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1. Sends annual 
announcement to 

eligible faculty and RAs 
(in May before new fiscal/

academic year) 

4. Reviews & 
signs form; 

returns to RA

Wants to 
participate?

2. Contacts RA to 
initiate request and 

discuss details                  
(at least 10 business days 

before 1st of FSREP month)

3. Completes FSREP 
Request Form; sends 

to PI for review & 
signature

End

No

Yes

5. Submits completed 
and signed 

FSREP Request Form to 
sph_acad@berkeley.edu     

(by 1st of the month in           

which the FSREP starts)

Performs salary 
calculations, confirms 

fund availability and 
allowability, 

addresses NIH salary 
cap compliance, etc.

6. Reviews for policy/
eligibility and accurate salary 

amounts; sends to AD for 
review & signature

If revisions are 
needed, 

notifies RA

7. Reviews & 
approves form; 
returns to SPH 
Academic HR

8. Uploads approved 
request form to Internal 

Funding Smartsheet; 
notifies RA

9. Initiates FSREP transaction 
in UCPath via 

Funding Entry template; 
updates Smartsheet

(prior to monthly UCPath deadline)

11. Processes fund transfer to 
PI’s research fund; updates 

Smartsheet; sends email 
communication to PI and RA 

(twice a year, following the fall  

semester and the spring semester)

12. Confirms           
transfer is reflected   

in PI Portfolio

If revisions 
are needed, 
notifies RA

Note: FSREP requests must be made in advance (i.e., retroactive requests and adjustments are 
not permitted).  If you have a severely delayed new award/sub-award (i.e, the SPO issuance 
date is several months into the project period), please notify Seana Van Buren, Asst. Dean for 
Admin.  An exceptional request can be submitted on your behalf to campus, if necessary.
As a reminder, faculty are not eligible to participate in FSREP while on sabbatical.

10. Reviews Funding Entry in 
UCPath, validates against 
approved request form in 

Smartsheet; approves 
Funding Entry in UCPath 

(prior to monthly UCPath deadline)
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