
Washington Sea Grant Full Proposal Budget Instructions

The Budget Years tab is informational only.  It shows the budget years for which funding is
available through this RFP.

Step 1: Enter sub-award organization information.

Use the Sub-awards tab to enter the organization names for any sub-awardees included in your
budget. If your budget does not include any sub-awards, do not take any action on this tab.

Step 2: Complete budget worksheets for each year of funding requested.

Use the Budget Worksheets tab to add a budget worksheet. When you click the "Add Budget
Worksheet" button, it will open a new tab.

● Enter a Worksheet Title (e.g., Year 1).
● Select Budget Type (UW On-Campus, UW Off-Campus, Other).
● Select Duration.
● Do NOT check the "Subward?" box.
● Click Save and Continue.

NOTE: You should only use the “On-Campus” or “Off-Campus” budget types if you are a
University of Washington investigator.  If you are a non-UW investigator, please use the “Other”
budget type (and adjust IDC rates at the bottom of each budget worksheet as described
below).

NOTE: Budget Justifications are REQUIRED for full proposals.  To add budget justifications,
click on the red “Missing” icon in the Justifications column. A pop up window will appear, enter
justification language here. Be sure to click 'Save' before closing (the red “Missing” icon will
change to a green “Added” icon). Specific instructions for justifications follow.

Once you edit and save a worksheet, it will get added to your Budget Worksheet tab (if it does
not appear, refresh the page).

To edit a saved budget worksheet, click the "Edit" button next to its listing in the Budget
Worksheets tab. You can also share your budget worksheet with your fiscal office from this
page.

TIP: Budget worksheets include auto-calculation of sub-total and total values, but are not
automatically saved as new data are entered.  We recommend you save frequently. For all
budget sections you must click the "Add" or "Save" button at the end of each budget line to save
before you move on to the next line.  Data will be lost if you click "Update Worksheet" before
selecting "Add" or "Save".

A. SALARIES AND WAGES



For all personnel, enter the following:

● Monthly salary at full-time rate, regardless of position’s actual FTE (e.g., a half-time (0.5
FTE) graduate student research assistant receiving $1700 per month would be entered
with full-time rate of $3400 per month).

● Fringe benefits rate, as a decimal (e.g., 25.8% = 0.258). Fringe benefits are those
customarily paid by the grantee institution, following its usual practices in the payment of
such benefits. Use your institution’s recommended rates. The University of Washington's
current rates are available online.

● Sea Grant months effort as the number of full-time (1.0 FTE) months of Sea Grant
support requested (e.g., for a half-time (0.5 FTE) employee working for 4 months, enter
2 total months).

● Grantee months effort as the number of full-time months of grantee (matching) support
pledged (e.g., for a half-time (0.5 FTE) employee working for 4 months, enter 2 total
months).

For each personnel record you add, click "Add" to save data.  Data will be lost if you press
"Update Worksheet" before pressing "Add.".

Create new rows for additional personnel.

Senior Personnel: Senior personnel are investigators that were added on the "Principal
Investigator" and "Co-Principal Investigators’" pages. Select investigators from the drop-down
menu. To add additional senior personnel, use the "Co-Principal Investigators" page to complete
an investigator record and upload a resume for each new person.

Other Personnel: Select the category of personnel from the drop down menu. Enter their name
or ‘TBD’.

If you are requesting a Sea Grant Research Fellow DO NOT enter them in the Salaries and
Wages section.  The Fellow costs should be entered on a separate budget worksheet as
described below.

NOTE: Although salaries of Federal employees cannot be used as cost share, their
contributions can be documented by adding them to the budget worksheet by completing the
"grantee mos. effort" field and setting the monthly salary and benefits fields to "0."

NOTE: Only personnel from the PI home institution and others included as leveraged only (i.e.,
$0 salary) should be included in the Salaries and Wages section.  All other personnel receiving
SG funds for salary or providing salary as match should be included in a sub-award budget
under Other Costs.

Budget justification for each individual must include:

● Formula showing computation of salary dollars for Sea Grant share, Grantee share and
total (e.g. 1 month (1.0 FTE) Sea Grant: $8,640 + 2 months (1.0) FTE grantee share:

https://www.washington.edu/research/institutional-facts-and-rates/#benefit-rates


$17,280 = $25,920) – This is populated automatically and can be seen when viewing the
full justification.

