
BUSINESS PROCEDURES 
 

SECTION I: Introduction and Context 
 
Sound business practices support Adult Education (AE) program success. This 
document describes the policies and procedures necessary for local AE program 
compliance with state and federal regulations and guidelines. Following these policies 
and procedures will also help ensure that reimbursement claims are handled and 
processed accurately and timely. 
 
AE programs must maintain separate accounts for state and federal funding. Failure to 
do so constitutes comingling of funds and may result in funding revocation. 
 
Technical assistance is available by phone, e-mail, or face-to-face meetings as needed and 
requested. Fiscal representatives are invited to attend scheduled AE gatherings and 
conferences for the opportunity to meet and discuss issues with colleagues and the AE 
fiscal representative from the state office. Gatherings, conference dates, and locations are 
posted on the NMHED AE website. 
 
This document summarizes the primary fiscal and other business issues, and may not cover 
all situations or conditions required for full state and federal compliance. For additional 
details, programs should consult the 

 
 RFA and grant extension application documents and forms; 
 U.S. Department of Education Assurances and Regulations; 
 State of New Mexico Procurement Code; 
 General Services Department, Property Control Division, State guidelines on fixed 

assets; 
 New Mexico Department of Finance and Administration. 

 
A. State Funds 

At the end of a fiscal year, unspent state money reverts to the New Mexico State 
General Fund and can no longer be used for adult education. Please spend all of the 
state allocation or notify the state fiscal representative at the NMHED of unused 
portions in early spring for consideration of redistribution. 
 
Any unspent state funds beyond 1% of allocation will be deducted from the program’s 
state allocation in the following year’s award.   

 
 
B. Federal Funds 

 
Unlike State funds, Federal funds may carry over to the next fiscal year for 
reallocation by the NMHED AE office. Federal funds can be used for instructional 
services.  Five percent of federal funding may be used for administrative costs as 
explained in Section II.  
 
Please Note: 

 
 Equipment (item cost exceeds $1,500) purchased with federal funds can only be 

used by AE students for instructional and assessment purposes. 



 
 

SECTION II: FISCAL AND REPORTING PROCEDURES 
 
 
A. Annual Reporting 

 
Final annual statistical and narrative reports are due by August 31st each year. Programs 
will be notified if this date changes for any reason. Reports must be submitted via e-mail to 
the Adult Education mail box:  adult.education@state.nm.us 

 
Administrative Costs 

 
Federal regulations require that administrative costs stay within 5% unless prior written 
approval is obtained from the State Director of the AE Division. Administrative costs are 
institutional or organizational costs for indirect and other administrative expenses.  If a 
program determines that it needs to exceed the 5% cap to function properly, the 
program director must submit a written request by e-mail to the State Director of the AE 
Division. 

 
 
The 5% must be charged based on monthly actual expenses and not requested in a lump 
sum. 

 
Direct Costs 

 
Purchases are considered to be equipment when a single unit exceeds a cost of $1,500. 
The equipment budget should be anticipated and documented in the program plan, and the 
back-up documentation submitted with the program grant application or extension request. 
Equipment purchased with Federal funding can only be used for instructional and/or 
assessment purposes. Equipment such as copy machines for everyday printing should be 
purchased or leased by the administrative site or institution; usage fees can be charged to 
AE. 

 
Please consult and follow the General Services Department, Property Control Division, State 
guidelines on fixed assets for information related to the ownership and depreciation of 
equipment purchased with AE funds. 

 
Textbook and equipment inventory recordkeeping must  be  maintained  on  site 
and accessible to the NMHED during site visits. (This is for items purchased with Federal or 
State monies, not Instructonal Material monies) 

 
Instructional Materials 

Instructional Material funds are passed through the New Mexico Higher Education 
Department Adult Education Division for disbursement to the qualifying Adult Education 
programs through a funding formula set forth by the Public Education Department. All 
records should be available at the institution for review by Public Education at any time. 
These funds may only be used for the purpose of direct instruction to adult learners in the 
Adult Education program. 
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Time and Effort Reporting 
 
Time & Effort reporting is required for all AE employees both for AE and Non-AE related 
activities. Time sheets shall document, on a bi-weekly basis, the type and proportion of 
activities conducted by each employee, and the source of funds for these activities. 

