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STATE APPROPRIATIONS

State Appropriations at UNM are funds received from the state for specific purposes. This funding
comes with a variety of guidelines, and is subject to laws that control how it is spent.

Not all State Appropriations funding has the same type of guidelines. Instruction and General (I &
G) appropriations are for education and the support of education. Other state appropriations are
for other, specific projects, and may have different guidelines.

As a general rule, state appropriations are considered Unrestricted funds. This means the
appropriation is not set up in the accounting system with a Fiscal Monitor. Even though the
appropriations are considered unrestricted for accounting purposes, there are restrictions placed
on the usage of the funds.

The Main & Branch Campus budgets include $221 million dollars in state appropriated funds for
fiscal year 2009-2010. On the HSC campus the amount of state appropriations for 2009-2010 is
$100 million dollars. Of this, $207 million is instructional and general funds on Main and Branch
Campuses, or 94% of the Main and Branch Campus Appropriation. On HSC, $62 million is
instructional and general, or about 62% of HSC Appropriations.

State Appropriations for Instructional and Instructional and
2009-2010 Fiscal Year General Portion General Percentage
Main Campus $201,000,000 $187,000,000 93%
Health Sciences Center | $100,000,000 $ 62,000,000 62%
Branch Campuses $ 20,000,000 $ 20,000,000 100%
Total UNM $321,000,000 $269,000,000 84%

The remaining Main and Branch Campus appropriation amounts, that are not Instructional and
General, represent 60 line items for the Main and Branch campuses, and 39 line items for HSC. Each
of these lines represents a program which must be tracked separately and reported on separately.

There are three types of state appropriations: recurring operating funds, non-recurring operating
funds, and capital funds. Contact the appropriate budget office for details on the type of
appropriation your program has. When you receive new appropriations, contact your respective
Budget Office (see Appendix Eight) for guidance on setting up the appropriation in Banner.

RECURRING VERSUS NON RECURRING FUNDS

As a general rule, the section of the general appropriation act where your appropriation resides
dictates if your appropriation is recurring or non-recurring. If your appropriation is non-recurring,
you may have only one year in which to spend the funds. Your budget office can assist you in
determining the length of time you have to spend your non-recurring appropriation.
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Be aware, even if your appropriation is a ‘recurring’ appropriation a future legislature could
eliminate your appropriation as one legislature cannot commit future legislatures to expenditures.
Additionally, the Governor in New Mexico has line-item appropriation veto authority. It is possible
for the legislature to fund an appropriation and the Governor to remove it via line-item veto.

REVERSION OF FUNDS

Sometimes the state will take back (revert) some of the money they have appropriated for you. The
guidelines on when this will happen are complex. These guidelines vary from year to year and are
different in different sections of the appropriations act. Sometimes the money that must be
returned to the state includes unspent funds, sometimes unencumbered funds. If you have specific
questions, please contact your Budget Office (see Appendix Eight).

BUDGETING ISSUES

Departments can help keep State Appropriations properly reported. A unique program code is
used for all state appropriations at the Health Sciences Center. If a department wishes to change
the indices for state appropriated programs, contact the appropriate budget office prior to any
modifications. The funds must stay in the correct program code when they are adjusted. Ideally,
the funds must also stay in the same index for the duration of the fiscal year.

When State appropriations are adjusted during legislative sessions, the budget office is the area
that tracks the changes. Upon the conclusion of the bill signing period and after the Higher
Education Department finalizes the compensation distribution, the budget office provides detailed
information to UNM Banking to ensure your indices receives the appropriate distribution from the
state.

Adjustments can include, but are not limited to: compensation increases, operating expense
increases, programmatic cuts, and elimination of the appropriation. Additionally, the legislature
will sometimes “sand” or “shave” appropriations. Sanding and shaving are across the board cuts in
all appropriations within the particular section of the appropriations act. Typically sandings are
small cuts. An example of a sanding is a .01% across the board reduction in appropriations. A
shaving is a large cut, such as a 5% across the board reduction in appropriations.

FACILITIES &ADMINISTRATIVE (F&A)

At this time, F&A expense is only assessed on HSC appropriations. Most new HSC state
appropriations are assessed 5% F&A. Generally, F&A is not assessed on flow through
appropriations that are legislatively mandated. For more specific information, contact your Budget
Office (see Appendix Eight).

