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For the current listing of SFRAB/ACFR Accountant Assignments, please visit our website at 
https://www.nmdfa.state.nm.us/financial-control/statewide-financial-reporting-accountability-bureau/
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ACFR UNIT IS HERE TO HELP

• WE OFFER VARIOUS TRAININGS BOTH AGENCY SPECIFIC AND LARGE GROUP
• AGENCY SPECIFIC

• NEW CFO/SHARE NAVIGATION 

• FINANCIAL STATEMENT PREPARATION

• PAYROLL LIABILITY ACCOUNT RECONCILIATIONS

• GROUP TRAININGS
• GOVERNMENTAL ACCOUNTING 101

• JOURNAL ENTRIES

• JOURNAL IMPORT FILE

• HELP AGENCIES WITH QUESTIONS
• PLEASE MAKE SURE AND GIVE US THE FULL PICTURE

• THOSE LITTLE INSIGNIFICANT DETAILS TEND TO MAKE A DIFFERENCE, AND WE NEED TO BE AWARE OF THEM TO 
ASSIST YOU IN MAKING INFORMED DECISIONS
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COMMUNICATION IS WHAT MAKES A TEAM STRONG

IT IS CFO’S RESPONSIBILITY TO ENSURE THAT COMMUNICATION IS ONGOING BETWEEN 
THEMSELVES AND THEIR STAFF MEMBERS, DFA TEAMS INCLUDING FINANCIAL CONTROL AND 
STATE BUDGET DIVISION, AND WITH THEIR EXTERNAL/INTERNAL AUDITORS

WE ALSO ASK THAT YOU KEEP YOUR ACFR ACCOUNTANT UPDATED REGARDING:
• THE STATUS AND TIMELINES FOR YOUR AUDIT

• HOW YOUR AUDIT IS PROGRESSING

• ANY SIGNIFICANT ISSUES THAT COME UP

• AS SOON AS YOU ARE AWARE OF ANY CIRCUMSTANCES THAT MAY CAUSE YOUR AUDIT TO BE 
LATE, PLEASE LET US KNOW AND REACH OUT FOR ASSISTANCE 
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NEW GASB PRONOUNCEMENTS

• PRONOUNCEMENTS BEING IMPLEMENTED IN FY2025
• GASB 101 – COMPENSATED ABSENCES: FOR MORE DETAILS, PLEASE SEE MAPS FIN 15.1 COMPENSATED 

ABSENCE REPORTING. ADDITIONAL TRAINING CAN BE FOUND ON DFA’S WEBSITE FOR HOW THE STATE IS IMPLEMENTING THIS 
NEW STANDARD. LINK TO YOUTUBE VIDEO HTTPS://WWW.NMDFA.STATE.NM.US/FINANCIAL-CONTROL/YOUTUBE-SHARE-
TRAINING-VIDEOS/

• GASB 102 – CERTAIN RISK DISCLOSURES: FOR MORE DETAILS, PLEASE SEE MAPS FIN 15.5 CERTAIN RISK 

DISCLOSURES (GASB 102).
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UPCOMING GASB PRONOUNCEMENTS

• PRONOUNCEMENTS CURRENTLY UNDER EVALUATION FOR IMPLEMENTATION IN 
FY2026

• GASB 103 – FINANCIAL REPORTING MODEL IMPROVEMENTS

• GASB 104- DISCLOSURE OF CERTAIN CAPITAL ASSETS
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REMEMBER NO EARLY IMPLEMENTATION 
OF GASB PRONOUNCEMENTS

 ALL ENTITIES INCLUDED IN THE STATE OF NEW MEXICO’S ACFR ARE:

 120+ STATE AGENCIES

 10 HIGHER EDUCATIONAL INSTITUTIONS/STATE SCHOOLS

 100+ COMPONENT UNITS

 BASED ON ALL THESE ENTITIES BEING PART OF THE STATE’S REPORT – DFA ACCOUNTING POLICY STATES:

NO EARLY IMPLEMENTATION OF GASB PRONOUNCMENTS
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MODEL OF ACCOUNTING PRACTICES (MAPS)

MODEL OF ACCOUNTING PRACTICES (UPDATED ANNUALLY)

NOTE: THIS DOCUMENT CONTAINS THE POLICIES AGENCIES ARE EXPECTED TO FOLLOW; IT DOES NOT 
GIVE INSTRUCTIONS ON HOW TO DO A TRANSACTION.

HTTPS://WWW.NMDFA.STATE.NM.US/FINANCIAL-CONTROL/RESOURCE-INFORMATION/MANUALS/
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MAPS FIN 11.3 REVENUE CLASSIFICATION 
CURRENT YEAR REFUND
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MAPS FIN 11.3 REVENUE CLASSIFICATION         
PRIOR YEAR REFUND
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EXAMPLE OF BAD DEPOSIT JOURNAL - CURRENT YEAR 
REFUND OVER $500

In this example, an agency deposited an amount over $500 directly into an expense account, in violation of the 
MAPs requirement on the previous slide.
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MAPS FIN 2.8 ESTABLISHMENT OF NON-SGFIP BANK 
ACCOUNTS
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YEAR END REVERSIONS

• REVERSION NOTIFICATION FORMS WERE DUE BY AUGUST 29, 2025

• OPR ENTRY TO SEND REVERSION TO STATE GENERAL FUND DUE BY SEPTEMBER 
30, 2025

• SUPPORTING DOCUMENTATION 
• CORRECTED/UPDATED REVERSION NOTIFICATION FORM 

• PIVOT FROM GL – RECONCILED TO INFORMATION FROM COMMITMENT CONTROL 
MODULE

• REPORT FROM COMMITMENT CONTROL MODULE IN SHARE (3 OPTIONS)

• NMS INCOME STATEMENT BY DEPARTMENT

• BUDGET STATUS REPORT

• NMS BUDGET TO ACTUALS
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YEAR END REVERSION EXAMPLE

Pivot from General Ledger/Example Reversion JE
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YEAR END REVERSION EXAMPLE CONTINUED 
REVERSION FORM AND NMS INCOME STATEMENT BY DEPT REPORT

17



REVERSION OPR SUBMITTED AFTER SEP 30

• REVERSION OPERATING TRANSFERS SUBMITTED AFTER SEPTEMBER 30, REQUIRE A TWO-STEP 
PROCESS.

• ONE ENTRY WILL BE ESTABLISHING THE DUE TO STATE GENERAL FUND IN PERIOD 998 (FY25) 
AND THE SECOND ENTRY WILL SETTLE THE CASH IN THE CURRENT FISCAL YEAR (FY26).

• 1. CFR TO ESTABLISH ACCRUAL IN PERIOD 998 (DATED JUNE 30, 2025):

  AGENCY : DEBIT 566100 AND CREDIT 234900

• 2. OPR TO PAY ACCRUAL IN CURRENT FISCAL YEAR (DATED IN THE CURRENT YEAR):

  AGENCY : DEBIT 234900

  GENERAL FUND : CREDIT 499305

566100 (AGENCY) AND 499305 (34101) WILL BE NET TO ZERO THROUGH TITO GF RECONCILIATION 
PROCESS. 
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OVER-REVERSIONS
• IF EITHER YOU OR YOUR AUDITOR DETERMINE THAT YOU SENT TOO MUCH MONEY 

IN YOUR REVERSION TO THE STATE’S GENERAL FUND – REACH OUT TO MARK (OR 
YOUR ACFR ACCOUNTANT) IMMEDIATELY SO WE CAN ASSIST BEFORE IT’S TOO 
LATE.

