Instructions for Completing the Wire Transfer Request Form

In general, wires transmitted by MMB must be backed by warrants. Please see the Warrant Special Handling Request policy, procedure, and form for additional information in setting up a pull warrant to be received by MMB.
Part 1: General Wire Instructions

	1. Date to wire the funds
	Enter the date that MMB should wire the funds to the vendor.


	2. Wire amount
	Enter the amount that should be wired. The amount shown on this form must be in U.S. Dollars and must match the amount of the warrant(s). 


	3. Beneficiary’s Name
	Enter the beneficiary’s name attached to the receiving bank account. The beneficiary’s bank account name must match the name on the warrant(s).  



[bookmark: _GoBack]Part 2: Repeat Code (if applicable)
This section is for wires that occur on a regular basis that have been setup on a repeat code by MMB. The purpose of a repeat code is to more efficiently transmit wires and reduce the potential of errors.
	1. Repeat Code
	Enter the repeat code provided by MMB. 

	2. Last 4 Digits of Account
	Enter only the last 4 digits of the receiving bank account number.



Part 3: Bank Account Information (if not on a repeat code)

	Domestic Wires
	

	1. Banking Institution
	Enter the receiving bank’s name.

	2. ABA / Routing Number
	Enter the receiving bank’s ABA / routing number. This will be a 9 digit number.

	3. Account Number
	Enter the receiving bank account number. 

	
International Wires
	

	1. Banking Institution
	Enter the receiving bank’s name.

	2. SWIFT Code
	Enter the receiving bank’s foreign SWIFT Code number. 
This code is also known as a Foreign ABA / Routing number. 

	3. IBAN Number
	Enter the bank account’s IBAN Number (International Bank Account Number).

	4. Country
	Enter the name of the country where the receiving bank institution is located. 

	
Further Credit To
	If the funds need to be deposited into a sub-account, complete the following section.  

	1. Beneficiary Name
	Enter the beneficiary’s name.

	2. Brokerage Account
	Enter the sub-account or brokerage account number.

	3. Beneficiary Address
	Enter the beneficiary’s address.



Part 4: Authorization
Agency Manager signatures are required for wires not processed on Repeat Codes.  Repeat code wires require one signature.

Additional Information

Related Policies, Procedures, and Forms:

0802-02	Warrant Special Handling Request Policy	
0802-02.1 	Warrant Special Handling Procedure
0802.02.01F 	Warrant Special Handling Requests
0802.02.02F 	Warrant Special Handling Request Authorized Signature

Send completed forms to the following:

	Minnesota Management & Budget
Vendor Payments
658 Cedar Street # 400
St. Paul, MN 55155
	Email: syscomp.mmb@state.mn.us
Fax:	(651) 797-1307



