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What is a Quarterly Financial Report?
 Quarterly Reporting is part of best practices and transparency of an entity

 Required based on sections 6-6-1 NMSA 1978 and 6-6-2 NMSA 1978 

 Provides financial data and the current economic conditions of the Local Government 

 Provides year-to-date activity regarding revenues and expenditures

 It is a story about the local governments' revenues, expenditures and cash balances



QUARTERLY REPORTING REQUIREMENTS

1st Quarter Financial Report must be submitted in LGBMS for 
review on or before October 31st (by midnight).
Data must reconcile against LGBMS.

Required 
Documents: if 
reported in the 

quarterly report:

Investment 
Schedule

(if reporting 
investments)

Adjustment 
Schedule (if 
reporting 

adjustments)

Lodgers Tax Module

(Signed/Approved 
Lodger Tax 
Ordinance)  

All forms must be 
uploaded in files of 

LGBMS

Please keep in mind the system time stamps when received & DFA does not have the authority to allow extensions!
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Reporting Module  (Validations)

When completing your quarterly report, LGBMS will validate the 
following: 
Funds have a positive ending cash balance. 
Budget authority has not been exceeded. 
Transfers In equals to Transfers Out (Netting to 0). 
Should your financial report not pass a validation, you will see a 
notification indicating which validation was not met, but you will still be 
able to submit your report.  Your analyst will also see the notifications 
when reviewing your financial report. LGBMS will NOT allow a final 
Budget with a negative Balance to be Submitted.   
To find any exception, go to the PDF recap page to check if your ending 
cash balances are not operating in the negative or the transfers are not 
out of balance. If you exceed budget authority a BAR is required prior to 
submitting your quarterly report to clear the exception message.
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Analyst Review & Checklist Review Sheet
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This is the area we will list the 
status of the Annual Audit and # 
of findings if any; Acceptance 
Resolution and Corrective Action 
update responses to DFA or if 
your financial statements 
reconcile with LGBMS data on 
Q2 and Q4.

Supervisor 
Review & BC  
Review is when 
it is reviewed 
and approved 

FINANCIAL QUARTERLY REPORT ANALYSIS

Required Documents:

ENTITY:
QUARTER: 

1st
X

Analyst 2nd          

Date Received: 3rd          

Date Checked: 4th

Supervisor Review:

Date BC Review:

Action Taken: KEY ISSUES/COMMENTS:

None required Audit Opinion: Unmodified               Number of Audit Findings:                     2022 Audit 

X E-Mail (attach)
Number of Material Weakness:      Number of Significant Deficiency:         Number of Repeat Findings: 

Letter (attach)
Audit Review Letter sent to entity:                                                              Date: 

Conference Call/Site Visit 
Audit Acknowledgement submitted to DFA:                                             Date:  

ITEMS TO REVIEW:

RECAP Page

Cash Balances

X
Verify Beginning Cash Balances agreed with approved budget Comments

:

Beginning Cash Balances agreed with approved budget.

X Verify Lodgers Tax Report (supporting document)  reconciles to LGMBS Data

Lodgers Tax Report reconciles to LGMBS Data.







Investment Schedule

Adjustment Schedule

Lodgers' Tax Ordinance
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1st Quarter

								FINANCIAL QUARTERLY REPORT ANALYSIS



																										Required Documents:

		ENTITY:						Entity Name										QUARTER: 		1st		X				Investment Schedule				FALSE

		Analyst:						Kathleen Coates												2nd						Adjustment Schedule				FALSE

		Date Received:																		3rd						Lodgers' Tax Ordinance				FALSE

		Date Checked:																		4th

		Supervisor Review:

		BC Review:										KEY ISSUES/COMMENTS:

												Audit Opinion:                         								 Number of Audit Findings:

								Action Taken:				# of Material Weakness:						 # of Significant Deficiency:								# of Repeat Findings:

						 		None required				Audit Review Letter sent to entity: 										Date:   

						X		E-Mail (attach)				Audit Acknowledgement submitted to DFA:										Date:

								Letter (attach)

								Conference Call/Site Visit 				Audit Review Letter sent to entity:                                                              Date:   

												Audit Acknowledgement submitted to DFA:                                                Date:  



		ITEMS TO REVIEW:



		RECAP Page



				Cash Balances

						FALSE		Verify Beginning Cash Balances agreed with approved budget										Comments:



						FALSE		Verify Lodgers' Tax Report (supporting document) reconciles to LGMBS Data										Comments:



						FALSE		Verify Ending Cash Balances are NOT in deficit										Comments:

								DEFICIT Cash triggers MONTHLY REPORTING requirement.