F&A is not charged on Main Campus or Branch Campus state appropriations at the present time.



SPENDING STATE APPROPRIATIONS

State appropriations must be spent within the guidelines given by the state, often referred to as
legislative intent.

When spending state appropriations, be aware of the guidelines that came with the appropriation.
General State guidelines are found in Appendix Six.

COST SHARE

Generally Cost Share from state appropriations is not allowed. Cost Share expense may be
permissible if it agrees with the legislative intent of the appropriation. If Cost Share expense is
being contemplated, contact your Budget Office for more information. Cost Share expense is
unusual with State Appropriations funding.

SPENDING GUIDELINES

Some general accounting guidelines apply to State Appropriations spending. These are particularly
noteworthy:

e Alcohol cannot be charged to an index with State Appropriations funding.
e Lobbying costs cannot be charged to an index with State Appropriations funding.

PAYROLL FRINGES

State appropriations can be broken down as follows:

State Appropriations

1&G funding:
For Non-Self Supporting Instructional and General Units (or units with 1&G Pooled
revenue sources posted to account code 1640) use Pooled Fringe Benefits.
For Self Supporting Instructional and General Units (or units with revenue sources
posted to account codes 0720 or 0740) Fringe Benefits are budgeted and charged to
the same index as the labor expense.

Line Item Appropriations:
May be in any program code based on the purpose or intent (units with revenue
sources post to account codes 0720 or 0740) Fringe benefits are budgeted and
charged to the same index as the labor expense.

Most I&G fringe benefits are in the Non-Self Supporting 1&G category on both campuses. When an
employee is paid with these 1&G funds, the payroll fringe expense does not hit the same index as the
employee’s salary, but is expensed to a central pooled I1&G index.
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When an employee is paid with self supporting I&G funds, the payroll fringe expenses will be
directly charged to the index charged the salary expense.

On the rare occasions an [&G program receives a line item appropriation, the budget office requests
an estimated program budget. The fringe benefits necessary for the salary expenses are placed into
the pooled fringe benefit indices at HSC. Main campus line item appropriations that fall within &G
are treated as self-supporting programs, where the fringe benefits are expensed in the same index
as the labor expense.

When an employee is paid with a non I&G special line item appropriations, the payroll fringe
expense is budgeted and expensed to the same index as the employee’s salary.

Incentive compensation that is earned based upon clinical work must be paid out of clinical revenue
and cannot be paid out of state appropriations.

STATE REPORTING EXPLAINED

Programs which receive line item appropriations must provide programmatic data to the state.
This requirement has been in existence for several years. The requirements were increased as a
result of the Accountability in Government Act (AGA) passed by the 1999 Legislature. All programs
that receive line-item funding from the state must provide Performance indicator data.

This process is coordinated by the Higher Education Department (HED). Data must be updated
each year. HED provides forms for you to use that must be filled out if you wish your program to
receive continued funding.

Examples of these forms and related definitions are in Appendices One through Five.

In addition to the required yearly reporting, programs with state appropriated line items are
subject to additional review by the Legislative Finance Committee (LFC), Department of Finance
Administration (DFA), and HED. The reviews can be programmatic, financial, or both. They can
occur at any time and the format will vary.

The LFC has added performance auditors to their staff. They are doing more audits than they have
been able to do in the past. If your line item is selected for audit or review, you want the results to
be good.

FINANCIAL REPORTING ISSUES

UNM has set up their accounting system with the complex State reporting requirements in mind.
When the correct index is used, with the correct program and fund code having been assigned, the
reports required by the state are relatively easy to compile.



APPENDIX 1-PERFORMANCE REPORT INSTRUCTIONS

FY 09 PROGRAM PERFORMANCE REPORT INSTRUCTIONS

The following are instructions from the Higher Education Department (HED):
Please submit these reports to the HSC Budget Office by August 3, 2009.

Forms are provided in Word or Excel format.

FYQ9 Program Performance Report — Overview (Word Document)
FY09 Performance Measure Report

Performance Monitoring Plan

FTE Spreadsheet

** Please note some items have already been completed for you- or indicate that the
HSC Budget Office will complete them for you prior to submission to the HED.

