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VETERANS HEALTH ADMINISTRATION 

Revised Budget Submission Process 

Goals: 

• Facilitate the completion, submission, review, and 
management of project budgets. 

• Enhance uniformity across all R&D services within 
VA-ORD and reduce duplication within instruction 
sets. 
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VETERANS HEALTH ADMINISTRATION 

New and Revised Documents 

• Revised budget instructions: 

– Consolidated in VA Application Guide (SF424 (R&R)) 

– Condensed in Request for Applications (FOA/RFAs) 

• Budget form changes: 

– Minimizes use of SF424 (R&R) Budget Form  

– Adds a new required Summary Budget Worksheet  (SBW) 
to present a single page budget summary view  “at a 
glance” 
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VETERANS HEALTH ADMINISTRATION 

Revised Instructions 

• SF424 

– Includes instructions to complete SF424 (R&R) Budget 
Form, Summary Budget Worksheet, Budget Justification 

– Each budget category (e.g. equipment) presented once, 
immediately followed by instructions for all three budget 
documents (SBW, R&R Form, Justification) to reduce 
redundancy 

• FOA/RFAs 

– Includes only content unique to sponsoring R&D Service 
within VA-ORD 

– Budget guidance length reduced to 1-2 pages 
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VETERANS HEALTH ADMINISTRATION 

R&R Budget Form Changes 

• Condenses required information on the R&R Budget Form to 
entries on only 3 lines: 
 

1. PI name, effort, salary, and fringe 

2. Other VA personnel: number, effort, salary, and fringe 

3. Other direct costs 

• Blank – All other lines/boxes on R&R Budget Form  

• Eliminates use of subaward forms for multi-site projects 
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VETERANS HEALTH ADMINISTRATION 

New Required Form: Summary Budget Worksheet 

• Excel document located on VA-ORD intranet  
http://vaww.research.va.gov/funding/docs/SummaryBudgetWorksheetTemplate.xlsx  

• Contains detail not included on R&R Budget Form 

• 3 tabs available for 1, up to 5, or up to 20 performance sites.  
  Select the tab that most closely matches the number of project sites.  

• Formulas  auto-calculate subtotals for entry on R&R Budget Form 

• Years 2, 3, and 4 auto-populate from year 1 entries for most budget 
categories (except equipment and travel). If costs vary, user can 
overwrite auto-populated values. Year 5 does not auto-populate. 

• Incorporate into budget justification narrative before uploading in 
Section K of R&R Budget Form. 
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VETERANS HEALTH ADMINISTRATION 

Supporting documents 

Supporting documents posted to the VA-ORD intranet include: 
 http://vaww.research.va.gov/funding/electronic-submission.cfm  

• Summary Budget Worksheet (SBW) Template – new requirement 

• FY16 Memo and FAQs on use of IT appropriation  

• Fully developed example with all budget forms completed 
including: 

– R&R Budget Form – note reduction of information and 
elimination of subaward form  

– SBW– note highlighted cells to be transferred to SF424 and 
separate sections per performance site 

– Budget Justification – includes SBW on first two pages and 
separate justifications by performance site    
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VETERANS HEALTH ADMINISTRATION 

Questions 

• Submit to the VA-ORD eRA mailbox: 

vhacordera.vhacordera@va.gov  
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VETERANS HEALTH ADMINISTRATION 

The new process: 

Step-by-step 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

5. Complete Summary Budget Worksheet (SBW) 

6. Transfer select costs from SBW onto SF424 (R&R) Budget 
Form and double check totals 

7. Create pdf file of budget justification with SBW on first 
page(s) and upload to SF424 (R&R) Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions 

• SF424 posted on the VA-ORD intranet 
http://vaww.research.va.gov/funding/docs/VA-SF424-RRGuide.pdf 

• If you carefully read the SF424 Budget Instructions and 
review the example provided, you should be able to 
successfully submit a project budget in the required 
format. 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

• Step-by-step instructions that follow use the example 
available on the VA-ORD intranet to implement the 
SF424 instructions.  
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VETERANS HEALTH ADMINISTRATION 

Example Project Budget 

• Consult the SF424 budget instructions  
  http://vaww.research.va.gov/funding/docs/VA-SF424-RRGuide.pdf 

      and the example budget forms below to follow the steps described. 

