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Request to Establish or Modify Funds
Objective
To establish procedures for requesting a new fund, modifying an existing fund or deactivating a fund in the Statewide Integrated Financial Tools (SWIFT). Specific criteria must be met in order to establish a new fund. Please refer to MMB Statewide Operating Policy 0201-01 Establishing or Modifying Funds for a list of the criteria. Modifications are limited to name changes or inactivation. Funds cannot be deleted. To discontinue the use of a fund, system controls must be changed to inactivate it.
Before submitting the request form, you may want to discuss your justification with your agency’s Executive Budget Officer (EBO), the MMB Financial Reporting functional expert and/or the MMB General Accounting functional expert.
General Procedures
	Step
	Action
	Responsible Party
	Timeline

	1.
	Complete and sign the form – Request to Establish or Modify a Fund and submit to your agency’s Executive Budget Officer (EBO).

	Requesting Agency
	N/A

	2.
	Review request for compliance with Policy 0201-01.
If approved – sign the form and forward the request to MMB Financial Reporting Director.
If denied – return request to the agency with written justification for the denial. Work with requesting agency to explore alternatives.

	MMB Budget Division, EBO
	N/A

	3.
	Review request for compliance with Policy 0201-01.
If approved – assign new fund number, sign the form and forward the request to MMB General Accounting Unit.
If denied – return to EBO with written justification for the denial.

	MMB Financial Reporting Director
	N/A

	4.
	Review fund request for other accounting or reporting requirements impacting this fund.
Sign form and forward the request to MMB Agency Assistance.

	MMB General Accounting
	N/A

	5.
	Establish or modify the fund in SWIFT.
Notify requesting agency, EBO, MMB General Accounting, and MMB Financial Reporting when fund is available for use.

	MMB Agency Assistance
	N/A


Forms
MMB Statewide Operating Form 0201-01F Requesting to Establish or Modify Funds (http://mn.gov/mmb-stat/documents/accounting/forms/0201-01-fund-request-form.docx)
Related Policies and Procedures
MMB Statewide Operating Policy 0201-01, Establishing or Modifying Funds (http://mn.gov/mmb-stat/documents/accounting/fin-policies/chapter-2/0201-01-funds-policy.docx)
image1.png




image2.png




