
Reimbursement Payment Request (RPR) Guide 
For First Payment Request: 

1. Make sure to use the tab labeled “Invoice 1”. 

 
 

2. In Section 1, enter the reimbursement period in which the grant activity occurred. 

 
 

3. Enter the name, phone and email address of the person preparing the form.  
NOTE: the person preparing the form must be different than the authorized signature at the 
bottom. 

 
 

4. In Section 3, the Approved Budget – Not to Exceed is the total grant award amount. DO NOT 
change this amount. 

 
 
 



5. In column C, enter the amount requested in the corresponding budget category. The formulas 
will calculate the total payment request and the remaining amount that is available. 

 
 

6. In Section 4, the grantee’s authorized official should review and sign the RPR.  
NOTE: the authorized signature must be different than the person who prepared the form.  

 
 

7. Email the signed form to mai.grants@state.mn.us.  
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For Subsequent Payment Requests: 
1. Navigate to the next blank tab available. 
2. In Section 1, enter the reimbursement period in which the grant activity occurred. 

 
 

3. Enter the name, phone and email address of the person preparing the form.  
NOTE: the person preparing the form must be different than the authorized signature at the 
bottom. 

 
 

4. In Section 3, the formulas have carried forward previous payment requests and balances. Enter 
the current payment request in the corresponding budget category in column C.  

 
 

5. In Section 4, the grantee’s authorized official should review and sign the RPR. 
NOTE: the authorized signature must be different than the person who prepared the form. 
 

 
 

6. Email the signed form to mai.grants@state.mn.us.  
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