• IF YOU ARE STILL WORKING ON YOUR FINANCIALS/AUDIT, THERE ARE OPTIONS:

• IF THE MONEY HASN’T BEEN SENT, A JOURNAL ENTRY CAN BE DONE IN SHARE TO ADJUST THE 
REVERSION AMOUNT.

• IF THE MONEY HAS ALREADY BEEN SENT, AND ONLY IF MARK GIVES APPROVAL – A DUE FROM 
STATE GENERAL FUND MIGHT BE ALLOWED.

• IF THE AUDIT IS ALREADY TURNED INTO THE STATE AUDITOR’S OFFICE – GET WITH MARK IMMEDIATELY.  
MAKE SURE YOU MEET THE 45-DAY DEADLINE FROM THE DATE YOUR AUDIT REPORT IS RELEASED TO 
REQUEST YOUR MONEY BACK. IF YOU MISS THIS DEADLINE, THERE IS NOTHING WE CAN DO, YOU WILL 
BE REQUIRED TO SUBMIT A DEFICIENCY REQUEST WITH YOUR NEXT BUDGET SUBMISSION. 19



OVER-REVERSIONS CONTINUED

• THE AGENCY CANNOT JUST TAKE THE DEFICIENCY AMOUNT AND BOOK A DUE FROM 
THE GENERAL FUND.  THERE IS NO STATUTORY AUTHORITY FOR THE GENERAL FUND 
TO SEND THE MONEY BACK TO THE AGENCY AFTER THE 45 DAYS HAVE PASSED. BASED 
ON THAT, THE MONIES DO NOT QUALIFY FOR THE RECOGNITION STANDARDS IN 
GASB 33.

• AGENCIES CANNOT USE CURRENT YEAR APPROPRIATIONS TO OFFSET A PRIOR YEAR 
BUDGET DEFICIENCY WITHOUT BUDGET AND LEGISLATIVE APPROVAL.  (MAPS FIN 1.2)

• THE AGENCY MUST SHOW A DEBIT FUND BALANCE FOR THE AMOUNT OVER-
REVERTED THEN MUST ASK FOR A DEFICIENCY APPROPRIATION.

• AGENCIES CAN WORK WITH THEIR APPROPRIATE BUDGET STAFF TO OBTAIN 
THE DEFICIENCY. 20



OVER-REVERSIONS CONTINUED
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GROE TRUST FUND REVERSIONS 
(SECTION 9 OF 2024 HOUSE BILL 2)
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BUDGET MONITORING – BEST PRACTICES

• KEEP YOUR BUDGET PROJECTIONS FOR EXPENSES FOR EACH OF YOUR FUNDING SOURCES UP 
TO DATE AT A MINIMUM AFTER EACH PAYROLL CYCLE HAS POSTED

• REVIEW BEYOND JUST YOUR EXPENSES AND IF YOU ARE IN LINE WITH YOUR BUDGET

• FOR MANY OF YOU THE ONLY SOURCE OF INCOME YOU HAVE IS YOUR GENERAL FUND 
APPROPRIATION

• FOR THESE ENTITIES – PERIODICALLY THROUGHOUT THE YEAR, PLEASE REVIEW TO ENSURE THAT YOU ARE 
RECEIVING YOUR FULL GF APPROPRIATION – IF YOU SEE AN ISSUE OR HAVE A CONCERN, PLEASE REACH 
OUT TO YOUR ACFR ACCOUNTANT OR TO THE STATE CONTROLLER

• SOME AGENCIES HAVE OTHER SOURCES OF INCOME SO WHEN MONITORING YOUR BUDGET, YOU 
ALSO NEED TO BE MONITORING YOUR BUDGETED REVENUES TO ENSURE THAT YOU ARE “LIVING 
WITHIN YOUR MEANS” 

• IF YOU DON’T RECEIVE THE FULL AMOUNT OF REVENUE THAT YOU WERE BUDGETED TO RECEIVE, THEN YOU 
WILL HAVE A DEFICIT CASH ISSUE AND NOT BE ABLE TO EXPEND YOUR FULL EXPENSE BUDGET SINCE YOU 
DON’T HAVE ENOUGH CASH IN THE BANK
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COMMON ERRORS/REQUIRED ENTRIES IN 
FINANCIAL STATEMENTS
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SHARE GENERAL LEDGER AND 
FINANCIAL STATEMENTS DON’T RECONCILE

• AGENCIES ARE REQUIRED TO ENSURE FINANCIAL STATEMENTS AND THE 
AMOUNTS IN THEIR GENERAL LEDGER IN SHARE RECONCILE TO EACH OTHER.

• MOST OFTEN THE ISSUE IS THAT AGENCIES HAVE NOT ENTERED THEIR YEAR 
END ADJUSTMENTS INCLUDING THOSE TO:

• RECORD CAPITAL ASSET RELATED ACTIVITY,  (DISCUSSED LATER)

• RECORD GASBS 87 AND 96 ADJUSTMENTS (TRAINING AVAILABLE ON DFA’S WEBSITE)

• RECORD CHANGES IN ACCRUED COMPENSATED ABSENCES AT YEAR END (TRAINING 
AVAILABLE ON DFA’S WEBSITE) 

• RECORD CHANGES IN LONG TERM DEBT (IF APPLICABLE)

• OR TO RECLASSIFY THE CURRENT YEAR CHANGES IN FUND BALANCE/NET POSITION (IF 
APPLICABLE)
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EXAMPLE: FINANCIAL STATEMENTS DO NOT TIE TO 
SHARE
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RECLASSIFICATION OF FUND BALANCE/NET POSITION

• FOR FY2025 - PLEASE PROVIDE A PIVOT (EXCEL FORMAT IS PREFERRED) FROM YOUR GENERAL 
LEDGER – RAN FOR PERIODS 0-998

• PLEASE PROVIDE SUPPORT TO SHOW WHY THE AGENCY GETS TO KEEP THE PORTION OF 
FUND BALANCE/NET POSITION BEING RECLASSIFIED

• IF YOU ARE A REVERTING AGENCY – YOU PROBABLY SHOULDN’T BE RESTRICTING FUND BALANCE 
UNLESS YOU HAVE A MULTI-YEAR APPROPRIATION

• PLEASE REMEMBER THAT IF YOU ARE POSTING THESE ENTRIES RIGHT NOW, THE BALANCES ARE 
STILL SUBJECT TO CHANGE PENDING ANY ENTRIES DONE IN PERIOD 998 AND ANY AUDIT 
ADJUSTMENTS THAT ARE MADE
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FUND BALANCE/NET POSITION 
ENTRIES (CONTINUED)

• PLEASE NOTE THAT MOST AGENCIES SHOULD NOT BE MAKING FUND BALANCE ENTRIES DURING THE YEAR, 
YOU SHOULD WAIT UNTIL THE END OF THE FISCAL YEAR AND ALL OTHER ADJUSTING ENTRIES ARE MADE TO 
THEN ENTER YOUR FUND BALANCE/NET POSITION RECLASSIFICATION ENTRIES