YV V. V V

All Programs must have clearly defined missions, goals, objectives, performance measures,
and targets— measure related forms are provided in Excel form template and include:

» FYO09 Performance Measure Report
» Performance Monitoring Plan

Institutions are required to submit annual program performance reports on progress made in
meeting their target measures related to their goals and objectives as well as the timely
expenditure of funds. Understand that certain appropriations must be reverted to the General
Fund if not expended by the end of the specified fiscal year, unless indicated otherwise in the
appropriating legislative bill.

Report the founding year — the year the program was initiated - on the FY09 Program
Performance Report - Overview form. This information is essential as NMHED s in the
process of establishing a Program numbering system.

All Above mentioned Reports are to be submitted to the HSC Budget Office no later than
August 3, 2009, via email as electronic file(s) to ktpollard@salud.unm.edu saved as Excel
and Word documents, no later than August 3, 2009.

Questions? Contact Kenedi Pollard, via email ktpollard@salud.unm.edu or via phone 505-272-
2558, or Vanessa Hawker, via email vhawker@salud.unm.edu or via phone 505- 272- 2584.

HSC Sample Instruction Form. Dates subject to change per HED requirements.
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APPENDIX 2-PERFORMANCE MEASURE REPORT
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NEW MEXICO HIGHER EDUCATION DEPARTMENT
FY¥03 Parformance Measure Report

Program Code: B y-T T o0
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APPENDIX 3-PERFORMANCE MONITORING PLAN

NEW MEXICO HIGHER EDUCATION DEPARTMENT
FY09 Program Performance Report

Performance Monitoring Plan

Institution Name:

Frogram Name:

Frogram Code: | To be estabiished

Maasurefs):

Data Sources and Methodology:

1 MEASURE SCURCE: List and descrbe the data sourceis) for
the measure. |deniify who will maintain the source document,

2 RESPONSIBILITY: Describe who will be respensitls for data
collection, analysis, quality, and for reporting data.

3 METHODOLOGY: Cescribe the methodology used io caollect the
data.

< DATA COLLECTION FREQUEMCY: Describe the tme frame
for dats cofection and reporting (2.g.. e data will b2 collected
rmcnthly and reported fo NMHED annusy).

Data Validity:
1.  Es=plan the methodelogy used to determine validity and the
reason it was used.
2. Gtate the appropratensss of the measuring mstrurmeni in
relation to the purpose for which it is being used
Data Reliakilrty:

1. Ezplan the methodology used to determine refabdity and the
reason it was used.

2. Siate the reliability of the measure and the data colected for i
For example, describe the extent to which the measuring procedure
weids the same results on repeated tials, and whether data are
complete, sufficient, and errar fres.

3 Describe any bnitations or shormzomings of e data

Source gocwment (refonmatind) | Altachmenr F of DFA Wemo fssoed o Joly 2007 on Acooun ity in Qovermment A0
st.ome®a siaie nm wscmsi rixhudoeinmatas mbermy s /300 34733571 0-06-1 -2007-15-08-1 6, o




APPENDIX 4- PERFORMANCE REPORT OVERVIEW
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SEn g e

11.

13.

14.

Institution:
Program/Praoject Title:

Program Contact:

Funding is Recurring
ar Naon-Recurring:

Year Program was
formally created:
List any applicable
laws or statutes:

NEW MEXICO HIGHER EDUCATION DEPARTMENT
Research & Public Service Project (RPSP) and other Funding Requests

FY2009 PROGRAM PERFORMANCE REPORT - OVERVIEW

Please Provide One (1) Form for Each Funding Request

UNM Health Sciences Center 2. Phone &

E-mail contact:

i

List type of program (i.e. research, public
service, academic, athletic, other-specify):

Recurring B. If recurring - indicate for how long:

Flease provide the year in which this
program was first created — not the vear in
which it first received funding 10. Year of 1st line item appropriation:

Budget Office 1o Complete 12. Legislation that created the program:

Fecurring — Mo End

Budget Office to Complete

Budget Office to Complets

Institution's Mission:

« providing innovative, collaborative education;

enterprises.

Link to strategic Plan: http:fwensy. unm.edu/~unmstrat/

Cur mission is to provide added value to health care through leadership in:

« advancing the frontiers of science through research critical to the future of

State the institution’s mission and provide & link health care;
or attach a copy of the institution’s strategic « delivering health care services that are at the forefront of science; and
plan. « facilitating partnerships with public and private hiomedical and health

Program Mission - How is the program
consistent with the institution’s mission? How
iz it linked to the instifution’s strategic plan?




