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	· Use this form to request a reimbursement payment from the Minnesota Department of Employment and Economic Development (DEED) for an approved contract/purchase order
· IF you are requesting establishment of a new or filing an amendment to an existing contract-encumbrance of funds, use the following form: MN-DEED-AFS-01.  Payments cannot be made without first filing form MN-DEED-AFS-01 and establishment of or amendment to the contract-encumbrance of funding in SWIFT.
· All fields in Section 1-3 are required for processing along with the authorized approval name in Section 5.  Failure to provide this information and a completed form will delay your request.

· Do not alter or modify this form or may be subject to rejection and delay of your request.

· Use the current version of this form posted at: http://intraweb.deed.state.mn.us/docs/forms/index.html or contact your DEED representative for assistance.  Please note, due to the launch of SWIFT, forms submitted and/or utilized prior to July 2011 have been retired from use and are no longer acceptable.  As necessary, you may submit additional invoice or supplemental documentation.
· For more information regarding fields and data requested on this form, see the definitions starting on page two.
Questions on this form along with your completed request should be emailed to your DEED program representative.


	SECTION 1: reCIPIENT INFORMATION

	Name:
	SWIFT Vendor ID + “Remit To” Location:

	Address:
	SWIFT Purchase Order ID:

	City, State & Zip:
	SWIFT Contract ID:

	Program Grant Name:
	Total Award Amount:

	SECTION 2: PREPARED BY

	Name: 
	Title:

	Phone:
	Email:

	sECTION 3: payment details

	Total Reimbursement:
	Service Period To & From:

	Vendor Invoice #: 

	
	Activity ID(s):
	Activity Title(s):
	Amount(s):

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	SECTION 4: REMARKS or ADDITIONAL COMMENTS

	

	SECTION 5:  Agreement & Authorized APPROVAL | e-Signature

	1. By submitting this form, I certify that the request is in accordance with DEED financial process-procedures requirements and appropriate contract terms; the data reported is correct and the amount of the request is not in excess of the total award amount.
2. By submitting this form via email, and allowing use of their name, the individual listed below provides their electronic signature and is deemed authorized to provide approval of this request.

	Name:
	Title:
	Date:

	Phone:
	Email:
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DEFINTIONS OF FIELDS USED ON THIS FORM
To ensure prompt and accurate service of your request, please be sure to include the correct information.

Questions regarding this form should be emailed to your DEED program representative.
Definition of “reimbursement:” The recipient has paid for approved-encumbered funds in SWIFT out of their own financial method-source and is requesting reimbursement of monies spent and paid for via said method.



	SECTION 1: RECIPIENT INFORMATION (All Fields Are Required)

	Field Names
	What to Enter?

	Name
	The recipient full legal name (also referred to as = vendor, grantee subgrantee, contractor, facility or sub-award, etc.).

	Address, City, State & Zip
	The “remit to” address to which the warrant (check) will be mailed and/or EFT.  Warrants can be mailed to the recipient or directly to the recipient’s bank.  The address must be the same as authorized on the Authorized Signature Form.

	SWIFT Vendor ID + “Remit To” Location
	The 13 digit numeric code established in SWIFT of the recipient’s “Name” that this request is related to and “remit to.”  This number is made up of the SWIFT Vendor ID (10 digits) + the 3 digit “Location” code. A listing of SWIFT vendor IDs can be found at http://www.swift.state.mn.us/ii-docs (see “Vendor Crosswalk”).  This document also provides an example of how the naming convention of the MAPS to SWIFT vendor coding was established.  Existing MAPS vendors were converted to SWIFT.
IF a vendor ID has not been established in SWIFT, contact the designated AFS staff listed at http://intraweb.deed.state.mn.us/fiscal/SWIFT/contacts.html to set-up prior to submitting this form or it will be rejected.  Requests cannot be processed without the 13 digit SWIFT Vendor data/code.

	SWIFT Purchase Order ID
	The unique purchase order ID established in SWIFT that this request is related to.

	SWIFT Contract ID
	The unique contract ID established in SWIFT that this request is related to.

	Program Grant Name
	The name assigned by program staff.  Examples “919-HTI 2” … “040-WIA Youth PY10”

	Total Award Amount
	Original award amount +/- modifications (decreases or increases to original amount)

	

	SECTION 2: PREPARED BY (All Fields Are Required)

	Field Names
	What to Enter?

	Name
	The individual who is completing the form.

	Title
	The title of the person completing the form.

	Phone
	The phone number of the person completing the form.

	Email
	The email address of the person completing the form.

	

	SECTION 3: PAYMENT DETAILS (All Fields Are Required)

	Field Names
	What to Enter?

	Total Reimbursement 
	The total amount you are requesting reimbursement for.

	Vendor Invoice #:
	Provide as much details as possible to be placed in the SWIFT “Invoice #” field. 

	Service Period To & From
	The dates (in MM/DD/YY format) of the service period for this reimbursement request.

	Activity ID(s)
	The 3 digit SWIFT ChartField code.  Use only the codes designated for use.  In SESA this was known as “Function Code.”  Activity IDs may represent specific tasks, items, or programs within a Project ID. Each Project ID is required to have at least one Activity ID. However, a Project ID may be associated with multiple Activity IDs. Users add transactions and budgets to a project only at the Activity ID level. The Activity ID can be associated with an activity type, dates, descriptions and other attributes for additional reporting.
SWIFT ChartField information can be found at: http://intraweb.deed.state.mn.us/fiscal/SWIFT/411.html NOTE: The data maintained on the intraweb is for reference purposes and subject to change.

	Activity Title
	The associated SWIFT activity description of the “Activity ID.”  For example, if your activity ID was “821” your activity description would be “Materials and Supplies.” 


	SECTION 4: REMARKS or ADDITIONAL COMMENTS (Optional)

	Enter any additional details you need to or are requested to provide to support this payment request.  NOTE: Attach any supplemental documentation requested.

	

	SECTION 5: AGREEMENT & AUTHORIZED APPROVAL | E-SIGNATURE (Required)

	Field Names
	What to Enter?

	Name
	The name of the person required to provide approval.  If this is the same person listed in the “Prepared By” section, please repeat this information.  Do not put “same as above.”

	Title
	The title of the person required to provide approval.

	Date
	The date this form is being submitted (in MM/DD/YY format).

	Phone
	The phone number of the person listed above providing their authorization. 

	Email
	The email address of the person listed above providing their authorization.

	
NOTE: Facsimiles are no longer accepted.  All forms must be emailed.  As such, a physical signature is not required.  Your electronic identification serves as an authorizing signature.  Individuals signing must be authorized via an Authorized Signature Form.
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