• A COMMON MISCONCEPTION FOR AGENCIES IS THAT THEY WERE BUDGETED TO USE PART OF THEIR FUND 
BALANCE TO GIVE THEM THE AUTHORITY TO SPEND MORE THAN THEY WERE GOING TO RECEIVE IN REVENUE

• ANY EXPENSES RELATED TO THIS ARE STILL CHARGED TO EXPENSE ACCOUNT CODES (ACCOUNTS BEGINNING WITH A 
5*) 

• AT THE END OF THE YEAR, WE WILL DO AN ENTRY TO RECLASSIFY THE CURRENT YEAR NET CHANGE IN FUND BALANCE 
INTO YOUR FUND BALANCE ACCOUNT TO REDUCE IT BY THE AMOUNT THAT YOU SPENT

• ALSO, PLEASE NOTE THAT IF YOU ARE AN AGENCY THAT SHOULD NOT HAVE A FUND BALANCE AT THE END OF 
THE YEAR SINCE YOUR FUNDING IS FULLY REVERTING, PLEASE BE CAREFUL DURING THE BUDGETING PROCESS 
AND DO NOT REQUEST TO USE FUND BALANCE TO BALANCE YOUR BUDGET REQUEST THIS WILL 
AUTOMATICALLY SET YOU UP IN A DEFICIT SITUATION IN YOUR NEXT BUDGET CYCLE
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FUND BALANCE CATEGORIES
THE FOLLOWING ARE CATEGORIES OF FUND BALANCE WHICH ARE PRESENTED IN THE FOLLOWING 
ORDER PER GASB 54:

• NONSPENDABLE – PORTION OF RESOURCES THAT CANNOT BE SPENT BECAUSE OF THEIR FORM, SUCH AS 
PETTY CASH, INVENTORIES OR PREPAIDS, OR ARE REQUIRED TO BE MAINTAINED INTACT, SUCH AS AN 
ENDOWMENT TRUST.

• RESTRICTED – AMOUNTS CAN BE SPENT ONLY FOR SPECIFIC PURPOSES STIPULATED BY CONSTITUTION, 
EXTERNAL RESOURCE PROVIDERS, OR THROUGH ENABLING LEGISLATION.

• COMMITTED – CAN ONLY BE USED FOR SPECIFIC PURPOSES DETERMINED BY FORMAL ACTION OF THE 
AGENCY’S HIGHEST LEVEL OF DECISION-MAKING AUTHORITY, BUT CAN BE REDEPLOYED (USED FOR OTHER 
PURPOSES) THROUGH APPROPRIATE DUE PROCESS OF THE GOVERNING AUTHORITY

• ASSIGNED – INTENDED TO BE USED BY THE AGENCY FOR A SPECIFIC PURPOSES BUT DO NOT MEET 
CRITERIA FOR RESTRICTED OR COMMITTED (INCLUDES ALL REMAINING AMOUNTS REPORTED IN 
GOVERNMENTAL FUNDS OTHER THAN THE GENERAL FUND UNLESS THE FUNDS HAVE A DEFICIT FUND 
BALANCE)

• UNASSIGNED – RESIDUAL CLASSIFICATION FOR THE GENERAL FUND AND INCLUDES ALL SPENDABLE 
AMOUNTS NOT CONTAINED IN OTHER CLASSIFICATIONS
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CASH FLOW STATEMENTS

• INCONSISTENT CLASSIFICATION OF FUNDING SOURCE BETWEEN FINANCIAL 
STATEMENTS AND CASH FLOW STATEMENT

• EXAMPLE:  GRANT FUNDING IS PRESENTED AS BOTH OPERATING, NON-OPERATING, CAPITAL 
AND NON-CAPITAL ON DIFFERENT PAGES OF THE SAME REPORT

• CASH BALANCES DO NOT TIE TO CASH IN GENERAL LEDGER OR FINANCIAL 
STATEMENTS

• HINT: FOR THE STATEWIDE ACFR, WE DO INCLUDE THE 101800 SGFIP ACCOUNT IN CASH - 
STATE AGENCIES NEED TO ALSO REPORT THIS CONSISTENTLY

• UNFORTUNATELY, WE USUALLY CATCH THIS WHEN TRYING TO RECONCILE CASH FLOW STATEMENTS 
AT THE STATEWIDE LEVEL AND IT IS TOO LATE TO HAVE YOU CORRECT YOUR AUDIT REPORT, SO WE 
THEN NEED TO FIGURE OUT WHAT OTHER ADJUSTMENTS ARE NEEDED TO CORRECT YOUR CASH 
FLOW STATEMENT

30



31

Example of Inconsistent 
Classification between Financial 
Statements and Cash Flow 
Statement



EXAMPLE OF ENDING CASH ON CASH FLOW 
STATEMENT NOT TYING TO FINANCIAL STATEMENTS
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ONE SIDED INTER-AGENCY OR INTRA-AGENCY 
TRANSACTIONS

• INTER-AGENCY AND INTRA-AGENCY ACTIVITY SHOULD NET TO ZERO IN EVERY TRANSACTION 
BY CATEGORY

• DUE TO/DUE FROM BALANCES

• TRANSFER IN/TRANSFER OUT

• INTER-AGENCY REVENUE/EXPENSE

• BOTH SIDES OF THE ABOVE TRANSACTIONS SHOULD BE RECORDED IN THE SAME ENTRY, 

• IF YOU ARE NOT RECORDING BOTH SIDES, FOR EXAMPLE, IF YOU ARE IMPACTING 142900 DUE 
FROM OTHER STATE AGENCY AND AN EXPENSE ACCOUNT ENDING IN *09, WE ARE GOING TO ASK 
YOU FOR PROOF THAT THE OTHER SIDE HAS BEEN RECORDED
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EXAMPLE OF A ONE-SIDED TRANSFER

This entry has a couple of items wrong: 
• First, it is entered as a one-sided transfer
• Second, it was not a transfer from another agency, it was a deposit from an outside entity so 

it should not have been recorded to a transfer account at all
34



UNDERSTANDING AFFILIATE AND FUND AFFILIATES 
RELATING TO INTER AND INTRA-AGENCY 

TRANSACTIONS
• ON A STATE-WIDE LEVEL, THE SFRAB GROUP HAS TO IDENTIFY WHICH OF THE 130+ AGENCIES IS 

PAYING WHOM TO ELIMINATE AND NOT DOUBLE REPORT REVENUES AND EXPENSES.

• TO ACCOMPLISH THAT GOAL, THERE ARE CERTAIN ACCOUNT CODES IN WHICH THE AFFILIATE AND 
FUND AFFILIATE CHARTFIELDS IN SHARE MUST BE POPULATED  (LIST PROVIDED IN FOLLOWING 
SLIDES).