• Example SF424 (R&R) Budget Form  

      http://vaww.research.va.gov/funding/docs/ExamplePackageBudgetForms.pdf 

• Example Summary Budget Worksheet  (SBW)  within: 

• Budget Justification – includes SBW on first 2 pages and separate 
justifications by performance site    

      http://vaww.research.va.gov/funding/docs/ExampleBudgetJustification.pdf 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form 

• Complete introductory sections of R&R Budget Form  
(e.g. top of page 1) 

• Unchanged in revised process 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

• Example narrative completed first for purposes of 
demonstration, but must be completed before the R&R 
Budget Form is finalized.  
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VETERANS HEALTH ADMINISTRATION 

Example: Budget Justification 
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VETERANS HEALTH ADMINISTRATION 

Example: PD/PI 

• Note highlighted areas of the budget justification: 

 

 

 

 

 

 

 

• Highlighted information goes on the Summary Budget 
Worksheet and/or R&R Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

5. Complete Summary Budget Worksheet (SBW) 
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VETERANS HEALTH ADMINISTRATION 

Example: SBW – VA PI Only 

• Information transferred from budget justification includes 
salary, fringe, and calendar months effort. 

 

 

 

 

 
 

• Any cell highlighted in yellow on the SBW should be 
transferred to the R&R Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

5. Complete Summary Budget Worksheet (SBW) 

6. Transfer select costs from SBW onto SF424 (R&R) Budget 
Form and double check totals 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form – Section A 

• Enter PI name and prefix, and retype calendar months effort, 
salary and fringe from the SBW onto the first row of R&R 
Budget Form, Section A. 

 

 

 
 

• Repeat steps 3, 4, and 5 for each section of the SBW and R&R 
Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Reminders – PD/PI 

On R&R Budget Form: 

• Include only one name of a single PD/PI  

• Do NOT select the “Add Additional Key Person” or “Add 
Attachment” buttons 

• Multiple PD/PIs should be designated under Section 4.5 
Senior/Key Person Profile(s) Form and in the Budget 
Justification 

• Additional VA personnel effort should be included in  
Section B 

• FOA/RFAs differ on what part of a PI’s VA-paid salary may be 
requested within or outside budget caps 
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VETERANS HEALTH ADMINISTRATION 

Example: Other Personnel 

From Budget Justification: 

• For every VA key 
personnel and other 
personnel 

• Extract calendar months 
effort, salary, and fringe 
requested  

• Group by positions 
already hired and to-be-
hired 
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VETERANS HEALTH ADMINISTRATION 

Example: Other Personnel 

• Total  calendar months, salary and fringe requested for all non-PI  VA 
personnel hired and to-be-hired: 

• Hired: 

– Co-investigator 1: 0.4 CM, no salary 

– Co-investigator 2: 0.3 CM, no salary 

– Co-investigator 3: 0.1 CM, no salary 

– Co-investigator 4: 0.3 CM, $2,100 salary, $900 fringe  

– Co-investigator 5: 0.3 CM, no salary 

– Co-investigator 6: 0.2 CM, no salary 

– Research Asst: 9.0 CM, $28,652 salary, $12,280 fringe  

• Total effort (hired): 7 people, 10.6 CM, $30,752 salary, $13,180 fringe  

• Total effort (to-be-hired): 1 position, 6.0 CM, $25,964 salary, $11,128 fringe 
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VETERANS HEALTH ADMINISTRATION 

• Non-PI effort of VA personnel totaled separately for hired and 
to-be-hired (TBH) positions and entered in SBW 

 

 

 

 

 

 

 
 

• Non-PI effort for number of unique personnel, total calendar 
months effort, salary, and fringe auto-calculate and appear in 
the yellow highlighted boxes 

Example: SBW – Other VA Personnel 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form – Section B 

• Retype non-PI personnel totals in yellow highlighted box of SBW 
into last row of R&R Budget Form Section B, including number of 
unique personnel, total calendar months effort, salary, and fringe. 

