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Tutorial:
Completing the Form A
Cost Sharing Request

Tutorial:
Completing the Form A
Cost Sharing Request
Office of Sponsored Programs

Virginia Polytechnic Institute & State University

Located at: http://www.research.vt.edu/professional-development/archive

Tutorial OverviewTutorial Overview

• Overview of the Form A

• Using the Form A
• Overview

• Completing Each Section

• Submitting to OSP
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Overview of the Form AOverview of the Form A

• Required on all proposals with Cost Share of any kind

• Must be completed with proposal paperwork

• Includes
• General Information

• Personnel Time Cost Share Information

• Non Personnel Cost Sharing Information

• Third Party Cost Sharing Information

• Indirect

• Explanation Section

• Signatures

Where to Find the Form AWhere to Find the Form A

The Form A is located on the OSP website 
http://www.osp.vt.edu/ on the “Forms” page

The Forms page can be accessed directly at 
http://www.osp.vt.edu/forms/index.php 
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General Information SectionGeneral Information Section

Must be approved in advance 
by the Pre-Award Director
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Section A: Personnel CostsSection A: Personnel Costs

Section B: Non-Personnel CostsSection B: Non-Personnel Costs
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Section C: Third PartySection C: Third Party

Third Party Commitment Letter must include:
• Total dollar value of contribution
• Time period (MUST be within project period)
• Agreement to provide documentation
• Authorized signature

Volunteer Hours
• Human Subjects are not third party volunteers for cost share
• Value based upon work performed
• Must be documented 

Section D: Unrecovered IndirectSection D: Unrecovered Indirect

Unrecovered indirect is the indirect on the costs that are charged to the 
sponsor, but not allowed on the sponsor budget.

F&A calculated on cost share expenditures should be listed separately in 
Section B:
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Signature SectionSignature Section

Submitting the Form ASubmitting the Form A

The Form A must be submitted to your Pre-
Award Administrator with the Sponsored
Programs Approval Form before a proposal is
submitted.
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Reminders:Reminders:
• Make sure Banner ID and Source of Funds are

provided

• Amount Cost Shared for Part A is salaries + fringes
per year, per person

• F&A on cost share and Unrecovered F&A are two
separate items

• Make sure Grand Total Cost Share is the same
number as on the approved budget and the proposal
approval form

• All cost share described in the proposal narrative
MUST be quantified and included in the budget
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Thank you!Thank you!

For additional assistance on completing the 
Form A you should contact your assigned Pre 

Award Administrator


