reporting system. We need to focus on the accuracy and clarity of the information you are providing.

2. **Chart of Accounts (COA)**: Use the best description from the available general descriptions for the detail line when reporting. This will help enhance the clarity of your reports.

3. **Creating a Crosswalk**: It is highly beneficial for you all to create a crosswalk. This document should outline how your internal COA translates to the standard COA, serving as vital documentation for your audits. Ensuring consistency in data across all LGBMS modules is essential.

4. **Budget Approval Process**: At the beginning of each reporting cycle, remember that there are two stages to getting an approved budget: the interim budget and the final budget. Both stages must be submitted for review and approval by the Department of Finance and Administration (DFA).

5. **Utilizing Notifications**: Take advantage of the notifications embedded in the LGBMS system. These notifications can alert you if you are out of balance, exceeding budget authority, or if any supporting documentation is missing. This feature is designed to alleviate some of the stress associated with reporting.

6. **Maximize Available Tools**: Familiarize yourself with the user guide, YouTube videos, and the website to set yourself up for success. Please note that not being aware of deadlines, updates, or emails does not exempt you from meeting reporting requirements on time.

7. **Legal Requirement**: Lastly, do remember that we are required by law to report our budget through LGBMS.

Let’s all be proactive and ensure our compliance with these important guidelines. 


Department of Finance
and Administration
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Thank you all for your participation in today’s presentation. It has been a pleasure spending this time with you.  

Any Questions?
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