 
 
Programs are not required to submit regular timesheets to NMHED, but shall maintain these 
records for a period of five years and provide time and effort documentation upon request. 

 
Mid-Year Reports 

 
Mid -year reports are due February 1st of each year and must be submitted to the Adult 
Education e-mail box:  adult.education@state.nm.us. 

 
C. Monthly Reporting 

 
NMHED expects the reporting/forms submitted to reflect consistent and complete 
spending of the program allocation. Reports must be submitted for review and approval to 
the AE fiscal representative in a timely manner. (See below for more detail) 

 
 
Reimbursement Claims 

 
 

 
 
All budget forms must be signed by the fiscal agent for the institution or by an 
authorized administrator. The person’s name and title must be included. It is generally not 
appropriate for the Program Director to sign budget documents. 

Reimbursement claims are due to NMHED on or before the 15th work day 
following the close of business each month, and should be received no 
later than that. Submitting late claims delays the reimbursement process 
for all programs. The preferred method of submission is by e-mail to the 
fiscal representative of Adult Education, however hard copies will be 
accepted. (Please note that mailing hard copies delays the payment time) 
All appropriate documentation must accompany the submission.  The 
submission must reflect expenses by line item.  A summary of charges will 
not be accepted. Please submit check copies, invoices, receipts, purchase 
orders, travel authorizations, travel reimbursements, etc. if appropriate. 

mailto:adult.education@state.nm.us
mailto:adult.education@state.nm.us


 
Reminders: 

 
 NMHED does not reimburse for negative line items. To handle this situation, a 

BAR (Budget Adjustment Request) needs to be submitted first. 
 Unspent State funds revert to the General Fund at the end of each fiscal year, and 

can no longer be used for AE. 
 
Payments by NMHED to sub-grantees, contractors and institutions, including 
reimbursements and draw-downs, are due within thirty (30) days of receipt of the invoice by 
NMHED, unless specifically agreed to otherwise. 

 
Program Income 

 
Programs (school districts and/or other nonprofit eligible provider) receiving federal Adult 
Education and Family Literacy Act (AEFLA) funds may charge reasonable and necessary 
fees to be used specifically to provide additional adult education and literacy services that 
the program would otherwise be unable to provide (34 CFR 80.25). Collected fees must be 
used to assist adult students in becoming literate, obtaining knowledge and skills necessary 
for employment and self-sufficiency, obtaining the education skills necessary to become full 
partners in their child’s education, and completing their secondary school education (AEFLA 
Section 202). 

 
For programs that are authorized by NMHED to charge a fee, a waiver process must be in 
place and students must be informed of their right to petition for a waiver. 

 
If programs intend to charge program (e.g., registration or application) fees, they must 
include this in their Grant Applications or Extension Requests and must obtain prior 
approval from the State AE Director to ensure that: 

 
• any fees and/or tuition charged to adult education students by the local program are 

equitably administered and do not reach levels that have an adverse effect on 
participation of economically disadvantaged students 

 
• any fees and/or tuition charged to adult education students by the local program are 

maintained and used directly for the specific purpose of providing adult education 
services to qualified adult education students 

 
• Collected fees are auditable. Programs must maintain an accounting of fees and 

associated expenditures ensuring that funds are used solely and specifically for adult 
education programming and not withheld and maintained in a general maintenance and 
operation fund or used for any other funding purpose. 

 

Local AE program income must be spent the same year it is colleced. Program income is 
not carried over to the following fiscal year. 



