
Request to Spend Funds – Study Staff 

The RTSF process is now fully electronic.  Approvals will route through Click workflow as identified by you but pre-

approved by your Chair or Department Administrator.  You will only have to enter minimal information in order to 

process your RTSF.  All responses will be sent from Click including your Index set-up.  Let’s begin: 

Just as in the current process, you must first have an open record in Click.  This means a record that is in one of 

the following states  Draft, Department Review, SPO Review, Final SPO Review, Pending Sponsor Review, Prepare 

for Award, or Award QC.  Note:  If you are processing a No-Cost Extension RTSF, you will find your current 

Awarded record. 

If you don’t have an open non-awarded record, you will create on in order to initiate the RTSF process.  To look for 

your current record, log in to Click and click on the “Grants” Tab and query by the information you have: 



A pop-up screen will appear where you will enter the project information: 

1) Funds Start Date:  This is the anticipated date the funds will start

2) Funds End Date:  This is the anticipated end date that you will require the stated funds

3) Type of Award:  This indicates whether it is a grant or type of contract

4) Amount Requested:  This is the estimated amount you will require during the period stated

5) PI Justification:  This is the reason for the RTSF Request – if a MSU or NCE you will indicate that here

6) Department Chair (or Designated First Level Approver):  You will enter the first level approver here.  Some

Departments have delegated the Chair authority to the Department Administrator – this decision will be

up to your Chair.  Please keep in mind, the person indicated here will need to log in and approve the RTSF

after the PI Approves.

7) DEAN (or Designated Second Level Approver):  You will enter your Dean in this section.  If the Chair

Approves but doesn’t have the funding, the decision will move to the next level of approval, which is the

Dean.  In most cases, the approval does not reach this point.

Note:  In rare cases, your Chair & Dean may be the same person. 

Note:  If multiple Index Number, Cost Share, Program Income, 

Indexes, or other “special instructions” to the Fiscal Monitor, 

enter them in this box. 

Note: If a second level of approval is not 

required (aka Dean), you will put the same 

person in the “Dean” section as you did the 

Chair section. 



  Once you have completed the information, click “ok” – this will send the PI a notification to log in and approve the 

request – notification below: 

At this point, your part of the process is complete. 