				Transfers

						FALSE		Verify Total Transfers net to zero.										Comments:



						FALSE		Verify Transfers do NOT exceed budget authority.  										Comments:



				Adjustments

						FALSE		Review Adjustment Supporting Schedule ties to recap totals.										Comments:



				Investments

						FALSE		Review Investment Schedule ties to recap totals.										Comments:



						FALSE		Verify investment activity(reduction or increase) and follow-up with entity.										Comments:



		DETAILED Report



				Percentages of Budget vs. Actuals

						FALSE		Verify percentage of Budget vs Actuals are within reason per qtr.										Comments:		See Table Below.  

								(i.e. 25% for 1st quarter, 50% for 2nd quarter, etc.) 



				Expenditures

						FALSE		Verify Expenditures are within budget authority.  										Comments:



				Transfers

						FALSE		Verify Transfers are within budget authority.  										Comments:



				Other General Fund Major Revenue Sources

						Verify actuals are in line with budget

						FALSE		Property Taxes (Current, delinquent, etc.)										Comments:

						FALSE		Small Cities/Counties Distribution

						FALSE		PILT



				Percentage of Variance of Adjusted Budget vs. Actuals:

												Revenues		Expenditures				Comments:		Expenditures exceeding revenue should be monitored closely to avoid cash balance depletion.

										GENERAL FUND						0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%



				GRT & CANNABIS Analysis:  Variance Entity Actuals/TRD(RP-500 report)														Comments:		RP 500 & reported data,

						FALSE		Customize RP-500 REPORT for variance comparisons









2nd Quarter

								FINANCIAL QUARTERLY REPORT ANALYSIS



																										Required Documents:

		ENTITY:						Entity Name										QUARTER: 		1st						Investment Schedule				FALSE

		Analyst:						Kathleen Coates												2nd		X				Adjustment Schedule				FALSE

		Date Received:																		3rd						Lodgers' Tax Ordinance				FALSE

		Date Checked:																		4th						Financial Statement				FALSE

		Supervisor Review:

		BC Review:										KEY ISSUES/COMMENTS:

												Audit Opinion:                         								 Number of Audit Findings:

								Action Taken:				# of Material Weakness:						 # of Significant Deficiency:								# of Repeat Findings:

						 		None required				Audit Review Letter sent to entity: 										Date:   

						X		E-Mail (attach)				Audit Acknowledgement submitted to DFA:										Date:

								Letter (attach)

								Conference Call/Site Visit 





		ITEMS TO REVIEW:



		RECAP Page



				Cash Balances

						FALSE		Verify Beginning Cash Balances agreed with approved budget										Comments:



						FALSE		Verify Lodgers' Tax Report (supporting document) reconciles to LGMBS Data										Comments:



						FALSE		Verify Ending Cash Balances are NOT in deficit										Comments:

								DEFICIT Cash triggers MONTHLY REPORTING requirement.



				Transfers

						FALSE		Verify Total Transfers net to zero.										Comments:



						FALSE		Verify Transfers do NOT exceed budget authority.  										Comments:



				Adjustments

						FALSE		Review Adjustment Supporting Schedule ties to recap totals.										Comments:



				Investments

						FALSE		Review Investment Schedule ties to recap totals.										Comments:



						FALSE		Verify investment activity(reduction or increase) and follow-up with entity.										Comments:



		DETAILED Report



				Percentages of Budget vs. Actuals

						FALSE		Verify percentage of Budget vs Actuals are within reason per qtr.										Comments:		See Table Below.  

								(i.e. 25% for 1st quarter, 50% for 2nd quarter, etc.) 