 

 

 

 

 

 

• Total in box at bottom of page 1 of R&R Budget Form called “Total 
Salary, Wages, and Fringe Benefits (A+B)” should equal “Total 
Personnel” on the SBW. Check your work. 
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VETERANS HEALTH ADMINISTRATION 

Reminders – Other Personnel 

On R&R Budget Form: 

• Include all non-PD/PI VA personnel (salaried and WOC) 
effort in the last row of Section B 

• Salary support for non-VA personnel may NOT be requested 
in Section A or B 

• IPA (Intergovernmental Personnel Act), contract, and 
consultant effort and costs are included under Other Costs 
of the SBW and R&R Budget Form Section F, Line 8 
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VETERANS HEALTH ADMINISTRATION 

Example: Equipment  

From Budget Justification: 

• In the example, no equipment is requested, but total (not 
itemized) equipment costs would be transferred to the SBW. 
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VETERANS HEALTH ADMINISTRATION 

• Enter total (not itemized) equipment costs on the SBW 

 

 

 

 

 

• For BLR&D and CSR&D also include Start-up costs in total 

Example: SBW – Equipment/Start-up 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form – Section C 

• Leave R&R Budget Form Section C blank, even when 
equipment is requested. Costs will be included in Section F, 
Line 8. 
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VETERANS HEALTH ADMINISTRATION 

Reminders – Equipment/Start-up 

Equipment and Start-up 

• Most detail is requested in the Budget Justification 

• Only total equipment costs are entered on the SBW 

• Leave R&R Budget Form, Section C blank. Costs are included 
in Section F, Line 8 

• For BLR&D and CSR&D only, also include Start-up costs in total 
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VETERANS HEALTH ADMINISTRATION 

Example: Travel 

From Budget Justification: 

• Note table format required in the justification, but only the 
total is entered in the SBW.  
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VETERANS HEALTH ADMINISTRATION 

• Enter total travel costs on the SBW 

 

 

 

 

 

 

 

Example: SBW - Travel 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form – Section D 

• Leave R&R Budget Form Section D blank, even when travel 
is requested. Costs will be included in Section F, Line 8. 
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VETERANS HEALTH ADMINISTRATION 

Reminders – Travel 

Travel 

• Most detail is provided in the Budget Justification, including a 
table. Table includes travel by VA personnel (salaried and 
WOC), IPAs, and consultants. Only the total is entered on the 
SBW. 

• Leave R&R Budget Form, Section D blank. Costs are included 
in Section F, Line 8. 

• Consult FOA/RFA for the types of travel and maximum costs 
allowed. 

• Travel by contractors are included under the total costs for 
that item, not in travel. 
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VETERANS HEALTH ADMINISTRATION 

Reminders – R&R Budget Form – Section E 

Participant/Trainee Support 

• Do NOT use 

• If costs permitted in FOA/RFA, include in SBW – Other Direct 
Costs, and R&R Budget Form – Section F, Line 8 

 

 

 

36 



VETERANS HEALTH ADMINISTRATION 

Example: Other Direct Costs 

From Budget Justification: 
• Identify IPAs, consultants, and any category of costs greater 

than $5,000 per year. They each will be entered in separate 
rows of the SBW. All other costs will be aggregated.  

 
 
 
 
 

• Costs for supplies are less than $5,000, so include with all 
other aggregated costs. This is the only expense to be 
aggregated, so enter in the last row in Other Direct Costs 
section of the SBW.   
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VETERANS HEALTH ADMINISTRATION 

Example: Other Direct Costs – IPAs 

• Two IPAs requested in the Budget Justification: 

 

 

 

 

 

 

 

 

• Enter number of unique individuals, calendar months effort, 
and total costs in first row of this section of the SBW.  
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1-3, 

$16,060+$2,673=$18,673 



VETERANS HEALTH ADMINISTRATION 

Example: Other Direct Costs – Consultants 

• One consultant requested in the Budget Justification: 

 

 

 

 

 

 

• Total costs for all consultants always a separate line item in 
SBW.  Also list number of consultants in the far left column. 
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VETERANS HEALTH ADMINISTRATION 

Example: Other Direct Costs – ADP 

Budget Justification: 

• No funds requested 
because no computer 
hardware or software 
met the definition of 
scientific computing. 

• Other ADP listed in 
Planned IT Expenditures 
Table, but costs NOT 
included in the Budget. 
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VETERANS HEALTH ADMINISTRATION 

Example: Remaining Other Direct Costs 

From Budget Justification: 
• Participant payments exceed $5,000 per year in 2 years, so 

costs must be entered in separate row of SBW.  
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VETERANS HEALTH ADMINISTRATION 

• Enter Other Direct Costs on the SBW. Enter IPAs, consultants, and any 
category of costs greater than $5,000 per year in separate rows of the 
SBW. Aggregate all other costs in last row of section.  

