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General Description: This SOP provides instructions for reviewing and completing the Restricted Excel 
template.  The Restricted Excel template is submitted to the Office of Planning, Budget, and Analysis 
(OPBA) for review and to create the revised budget phase in the May 1 State Format report. Branches 
must project their end-of-year actuals as of June 30, 20XX, based on period 06.  Branches will prepare 
projected actuals for the current fiscal year and a projected budget for the next fiscal year. Any 
necessary changes to the original budget that increase or decrease expenditure authority must be 
reported on the NMHED Budget Adjustment Request (BAR).   
        

 
 
 
Review the current approved Restricted Original Budget (last column to the right on the May 1ST 
document submitted to NMHED) and confirm it matches the Restricted Original Budget column C in the 
Restricted Excel template.  

 
 
 
 
 
 
 

 
OPBA will provide the P06 data under the ‘Projections’ tab. This includes projected data by program, 
calculated by doubling the numbers to produce a rough estimate for the year. OPBA will estimate the 
data in column E using the projections data to help the branches get started. However, branches can 
use their own methods and make any changes they deem necessary for their end-of-year activities. 
Branches must ensure that their revised budgets (column E) provide sufficient budget authority to cover 
expenditures through the end of the fiscal year. Use all-green tabs and the green sections of those tabs 
for data entry. The rest is formula-driven and locked. The FTE is not included in the data provided by 
OPBA; the department must calculate and enter the FTE as applicable for the Revised (column E) and 
Proposed Original Budget (column G). Budgets are always entered in whole dollars. OPBA will reclassify 

Step 1. Review the current Restricted Original Budget in the Excel template  

Step 2. Projected End of Year activity (Revised Column)    
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the work-study expenses from the Main Campus Student Aid exhibit to the Branch exhibits where the 
work-study employees worked. These sections of the template are locked.  
 
Note: All Federal and State work-study, and student salaries FTE are calculated based on the latest 
total amount in the Academic Affairs budget guidelines. No need to enter any data.    

 

 
 

 
 
 
 
  
      OPBA will copy either the Original Budget (column C) or the Revised Budget (column E) into the proposed 

Original Budget (Column G) to get started in each tab, depending on which budget seems more 
appropriate for the upcoming year. However, the Branches must review it and adjust all green tabs and 
the green sections of those tabs as needed if they are aware of any other changes that should be reflected. 
The Total Ending Balances in columns C, E, and G of the ‘Exh 1 Restr Summary’ tab must equal zero.  

 

Step 3. Proposed Restricted Next Fiscal Year Original Budget 
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Branches must review the 1A Exhibit Excel file sent by OPBA. If an expected transfer is missing, notify 
OPBA immediately to request an adjustment. Any data entered in the 1A Exhibit file must also be 
entered in the green transfer section of the corresponding exhibit tab in the restricted template. Once 
the review is complete, return the file to OPBA.  

 

Step 4. Transfers   
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After OPBA receives confirmation from the branches that the data in the Excel template is correct, they 
will upload the data to the WebFocus system. OPBA will notify the branches when they can run the 
HED May 1 State Format. Branches must verify that the May 1 report matches the restricted Excel 
template. Notify OPBA immediately if discrepancies are found.  
 

 
  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Final Step. Verifying data in the May 1 report  
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