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Save a tree – or two!  We 
generally do not need 
requisitions or purchase 
orders.  (An exception is if 
the breakout of a shared 
expense is identified on 
these documents.)   

For each request, complete a “Reimbursement Request Detail” worksheet in Excel, or 
otherwise provide a written summary (e.g., letter) showing what you are requesting.    
 
Please include an itemized list.  This helps us clearly see what you are requesting and 
verify amounts.  It helps you ensure amounts are correct and reconcile payment (which 
will also make your municipal finance people happy).   
 

1. For each item requested, please provide: 
 

a. Invoice.  The invoice should clearly state:  

• what was purchased and when 

• from whom it was purchased 

• amount charged  

• for shared expenses, what portion 

belong to the court 
 

Include other documents only if needed to justify an expenditure (e.g., quotes, 
contracts) or to provide departmental breakout of shared expenses.  
 

b. Payment proof.  Typically this will be a check copy or bank draft confirmation.  
It does not need to be a cancelled check.   
 

• Payment date, amount, and payee must be clearly identified.   
 

• The following are helpful to have on the check copy:  

o  An invoice number linking the charge to the payment  

o  Departmental breakout of shared expenses if applicable 

(account codes) 
 

In other words, make sure there’s a clear paper trail between your item 
and its payment proof.  
 
For items paid by credit card, payment proof is the check or bank draft that 
paid the credit card bill.   

 
2. Send the spreadsheet form by email in Excel format.  This enables us to upload 

your itemized list directly into our database.  
 

3. Send your backup documents by email or regular mail.  
 

• Send e-mail requests (preferred) to:  

muni@nmcourts.gov 
 
 
 
 
 
 
 
 

Save a tree and postage!  Scan and email your request 
if possible.  If you don’t have a scanner, let’s talk!  
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Forms and additional information are available at www.nmcourts.gov:  
From the NM COURTS drop-down list, select Municipal Courts, then Court Resources. 

• Send mailed requests to: 

Municipal Court Automation Program 

New Mexico Supreme Court - AOC/JID 

2905 Rodeo Park East, Bldg. 5 

Santa Fe, NM  87505 

 
If you use postal mail: 
 

• No staples please (we just have to take them out).   

• Use double-sided copies only for related documents (e.g., only 
double-side a check copy to the invoice that it paid).   

 
• Contact us with questions.  We’ll help, really and truly. There are no dumb 

questions!  
 

April Sessions – asessions@nmcourts.gov – (505) 660-0813 

Charles Berry – cberry@nmcourts.gov – (505) 819-9162 

Fax number (if all else fails): (505) 476-6930  

 

 
 
** See below for answers to frequently asked questions (FAQs) about reimbursements. ** 
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Who is eligible for reimbursement?  Funding is provided in the form of reimbursements to 
municipalities.  Reimbursements can be paid only to municipalities, who must provide the 
up-front funding for the court’s automation expenses.  Any municipality whose court is in 
compliance with statutory requirements may apply for reimbursement.  The statutory 
requirements are:  

• Report and remit automation fees monthly.  
(If no fees collected, send a $0-fee report.) 

• Provide a DWI report or “no-dispositions” status monthly (for municipalities with an 
ordinance for DWI).  

 
What can be reimbursed?  Refer to the Categories of Support list for items that may be 
reimbursed.  Please note that some items on the list have pre-approval requirements or 
dollar limitations.  The list is subject to change and categories may be modified due to 
variations in program funding.  Courts can request an exception to the standard 
categories - see below for more information on the special request process. 
 
Examples of thing that can’t be reimbursed: 

• Organization dues 

• Postage meters 

• Cell phone service 

• Copier or printer paper  

• Late fees on a regular basis 

• Gross receipts (sales) tax on goods (see additional question below) 

• Nothing under $5 please!  It is not worth the paperwork or the time of all the 

different people who must handle the paperwork, for very small amounts.  

 

How much can be reimbursed?  Funds are allocated to courts on a fiscal year basis 
(July-June).   These allocations are developed by MCAP staff based on court needs 
within the limits of the program’s AOC budget.  To the extent that funds are available and 
eligibility criteria are met, reimbursements can generally be processed up to the limit of 
the court’s allocation.  See below for more information on the allocation process.  

