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BUDGET & ANALYSIS

1A Transfer Worksheet Verification — SOP

A 1A transfer worksheet is required for the following budget cycle processes: Budget Build, Mid-year
projections, and Report of Actuals. This worksheet is needed to report and verify transfers to and from
the Branch Campuses.

Mid-Year Projection and HED BAR Adjustment (Revised column)

In April, we begin the final revisions to our HED Budget as well as submitting a New Budget for the
upcoming fiscal year. During this time, final Mid-year projections are used to determine revisions, while
the upcoming budget is defined by elements from prior years and any new Legislative funding provided
to UNM and its Branch campuses.

A four-way match between Banner, the UNM NMHED Report, the HED BAR Document, and the 1A
Transfer Schedule is required.

1. How to Pull Banner to Review Transfers
a. In MyReports, pull FOROLDS — Operating Ledger Detail and Summary
b. Inthe drop-down, select “Fund Type Level 2”, click the “search” box, and select your
Branch from the “search results” box/field.

MyReports ¥

myreports.unm.edu
FOROLDS - Operating Ledger Detail and Summary Report

IFL‘.\'D TypE LEVEL 2 v ﬂ

ENTER FUND TYPE LEVEL 2:
USE * TO WILDCARD ENTRIES, POSSIBLE VALUES ARE 02 THRU 07, 12 THRU 17, AND 6*, 7%, 8* OR A*

|* | —l‘—* SEARCH ‘ ‘ ResET SELECTIONS

SEARCH RESULTS REPORT SELECTIONS

[01][01 - CU Institution Fund Type Level 2: 04
3os-cumsc |
04~ CUGallup

REPORT RANGE CALENDAR YEAR
SINGLE MONTH v Prior Month Vl |Prior Month's Calendar Year v
RePORT TYPE

SELECT REPORT OUTPUT TYPE
_ - LU -
él] ®HTML X_] DExcer @H OPDF X_] O Raw Data

Run Now SCHEDULE REPORT REeseT Form

(=] (=]

c. Return to the drop-down menu, select “Fund” and “Level 1,” and click the “search”
box.
d. From the ‘search results’ box, select each exhibit used by your branch, e.g., “4U1 -
1&G, 4U2- Research.”
. Report Range: Fiscal Year to Date
f. Report Type: Summary
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g. Group By: Level 1

h. Thru Ending Period: Current Month/Current Months Calendar Year
i. Report Output Type: Excel

j- Run the Report

MyReports ¥

myreports.unm.edu
FOROLDS - Operating Ledger Detail and Summary Report
[Foxp v] [Lever1 v|

ENTER FUND LEVEL 1. CASE DOES NOT MATTER.
USE * TO WILDCARD ENTRIES: * FOR ALL FUND LEVEL 1. FUND LEVEL 1 As *FED, 3R*, OR 2*.

|* I —"-' SEARCH l | RESET SELECTIONS ’

SEARCH RESULTS REPORT SELECTIONS

-~ Fund Level 1: 4U1 4U2 4U3 4US
Fund Type Level 2: 04

[4U1 - GU Instruction and General
[4U2 4U2 - GU Research

[4u3  ][4U3 - GU Public Service

- GU Other

[5EFQ - LE QI Foundation

REPORT RANGE THRU ENDING PERIOD CALENDAR YEAR
|FISCAJ. YEAR 1O DAt Vl Current Month V| ICurrent Month's Calendar Ye: v

REPORT TYPE

ISL‘MMARY v|
GRoup By
Fond Level 1 TV l
Fund Level 2
Fiad Level3 SELECT REPORT OUTPUT TYPE
b_] OHTML @ O PDF X_] ORaw Data
Run Now SCHEDULE REPORT RESET FORM

2. In MyReports, Switch to the NMHED Reports Portal

¥ Budget Monitor

¥ CULLS Financials

# Developer Tools

¥ Harwood Financials
¥ HED Regents Reporis
¥ HED Reserves Reparts
¥ MyReportsPortal

) MySpend Portal

¥ OPBA Budget Support
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Select your Campus

Report output should be Excel
f.  Run the Report

/[ THE UNIVERSITY OF

Select the applicable Exhibits for your Campus
Ensure the Fiscal Year, Fiscal Period, and Budget Phase have the correct selections.