				Expenditures

						FALSE		Verify Expenditures are within budget authority.  										Comments:



				Transfers

						FALSE		Verify Transfers are within budget authority.  										Comments:



				Other General Fund Major Revenue Sources

						Verify actuals are in line with budget

						FALSE		Property Taxes (Current, delinquent, etc.)										Comments:

						FALSE		Small Cities/Counties Distribution

						FALSE		PILT



				Percentage of Variance of Adjusted Budget vs. Actuals:

												Revenues		Expenditures				Comments:		Expenditures exceeding revenue should be monitored closely to avoid cash balance depletion.

										GENERAL FUND						0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%



				GRT & CANNABIS Analysis:  Variance Entity Actuals/TRD(RP-500 report)														Comments:		RP 500 & reported data

						FALSE		Customize RP-500 REPORT for variance comparisons









3rd Quarter

								FINANCIAL QUARTERLY REPORT ANALYSIS



																										Required Documents:

		ENTITY:						Entity Name										QUARTER: 		1st						Investment Schedule				FALSE

		Analyst:						Kathleen Coates												2nd						Adjustment Schedule				FALSE

		Date Received:																		3rd		X				Lodgers' Tax Ordinance				FALSE

		Date Checked:																		4th

		Supervisor Review:

		BC Review:										KEY ISSUES/COMMENTS:

												Audit Opinion:                         								 Number of Audit Findings:

								Action Taken:				# of Material Weakness:						 # of Significant Deficiency:								# of Repeat Findings:

						 		None required				Audit Review Letter sent to entity: 										Date:   

						X		E-Mail (attach)				Audit Acknowledgement submitted to DFA:										Date:

								Letter (attach)

								Conference Call/Site Visit 





		ITEMS TO REVIEW:



		RECAP Page



				Cash Balances

						FALSE		Verify Beginning Cash Balances agreed with approved budget										Comments:



						FALSE		Verify Lodgers' Tax Report (supporting document) reconciles to LGMBS Data										Comments:



						FALSE		Verify Ending Cash Balances are NOT in deficit										Comments:

								DEFICIT Cash triggers MONTHLY REPORTING requirement.



				Transfers

						FALSE		Verify Total Transfers net to zero.										Comments:



						FALSE		Verify Transfers do NOT exceed budget authority.  										Comments:



				Adjustments

						FALSE		Review Adjustment Supporting Schedule ties to recap totals.										Comments:



				Investments

						FALSE		Review Investment Schedule ties to recap totals.										Comments:



						FALSE		Verify investment activity(reduction or increase) and follow-up with entity.										Comments:



		DETAILED Report



				Percentages of Budget vs. Actuals

						FALSE		Verify percentage of Budget vs Actuals are within reason per qtr.										Comments:		See Table Below.  

								(i.e. 25% for 1st quarter, 50% for 2nd quarter, etc.) 



				Expenditures

						FALSE		Verify Expenditures are within budget authority.  										Comments:



				Transfers

						FALSE		Verify Transfers are within budget authority.  										Comments:



				Other General Fund Major Revenue Sources

						Verify actuals are in line with budget

						FALSE		Property Taxes (Current, delinquent, etc.)										Comments:

						FALSE		Small Cities/Counties Distribution

						FALSE		PILT



				Percentage of Variance of Adjusted Budget vs. Actuals:

												Revenues		Expenditures				Comments:		Expenditures exceeding revenue should be monitored closely to avoid cash balance depletion.

										GENERAL FUND						0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%



		For 3rd quarter review:

				3rd quarter General Fund Actuals 

								Revenues		Transfers

Susan Rodriguez: Enter positive number for transfer in.  Enter negative numbers for transfer out.		Expenditures

Susan Rodriguez: Enter as a positive number
				Balance				Variance						Beginning Cash Bal				Adjustments				#of yrs until cash depleted

																$0				ERROR:#DIV/0!														ERROR:#DIV/0!





