
Susan Harwood Training 
Grant Program

Grant Budget Proposal

Presenter
Presentation Notes
Hello and welcome to the Susan Harwood Training Grant Program presentation about grant budgets.
OSHA has created six presentations to assist applicants through the application process. 
The purpose of this presentation is to cover the key points related to developing your grant budget for submission at Grants.gov.




Susan Harwood Training Grant Program
Program Overview

Provide funding to nonprofit organizations 
and State or local government supported 
institutions of higher education to provide 
safety and health training to workers and/or 
employers covered by the OSH Act

Presenter
Presentation Notes
The Susan Harwood Training Grant Program provides funds for non-profit organizations to develop training materials and train workers and employers to recognize, avoid, abate, and prevent safety and health hazards in their workplaces and provide related assistance.

Please make sure your application supports this mission.




Grant Budget
 The budget defines the projected costs that will 

allows the grantee to complete approved 
program activities

• Susan Harwood Training Grant Program activities 
must focus on disseminate training and/or training 
materials on occupational safety and health topics to 
workers and employers who are at-risk and working 
in small businesses covered by the OSH Act.

 The budget justifies and supports the grant 
funds requested. 

Presenter
Presentation Notes
Grants budget must related to approved program activities.



Training Costs
The grant focuses on the number of workers and 
employers trainees, and how much time is spent 
training them.
 Cost per trainee must be less than $500 

Total Budget ÷ Total Projected Number of Trainees
(Total Budget includes all federal and applicant funds) 

 Cost per training contact hour must be to less than 
$125 

Total Budget ÷ Total Projected Number of Trainee Contact Hrs. 
(Total Budget includes all federal and applicant funds) 

Presenter
Presentation Notes
Estimates for cost per trainee and cost per training hour should be clearly identified in the grant application.  The cost per trainee should not exceed $500, and the cost per training hour should not exceed $125. Calculations should be based on the total projected number trained and total contact hours as presented in your work plan. 
 
Cost per trainee = total budget divided by the total projected number trained
 
Cost per training hour = total budget divided by  the total projected number of contact hours for all training
 



Allowable Grant Costs
Grant funds may be used for costs related to:
 Developing and/or purchasing training and educational 

materials for the project 
 Conducting outreach and recruiting activities to 

increase the number of workers and/or employers 
participating in the program 

 Conducting free training and other activities that inform 
workers and/or employers about workplace 
occupational safety and health hazards and hazard 
abatement

 Completing grant reporting requirements
 Fulfilling other approved program activities

Presenter
Presentation Notes
Grant funds may only be spent on allowable costs related to training workers and employers.



Prohibited Grant Costs
The Funding Opportunity Announcements list 
restrictions on the use of grant funds.  A few are:
 Training on topics that do not address the recognition, 

avoidance, and prevention of unsafe or unhealthy 
working conditions

 Training on topics that are not covered by OSHA 
 Duplicating training and other services offered by 

OSHA (OSHA Training Institute (OTI), OTI Education Center, or  
OSHA 10 & 30 hours training courses)

 Conducting training as a certification program or 
requirement for a certification program

Presenter
Presentation Notes
There are a number of funding allocations, restrictions, and guidelines which are included in the Funding Opportunity Announcement (FOA).





More Prohibited Costs
 Pay for staff development including costs to take 

OSHA Training Institute or OSHA Training Institute 
Education Center courses;

 Conducting training through any pre-existing, 
proprietary, or industry training or certification 
programs

 Compensating trainee  (stipends, incentives, lost 
wages) for attending the training

 Generate membership for the organization
 Providing food and beverages at trainings
 Reimbursing pre-award costs (e.g., grant writing costs)

Presenter
Presentation Notes
More prohibited costs



Administrative & Program Costs
Grant costs must be allocated as either a program or 
an administrative cost.
 Program Costs relate to training

• Costs incurred for training development and activities
• Costs of goods and services for direct program functions

 Administrative Costs relate to administering the grant
• Costs to attending required OSHA meetings
• Costs for general administrative functions
• Costs for goods and services for administrative functions
• Cost of all indirect costs (Supported by an Indirect Cost Rate 

Agreement or 10% de minimis calculations) 

 Total Administrative costs may not exceed                  
25% of the total budget

Presenter
Presentation Notes
Organizations are required to provide a breakdown of their budget separately identifying the program and administrative costs.  

Administrative costs cannot exceed 25% of the total grant budget. Administrative costs include, materials, and personnel who support the management and administration of the project but do not actually develop or provide training activities, as well as any indirect costs approved by a cost negotiator related to the allocation of a costs pool.

Program costs are those costs incurred directly for functions and training activities including salaries for personnel providing direct training to workers and employers.
It also includes the costs of goods and services required for direct program functions.

Additional details and examples are provided in Appendix A of the FOA.



Application Budget Documents

 SF-424, Application for Federal Assistance (Grants.gov)

 SF-424A, Budget Information (Grants.gov)

 Detailed 12-month Project Budget (attachment)

 Detailed 12-month Project Supporting Narrative (attachment) 

 Indirect Cost Allocation Supporting Document (attachment)

• Negotiated Indirect Cost Rate Agreement or
• 10% de minimis allocation calculations (modified total direct costs)

 Non-federal Resource Contribution information (attachment)

Presenter
Presentation Notes
All applicants must include budget information in the grant application.
 
Budget information consists of:
SF-424A form, which provides information on the 12-month project performance period by object class category,
Detailed Project Budget narrative that clearly details the costs of performing all of the requirements presented in this solicitation
A copy of the current, approved, Indirect Cost Rate Agreement, if your organization plans to include indirect costs as part of the budget,
A detailed narrative of non-federal contributions, if your organization is planning to include them.  Non-federal resource contribution is NOT required. 