 
Who decides whether an expense can be reimbursed?  Reimbursement decisions are 
based on a court’s compliance with program requirements, allocation availability, and 
general availability of funds.  The Automation Committee votes on requests based on 
summaries developed by MCAP staff.  Additional approvals come from the MCAP 
Program Manager, AOC Director or Chief Information Officer, AOC Fiscal Services 
Division, and the Department of Finance and Administration (DFA).   
 
What is the time frame for requesting reimbursement?  As a general rule, requests 
should be sent within 90 days of an expense being paid.  Regular recurring expenses 
(e.g., monthly bills) may be collected and sent on a quarterly basis.  While it is not usual, 
requests beyond the specified time frame may be declined at any level in the approval 
chain, including the Automation Committee, AOC management, and DFA.  
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Can sales tax be reimbursed?  As of this writing, governmental entities are required to 
pay NM Gross Receipts Tax (sales tax) on services but not on goods.  Therefore, your 
municipality can issue a governmental NTTC to the vendor to avoid paying sales tax on 
goods, including computer equipment.  In addition, out-of-state firms should be charging 
only the “compensating rate” of sales tax.  Sales tax may be reimbursed as a courtesy 
while a municipality works out details of the NTTC process.  
 
How do I request an allocation?  Each spring courts are asked to take a look at their 
automation needs for the coming fiscal year and make an allocation (wish list) request.  
This timing coincides with the budget cycle for most municipalities.  You should request 
allocation only for expenditures that you are actually approved to make, i.e., expenditures 
supported in your municipal budget.   For example, if the court will purchase computers 
and you plan to request reimbursement for them, you would need to make sure there is 
funding in your municipal budget for them, as well as listing them in your allocation 
request.   
 
What if we have unanticipated expenses or an emergency?  Courts can request 
additional funding throughout the year via the special request process.  (Thus there is no 
need to try and cover contingency in your allocation request.)  See below for more 
information on the special request process.  
 
How are allocation amounts decided?  Allocations are developed by MCAP staff and 
presented to the Automation Committee for voting.  Court needs (as identified in the 
allocation-request process) are weighed against available funding to come up with a 
sustainable spending plan.  Because resources are limited, you may not get the full 
amount you request.  The more information you can provide, the better.  For example, 
specifying that you need four computers at $800 each stands a better chance for 
approval than simply listing $3,200 as a hardware expense.  If you do not request an 
allocation, an amount will be estimated for you. 
 
Are allocations and reimbursements guaranteed?  No.  While each court is allocated a 
certain amount of funding, reimbursements are dependent on many factors including 
compliance with program requirements and overall availability of funds, and thus cannot 
be guaranteed.  It is not a “grant” program, even though some municipalities may treat it 
as such for record-keeping purposes. 
 
How often can we replace equipment?  For reimbursement purposes, we anticipate a 3-5 
year lifespan for PCs, which is similar to AOC’s practice for state courts.  Servers are 
evaluated on a case-by-case basis, but typically have a life span of at least 5 years.   
Printers and other peripherals are evaluated on a case-by-case basis, since their lifespan 
is dependent on use and because compatibility issues often arise when primary 
equipment is replaced.  When planning for equipment replacement, be sure to check with 
MCAP staff before you buy.  We can help ensure compatibility with your case 
management software, recommend best practices, and help you find the best available 
pricing.   
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How can we dispose of equipment that was reimbursed?  Equipment remains the 
property of the municipality and can be disposed of according to the municipality’s usual 
process.  For security purposes make sure that the disposal process includes secure 
destruction of all data stored on devices.  
 
Who can sign the reimbursement approval form?  Generally, the presiding judge should 
sign; however, an alternate judge or any municipal official with the authority to commit 
funds can sign in the judge’s absence.  Be sure to print the name and job title of the 
person signing in place of the judge’s name on the form.  
 