• WHAT IS AN AFFILIATE AND FUND AFFILIATE?
• AFFILIATE – THE BUSINESS UNIT OF THE AGENCY THAT YOU ARE EITHER PAYING OR RECEIVING 

MONEY FROM
• FUND AFFILIATE – THE BUSINESS UNIT'S FUND NUMBER OF THE AGENCY THAT IS EITHER PAYING 

YOUR AGENCY OR YOU ARE SENDING MONEY TO THAT AGENCY.
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MAPS REQUIREMENTS FOR AFFILIATE
  /FUND AFFILIATE
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INTER/INTRA 
AGENCY 

ACCOUNTS
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TRANSFER IN/OUT

• PER MAPS 15.2 STATE AGENCIES MUST SHOW ON THE FUND FINANCIAL STATEMENTS 
TRANSFERS IN AND TRANSFERS OUT SEPARATELY

• SOME AGENCIES ARE STILL NETTING THESE AMOUNTS TOGETHER IN THE FUND FINANCIAL 
STATEMENTS

• THESE MAY BE REPORTED NET IN THE GOVERNMENT WIDE FINANCIAL STATEMENTS

• REQUIRED NOTE DISCLOSURE – 

• INCLUDE YOUR BU# AND FUND #

• INCLUDE THE AFFILIATE AND FUND AFFILIATE

• DOLLAR AMOUNTS 

• BRIEF DESCRIPTION
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TRANSFER IN/OUT CONTINUED

• CONFUSION OF BU 34100 VERSUS BU 34101

• BU 34100 IS NM DEPARTMENT OF FINANCE AND ADMINISTRATION

• BU 34101 IS THE STATE GENERAL FUND (COMPONENT APPROPRIATION FUND)

• EXAMPLE DISCLOSURE
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MISSING NOTE DISCLOSURE FOR DUE 
TO/DUE FROM BALANCES BETWEEN 

STATE AGENCY AND 
HIGHER EDUCATION INSTITUTION 

AND/OR COMPONENT UNIT 

• MAPS FIN15.4 STATE AGENCIES ARE REQUIRED 
TO INCLUDE A NOTE DISCLOSURE DETAILING ALL 
DUE TO OR DUE FROM COMPONENT UNITS 
AND HIGHER EDUCATIONAL INSTITUTIONS 

• ACCOUNT CODES 

• 143700

• 233700

• 143500

• 233500 40



ABNORMAL BALANCES
AGENCIES ARE REQUIRED TO ENSURE THE 
ACCOUNT BALANCES ARE CORRECT.

ACFR UNIT IS REVIEWING TRIAL BALANCES AT THE 
FUND AND SUB-FUND LEVEL.

ABNORMAL BALANCES IN SUB-FUNDS ARE 
TYPICALLY OFFSET WITH A NORMAL BALANCE IN 
THE SAME ACCOUNT AT THE PARENT/MAIN FUND 
AND WILL BE A ZERO BALANCE ONCE A JOURNAL 
ENTRY IS PREPARED. 

ANYTIME AN ACCOUNT HAS AN ABNORMAL 
BALANCE, YOU SHOULD RESEARCH THE CAUSE 
AND RESOLVE ANY ISSUES.  
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ABNORMAL 
BALANCES

NEGATIVE CASH

CASH CONTROL AND ACFR HAVE BEEN 
CONTACTING AGENCIES AND SETTING 
UP REGULAR MEETINGS REGARDING 
NEGATIVE CASH ISSUES.  

AGENCY FUNDS WITH NEGATIVE CASH 
THAT HAS BEEN CARRIED OVER FOR 
MANY YEARS MUST OBTAIN A 
DEFICIENCY APPROPRIATION.  (FIN 1.2)
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ABNORMAL BALANCES

QUERY FOR CHART OF ACCOUNTS
NMS_CHART_OF_ACCTS 43



REMINDERS
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YEAR END ACCOUNTS PAYABLE ACCRUALS
(296900 ACCOUNT) 

• DEADLINE TO SUBMIT JOURNAL ENTRY TO RECORD 296900 ACCRUALS WAS AUGUST 29TH,

• SUPPORT FOR THE ENTRY SHOULD HAVE INCLUDED:
• THE EXCEL SUMMARY OF THE INVOICES BEING ACCRUED

• A COPY (IF AVAILABLE) OF THE INVOICES BEING ACCRUED

• DEADLINE TO PROCESS PAYMENT VOUCHERS FOR INVOICES ACCRUED IS SEPTEMBER 29TH

• LAST DAY TO CLEAR OUT ANY REMAINING BALANCES IN THE 296900 ACCOUNT IS OCTOBER 16TH,  
NOTE – THERE WERE SEVERAL BALANCES NOT CLEARED OUT FROM FY2024 AND PRIOR, SO WE 
WILL BE MONITORING THIS ACCOUNT IN THE QUARTERLY TB REVIEWS AND REQUIRING AGENCIES 
TO ADDRESS ANY REMAINING BALANCES
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PROCESS FOR UNUSED 296900 ACCRUALS
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BUD REF AND CLASS CODE REMINDER

• WHEN DO YOU USE BUD REF AND CLASS CODE?
• ONLY FOR ACCOUNTS BEGINNING WITH A REVENUE (4*) OR A 

EXPENDITURE (5*) AND TRANSFER IN/OUT

• DO NOT USE THEM ON ASSETS (1*), LIABILITIES (2*) OR FUND 
BALANCE/NET POSITION (3*) ACCOUNTS – YOU WILL RECEIVE A DENIAL

• CLEAN UP ENTRIES TO CLEAR OUT THE ACTIVITY AT THE LOWEST LEVEL 
CHART FIELD
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RECONCILE PAYROLL INCLUDING THE 
PAYROLL LIABILITY ACCOUNTS

• AGENCIES NEED TO REMEMBER TO RECONCILE PAYROLL INCLUDING THE 
PAYROLL LIABILITY ACCOUNTS ON A REGULAR BASIS (BI-WEEKLY)

• WE HAVE A PROCESS THAT WE CAN PROVIDE TO HELP YOU WITH MONITORING 
THE 223500, 223900, & 226900 ACCRUED PAYROLL LIABILITY ACCOUNTS

• IT IS ALSO A GOOD IDEA TO LOOK AT THESE ACCOUNT BALANCES OVERALL TO 
MAKE SURE THAT WE ARE NOT JUST CLEARING OUT CURRENT ACTIVITY AT THE 
END OF EACH PAYROLL CYCLE, BUT ALSO TO VERIFY THAT THERE ARE NOT ANY 
HISTORICAL RECONCILIATION ISSUES THAT EXIST

• IT IS MUCH EASIER TO RESEARCH AND RESOLVE ANY ISSUES WHEN THEY 
OCCUR RATHER THAN AFTER A SIGNIFICANT AMOUNT OF TIME HAS PASSED
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290900 RECEIPTS HELD IN SUSPENSE ACCOUNT

• RECOMMEND REVIEWING THIS ACCOUNT AT LEAST ONCE A MONTH TO CLEAR 
OUT ANY DEPOSITS THAT HAVE BEEN RECORDED

• UNFORTUNATELY, WHAT WE SEE HAPPEN IS AN AGENCY WILL RECORD A DEPOSIT 
IN THIS ACCOUNT, BUT SINCE THEY WERE NOT SURE WHAT THE DEPOSIT WAS, 
THAT BALANCE IS STILL SITTING IN THIS ACCOUNT A YEAR LATER

• IT IS MUCH EASIER TO RESEARCH A DEPOSIT WHEN IT IS FIRST RECEIVED AND WHEN 
YOU STILL KNOW WHERE THE RELATED PAPERWORK IS THAN A YEAR AFTER THE 
FACT AND WITH ALL NEW STAFF MEMBERS
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STALE DATED CHECKS – 241900 ACCOUNT

