
 

BRANCH CAMPUS  
FISCAL YEAR-END REPORT OF ACTUALS 

NMHED and the Office of Planning, Budget & Analysis Checklists  
 

Date Issued/Rev:  7/20/2010 
 
General Description:  This procedure provides Branch Campus personnel with a checklist for use in preparing the New Mexico Higher Education 
Department (NMHED) Report of Actuals document. It also details what data and Exhibits are reviewed by the Office of Planning, Budget and Analysis 
(OPBA) and includes instructions for what to submit to NMHED.    
 
Responsible Manager: Office of Planning, Budget and Analysis (OPBA) 
    
 
 

 
 

Checklist for Branch Campuses when preparing the Fiscal Year-End Report of Actuals document 

1. Use the Hyperion Branch Campus Fiscal Year-End Report of Actuals-Detail to export data to an Excel file. (See instructions for running this report on 
the OPBA web page, SOP’s tab, Branch Reporting section).  

 
2. Sort the data in the Excel file as needed to prepare each schedule. 
 
3. Input amounts from the Excel file into the appropriate Actuals Columns on all schedules in the Report of Actuals document. 

 

• FTE information is not in the Hyperion Report and will be provided by the OPBA when the information becomes available. 

• When preparing the Report of Actuals document, the information on the following pages should be used as a checklist to ensure the accuracy 

of the Report that will be submitted to the NM Higher Education Department. 
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4. Operating & Revised Budget Columns 

 The Operating & Revised Budget Columns must be the same as what was submitted to the NMHED on the May 1 document. There should be no 
changes to the amounts in these columns for the Report of Actuals submission. 

 
 In this example, the Operating & Revised Budget Columns are referred to as the Approved & Adjusted Budgets. 

 
  
 

 

2008-09 Report of Actuals 2008-09 May Document Input column 
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5.   Revenues 

 State Appropriations need to equal exactly what was received. 

 Reimbursed Expenses (06XX account codes) should be classified as a reduction to Expenditures and NOT as Revenue. 

 Verify that the revenue sources reported in your various Exhibits equal the revenue sources reported in Exhibit a. 
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. 

 Revenue totals by Exhibit on Exhibit a equal total Revenues on each Exhibit’s summary page. 

 

 Total Revenues on Exhibit 1 equal Grand Total Current Funds Revenue by Exhibit on Exhibit a

 Total Revenues by Exhibit on Exhibit a equal Total Revenues by Exhibit on Exhibit 1.  
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Ending Balances from the previous fiscal year. 

 For the Restricted Columns, the Beginning Balances must be zero. 

6.  Beginning Balances 

 The Beginning Balances for the current fiscal year should equal the 
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 Grand Total Available equals Total Expenditures, Total Transfers and Total Ending Balances. 

 

7.   Total Available 
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8

 Reimbursed Expenses (06XX account codes) should be classified as a reduction to Expenditures. 

. Expenditures 

 Expenditures totals on Exhibit 1 should tie to total Expenditures on each Exhibit. 
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9. 
it 1A. 

t Unrestricted Funds on Exhibit 1A. 

 Grand Total Net Transfers on Exhibit 1A must equal zero. 

Transfers 

 Transfer totals summarized for each exhibit and listed on Exhibit 1 should match totals on Exhib

 Total Net Transfers equals Net Transfers (From)/To Curren

 
 Note: You can add and delete rows on Exhibit 1A 

to accommodate your specific detail of transfers 

Net Transfers (From)/To Current Unrestricted 
equals Total Net Transfer on Exhibit 1 

Grand Total Net Transfers MUST equal Zero  
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1
s less Expenditures plus Transfers (for each exhibit and total). 

 For the Restricted Columns, the Ending Balances must be zero. 

0. Ending Balances 

 Ending Balances should equal Revenues plus Beginning Balance
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 the OPBA    

12. Pre  to submit to the OPBA 

-20 (Summary Pages) 

e. Exhibit a 

 

Ex
cument from current year 

each Exhibit 

 ran

Ex
t Unrestricted Funds on Exhibit 1A  

 ra

Ex
 Grand Total Current Funds Revenue on Exhibit a equal Total Revenues on Exhibit 1  

11. Follow the deadlines listed in the memo from

liminary Exhibits

a. Exhibit 1 

b. Exhibit 1A 

c. Exhibit 2 

d. Exhibits 15

 

 
Items reviewed by the Office of Planning, Budget and Analysis   

hibit 1 
 No changes from approved Operating and Revised Budget Columns on the May do

 Beginning Balances equal the balances in the 19xx account codes 

 Beginning Balances equal Ending Balances from the previous year 

 Restricted Funds Columns DO NOT have Beginning Balances or Ending Balances 

 Ending Balances equal Revenues plus Beginning Balances less Expenditures plus Transfers 

 Revenues, Beginning Balances, Transfers and Expenditures totals equal the total category on 

 Reimbursed Expenses (06xx account codes) are reclassified as a reduction to Expenditures 

G d Total Available equals Total Expenditures, Total Transfers and Total Ending Balances  

hibit 1A  

 

 Total Net Transfers per Exhibit 1 equal Net Transfers (From)/To Curren

T nsfer totals summarized for each Exhibit equal totals on Exhibit 1A 

hibit a 

 



Bran h c Campus Fiscal Year-End Report of Actuals Checklist   
  

 11 

1 cial Services 

2. Copy Main Campus OPBA on the electronic NMHED submission (Dee Dee Romero dpromero@unm.edu

 

  
Submit the final NMHED Report of Actuals electronic copy via email to NMHED on the due date of September 15th (not before). Fin. an
audit entries may need to be included and can occur up until September 14, therefore last minute changes may need to be made. 

 
 and your OPBA contact person). 

 
3.   Su

les) 

ot mandatory to include but preferred) 
 Exhibit e 

4. Follow any instructions received from NMHED concerning the processing and/or submitting of the Report of Actuals document. 

                                                                   * * * E N D * * * 

Checklist for the Fiscal Year-End Report of Actuals submission to NMHED 

 bmit the following 
• Exhibit 1 

Exhibits: 

• Exhibit 2 
• Exhibit 1A 

• Exhibits 15-20 (includes the supporting A schedu

• Exhibit c 

• Exhibit a 
• Exhibit b 

• Exhibit d (n
•
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