NEW MEXICO r Please Select _— 8
HED Report of Actuals Report Structure e
Column 1 Column 2 Column 3
1 2
Eiscal Year : v v v
(2024 ] (2024 ] [2024 ] 3 " 5 - 5 s 5
Fiscal Period : [14 v 4 v 1 ~] w, HE 8 BE U
1029 112% 1228 1329 1428
BudgetPhase : |Original v|  [Revised v]  [Actals v
T - ) 158 18 w8 138 198 228 218
1628 178 2128
A BEG
SRR N
&2 %
1 2 i [ Report Output
Check ROA Data Availability EPort Outpy : .
for your Campus...Click here. 8] O @ Oror X] @i g Osc rion

Once in the NMHED Portal, select the “HED Report of Actuals Report Structure”

3. Next, open the BAR Excel File completed by the branch to verify the transfers area in the

revised budget column

Also, open the 1A Schedule Excel file for your branch sent by the Budget Office

5. First, compare the BAR Unrestricted and Restricted Excel File with the NMHED Report of
Actuals Report (ROA). The ROA Report should pull from Banner, so if there is an issue, then
the ROA report could be pulling something in error or missing something in error.

Verify that Preliminary BAR total revenues, expenses, and transfers match with ROA Report

Exhibit 1 totals. The exact process needs to be done for the Restricted and Unrestricted side.

NEW MEXICO HIGHER EDUCATION DEPARTMENT
BUDGET ADJUSTMENT REQUEST

INSTITUTION University of New Mexico-Taos P24 6 Original Revised Original
7 Budget 2024 Budget 2024 Budget 2025
|Adjustment to Fund: Restricted Request# 1 8
Current INCREASE 9
Approved Budget (DECREASE) Revised Budget
10 |Revenues Instruction and General 9,914,818 53,648 10,045,783 147,800 10,749,857 147,800
11 Student Social and Cultural Ex 15 55,000 0 57,500 0 55,000 [
IREVENUES 12| Research Ex 16 ) 101,150 0 31,05||«—— o 100,000
Instruction and General 53,648 94152 147,800 13 Public Service Ex 17 365,000 | 4,585,980 440,000 | 4,674,692 | | *—390,000 5,025,000
Student Social & Cultural Activities 0 14 Student Aid Ex 19 0 [ 5,000 0 0 [
Research 101,150 (1,150) 100,000 15 [ Awiiaries £x 20 40,000 ) 40,000 [) 40,000 )
Eublic Sevics 4282200 439,020 22000 16  Subtotal Current Funds 10,374,818 | 4,740,778 | 10,588,283 | 4,853,527 | | 11,234,857 | 5,272,800
Internal Service Dept. 0
Student Financial Aid 0 17 |TOTAL Revenues 10,374,818 | 4,740,778 ,588,283 | 4,853,527 1,234,857 | 5,272,800
Auriliary Enterprises 0 18  Beginning Balance Instruction and General 4,837,955 ) 7,497,143 [ 5,309,715 [
Athletics 0 19| student Social and Cutural Ex 15 111,269 0 76,609 0 76,609 0
Independent Operations 0 20 Research Ex 16 0 0 0 0 0 0
Subtotal Current Funds 4,740,778 532,022 5,272,800 21 Public Service £x 17 688,333 0 878,240 0 669,366 0
Capital Outlay 0 22 Student Aid Ex 19 334,992 ) 384,932 [ 384,932 [
Rgiowsls & Ropiacements 9 23 [Ausdiaries £x 20 88,138 ) 89,298 o 89,298 0
Reframent of 9 24 Subtotal Current Funds 6,060,687 o| 8926222 o| 6,529,920 0
Subtotal Plant Funds 0 0 0
ITOTAL REVENUES 4,740,778 \/ 532,022 5,272,800 25 TOTAL Beginning Balance 6,060,687 0] 8,926,222 0| 6,529,920 0
| 26 Total Available [Inshhﬂlm and General 14,752,773 53,648 17,542,926 147,800 16,059,572 147,800
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Instruction and General

Student Social & Cultural Activities
Research

Public Service

Internal Service Dept

Student Financial Aid

Auriliary Enterprises

Athletics

Independent Operations

53,648

101,150
4,585,980

94,152

(1,150
439,020

147,800

100,000
5,025,000

Subtotal Current Funds
Capital Outiay
Renewals & Replacements
Retirement of Indebtedness