				GRT & CANNABIS Analysis:  Variance Entity Actuals/TRD(RP-500 report)														Comments:		RP 500 & reported data

						FALSE		Customize RP-500 REPORT for variance comparisons









4th Quarter

								FINANCIAL QUARTERLY REPORT ANALYSIS



																										Required Documents:

		ENTITY:						Entity Name										QUARTER: 		1st						Investment Schedule				FALSE

		Analyst:						Kathleen Coates												2nd						Adjustment Schedule				FALSE

		Date Received:																		3rd						Lodgers' Tax Ordinance				FALSE

		Date Checked:																		4th		X				Financial Statement				FALSE

		Supervisor Review:																								Resolution (signed)				FALSE

		BC Review:										KEY ISSUES/COMMENTS:

												Audit Opinion:                         								 Number of Audit Findings:

								Action Taken:				# of Material Weakness:						 # of Significant Deficiency:								# of Repeat Findings:

						 		None required				Audit Review Letter sent to entity: 										Date:   

						X		E-Mail (attach)				Audit Acknowledgement submitted to DFA:										Date:

								Letter (attach)

								Conference Call/Site Visit 





		ITEMS TO REVIEW:



		RECAP Page



				Cash Balances

						FALSE		Verify Beginning Cash Balances agreed with approved budget										Comments:



						FALSE		Verify Lodgers' Tax Report (supporting document) reconciles to LGMBS Data										Comments:



						FALSE		Verify Ending Cash Balances are NOT in deficit										Comments:

								DEFICIT Cash triggers MONTHLY REPORTING requirement.



				Transfers

						FALSE		Verify Total Transfers net to zero.										Comments:



						FALSE		Verify Transfers do NOT exceed budget authority.  										Comments:



				Adjustments

						FALSE		Review Adjustment Supporting Schedule ties to recap totals.										Comments:



				Investments

						FALSE		Review Investment Schedule ties to recap totals.										Comments:



						FALSE		Verify investment activity(reduction or increase) and follow-up with entity.										Comments:



		DETAILED Report



				Percentages of Budget vs. Actuals

						FALSE		Verify percentage of Budget vs Actuals are within reason per qtr.										Comments:		See Table Below.  

								(i.e. 25% for 1st quarter, 50% for 2nd quarter, etc.) 



				Expenditures

						FALSE		Verify Expenditures are within budget authority.  										Comments:



				Transfers

						FALSE		Verify Transfers are within budget authority.  										Comments:



				Other General Fund Major Revenue Sources

						Verify actuals are in line with budget

						FALSE		Property Taxes (Current, delinquent, etc.)										Comments:

						FALSE		Small Cities/Counties Distribution

						FALSE		PILT



				Percentage of Variance of Adjusted Budget vs. Actuals:

												Revenues		Expenditures				Comments:		Expenditures exceeding revenue should be monitored closely to avoid cash balance depletion.

										GENERAL FUND						0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%

																0.00%



				GRT & CANNABIS Analysis:  Variance Entity Actuals/TRD(RP-500 report)														Comments:		RP 500 & reported data

						FALSE		Customize RP-500 REPORT for variance comparisons









Cash Depletion Calculation

		Q1		Cash 		Investments 		Ending Cash Balance

		Ending Cash Balance 

		Beginning Cash Balance						$   - 0

		Cash Balance Depleted by 						$   - 0



								0%



		Q2		Cash 		Investments 		Ending Cash Balance

		Ending Cash Balance 

		Beginning Cash Balance						$   - 0

		Cash Balance Depleted by 						$   - 0



								0%



		Q3		Cash 		Investments 		Ending Cash Balance

		Ending Cash Balance 

		Beginning Cash Balance						$   - 0

		Cash Balance Depleted by 						$   - 0



								0%



		Q4		Cash 		Investments 		Ending Cash Balance

		Ending Cash Balance 

		Beginning Cash Balance						$   - 0

		Cash Balance Depleted by 						$   - 0



								0%







X Verify Ending Cash Balances are NOT in deficit Comments: Ending Cash Balances are NOT in deficit.

Transfers
X Verify Total Transfers net to zero. Comments: Total Transfers net to zero.

X Verify Transfers are within budget authority.  Comments: Transfers are within budget authority.  

Adjustments
X Review Adjustment Supporting Schedule ties to recap totals. Comments: Adjustment Supporting Schedule ties to recap totals.

Investments

X
Review Investment Schedule ties to recap 
totals. Comments:

Investment Schedule ties to recap totals. 