• AGENCIES NEED TO REVIEW AND CLEAR OUT THE 241900 ACCOUNT ON A MONTHLY BASIS 
AND NOT LEAVE BALANCES FOR AN ENTIRE YEAR. FIN 2.14 STALE DATE/ESCHEATMENT OF 
WARRANT
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CAPITAL ASSETS
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ASSET EXPENSE ACCOUNT CODES IN SHARE
(CAPITAL OUTLAY)

• CAPITAL ASSETS ARE INDIVIDUAL ITEMS COSTING MORE THAN 
$5,000* WITH A USEFUL LIFE OF MORE THAN ONE YEAR – SEE 
MAPS FIN 6 FOR CAPITAL ASSET REQUIREMENTS

• DO NOT FORGET PURSUANT TO GASB IMPLEMENTATION GUIDE NO. 2021-1, ASSETS 

SHOULD BE CAPITALIZED IF THE AGGREGATE ACQUISITION COST (≥$200,000) IS 

DEEMED SIGNIFICANT AT THE TIME OF PURCHASE, EVEN IF THE INDIVIDUAL COST 

FALLS BELOW THE STATE’S THRESHOLD OF $5,000

• THESE ACCOUNTS SHOULD NOT HAVE OTHER COSTS CHARGED TO THEM 
THAT ARE NOT PART OF THE CAPITAL ASSET ACQUIRED

• ANY REMAINING EXPENSES IN THESE ACCOUNTS THAT ARE NOT 
CAPITALIZED NEED TO BE RECLASSIFIED TO ANOTHER EXPENSE ACCOUNT 
IN THE ACTUALS LEDGER
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ACQUISITION COSTS

• CAPITAL ASSETS OVER $5,000 SHALL BE RECORDED AT THE TIME OF ACQUISITION AT COST 
(INCLUDING ANCILLARY COSTS) AS DETERMINED BY THE AMOUNT PAID FOR PURCHASED 
ASSETS OR AT COST OF CONSTRUCTION FOR CONSTRUCTED ASSETS, OR AT ESTIMATED FAIR 
MARKET VALUE FOR DONATED CAPITAL ASSETS

• WHAT ARE ANCILLARY COSTS?

• THESE ARE THE COSTS ASSOCIATED WITH PREPARING AN ASSET FOR ITS INTENDED USE

• THESE INCLUDE FREIGHT OR SHIPPING COSTS, TAXES, SITE PREPARATION AND INSTALLATION, 
TESTING, RECONDITIONING AND OTHER SIMILAR COSTS PER 2.20.1.10(B) NMAC

• IF CONSIDERATIONS OTHER THAN CASH ARE EXCHANGED FOR THE ASSET, THEN THE FAIR MARKET 
VALUE OF SUCH CONSIDERATION GIVEN AT THE TIME OF THE EXCHANGE IS INCLUDED IN THE 
COSTS. 
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TRANSFERRING CAPITAL ASSETS

MANY AGENCIES RECEIVE THE BUDGET AUTHORITY TO PURCHASE AN ASSET, BUT THEY ARE NOT ALLOWED TO 
MAINTAIN OWNERSHIP OF THE ASSET – VEHICLES AND BUILDINGS FOR EXAMPLE.  THESE ASSETS BELONG TO THE 
STATE'S GENERAL SERVICES DEPARTMENT.

• THAT MEANS THAT ON THE GOVERNMENT-WIDE FINANCIAL STATEMENTS (FULLACCRUE ENTRY), THE AGENCY 
THAT PURCHASED THE ASSET MUST COMPLETE A TRANSFER OF THE ASSET TO THE AGENCY THAT WILL HAVE 
RESPONSIBILITY FOR THE ASSET.

• PLEASE BE SURE TO USE THE NEW ACCOUNT CODES (499901 AND 555901) SPECIFIC FOR TRANSFERRING 
CAPITAL ASSETS. USE THE APPROPRIATE AFFILIATE AND FUND AFFILIATE INFORMATION TO HELP US RECONCILE 
CAPITAL ASSET TRANSFERS BETWEEN AGENCIES

• REMEMBER THAT PER MAPS FIN 6.4 PARAGRAPH 6, THE TRANSFER OF ASSETS FROM ANOTHER AGENCY SHALL 
BE RECORDED AT “NET COSTS” OF THE ASSET AT THE TIME OF THE TRANSFER, NOT HISTORICAL COST.

• WHAT DOES THIS MEAN

• IF YOU HAVE A VEHICLE WITH AN ORIGINAL ACQUISITION PRICE OF $15,000 AND ACCUMULATED DEPRECIATION OF 
$9,000, THEN THE VALUE OF THE ASSET BEING TRANSFERRED IS $6,000 TO THE RECEIVING AGENCY.

• IF THE VEHICLE WAS FULLY DEPRECIATED, THEN THE VALUE OF THE ASSET BEING TRANSFERRED IS $0.
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EXAMPLE ENTRY TO CAPITALIZE AND TRANSFER 
A NEW ASSET

Remember to include information about the transfer in the note disclosure
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EXAMPLE NOTE DISCLOSURE
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EXAMPLE ENTRY TO TRANSFER AN ASSET 
BOUGHT IN A PRIOR YEAR

Remember to include information about the transfer in the note disclosure 57



DEPRECIATION MAPS FIN 6.2

• DEPRECIATION IS EXPENSING THE HISTORIC (ACQUISITION) COST OF AN ASSET OVER ITS USEFUL 
LIFE

• DEPRECIATION OF ASSETS SHOULD BE RECORDED IN COMPLIANCE WITH GENERALLY ACCEPTED 
ACCOUNTING PRACTICES USING THE STRAIGHT-LINE METHOD BASED ON THE USEFUL LIFE 
RECOMMENDATIONS PROVIDED ON THE NEXT SLIDE IN ACCORDANCE WITH THE REQUIREMENTS 
OF MAPS. 

• WHAT IS STRAIGHT-LINE DEPRECIATION

• VALUE OF THE ASSET / LIFE OF ASSET (YEARS OR MONTHS)

• DEPRECIATION EXPENSE IS RECORDED BY ENTERING A JOURNAL ENTRY IN THE FULLACCRUE 
LEDGER WITH A DEBIT TO 568900 DEPRECIATION EXPENSE AND A CREDIT TO THE RESPECTIVE 
ACCUMULATED DEPRECIATION ACCOUNT (19XXXX)

• NOTE: ACCUMULATED DEPRECIATION SHOULD NEVER EXCEED THE VALUE OF THE ASSET BEING 
DEPRECIATED.
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EXAMPLE OF DEPRECIATION CALCULATION 
AND ENTRY

• ASSET BEING DEPRECIATED:  NEW VEHICLE

• HISTORICAL COST:  $25,000

• ASSET LIFE (PER MAPS): 5 YEARS

• ANNUAL DEPRECIATION = ($25,000 / 5 YEARS**) = $5,000

**THIS CAN BE CALCULATED BY MONTH BASED ON MONTHS IN SERVICE AS WELL, PLEASE STAY 
CONSISTENT IN WHICH METHOD YOU CHOOSE
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YEAR END DEADLINES
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REMINDER OF YEAR END DEADLINES

AGENCY REPRESENTATION LETTER 
DUE : 60 DAYS BEFORE THE AUDIT DUE DATE (SEPTEMBER 1ST FOR MOST AGENCIES)

• BOTH THE AGENCY AND THE IPA NEED TO SIGN OFF

• ATTACHMENT I IN YEAR END CLOSING INSTRUCTIONS

• PLEASE DON’T FORGET TO PROVIDE THE PBC LIST (SCHEDULE OF DELIVERABLES)

PLEASE EMAIL FORMS TO FCD.ACFR@DFA.NM.GOV OR TO YOUR ACFR 
ACCOUNTANT
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YEAR END DEADLINES

ANNUAL ACFR REPORTING PACKAGE
DUE NOVEMBER 1ST: FOR AGENCIES WITH AUDIT SUBMISSION 11/1.