APPENDIX 5-HED DEFINITIONS
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NEW MEXICO HIGHER EDUCATION DEPARTMENT

Institutional Finance Division
DEFTNITIONS

Zoals are the zeneral ends toward which an instimtonprozram directs its efforts. A goal addresses issues by staning

GOALS policy intention. Goals are both qualitatve and quantfisble. but not quantfied. In a strategic plauning system
goals are ranked for prionity. Goals strerch and challenge an mstimton program but they are realisoc and
Ohjecoves are clear targets for specific actnon needed to mest the insnuton'program goal. More detailed than
OBJECTIVES goals, an objectve i achievable, maasurable, and sets the direction for swategies. A single goal mav be subdmided
into multple objecaves
Performance Measures are indicators of the work performed and the results achieved in an acawiny, process,
MEASURES orzamization of program. Performance measures can generally be divided into ontoome measures, onmpaf measures,
input measures, or efficlsncy measures.
INPUT [npuars are the resources that an instinanion uses fo produce sarvices, including hman, financial facility, or material
resources (g2 number of dollars expended or tons of matsrizls used)
Chatputs are the goods and services produced by an mstitoton (e.2 number of personnel trained by a vocational
OuUTPUT = :
education orgauization but without gualitative or cost inferences).
Cmatpar Measures are tools, or indicators, o count the services apd goods produced by an instimidon. The pumbers
OUTPUT MEASURES of people receiving a service, or the number of services daliverad, are often used as measures of output
Efficiency measures are indicators that messure the cost, umit cost or productvity associated with 8 given ontcome
EFFICIENCY — - d : :
O DUCPL.
OUTCOME Cmitcomes are the quantfied rasalts, or inpacts, of govermment zcton. Progress is assessed by comparing ontcoumes
Chmtcome measurss are foels, or indicators, to 2ssess the actual impact of an insttion’s actions. A outoome
OUTCOME MEASURES measnre is @ means for quannfied comparison between the actual result and the infended result.
The expectad level of performance of a program’s performance measures; a guantifiable or otherwise measurable
TARGET characteriztic that wells bow well 2 program nmst perform o accomplish a perfononance measure
Straregies are methods to achieve goals and objectves. Formmlated from zoals and objectves, a smategy is the
STRATEGY

means of wansforming mpuats inte outputs, and nlmoaely owtcomes with the best nse of resources




APPENDIX 6-STATE GUIDELINES

Financial Control Division C€Ntral Accounting System - White Paper

Revised: July 2002 For the latest information, see http://www.dfafcd.state.nm.us

Authority and the Propriety of Expenditures

Table of Contents
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DFA Section 6-5-6, NMSA, 1978, as amended, requires the New Mexico Department of Finance and Administration’s Financial Control
Division (FCD) to determine that all expenditures are for a purpose authorized by law. This white paper delineates the four criteria FCD uses
to make that determination.

Financial Control Division DFA

Introduction

The Financial Control Division of the Department of Finance and Administration must
determine that all expenditures are for a purpose authorized by law (Section 6-5-6, NMSA
1978). This white paper delineates the four criteria FCD uses to make that determination.

To simplify the information below, this paper uses the term “proper” to describe an expenditure
authorized by law. For the same reason, it uses “agency” to refer to state agencies,
departments, institutions, boards, bureaus, commissions and committees of the government of
the State of New Mexico.

Criteria for Determining the Propriety of an

Expenditure
1. Constitutional, Statutory, and Contractual Mission

This criterion mandates that an agency’s expenditures be consistent with the agency’s
mission. The State of New Mexico’s constitution and statutes, together with legally authorized
contractual commitments, define an agency’s mission. They do this by delineating the
agency’s functions, responsibilities, and duties.

For example, the Department of Finance and Administration’s mission includes financial
control. Section 6-5-2, NMSA, 1978, as amended, creates a division to carry out that mission
and describes the division’s functions, responsibilities, and duties as:

The financial control division of the state department of finance and administration shall
maintain a central system of state accounts, and shall devise, formulate, approve and
control the accounting methods and procedures of all state agencies.
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White Paper 2 Authority and Propriety of Expenditures Financial Control Division DFA

Given this mission, if the division were to publish accounting procedure manuals to distribute
to agencies, the expenditure would be “proper.” On the other hand, expenditures to build a
highway would not be.