 

 

 

 

 

 

Example: SBW – Other Direct Costs  
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VETERANS HEALTH ADMINISTRATION 

• If project is a single-site study, all non-personnel costs 
(equipment +/- start-up costs, travel and other direct costs) 
will auto-calculate in the row called Subtotal Costs. This cost 
should be retyped onto the R&R Budget Form, Section F,  
Line 8.   
 
 
 
 
 
 

• The example included a second performance site, so 
additional steps are required. 
 
 
 
 
 

Example: SBW – Other Direct Costs  
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VETERANS HEALTH ADMINISTRATION 

Reminders – Other Direct Costs 

Other Direct Costs 

• Identify IPAs, consultants, and any category of costs greater 
than $5,000 per year. They each will be entered in separate 
rows of the SBW. All other costs will be aggregated and 
entered in the last row of the SBW Other Direct Costs section. 

• Subtotal costs are auto-calculated on the SBW and include: 
Other Direct Costs, Travel, Equipment, and all costs from all 
other performance sites including personnel. Subtotal is 
entered on the R&R Budget Form, Section F, Line 8. 

• Remember to include the Planned IT Expenditures Table in 
the justification, but not the costs in the budget request. 
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VETERANS HEALTH ADMINISTRATION 

Example: Second Performance Site 

• Budget justification includes separate sections for each 
performance site with headings for each budget category. 

– Personnel 

– Equipment 

– Travel 

– Other Direct Costs 

• Enter name of performance site in next section below primary 
performance site in SBW. 

• Follow same process for each budget category as primary 
performance site. 
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VETERANS HEALTH ADMINISTRATION 

Example: Site #2 – SBW – Personnel 

• Categories include Site PI, Hired, and To-Be-Hired personnel. 
Subtotal for site personnel costs auto-calculated. 
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VETERANS HEALTH ADMINISTRATION 

Example: Site #2 – SBW – Other Direct Costs 

• Non-personnel costs entered as for primary site. Subtotal for 
site non-personnel costs, and total site costs auto-calculated. 
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VETERANS HEALTH ADMINISTRATION 

• Total costs (personnel and other) from all additional sites are auto-
calculated and automatically reported in a separate row under the primary 
performance site. 

 

 

 

 

 

 

 

 

• Subtotal Costs on SBW includes Equipment, Travel, and Other Direct costs 
from Primary Site, plus all costs from all other performance sites. 

 

 

 

 

 

 

Example: SBW – Subtotal Costs 
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VETERANS HEALTH ADMINISTRATION 

Example: R&R Budget Form – Section F 

• Enter Subtotal Costs from SBW on R&R Budget Form, 
Section F, Line 8. Leave all other lines blank. 
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VETERANS HEALTH ADMINISTRATION 

Example: SBW – Total Project &  
    R&R Budget Form – Section G 

• Total costs for the budget period are auto-calculated on the 
R&R Budget form. Compare to the results on the SBW.  
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VETERANS HEALTH ADMINISTRATION 

Example: Additional Budget Periods 

• SBW will auto-populate years 2, 3, and 4 with the costs 
entered in year 1 except for the equipment and travel 
categories. Remember to edit all values that differ across 
years. Year 5 does not auto-populate.  

• Remember to explain differences in costs by year in Budget 
Justification. 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

5. Complete Summary Budget Worksheet (SBW) 

6. Transfer select costs from SBW onto SF424 (R&R) Budget 
Form and double check totals 

7. Create pdf file of budget justification with SBW on first 
page(s) and upload to SF424 (R&R) Budget Form 
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VETERANS HEALTH ADMINISTRATION 

Example: Budget Justification 
    R&R Budget Form – Section K 

Budget Justification 

• Remains a requirement as a descriptive narrative 

• Note required tables for Travel and Planned IT Expenditures 
embedded within narrative 

• Summary Budget Worksheet should be saved as a pdf format 
file and included as first page(s) of Budget Justification 

• Upload single file in pdf format including the SBW and 
narrative justification to R&R Budget Form Section K. 
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VETERANS HEALTH ADMINISTRATION 

Steps to complete the new requirements 

1. Carefully read SF424 and FOA/RFA budget instructions  

2. Develop project budget 

3. Complete introductory sections of SF424 (R&R) Budget Form 

4. Work from completed budget justification narrative 

5. Complete Summary Budget Worksheet (SBW) 

6. Transfer select costs from SBW onto SF424 (R&R) Budget 
Form and double check totals 

7. Create pdf file of budget justification with SBW on first 
page(s) and upload to SF424 (R&R) Budget Form 
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