• COMPLETE AUDIT REPORT
• LISTING OF IPA PROPOSED AUDIT JOURNAL ENTRIES (GW AND FUND)
• TRIAL BALANCE BY FUND
• PRIOR PERIOD ADJUSTMENT FORM (IF ANY)

PLEASE ALSO NOTE THAT IF YOU SUBMIT YOUR AUDIT EARLY, WE WILL BE ASKING YOU FOR YOUR 
ANNUAL REPORTING PACKAGE EARLY AS WELL – WE NEED THIS AS SOON AS POSSIBLE TO 
PREVENT DELAY TO THE RELEASE OF YOUR AUDIT REPORT

PLEASE EMAIL FORMS TO FCD.ACFR@DFA.NM.GOV OR TO YOUR ACFR ACCOUNTANT
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REMINDER OF OTHER 
UPCOMING YEAR 
END DEADLINES
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TYPICAL ACFR PROCESS FOR 
REVIEWING DRAFT AUDIT REPORTS

• ACFR WORKS IN CONJUNCTION WITH STATE AUDITOR’S OFFICE.

• CFO’S IN CONJUNCTION WITH IPA’S HAVE TO ADDRESS ACFR COMMENTS BEFORE AN AUDIT 
CAN BE RELEASED BY SAO.

• ACFR GETS NOTIFIED BY SAO THAT WE HAVE 10 WORKING DAYS TO REVIEW THE DRAFT REPORT.  
THIS IS IN CONJUNCTION WITH THE SAO REVIEWING THE REPORT BEING TURNED IN BY THE IPA.

• ACFR WILL REVIEW – COMMENTS WILL GO TO THE CFO AND IPA FOR REVIEW. 

• MATERIAL COMMENTS SHOULD BE ADDRESSED IMMEDIATELY

• SHARE IS THE BOOK OF RECORD AND MUST MATCH AUDIT REPORT
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ACFR IS AUDITED ON INTERNAL CONTROLS

Just like your auditor monitors the internal controls present at your agency – the 
ACFR is also monitored for internal controls to ensure we are monitoring agencies 
for:

• Following procedures and accounting policies outlined by DFA.
• Following all GASB and GAAP accounting.
• Ensuring consistent accounting processes and procedures for all entities 

involved in the Annual Comprehensive Financial Report (ACFR)
• Ensuring agencies adhere to deadlines.
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ACFR  IS AUDITED ON INTERNAL 
CONTROLS (CONTINUED)

Accuracy of proper SHARE account codes being used.

ACFR’S AUDITORS (IPAS) DO INTERNAL REVIEW TO ENSURE THAT THE ACCOUNT 
CODES IN SHARE MATCH THE FINANCIAL STATEMENTS AND THAT THE ACFR 
STAFF ENSURE THIS CONSISTENCY WITH ALL AGENCIES.

EXAMPLE:  AGENCY HAD LAND ROYALTIES (492103 – LAND ROYALTIES) BUT ON FINANCIALS HAD AS 
FEDERAL REVENUE.  ACFR DID NOT MAKE THEM CHANGE TO EITHER HAVE SHARE MATCH FINANCIALS 
OR CHANGE ON THE PRESENTATION OF THE FINANCIALS.

IF ACFR DOES NOT COMMUNICATE THIS WITH THE AGENCY AND TRY TO RECTIFY THE SITUATION, 
ACFR MIGHT GET A FINDING FOR INTERNAL CONTROLS.
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CROSSOVERS

• WHY IS A CROSS-OVER ISSUE IMPORTANT
• TRANSACTION THAT HAS A BUD REF OF 125 BUT POSTED IN SHARE DURING FY26, THE 

GENERAL LEDGER WILL SHOW THE TRANSACTION IN FY26 BUT THE COLLECTED REVENUE 
IN BUDGET RECONCILIATION, IT WILL BE SHOWN FOR FY25 NOT FOR FY26. 

• WHEN YOUR INTERNAL BUDGET STAFF, DFA BUDGET DIVISION AND/OR AUDITOR 
REVIEWS FY25 BUDGET AND COMPARES AMOUNTS, THE RECONCILIATION WILL NOT 
WORK SINCE THE BUDGET IS SHOWING REVENUE COLLECTED IN FY25, BUT IN SHARE GL 
IT WILL SHOW IN FY26.  

• ALSO – CROSSOVER TRANSACTIONS POSTED IN THE WRONG FISCAL YEAR ARE IN 
VIOLATION OF GAAP ACCOUNTING AND COULD RESULT IN A FINDING.
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WHAT TO DO IF A TRANSACTION 
POSTS IN THE WRONG YEAR

• POTENTIAL FY25 TRANSACTIONS POSTED IN FY26
• REVENUES
• DEPOSITS
• JOURNAL ENTRIES

WHAT DO YOU DO IF YOU NOTICED THIS HAPPENED:
• PREPARE A JOURNAL ENTRY IN FY26 TO REMOVE THE TRANSACTION 

• REFERENCE THE FY25 JOURNAL ENTRY IN THE DESCRIPTION

• PREPARE A JOURNAL ENTRY IN PERIOD 998 FOR FY25 TO INCLUDE THE 
TRANSACTION

• REFERENCE THE FY26 JOURNAL ENTRY IN THE DESCRIPTION
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CROSSOVER EXAMPLE

• A DEPOSIT CAME IN AFTER JULY 
FOR THE REVENUE THAT WAS 
FOR THE FY24.