In addition to the legislation that creates an agency, other legislation can contribute to the
definition of an agency’s mission. For example, an appropriation act can include a provision
that adds to an agency’s mission. Using the same example above, if the Department of
Finance and Administration were to receive an appropriation to build a highway, its mission, to
the extent of the appropriation, would include building a highway.

Contractual agreements, if authorized by law, can also contribute to the definition of an
agency’s mission. Grants from private organizations are one example.

2. Public Benefit and Purpose

This criterion requires expenditures to contribute to an agency achieving its constitutional,
statutory, or contractual mission. Expenditures can contribute in two ways: 1) by serving a
“public purpose,” and 2) by providing a “public benefit.”

If expenditures aid or promote progress towards an agency achieving its constitutional, statutory,
or contractual mission, the expenditures are for a public purpose. If expenditures result in an
agency achieving that mission (either in whole or in part), the expenditures provide a public
benefit.

For example, if the mission of an agency includes providing social worker services to the needy,
expenditures to recruit a social worker are for a public purpose—they aid the agency’s progress
toward achieving its mission. On the other hand, expenditures for a social worker’s salary would
provide a benefit—they result in the agency achieving its mission.

Expenditures must always be for a public purpose. Expenditures may or may not provide a
public benefit. However, if they do not provide a public benefit, FCD may require an agency to
document in writing why the expenditures are necessary (see “necessity” criteria below).

Furthermore, if the public purpose, public benefit, or both are not clear to FCD, FCD may
require an agency to provide written clarification. It will use this clarification to make a final
decision on whether to approve the expenditure.

However, if FCD concludes that an expenditure, by its very nature, does not provide a public
purpose or benefit, FCD will not seek clarification and will simply disapprove the expenditure.
Examples of this type of expenditure include reimbursement of an employee for alcoholic
beverages the employee has consumed,

13



White Paper 3 Authority and Propriety of Expenditures Financial Control Division DFA
or the cost of items (pictures of the employee, gifts, etc.) that will be used to promote
(advertise) the employee.

3. Necessity

This criterion focuses on making the best choice between options. When different means of
achieving a mission exist, this criterion requires an agency to choose the means that will still
provide, or contribute to providing, the public benefit desired but will do so for the least amount
of expenditure possible.

For example, Agency X can either rent a training facility at a hotel for a cost of $2,000 or use a
training facility owned by the State for the cost of a $25 cleaning fee. Assuming the Agency can
provide the training effectively at either site, this criterion requires Agency X to use the facility
costing $25.

4. Appropriation, Budget, and Available Resources

This criterion requires that the purpose of expenditures be consistent with their related
appropriation, that total expenditures be within the budget established by law, and that the
budget established by law be supported by actual resources, including cash.

Appropriation:

An “appropriation” from the Legislature is the authority for an agency to make expenditures for a
given purpose. Depending on an agency’s statutory mission, this purpose usually falls within one
of the following broad categories:

© Legislative

© Judicial

© General control

© Regulation, licensing and economic development
@ Culture, recreation and natural resources
© Health and human resources

© Public Safety

© Transportation and Highways

© Education

© Higher Education

© Public School Support

The purpose of expenditures must be for the purpose intended by the appropriation. For
example, an appropriation made for the purpose of transportation and highways should not be
expended on health and human services. In addition to the broad categories above, the
Legislature usually divides the purpose of appropriations into the following appropriation units:

© Personal Services and Employee Benefits

14



White Paper 4 Authority and Propriety of Expenditures Financial Control Division DFA
© Contractual Services
© Other

When the Legislature provides an appropriation to an agency, unless specifically stated
otherwise in the appropriation act, the purpose intended by the appropriation is the
constitutional and statutory mission of the agency. If the Legislature restricts the appropriation
to the appropriation units listed above, the purpose of the appropriation is also defined by the
amount the legislature allocates to those units.

Under this criterion, contractual commitments must be consistent with the authority given an
agency by law. There are no exceptions.

Budget and Available Resources:

Budget is the bridge between appropriations and resources. The existence of a budget helps
ensure that appropriations are supported by resources (i.e., by cash and earned revenue.)
Section 6-3-7, NMSA, 1978 prohibits an agency from making expenditures that are not
authorized by an approved budget.