● Name and position
● Description of key responsibilities

In subsequent budget years, explain and justify any budgeted salary increases.  Salary increase
requests are limited to 4% per year.

B. FRINGE BENEFITS

Fringe benefits are auto-calculated given the rates entered in the personnel rows.

Budget justification must include explanation of how the charges were calculated and/or
statement regarding approved institutional rates.

C. PERMANENT EQUIPMENT

List any item(s) of equipment with a useful life of more than one year AND per-unit acquisition
cost of $5,000 or more. Fabricated items that have a total asset value of $5,000 or more may be
included.

Budget justification for each item must include:

● A detailed description of the item, including type, model, manufacturer and technical
specifications; how it will be used in the project and why it is essential

● Lease vs. purchase analysis
● Total cost, and number of units and cost per unit, if applicable
● For fabricated equipment, include description, cost and number of units (if applicable) for

all components

D. EXPENDABLE SUPPLIES AND EQUIPMENT

Provide the total cost for office, laboratory, and field supplies and other expendable items. Also
include equipment with a unit value of less than $5,000.

Budget justification for expendable supplies and equipment must include:

● A detailed description of supplies and estimated costs in each major category (e.g., field
supplies, chemical reagents, glassware, printer paper and toner etc.)

● Office supplies are generally unallowable as direct costs; however, if these are
necessary for the project, state the basis for the proposed supplies.

● An indication of how cost estimates were calculated



E. TRAVEL

Domestic – Provide total cost of all domestic travel.

International – If international travel is planned, add a separate line for each trip and identify the
destination.

Budget justification for all domestic travel must include, for each trip:

● Destination
● Number of travelers
● Estimated mileage and cost-per-mile; itemized air fare; or other travel method cost
● Meals and lodging per diem, including number of days and cost per day
● Any other travel costs (e.g., ground transportation)
● Statement addressing the purpose of the proposed travel and its relevance to the

project.
● If actual trip details are unknown, specify the geographic area and provide estimated

costs and state the basis for the proposed travel expenses.

Budget justification for all international travel must include, for each trip:

● Destination
● Number of travelers
● Estimated mileage and cost-per-mile; itemized air fare; or other travel method cost
● Meals and lodging per diem, including number of days and cost per day
● Any other travel costs (e.g., ground transportation)
● Statement addressing the purpose of the proposed travel and its relevance to the

project.

NOTE: In all cases in which Sea Grant funds are used to support approved international travel,
travelers must adhere to the Fly America Act and failure to do so will result in rejection of the
expenditure. The Fly America Act mandates that all international air travel funded by federal
dollars is performed on U.S.-certificated air carriers unless a reasonable exception applies.

F. PUBLICATIONS AND DOCUMENTATION COSTS

Provide an estimate of scientific and outreach publication costs.

Budget justification must include the following for each publication/document charge:

● The number of units, cost per unit and total cost specified
● Statement addressing how the costs benefit the project

G. OTHER COSTS



Select the type of other cost from the drop-down menu.

1. Sub-awards

● Select “Subaward” from the drop down menu. Do not use the “Sub-award NOT subject
to indirect” option.

● Select the name of the sub-award organization from the drop down menu. If you do not
see the name of the organization you are looking for, go back and make sure you have
entered them on the Sub-awards tab (Step 1).

● Enter the Sea Grant funds and grantee share totals and click the “Add” button.
● The correct calculated values for a sub-award will appear after completing the sub-award

information or updating the worksheet.

NOTE: Sub-awards cannot be made to Federal agencies.

Sub-award documentation must include three components:

1. Statement of Work – Uploaded on sub-award tab
2. Detailed budget – Uploaded on sub-award tab
3. Justification – entered in justification box on budget worksheet

Statement of Work: should include an official letter with the project title, period, sub-award
amount and the proposed scope of work (description of the work to be performed by the
sub-awardee, including timeline for reports and deliverables) and be signed by the sub-award
institutional official or cognizant officer. Use the Statement of Work template. Save the
completed Statement of Work as a pdf document to upload.

Sub-award budget: should include the sub-awardee direct and indirect (F&A) costs. Use the
Budget Template to complete budget worksheets. Save the worksheet for each year as a
separate pdf and combine into a single pdf document to upload.