4740778

5,272,800

Subtotal Plant Funds

0

Instruction and General
Student Social & Cultural Activities
Research
Public Senvice
Internal Sevice Dept.
Student Financial Aid
Awiiary Enterprises
Athletics
Independent Operations
Subtotal Current Funds
Capital Outlay
Renewals & Replacements
Retirement of Indebtedness

0
4,740,778 rail

0
0
0
0
532,022
0
0
0
0
2

532,02

)

5,272,800

N

Subtotal Plant Funds

x
g
ololccooleccoocococcoe

7. Once confirmed or corrected. Compare the NMHED ROA Report with the 1A Transfer

each restricted and unrestricted exhibit. If a transfer is missing or does not tie, work with

Natalia Koup to make the correction.

I A B (1) E F H
43| Budget 2024 Budget 2024 Budget 2025
44
45| Restricted Restricted Restricted
46 Expenditures Instruction and General 9680544 53648 9707759 | 147.800|| 10,378,081 147,800
47 stucent Social and Cuitural Ex 15 55,000] 0 66,500 0 55,000 [
48 Research Ex 16 —DH 101,150 [ 100,000 0 100,000
49 Public Service Ex 17 365,000)| 4,585,980 639,874 | 5,025,000 390,000 | 5,025,000
50 [Student Aid Ex 19 84,145| 0 89,145 0 84,145 [
51 [ Auncaries £x 20 40,000] [ 40,000 o 40,000 o
52 'Subtotal Current Funds 10,224,689|| 4,740,778 | | 10,543,278 | 5,272,800 },947,106 5,272,800
53 [TOTAL 10,224,689/ | 4,740,778 \4,543,178 5,272,800 /10,947,206 | 5,272,800
54 [Transters Instruction and General (234,274 [ (2,525,452) o (371,796) o
55 | [Student Social and Cultural Ex 15 0| 0 «;,T' 0 [ 0
56 | Research £x 16 o o o  esosft— o 0
57 Public Service Ex 17 q [ 9,000) 350,308 0 [
58 [Student Aid Ex 19 84,145| 0 84,145 0 84,145 0
59 Subtotal Current Funds (150,129 0| (2,441,307)| 419,273 || (287.651) 0
60 TOTAL Transfers (150,129 0 V(2,441,307)| 419,273 X (287,651) 0
61 |Ending Balance Instruction and General 4,837,955| 0 5,309,715 [ 5,309,715 [
62 Student Social and Cuitural Ex 15 111,269 0 76,609 ° 76,609 )
63 Research Ex 16 of 0 [ ) [ 0
64 Public Service Ex 17 688,333 0 669,366 0 669,366 [
65 [Student Aid Ex 19 334,992) ° 384,932 [ 384,932 [
66 | | Auxitaries Ex 20 88,138| 0 89,298 o 89,298 0
67 |Subtotal Current Funds 6,060,687 | 0 6,529,920 o 6,529,920 0
68 TOTAL Ending Balance 6,060,687 | 0| 6,529,920 0| 6,529,920 0
69 Balances i 16,435, 4,740,778 ‘/19,514,505 4,853,527 17,764,777 272,800
n
Document. Ensure all three column totals in Exhibit 1 of the 1A transfer match the total for
| B AT 1 B C D E E_| G 1 H
41 |Exhibit 1. - UNM TAOS Campus
42 |summary of Current and Plant Funds
43 Original Revised
44 Budget 2024 Budget 2024 Actuals 2024
45 PERIOD 14 PERIOD 14 PERIOD 14
46
47 Restricted Restricted Restricted
48 |expenditures Instruction and General 9,680,544 53,648 9,707,759 147,800 8,131,860.88 127,506.00
49| tudent Social and Cultural Ex 15 55,000 0 66,500 0 62,945.56 00
50 Research £x 16 ) 101,150 [} 100,000 .00 88,439.00
51 putiic service Ex 17 365,000 | 4,585,980 639,874 | 5,025,000 572,909.92 | 4,708,440.00
52 student Aig Ex 19 84,145 o 89,145 [) 48,277.34 00
53  udaries Ex 20 40,000 0 40,000 0 52,244.59 .00
54 subtotal Current Funds 10,224,689 | 4,740,778 10,543,278 | 5,272,800 |  8,868,238.29 | 4,924,385.00
55 |TOTAL Expenditures 10,224,689 | 4,740,778 10,543,278 | 5,272,800 |  8,868,238.29 | 4,924,
56 [Transters Instruction and General (234,274) 0 (2,525,452) o] (@585,452.31) .00
57 tucent Social and Cutural Ex 15 0 o 9,000 0 9,000.00 .00
58 Research £x 16 0 o o 68,965 ) 63,965.00
59| Pubiic Service Ex 17 [ o (9,000) 350,308 (9,000.00)  350,308.00
60 student Aid Ex 19 84,145 o 84,145 [} 3,255.75 00
61 |subtotal Current Funds (150,129)| 0 (2,441,307) 419,273 [ @,502,196.56)|  419,273.00
62 |ToTAL Transters (150,129)| 0 @,441,307) 419,273 | @,502,196.5)|  419,273.00
63 |ending Balance Instruction and General 4,837,955 0 5,309,715 o|  7,508449.94 .00
64 tudent Social and Cuitural Ex 15 111,269 0 76,609 [ 74,845.86 00
65 Research Ex 16 0 0 0 0 00 00
66 Pubiic Service Ex 17 688,333 0 669,366 0 704,602.25 00
67 | tudent Aid Ex 19 334,992 ° 384,932 0 434,582.45 00
68  Awtaries £x 20 83,138 ) 89,298 0 67,689.97 00
69  subtotal Current Funds 6,060,687 (] 6,529,920 (] 8,790,170.47 .00
70 |TOTAL Ending Balance 6,060,687 0 6,529,920 of 879017047 00
[Total Expenditures, Transfersand |
54 subtotal Current Funds ' 10,224,689 | 4,740,778 10,543,278 | 5,272,800  8,868,238.29 | 4,924,385.00
55 | TOTAL Expenditures 10,224,689 | 4,740,778 10,543,278 | 5,272,800  8,868,238.29 | 4924,385.00
56 |Transters instruction and General (234,274) 0 (2,525,452) o| @sss45231) 00
57 Student Social and Cultural Ex 15 0 0 9,000 0 9,000.00 00
58 Research £x 16 [} ] 0 [—p 68,965 00 | —y.68,965.00
59 Public Service Ex 17 0 0 (9,000)[—p 350,308 (9,000.00)| _y, 350,308.00
60 Student Aid Ex 19 84,145 0 84,145 0 83,255.75 00
61 |subtotal Current Funds (150,129) 0 @,441,307) 419,273 @s02,196.56)  419,273.00