X Verify investment activity(reduction or increase) and follow-up with entity. Comments: Investment activity decreased. 
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It is important to review the comments and if you have questions & concerns reach out to your analyst! 
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QUARTERLY 
REPORTING

SUPPORTING
SCHEDULES

REVIEW

Schedules consist of:

• Investment Schedule – (File Upload 
Name Format: Investment Schedule-Entity 
Name-Q1)

• Adjustment Schedule – (File Upload 
Name Format: Adjustment Schedule – Entity 
Name – Q1)

All forms can be found on the DFA 
website at:  
https://www.nmdfa.state.nm.us/local-
government/budget-finance-
bureau/budget-forms/

Supporting Schedules must RECONCILE with the Financial Report
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If you have investments, a completed investment schedule that reconciles
with the Quarterly Report must  be submitted with every Quarterly Report.
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$20,000
-320.96  Interest 
+.01
=$19,679.05

Needs to reconcile 
to recap adjustment 
total column
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ENTERING 
QUARTERLY 
REPORT IN 

LGBMS

STEPS CONSIST OF:

 Adding report
 Modifying report line items
 Uploading supporting documentation
 Submitting report
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Option 1
• Adding 

Individual 
Reporting Items

Option 2 
• Importing your 

reporting Items

When importing your items, you will need a CSV file. You can download “My Budget” 
zero out the amounts and enter your year-to date actuals for that quarter report
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MONTHLY vs. QUARTERLY REPORTING 
IN LGBMS

The dropdown menu in the LGBMS Reporting Module now clearly identifies each reporting period by both 
quarter and month. This update replaces the previous system where only quarterly reporting options were 
available. The Reporting Module now supports the new monthly reporting feature for entities that DFA has 
designated to report on a monthly basis.

• Q3M1 (January)
• Q3M2 (February)
• Q3M3 (March)
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FY2023
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It is recommended if you have a new fund you want to add, enter it manually 
before you download the budget template, so that funds download. Once you click 
the download an excel CSV file will download, clear the amounts on value & 
amount, then enter your year-to-date actual amounts. Remember to include cents.  
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FY2018
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FY2018
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FY2018

FY2018
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FY2018
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FAILURE TO SUBMIT REPORTS ON TIME OR 
NOT SUBMIT AT ALL

 Entity is considered in non-compliance status
 Will receive a ‘Late Letter’ within 5 days of submission deadline

 Failure to submit two (2) consecutive reports will result in: 

 Section 6-6-2.G. NMSA 1978 requires LGD to notify the Secretary of the Department 
of Finance & Administration that they entity has failed to submit two (2) 
consecutive financial reports described in Section 6-6-2.F.

 Section 9-6-5.2D NMSA 1978 states that after receiving notice from LGD that a 
municipality or county has failed to report the Secretary may direct the Secretary 
of the Taxation and Revenue Department to temporarily withhold distributions to 
the municipality or county pursuant to Section 7-1-6.15 NMSA 1978.

 LGD may schedule a meeting with entity
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Budget & Finance Bureau  |  Local Government Division  
Your Assigned Analyst Is Your First Point of Contact

Kathleen Coates   Supervisor

(505) 487-3907
kathleen.coates@dfa.nm.gov

Bryce Roth  Budget & Finance Analyst
(505) 470-7041  
bryce.roth@dfa.nm.gov

Stephanie Ortiz   Budget & Finance Analyst
(505) 470-8751
stephanie.ortiz@dfa.nm.gov

Candice Mirabal  Budget & Finance Analyst
(505) 500-9382
candice.mirabal@dfa.nm.gov

Annie Delgado   Budget & Finance Analyst
(505) 500-9801
annie.delgado@dfa.nm.gov

Jennifer Gallegos
Bureau Chief

(505) 690-8464
jennifer.gallegos@dfa.nm.gov

Budget & Finance Bureau
407 Galisteo St., Santa Fe

(505) 827-4985

www.nmdfa.state.nm.us/local-government

Sai Yeruva  Budget and Finance Analyst
(505) 709-0758
saisharvani.yeruva@dfa.nm.gov

Paul Chavez  Supervisor
(505) 819-1620
paul.chavez@dfa.nm.gov

Harold Quintana  Budget & Finance Analyst
(505) 396-1783
harold.quintana@dfa.nm.gov

mailto:jennifer.gallegos@dfa.nm.gov
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