Justification: All sub-award budget categories must be justified following the same Budget
Justification Instructions for the main budget worksheet. Refer to the Example Budget
Justification.

2. Other cost subject or not subject to IDC

● Enter the Sea Grant funds and grantee share totals and click the "Add" button.

Refer to institutional guidelines to determine indirect cost requirements.

Provide justification for all costs included.

NOTE: Third-party cost share should be included as an "Other cost NOT subject to indirect."

http://wsg.washington.edu/wordpress/wp-content/uploads/WSG_Subaward_SOW_template-.doc
http://wsg.washington.edu/wordpress/wp-content/uploads/WSG_Subaward_BW-Template.xls
http://wsg.washington.edu/wordpress/wp-content/uploads/WSG_Subaward_BW-Template.xls
http://wsg.washington.edu/wordpress/wp-content/uploads/Example_BudgetJustification-1.pdf
http://wsg.washington.edu/wordpress/wp-content/uploads/Example_BudgetJustification-1.pdf


NOTE: Tuition associated with Sea Grant Research Fellow should be entered on a separate
budget worksheet as described below.

H. INDIRECT COSTS

● Indirect cost is the institution's negotiated facilities and administrative cost rate.
● The UW on- and UW off-campus budget types automatically assign indirect cost rates

for the University of Washington.
● Indirect costs will only be applied to the first $25,000 of the total budget for any

subawards (inclusive of all years).
● Investigators from other institutions who selected "Other" as the "Budget Type" must

enter their institutional indirect cost rate manually in section H. When ‘"Other" is
selected, the indirect rates will default to 0.555 for each category and need to be
adjusted as appropriate in the “SG rates” and "Inst. rates" boxes. In almost all instances,
the “Inst. rates” will be the same as the “SG rates.” Consult with your institution before
using “Waived IDC as Match.”

● Use the checkboxes to apply indirect costs to budget sections A-G as appropriate for
your institution.

● If your institution’s agreement assigns indirect costs in a manner that is not supported by
the budget worksheet (e.g., indirect on permanent equipment (section C)), please
contact wsgres@uw.edu for guidance.

● Total direct costs subject to indirect charges are auto-calculated in Section H under “Sea
Grant” and “Grantee.”

Budget justification for Indirect Costs must include a statement including the rate(s) used for
indirect costs and how it was derived.  The bases for all rate choices must be explained.

Sea Grant Research Fellows

Costs for Sea Grant Research Fellows should be entered on a separate budget worksheet for
each year. You may request up to eight quarters of a graduate student stipend over a two-year
project. The stipend cannot be used to cover graduate student tuition and fees.  If included in
your budget, tuition and fees should be entered separately from the stipend.

NOTE: All Sea Grant Research Fellows costs are included in the $140,000/year budget cap,
and must be matched at 50% (matching funds for the total award amount should be included in
the non-fellow budget worksheets).

To include a Sea Grant Research Fellow in your budget:

Create a new budget worksheet on the Budget Worksheets tab.

● Enter a Worksheet Title (e.g., Year 1- research fellow).
● Select Budget Type (UW On-Campus, UW Off-Campus, Other).
● Use the same Budget Type as for your main budget worksheets, but change IDC rates

at the bottom to 0%.



● Select Duration.
● Click Save and Continue.

The stipend for a Sea Grant Research Fellow can either be entered as Salary and Wages in
section A or as a stipend in section G using “Other cost NOT subject to indirect.” Regardless of
where the stipend is entered, it should be set at the amount paid to a 50 percent-time graduate
student at the host university's approved rate, but may not exceed $43,750 per year inclusive of
benefits.

Budget justification for Sea Grant Research Fellows must include the Fellow's academic
department, degree program, relationship to thesis and an explanation of rates used.

Tuition, if requested, should be entered separately in section G as "Tuition cost NOT subject to
indirect." Enter total tuition costs (including fees) for all quarters of support during the budget
year (Feb. 1–Jan. 31).

Budget justification for tuition must include an explanation of rates used.

In section H. Indirect Costs, set the IDC rates to 0% and include the following justification - No
indirect costs are charged on Sea Grant research fellowships pursuant paragraph (e) of 15 CFR
917.11 - indirect costs are not allowable for any costs associated with fellowships.

When all your budget worksheets are complete, check the “Mark as complete” box under the
Budget heading.