A 8 c D E F G H
I
i Exhibit 1a - UNM Taos Campus - Detail of Transfers
Original Budget  Revised Budget Actuals
i FY2024 Y2024 Y2024
1 | A_TOTAL T0 (FROM) INSTRUCTION & GEN [ @aza) | (2525452 | (2585452
[}
1| NON-MANDATORY TRANSFERS:
2| STUDENT SOCIAL CULTURAL [ (] 0
3| puBLICSERVICE (] [ 0
4 INTERNAL SERVICES (] (] 0
5| STUDENT AID GRANTS AND STIPENDS o ] 0
6|  AuxiLARiEs 0 [ 0
7] MAIN CAMPUS - INSTRUCTION & GENERAL [ [ 0
8|  PLANT FUND MINOR/MAIOR ) (2,187,428) (2,247,428)
9| RENEWAUREPLACEMENT (79,998) (79,998) (79,998)
0| RENEWAL/REPLACEMENT - ONE TIME o [ )
1) RESTRICTED 186G [ [ (]
2| RESTRICTED PUBLIC SERVICE [ (35,400) (35,200)
3| RESTRICTED RESEARCH [) (68,965) (68,965)
4| RESTRICTED STUDENT AID (] [ )
5| ENDOWMENTS ] [ 0
6 HEALTH SCIENCE - INSTRUCTION & GENERAL ] 615 615
7| AGENCYFUND (] [} 0
8| TOTAL NON-MANDATORY TRANSFERS (79,998) (2371.176) (2.431.176)
9
0 REQUIRED TRANSFERS:
1] STUDENT AID GRANTS AND STIPENDS-3% (719,185) (79,145) (19,185)
2| RENEWAL/REPLACEMENT - BRER (44,998) (24,954) (44,994)
3| PLANTFUND MINOR - ERER (30,137) (30,137) (30,137)
4| TOTALREQUIRED TRANSFERS (154.276) (154,276) (154,276)
68.TOTAL TO (FROM) STUDENT SOCIAL CULTURAL (Exh 15) 0 9,000 9,000
TEG T T T
8| PUBLICSERVICE 9,000 2,000
9 RENEWAL & REPLACEMENT (] [ 0
0
1]
2 |C. TOTALTO (FROM) RESEARCH (Exh 16) 0 o 0
3
A
5 |D.TOTAL TO (FROM) PUBLIC SERVICE (Exh 17) 0 (9,000) (9,000)
[ [ 0
7. STUDENT SOCIAL CULTURAL = o 19,0001 19,0001
. TOTAL TO (FROM) RESTRICTED RESEARCH 0 | —» 6895 |, 6895
L A — 0 68,965 68,965
0. TOTAL TO (FROM) RESTRICTED PUBLIC SERVICE 0 |—p 350308 | 350308
R — 35,800 35,400
MAIN CAMPUS RESTRICTED FUND 314,908 314,908
P.TOTALTO (F T v 0 0 o
W TOTAN TO (EROMA HEAITH SAENI C1IRRENT ELIND a wan wan
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8. Finally, compare the May 1 State Format Report with the Final BAR Excel file. Repeat the exact
process in step b.i. Does each transfer and budget tie? If not, work with Araceli to make