This criterion requires an agency to stay within its budget when making expenditures. In
addition, it requires an agency to request a Budget Adjustment Request and reduce its budget
if the agency’s projected revenues are not meeting projections.

Conclusion
Unless a proposed expenditure meets all of the four criteria above, it should not be incurred.
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APPENDIX 7-PROVIDING MEALS

Financial Control Division Central Accounting System

White Paper

Published: July 12, 2002 For the latest information, see http://www.dfafcd.state.nm.us
Providing Meals and State Owned Vehicles

To Employees
Table of Contents

DFA This white paper is a product of the New Mexico Department of Finance
and Administration’s Financial Control Division. It is a “key” for understanding finance and accounting related issues
and does not supersede statute or the rules and regulations of the Department of Finance and Administration and the

General Services Department.
Financial Control Division DFA

Introduction

1
Circumstances can sometimes warrant a state agency providing an employee with a
meal or the use of a state owned vehicle. This white paper addresses when it is proper to do
2

so and when it is not.

Depending on the circumstances, when an agency provides a meal to an employee or
allows the employee to use a state owned vehicle, the meal or use might be a fringe benefit. A
fringe benefit is the equivalent of money.

Giving an employee a fringe benefit increases his or her compensation. The maximum
amount an agency may compensate an individual employee—this includes elected officials—
is established by law (either by the State’s constitution, by statute, or by rule). Depending on
the circumstances, an agency that adds a fringe benefit to the maximum compensation
allowed by law violates Section 30-23-2, NMSA 1978, which states in part:

Whoever commits paying or receiving public money for services not rendered is
guilty of a fourth degree felony.

Therefore, as a general rule, an agency should not provide meals to employees or
?Ilow employees to use state owned vehicles, if it results in compensation.

For purposes of this white paper, “agency” means any department, institution, board, bureau, commission, district, or committee
gf the government of the State of New Mexico.

The Per Diem and Mileage Act, the Transportation and Services Act, and the New Mexico Administrative Code (Title 1, Chapter
5, Part 2 and Title 2, Chapter 42, Part 2) also address the propriety of providing meals and State owned vehicles to employees.
To ensure a thorough understanding of this subject, the reader of this white paper should also read the acts and code.
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Meals

De Minimis Meals

De minimis meals are meals that have little value, taking into account how frequently an
agency provides them to an employee. Examples include the following: 1) coffee, doughnuts,
or soft drinks served at a formal training seminar; 2) meals provided by a vendor and included
as part of a registration fee for a seminar, forum, conference, etc.; or 3) an occasional meal
provided to an employee, at the employee’s work place— for the convenience of the agency—
to enable the employee to work overtime.

If an agency is providing meals more than four times a fiscal year to an employee, it
may be frequent enough that the meals would not qualify as de minimis. Therefore, an agency
must obtain written permission from the Financial Control Division of the Department of
Finance and Administration to go beyond four meals a fiscal year, even if each individual meal
is considered de minimis.

Other Types of Meals

There are limited circumstances under which an agency may purchase a meal for an
employee. First, a meal may be provided to an employee who is traveling under the provisions
of the Per Diem and Mileage Act.

Second, a meal may be provided to an employee when there are not sufficient eating
facilities near the work site, provided that the meal is for the convenience of the agency and is
provided during working hours. An example would be a meal provided to an employee who is
responding to a disaster or emergency and cannot leave his or her post of duty.

Third, a “business” meal, but only when entertainment expenses are specifically
authorized by the Legislature. An example of a business meal would be a meal for an
economic
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development employee using his or her attendance at a luncheon as an opportunity to
promote New Mexico as a business location.

An example of a specific authorization by the Legislature would be an appropriation that
includes language authorizing entertainment expenses. Absent specific language in an
appropriation, specific language in the budget request or recommendation that is the basis for
the appropriation will suffice. However, the ‘“intent” of a budget request, a budget
recommendation, or an appropriation would not.

An agency should not purchase employees meals as a means of promoting goodwill or
boosting employee morale. This also applies to de minimis meals.

State Owned Vehicles

An agency should not allow an employee the personal use of a state owned vehicle.
There are no exceptions to this. (This does not mean that an employee cannot render
emergency aid or assistance to any person.)