How will we know that a reimbursement has been paid?  The individual identified as court 
contact in our directory (and the person who sent the request if different) will receive 
notification by email.  This usually coincides with receipt of the check or direct deposit 
notification by the municipality.  We do not routinely send copies of payment verifications, 
but will do so upon request.  You are welcome to inquire about the status of a request at 
any time.   
 
When can we expect payment?  Typical turn-around is 7-8 weeks from the time we 
receive a request.  However, timing depends on many factors, including processes at 
AOC Fiscal Services and DFA, over which we have no control.  Timing for all steps can 
vary widely depending on the time of year, with both beginning and of the fiscal year 
being especially busy times.  While it is not usual, DFA may require additional 
documentation at any point in the process.  You can help us achieve faster turn-around 
by making sure your documentation is complete, your amounts are correct, and that 
signed approval forms are returned promptly.   
 
How do I make a special request?  Complete the special request form if unanticipated 
needs arise, to request support for an item outside the Categories of Support list, or to 
request consideration for items outside the usual time frame.  Special requests are 
evaluated on a case-by-case basis and will be forwarded to the Automation Committee 
for voting if funds are available and eligibility criteria are met.  Providing thorough 
justification and a detailed cost information will increase your chances of getting a special 
request approved.  
 
Are there rules specifying what the city can do with reimbursement funds?  No.  
Reimbursement funds are paid to the municipality, because the municipality paid for the 
items being reimbursed, even if the costs were assessed against the court’s budget.  
Best practices dictate that if a reimbursable expense came out of the court’s budget, a 
corresponding credit should be applied when the reimbursement is received.  It is in the 
interest of the court to work closely with the governing body and municipal finance office 
on these matters (doughnuts may help).  
 
Can reimbursements be paid directly to the court?  No.  Only municipalities may apply for 
reimbursement.  A valid vendor account is needed to receive payment from AOC and 
these are provided only to municipalities.  
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Where does the money come from?  The Municipal Court Automation Fund (MCAF) was 
established by the New Mexico Legislature to help municipal courts pay for automation 
expenses.  The program is funded by the $6 automation fee that courts assess on 
convictions.   To keep reimbursements flowing it is essential that courts accurately track, 
report, and remit these fees on a regular basis.  
 
Who manages the fund?  The fund is administered by the Administrative Office of the 
Courts (AOC) with the Automation Committee of the New Mexico Municipal Judges 
Association (NMMJA) assuming primary oversight.  The Automation Committee is a 
panel of judges appointed by the NMMJA president annually, plus one Court Clerk 
Representative.  Two full-time individuals, employed by AOC, comprise the Municipal 
Court Automation Program (MCAP) and complete the day-to-day work of the program, 
which includes reimbursement processing.  
 
What happens to my request when it’s received at AOC?  Your documents are reviewed 
to ensure that all necessary info has been provided.  Court eligibility is verified.  The 
invoices you send are marked up with category & payment info, and requested items are 
entered into a database.  About every 4-6 weeks requests are collected into a batch and 
presented for committee review.  Courts with approved requests will receive a signature 
page for the judge to sign; this signature certifies that amounts are correct and that 
requested items are for appropriate purposes (another reason to double-check those 
items and numbers!).  Once the signed approval form is returned by the court, the 
request goes for additional signatures at AOC.   
 
Purchase order requests are generated concurrent with signature processes and go to 
AOC Fiscal Services for processing, where additional reviews take place, including 
verification of vendor accounts and DFA approval.  Once all signatures have been 
obtained and POs are issued, requests are linked to their POs.  Applicable documents 
are copied and sent to AOC Fiscal Services for payment processing, which takes a few 
more days.  Funds are paid either by check or direct deposit, depending on how the 
municipality set up their vendor account with AOC.  
 
Statutes governing the fund and reimbursement program: 
 
NMSA 34-9-12. Municipal court automation fund created; administration; distribution. 

NMSA 35-14-12. Municipal courts; automation required. 

NMSA 35-14-7. Monthly reports and remittances. 

NMSA 35-14-8. Itemized statement. 

NMSA 35-14-9. Penalty. 

NMSA 35-14-11. Municipal ordinance; court costs; collection; purpose. 

 