corrections or updates as needed.
Budget Build (New Original column)

In April, a New Budget for the upcoming fiscal year is to be entered into the Budget Planning system, to
include elements from prior years and any new Legislative funding provided to UNM and its Branch
campuses.

The Budget Planner, the HED May 1 State Format Report, and the 1A Transfer Schedule must match
three ways.

1. How to Pull Budget Planner Reports:

Under the Budget Reports Menu, select “Budget Transfers/Allocation Reports
Input the current Budget Period

Input the “ADOPTD” Budget Phase

Input and select the level 3 org for your Campus

Select the Fund Type Level 1 and input and select 1&G (ie: 4U1 - I1&G)

Run via Excel

oD oo T o

UNMAZ myUNM Directory Help~ more - (NS

bRt vevviesics
_ Budget Planner Reports

A Home
Announcement: Welcome

Home | MainMenu | Budgeted Reports Menu  Log out

Budgeted Transfers/Allocations Report

Reports Parameter Page

Chart of Accounts | U

Budget

Budget Phase ADOP

Organization AGA - Gallup Branch

Fund Type Level 1

Fund Type Level 2

PDF | EXCEL

g. Run Each Exhibit, Fund Type Level 2 (exhibit) for each fund type for your Campus
2. Compare Transfers by Fund Type Level 2 with the 1A Transfer Report provided by OPBA.
a. If totals do not match, please work with Natalia Koup on adjustments needed

3. After the Budget Planner has been finalized and closed, Run the ‘HED May 1 State Format
Report’ for your Campus:
a. Oncein the NMHED Portal, select your Branch
b. Select all the applicable Exhibits
c. Report output should be Excel
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THE UNIVERSITY OF  Please Select

s
NEW MEXICO. Campus: |Taos >
I HED May 1 State Format Report Structure i =
L = Exhibits:
Column 1 Column 2 Column 3
) = 1 2
Fiscal Year: |2024 2024 v|  [2025
‘ = ‘ ! ‘ 2 3 4 5 6 78 & 9
BudgetiD: [HED24 ~| [HED24 ~] [HED2 ne
10 1 12 BE
Budger Phase: | Original v|  [Revised v]  [Osiginal ~] 10a8 1128 1228 1328 1428

158 168 7@ 188 0@ 208 n8
16a8 178 2128

AQ BE

Check HED Data Avaliability
for your Campus...Click here. - Report Output

10
-37"43\‘- 8] O B Oror X Se B Oscneseon F—

4. Compare the NMHED Report with the 1A Transfer Document. If a transfer is missing or not tied,
work with the Main Campus budget office on the correction.
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