If an employee is traveling, as defined by the Regulations Governing the Per Diem and
Mileage Act, use of the vehicle for business purposes would include the employee using the
vehicle to reach the destination of the trip and to obtain food, shelter, and the other necessities
needed to maintain his or her health while traveling. Use of the vehicle to enjoy the local tourist
attractions would not be a business use. Neither would be traveling sixty miles to have dinner
when a restaurant is available nearby.

In general, an agency should not allow an employee to use a state owned vehicle to
commute between his or her designated post of duty and residence. The three exceptions to
this, which are business use of a vehicle, are as follows: 1) a public safety employee
commuting in a clearly marked police or fire vehicle, when the commuting is for the
convenience of the State (e.g., the officer must have his or her vehicle with him or her at all
times to respond immediately to emergency calls); 2) a law enforcement officer commuting in
an unmarked vehicle, when the commuting is for the
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convenience of the State; or 3) an employee commuting in a vehicle to safeguard the
vehicle after working hours.

For item 3 in the previous paragraph, whether voluntary or required, the agency must
include the value of using the vehicle in the employee’s wages. Consistent with the Internal
Revenue Service’s guidelines, the value is $1.50 one way. However, if the employee is an
elected official or highly compensated employee (an employee who received over $90,000 in
compensation in the prior calendar year), the agency must instead use the annual lease value

from the table below:
Annual
Automobile’s Lease
Cost Value

1,000 to 1,999
2,000 to 2,999....
3,000 to 3,999....
4,000 to 4,999....
5,000 to 5,999
6,000 to 6,999
7,000 to 7,999....
8,000 to 8,999....
9,000 to 9,999
10,000 to 10,999
11,000 to 11,999
12,000 to 12,999....
13,000 to 13,999....
14,000 to 14,999....
15,000 to 15,999
16,000 to 16,999
17,000 to 17,999....
18,000 to 18,999....
19,000 to 19,999....
20,000 to 20,999
21,000 to 21,999
22,000 to 22,999....
23,000 to 23,999....
24,000 to 24,999....
25,000 to 25,999
26,000 to 27,999
28,000 to 28,999....
30,000 to 31,999....
32,000 to 33,999....
34,000 to 35,999
36,000 to 37,999
38,000 to 39,999....
40,000 to 41,999....
42,000 to 43,999....
44,000 to 45,999
46,000 to 47,999
48,000 to 49,999....
50,000 to 51,999....
52,000 to 53,999....
54,000 to 55,999....
56,000 to 57,999....
58,000 to 59,999

The agency may prorate the annual lease value by multiplying the value by a fraction:
the numerator being the
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number of days the vehicle is available to the employee and the denominator being 365.
For example, if a vehicle costing $25,000 is available to an employee for 10 days in a given pay
period, the prorated annual lease value is $187.67 ($6,850 times 10/365). The agency must
include the $187.67 in the employee’s wages. (To do this, contact the Central Payroll Bureau,
Financial Control Division, for instructions.)

An agency must receive permission, in writing, from the Financial Control Division of the
Department of Finance and Administration before requiring or allowing an employee to take an
automobile home to safeguard it. The Financial Control Division will require the agency to justify
its action in terms of cost effectiveness, given the options available for protecting the vehicle. In
order to ensure that protection of the vehicle is in fact the agency’s goal, the Division will also
scrutinize the agency’s choice of the employee who will be taking care of the vehicle.



APPENDIX 8-BUDGET OFFICE CONTACTS

MAIN CAMPUS

NAME PHONE EMAIL POSITION CONTACT FOR
Tanya Giddings 277-7948 Trgidd01@unm.edu | Government Performance
Relations Officer questions
Dee Dee Romero | 277-0520 dpromero@unm.edu | University Budgets | All other questions
Administrator
HEALTH SCIENCES CENTER
NAME PHONE EMAIL POSITION CONTACT FOR
Kenedi Pollard | 272-2558 | KTPollard@salud.unm.edu | Budget Analyst Performance
questions
Julie Alberti 272-5492 | JAlberti@salud.unm.edu HSC Budgets Banner related
Administrator issues
Desiree 272-0904 | DGathings@salud.unm.edu | HSC Budget Office | Banner related
Gathings Financial Analyst | issues
Vanessa 272-2584 | VHawker@salud.unm.edu | Associate Budget | All other
Hawker Director, HSC questions
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