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Clerical and administrative costs and general administrative expenses (e.g., office supplies, postage, printing, data communication, and memberships) are normally treated as facilities and administrative costs (i.e., indirect costs). If you plan to charge these costs as direct costs, you must prove a justification exists by completing this form. The allowability of one cost category does not automatically justify all others. Each should be separately justified and tied directly to the project scope.  This form is required when the lead PI/PD is requesting administrative charges be treated as direct costs. Please complete form and forward to the Pre-Award analyst working on your proposal. 
Were these costs specifically indicated in the proposal budget or otherwise approved by the sponsoring agency? (Attach any supporting documentation.)
 
Are these costs supported in the proposal narrative? (Attach any supporting documentation.) 
Listed below are examples of situations in which it may be appropriate to charge administrative and clerical salaries as direct costs. Please check any that apply to your project.
Operates large, complex programs that entail assembling and managing teams of investigators from a number of institutions, such as environment or engineering research centers.
Requires extensive data accumulation, analysis and entry, surveying, tabulation, cataloging, and reporting, such as epidemiological studies and clinical trials.
Is geographically inaccessible to normal departmental administrative services, such as research vessels, radio astronomy projects, and other research field sites that are remote from campus.
Involves individual projects requiring project-specific database management, individualized graphics or manuscript preparation, human or animal protocols, and multiple project-related investigator coordination and communications.
In the space below, list the names and positions of all clerical and administrative personnel included in the project proposal. 
In the space below, provide any further justification for charging the above items as direct costs (attach additional pages as needed):  
Signatures below certify that budget item(s) above, normally an F&A cost, are “unlike circumstances” and appropriate as a direct cost.   
Requires making travel and meeting arrangements for large numbers of participants, such as conferences and seminars.
Involves the preparation and production of manuals and large reports, books and monographs, excluding routine progress and technical reports as the principal focus.
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