• THE DEPOSIT WAS SETTLED IN 
FY25 WITH BUD REF OF FY24.
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WARRANT CANCELLATIONS THAT 
CROSS FISCAL YEARS

• DO NOT ENTER YOUR OWN JOURNAL ENTRY TO PROCESS THE CANCELLATION 
– PLEASE WAIT A COUPLE OF DAYS FOR THE SYSTEM TO GENERATE AND POST 
THE ENTRY
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WARRANT CANCELLATIONS

• WHAT HAPPENS IF YOU HAVE A WARRANT CANCELLATION IN FISCAL YEAR 
2026 FOR A WARRANT PAID IN FISCAL YEAR 2025

• IN FY 2025

• NO ENTRY IS NEEDED

• IN FY2026 

• IF IT IS A REVERTING FUND, THEN REVERT THE AMOUNT DIRECTLY TO THE STATE GENERAL FUND 
(OR ORIGINAL FUNDING SOURCE)

• IF IT IS A NON-REVERTING FUND, THEN RECLASSIFY THE AMOUNT TO 496901 MISCELLANEOUS 
REVENUE
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JOURNAL ENTRIES
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COMMON JOURNAL ENTRY PROBLEMS
• HARD-KEYING OR DIRECTLY KEYING TO 101800 CASH

• LACK OF ADEQUATE SUPPORT

• NOT MAKING ENTRIES TIMELY
• YEAR END ENTRIES 
• MONTHLY REQUIRED ENTRIES

• INCORRECT AFFILIATE/FUND AFFILIATE

• TRANSFER IN/OUT AND DUE TO/DUE FROM OTHER AGENCY ACCOUNTS

• ROUNDING – ESPECIALLY ON YEAR END ENTRIES

• DELETING ENTRIES TO REMOVE DENIALS

• WRONG FISCAL YEAR

• SECRETARY OF STATE NOTARY FEES
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DO’S AND DON’TS OF JOURNAL ENTRIES

WHAT TO DO

• ADD SUFFICIENT AND LEGIBLE SUPPORT
• PRINTING TO PDF IS MUCH EASIER AND EASIER TO READ THAN PRINTING TO PAPER AND SCANNING

• ENTER ENTRIES TIMELY 

• REVIEW AND APPROVE OR DENY ENTRIES TIMELY (WITHIN 48 HOURS) 
• JOURNAL ENTRIES ARE TO BE APPROVED (OR DENIED) WITHIN 48 HOURS (MAPS FIN 3.1)

• INCLUDE USEFUL AND ACCURATE DESCRIPTIONS

• REDACT PRIVATE INFORMATION

• ADDRESS ANY ISSUES THAT AN ENTRY WAS DENIED FOR 

• REACH OUT TO YOUR ACFR ACCOUNTANT IF YOU ARE HAVING TROUBLE OR DOING 
SOMETHING OUT OF THE NORM
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DO’S AND DON’TS OF 
JOURNAL ENTRIES CONTINUED

WHAT NOT TO DO

• DO NOT HARD KEY TO 101800 CASH  - TRANSACTIONS TO THIS ACCOUNT MUST BE SYSTEM GENERATED

• DO NOT ROUND ON YOUR YEAR END AUDIT ADJUSTMENTS

• DO NOT PROVIDE A COPY OF THE ENTRY AS THE ONLY SUPPORT FOR THE ENTRY

• DO NOT INCLUDE PRIVATE/CONFIDENTIAL INFORMATION – SSN’S, BANK ACCOUNT NUMBERS SHOULD BE 
REDACTED

• DO NOT DELETE ENTRIES TO REMOVE DENIALS – IF YOU NEED TO DELETE AN ENTRY – PLEASE RE-ATTACH 
THE DENIAL

• DO NOT RESUBMIT AN ENTRY THAT HAS BEEN DENIED WITHOUT MAKING THE REQUESTED CORRECTIONS 
– IT WILL BE DENIED AGAIN

• DO NOT CHANGE EXTRA ITEMS IN THE ENTRY – THIS USUALLY RESULTS IN IT  BEING RE-DENIED – BECAUSE 
YOU CHANGED SOMETHING THAT WAS RIGHT TO BEGIN WITH

• UNLESS YOU ARE PREPARING A CLEANUP ENTRY – DO NOT USE BUD REF AND CLASS CODE ON ASSET, 
LIABILITY, OR FUND BALANCE/NET POSITION ACCOUNTS (ACCOUNTS BEGINNING WITH A 1*, 2*, OR 3* 
IN THE CHART OF ACCOUNTS) 75



FORBIDDEN ACCOUNT CODES

• 101800 – ABSOLUTELY NEVER ALLOWED TO HARD KEY TO 101800 IN A JOURNAL ENTRY, 
VOUCHER, DEPOSIT OR ANY OTHER TYPE OF ENTRY IN THE SYSTEM

• 171900 – TRAVEL ADVANCES – THIS ACCOUNT SHOULD CLEAR BACK OUT WITH SYSTEM 
GENERATED ENTRIES WHEN THE FINAL RECOUP VOUCHER IS PROCESSED CORRECTLY 

• 201900 – VOUCHERS PAYABLE – EVERY TRANSACTION IN THIS ACCOUNT SHOULD  BE SYSTEM 
GENERATED 

• EXCEPT AT YEAR END WHEN WE DO ALLOW THE RECLASSIFICATION OF CERTAIN TRANSACTIONS TO 
ALLOW THE LIABILITIES TO BE CORRECTLY CLASSIFIED ON THE FINANCIAL STATEMENTS, BUT THE 
IMMEDIATE REVERSAL OF THIS ENTRY IN THE SUBSEQUENT YEAR MUST BE PROCESSED AT THE SAME 
TIME

• 223500, 223900, 226900 – PAYROLL LIABILITY ACCOUNTS – TRANSACTIONS IN THESE 
ACCOUNTS ARE SYSTEM GENERATED, AND AGENCIES ARE NOT ALLOWED TO TOUCH THEM 
WITH A JOURNAL ENTRY WITHOUT PERMISSION FROM CENTRAL PAYROLL
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JOURNAL ENTRY SYSTEM EDITS

THESE ARE SOME OF THE EDIT CHECKS THAT SHARE IS PROGRAMMED TO CHECK FOR 
TO OBTAIN VALID STATUS ON AN ENTRY IN THE ACTUALS LEDGER

EXAMPLES:
• JOURNAL ENTRY MUST HAVE EQUAL DEBITS AND CREDITS
• JOURNAL ENTRY MUST HAVE A FUND
• CHARTFIELD REQUIRED AN AFFILIATE/FUND AFFILIATE FOR SPECIFIC ACCOUNT CODES
• EXPENDITURES (ACCOUNTS BEGINNING WITH A 5*) MUST HAVE A DEPARTMENT, BUD 

REF AND CLASS CODE
• EXPENDITURES MUST HAVE SUFFICIENT BUDGET
• REVENUES (ACCOUNTS BEGINNING WITH A 4*) MUST HAVE A DEPARTMENT, BUD REF 

AND CLASS CODE
• PROJECT ACCOUNTING REQUIRES 4 CHARTFIELDS
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REVERSING AND CORRECTING ENTRIES

• RECOMMENDED NUMBERING SCHEMES (JOURNAL ID’S SHOULD BE 10 DIGITS):
• REVERSING ENTRIES – DROP THE FIRST DIGIT AND REPLACE WITH “R” 

• EXAMPLE: R3AUD341XX (ORIGINAL JOURNAL ID WAS 23AUD341XX)

• CORRECTING ENTRIES – DROP THE FIRST DIGIT AND REPLACE WITH “C”
• EXAMPLE: C3AUD341XX (ORIGINAL JOURNAL ID WAS 23AUD341XX)

• OTHER BEST PRACTICES FOR SUPPORT AND DESCRIPTIONS 
• INCLUDE A COPY OF THE ORIGINAL ENTRY AND SUPPORT AS BACK UP FOR THE REVERSAL AND 

CORRECTION

• CLEARLY EXPLAIN WHY THE REVERSAL AND CORRECTION ARE NEEDED AND CROSS REFERENCE THE ENTRY 
NUMBERS IN THE DESCRIPTIONS

• ADD ANY ADDITIONAL SUPPORT USED TO HELP YOU DETERMINE THAT THE REVERSAL AND CORRECTION 
WERE NEEDED
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RECORDING GRANT RECEIVABLES 
BEST PRACTICES

