
 

Request to Spend Funds (RTSF) Procedure 
 

 

Has RTSF been reviewed 

by PreAward yet? 

No Yes 

To PreAward who will 

reply within 2 business 

days to PI & contact in #11 

(sends email with date) 

Yes No 

Email Department 
person in #11 to p/u 

& have Chair sign. 
(Unknown days) 

Department obtains 
signature(s) and 

 Return to FSD  Send to 

Post 

Award. 
Make copy 

for PreAward  

Proposal file  
 

Email Dept. 

Contact & 

request they 

obtain their 

Dean ‘s 

signature. 
(unknown days) 

Yes No 

To Fiscal Monitor in 

PostAward 

Determine if New Grant, 

Fund or Index needed or 

just extend end date. 

(2 days) 

If no new index 

needed, push out 

end date only & 

email PI.  (2 days) 

If new fund needed, 

establish new fund, 

request index, get index 

from FSM & email PI. 

(7 business days) 

If new Grant needed, 

establish new grant, 

request index, get index 

from FSM & email PI. 

(8 business days) 

Return RTSF Form to 

PreAward with Grant, Fund & 

Index Numbers for Proposal 
File, Tab 1.  When proposal is 

converted to an “Award” 

having the RTSF in file will 
alert PostAward that a new 

index is not needed. 

RTSF delivered to 

Financial Services Div 

(FSD) and Date 

Stamped 

Department 
submits PDS, 

COI forms, etc. 

PreAward verifies there is an 

“OPEN” proposal in the 

Sponsored Project “CLICK” 

Database.  If yes, signs & dates. 

Yes No 

Contact PI & 
person in #11 

and ask to submit 

paperwork 
(PDS/COI) to 

OPEN a Proposal 

Record, or if they 
want return of 

RTSF 

START 

RTSF form prepared in 
Department & Signed by PI 

& Chair 

 

END 

Has Department 

Chair signed? 

Does Dean’s Office need to 

Sign?  (Only if chair will not cover 

costs, on Dept is on SOM spending 

“Watch List”.) 