Travel 
Out-of-state travel must be pre-approved and included in the program grant application or 
extension request submitted to NMHED. Any exceptions must be e-mailed to the State 
Director of AE for approval, containing all appropriate supporting documentation. The 
approval request must be made before the travel occurs. Upon returning from travel, a 
written report regarding the outcomes of that travel and sessions attended must be 
submitted to the program director and made available to the AE state director if requested. 

D. Budget Forms 
 
All budget forms must be signed by the fiscal agent for the institution or by an authorized 
administrator. The person’s name and title must be included. It is generally not appropriate 
for the Program Director to sign budget documents. 

 
Budget Approval (Yearly) and Monthly Claim for Reimbursement 

 
A copy of this form is attached to this document as Appendix C. This form is used for two 
reasons: 

 
 Request approval for original and adjusted budgets 
 Report monthly spending to request reimbursement 

 
The current form is accessible for downloading on the NMHED website. Before submitting, 
please be sure that the form is completed accurately and timely. Hand-written forms will not 
be accepted. Remember, budget increases and decreases are due to: carryover, returning 
funds and redistributions. Also, once a budget has been adjusted, on the very next form 
submitted, the ‘Adjusted Budget’ becomes the ‘Current Budget.’ 

 
If a BAR for line item changes is submitted on this form, a ‘Budget Adjustment Request’ 
(BAR form) must be submitted at the same time. Programs must  keep all supporting 
documentation on file and available for inspection. 

 
This form must be signed by the fiscal agent for the institution or by an authorized 
administrator. The person’s name and title must be noted. It is generally not appropriate for 
the Program Director to sign this form. 

 
Final reimbursement claims for a fiscal year are due before a specified date in July. 
Programs will be notified when the specific date is determined each year. 

 
Budget Adjustment Request (BAR) for Line Item Changes 

 
Budget Adjustment Requests for line item changes are typically used during the 4th quarter 
of a fiscal year on a limited basis. BAR’s may be sent via e-mail and should  reflect 
significant amounts only. Standard guidelines call for: 

 
 Totals being over $500, and/or 
 Line items being over $50. 



A copy of this form is attached to this document as Appendix D. This form is used for one 
reason: 

 
 To move funds between/among line items. 

 
The current form is accessible for downloading on the NMHED website. Before submitting, 
please be sure that the form is completed accurately and timely. Hand-written forms will not 
be accepted. 

 
Remember, on the BAR, the total amount of the increase must equal the total amount of 
the decrease. A justification or reason (some examples: salary savings from vacant 
professional position; will send additional person to training/conference) must be given on 
the form for each increase and decrease line item affected. “Insufficient funds in line item” is 
not considered a valid justification because it does not explain why the shortage occurred. 
The form must be submitted when a BAR request is entered on the ‘Budget Approval and 
Monthly Claim for Reimbursement’ form. 

 
Again, this form must be signed by the fiscal  agent  for the institution or by an 
authorized administrator. The person’s name and title must be noted. It is generally not 
appropriate for the Program Director to sign this form. 

 
E. Fiscal Accountability 

 
Local AE programs may be placed on an At-Risk List or on Probation which serves as 
notice that they may be in violation of one or more State AE Division policies and 
procedures (please see the NMHED AE Division Probation Procedures). The At- Risk 
List serves as an informal way to let programs know that they will be placed on Probation if 
they fail to take corrective action. The types of local AE program deficiencies that may 
result in their being placed on the At-Risk List include (but is not limited to): 

 
 Failure to submit fiscal forms and documents as required 
 Failure to attend State NMHED AE sponsored training on fiscal responsibilities 
 Failure to provide a cost survey and other requested fiscal information 
 Failure to keep accurate and timely fiscal records 
 Falsifying fiscal records 

 
If local AE programs fail to take corrective action to avoid being placed on the At- Risk 
List, the State AE Division office will initiate action to place the program on probation. 
Once on probation, a formal Corrective Action Plan will be implemented (please see the 
NMHED AE Division Probation Procedures. Local AE programs may appeal any 
decision by the State AE Division (please see the NMHED AE Division 
Grievance/Complaint procedures). 
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