• SUPPORTING DOCUMENTATION SHOULD INCLUDE:
• PROOF FROM FEDERAL SYSTEM THAT DRAW REQUEST HAS BEEN SUBMITTED (NOTE: THE DRAW REQUEST 

BEING SUBMITTED IS REQUIRED TO SUPPORT THE ENTRY TO RECORD THE REVENUE AND RECEIVABLE FOR 
THE GRANT)

• UNFORTUNATELY, SOME AGENCIES HAVE RECORDED FEDERAL GRANT REVENUES AND RECEIVABLES IN THE PAST 
THAT WERE NEVER ACTUALLY DRAWN DOWN FROM THE FEDERAL GOVERNMENT LEAVING THE AGENCY AND THE 
STATE WITH DEFICIT CASH AND AN UNCOLLECTIBLE RECEIVABLE SINCE THIS ERROR IS USUALLY NOT REALIZED UNTIL 
AFTER THE GRANT HAS BEEN CLOSED OUT.

• PROOF OF RECONCILIATION OF GRANT EXPENSES TO GENERAL LEDGER TO ENSURE THAT ALL EXPENSES 
TODAY RELATED TO A SPECIFIC GRANT HAVE BEEN DRAWN OR ARE INCLUDED IN CURRENT DRAW 
REQUEST

• RECONCILIATION TO AN AP DETAIL QUERY WHILE USEFUL SHOULD NOT BE USED AS YOUR ONLY SUPPORT TO 
SHOW RECONCILIATION TO GENERAL LEDGER SINCE YOUR GENERAL LEDGER CONTAINS OTHER ENTRIES NOT 
INCLUDED IN THE AP DETAIL INCLUDING ANY CORRECTING ENTRIES PREVIOUSLY DONE

• ANY OTHER SUPPORTING DOCUMENTATION USED TO SUPPORT THE DRAW REQUEST / WHETHER THIS IS 
A LIST OF EXPENSES RECONCILED TO THE GENERAL LEDGER OR A COPY OF ALL THE INVOICES BEING 
CLAIMED
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PERIOD 998 ADJUSTING ENTRY OPTION

• CURRENTLY PERIOD 998 IS OPEN FOR FISCAL YEAR 2025

• PLEASE MAKE SURE THAT YOU ONLY SELECT THE ADJUSTING ENTRY ON THE 
HEADER TAB OF AN ENTRY WHEN YOU ARE WANTING TO ENTER INTO PERIOD 
998 FOR FISCAL YEAR 2025

• SHARE DOES NOT ERROR OUT FOR A WRONG DATE IN PERIOD 998 AND WILL 
POST TO THE WRONG FISCAL YEAR EVEN IF YOU USE A CURRENT DATE
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SUPPORT FOR JOURNAL ENTRIES
• MINIMUM REQUIREMENTS – DEPENDS ON THE ENTRY

• WHAT INFORMATION DID YOU USE TO CREATE THE ENTRY?  THIS IS GOING TO BE THE BEST SUPPORT

• GENERAL LEDGER

• LEGIBLE

• IF YOU ARE PAYING MORE THAN ONE INVOICE OR COMBINING MULTIPLE LINES FROM AN INVOICE 
AT A TIME, PLEASE PROVIDE A SUMMARY PAGE

• KEEP THE SUPPORT IN THE SAME ORDER AS THE ENTRY

• LIMIT THE NUMBER OF ATTACHMENTS – IF YOU HAVE 10 INVOICES, PLEASE COMBINE THEM INTO 
ONE FILE – DON’T ADD 10 INDIVIDUAL ATTACHMENTS

• DESCRIPTION SHOULD REFLECT WHAT THE JOURNAL ENTRY IS ACCOMPLISHING
• (PLEASE SPELL CHECK)
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RECLASSIFICATION OR CORRECTING ENTRIES

• PLEASE PROVIDE A COPY OF YOUR GENERAL LEDGER

• A PROBLEM WE ARE SEEING FREQUENTLY IS THAT AGENCIES ARE DUPLICATING THEIR 
RECLASSIFICATION OR CORRECTING ENTRIES SINCE THEY ARE STILL LOOKING AT THE ORIGINAL 
SOURCE DOCUMENT AND NOT THEIR GENERAL LEDGER TO SEE THAT THEY HAVE ALREADY MADE THE 
NECESSARY ENTRY

• PROVIDE A GOOD EXPLANATION OF WHAT YOU ARE DOING WITH THE ENTRY

• IF NECESSARY, PLEASE PROVIDE SUPPORTING DOCUMENTATION THAT CLEARLY SHOWS THAT 
AN EXPENSE IS ALLOWABLE FROM A PARTICULAR FUNDING SOURCE

• IF CORRECTING AFFILIATE/FUND AFFILIATE, PLEASE MAKE SURE THAT BOTH SIDES OF THE ENTRY 
ARE CORRECTED
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JOURNAL ENTRIES RELATED TO PAYROLL

• MUST HAVE PROOF THAT YOU HAVE RECONCILED PAYROLL BETWEEN SHARE HCM AND SHARE 
FIN

• SHOULD INCLUDE A PIVOT OR FILTERED LIST FROM YOUR GENERAL LEDGER

• YOU CANNOT TOUCH THE 223500, 223900, OR 226900 ACCOUNTS WITHOUT PROVIDING 
PROOF THAT YOU HAVE FULLY RECONCILED THESE ACCOUNTS 

• UNLESS SOMETHING UNUSUAL HAPPENED, THERE IS ALMOST NO REASON FOR YOU TO EVER 
TOUCH THESE ACCOUNTS
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PAYROLL LIABILITY ACCOUNT 
RECONCILIATION

• IN ADDITION TO ANY RECONCILIATIONS THAT AN AGENCY DOES FOR PAYROLL EXPENSES, THE 
AGENCY SHOULD ALSO BE RECONCILING THE PAYROLL LIABILITY ACCOUNTS

• THERE ARE 3 STEPS TO RECONCILING:
• RECONCILE DATA FROM HCM TO FIN.  

• BASICALLY, ENSURE THE HCM DATA POSTED IN THE GENERAL LEDGER THE SAME WAY THE HCM REPORTS 
ARE SHOWING.

• RECONCILE LIABILITY ACCOUNTS 223500 AND 223900 RECONCILE TO ZERO AFTER ALL PAYROLL 
ELEMENTS ARE POSTED.

• RECONCILE LIABILITY ACCOUNT 226900 RECONCILES TO ZERO

• SHOULD BE RECONCILING BI-WEEKLY – ESPECIALLY IF YOU HAVE NEW EMPLOYEES OR 
EMPLOYEES TRANSFER TO OTHER AGENCIES
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JOURNAL ENTRY EXAMPLE – 
SECRETARY OF STATE NOTARY FEE

 This is a good example of how to 
prepare the journal entry for the 
payment of a notary fee to the 
Secretary of State’s office.
 Use expense account 546700 for your 

agency offset to 234900 for NM 
Secretary of State

 The line impacting account 234900 Due 
to State General Fund should include:

 Affiliate: 34101

 Fund Affiliate: 85300
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QUESTIONS?
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