Application for Assistance SF-424 

The Application for Assistance SF-424 is 
applicant’s official request for federal funding
 The SF-424 is completed during the application 

process at Grants.gov
 The SF-424 must be electronically signed the 

Authorized Representative (AR or AOR)
 Must have authority to obligate the organization to the federal 

grant requirements
 Must match the AR listed on the Application Summary 

document



Application for Assistance 
SF-424, Section 1

 The Application package is available to download on 
Grants.gov

 A fillable SF 424 is available at all times under the Forms 
tab that can be used for the draft application. 

1. Type of Submission = Application
2. Type of Application = New for initial application

Presenter
Presentation Notes
This is a view of section 1 of the SF424.



Applicant Information
SF 424 – Section 8

 Complete the organization’s Legal Name
 Provide the organization’s Employer 

Identification Number 
 Provide the Organizational DUNS number 

(Data Universal Numbering System)

Presenter
Presentation Notes
This is a view of section 8 of the SF424.




SF 424 – Section 9

Applicant must be a non-profit organization.  
Common types are in bold below:

H. Public/State Controlled Institution of Higher Education 
K. Indian/Native American Tribally Designated Organization 
M. Nonprofit 
R. Hispanic-serving Institution 
S. Historically Black Colleges and Universities (HBCUs) 
T. Tribally Controlled Colleges and Universities (TCCUs) 
U. Alaska Native and Native Hawaiian Serving Institutions 
W. Other (Please specify)

Presenter
Presentation Notes
This is a view of section 9 of the SF424.




SF 424 – Section 11
 Catalog of Federal Domestic Assistance/

Federal Assistance number is identifies grant
program

 Susan Harwood Training Grant Program Federal
Assistance number is 17.502

Presenter
Presentation Notes
This is a view of section 11 of the SF424.



Budget Information for Non-
Construction Program (SF-424A)

The SF 424A break down the proposed budget
 Funding source 
 Grant activity
• Program
• Administration
 Type of cost by category

Presenter
Presentation Notes
Information about the SF424A




Section A– Budget Summary
SF 424A 

 Grant Program Function or Activity (a)
• Line 1 - Administrative costs
• Line 2 - Program Costs

 Catalog of Federal Domestic Assistance Number (b)
 17.502

 Estimated Unobligated Funds (c) and (d) 
• Leave blank

Presenter
Presentation Notes
Complete lines 1, 2, and 5 for columns a, b, e, f, and g.



Section A– Budget Summary 
SF 424A (cont.)

Complete the “New or Revised Budget” columns
• Federal (Column E)
• Non-Federal (Column F) 
• Total for Column E equals total Federal funding
• Total for Column F equals total Non-Federal 

funding
• Total (Column G) by adding Columns E and F

Presenter
Presentation Notes
Complete columns e, f and g.



Section A– Budget Information 
SF424A form

Line totals 
must equal 
column totals 
on the next 
section

Presenter
Presentation Notes
The SF-424A Form must break out administrative costs separately from programmatic costs for both federal and non-federal funds as described in the funding opportunity announcement.

The catalog code to this grant program is 17.502 (column b).
All budget items go under columns e, f, and g for “New or Revised Budget”
Page 1A of the SF-424A Form includes four columns which can be used for this purpose.  The four columns can be designated as follows:

Column 1: Federal Program Costs
Column 2: Federal Administrative Costs
Column 3: Non-Federal Program Costs
Column 4: Non-Federal Administrative Costs



Section B - Budget Categories 
SF-424A

Costs must be allocated by cost categories
 Personnel
 Fringe Benefits
 Travel
 Equipment
 Supplies
 Contractual
 Other 
 Indirect Charges (if supported with a negotiated 

Indirect Cost Rate Agreement or 10% de minimis 
calculations)

Presenter
Presentation Notes
The SF-424A Form, Budget Information for Non-Construction Programs, provides information on the 12-month project performance period by object class category.  The object class categories include:

Personnel
Fringe Benefits
Travel
Equipment
Contractual
Construction
Other 
Indirect Charges




Section B – Budget Categories

Line k. TOTALS must match the column totals on Section A  
and category totals on the Detailed Budget Support documents

Presenter
Presentation Notes
The SF-424A Form must break out administrative costs separately from programmatic costs for both federal and non-federal funds as described in the SGA.  

Page 1A of the SF-424A Form includes four columns which can be used for this purpose.  The four columns can be designated as follows:

Column 1: Federal Program Costs
Column 2: Federal Administrative Costs
Column 3: Non-Federal Program Costs
Column 4: Non-Federal Administrative Costs



Detailed Budget Support
The detailed budget support documents are created by the 
applicant 
 Details what costs were included in the SF-424A cost 

category 
 Describe how the costs are calculated
 Costs must be separated by cost category, 

administrative, program, federal, and application 
contribution costs
 All costs must match the costs allocated to the cost 

categories shown on the SF424A

Presenter
Presentation Notes
The budget justification should clearly detail the costs of performing all grant requirements by object class category outlined on the SF-424A Form.  The details should be provided for the 12-month project performance period.  

Personnel costs should include the staff person’s name, title, and salary allocated as either a program or administrative cost.  The percentage of time to be spent working on the grant should be noted.  

Personnel costs must be separate from the fringe benefits costs.  Fringe benefits should be identify as a percentage of salary and should itemize the benefits included in the fringe benefits costs..



Budget Cost Categories
 Personnel costs 

• Staff title and salary should be identified for all staff 
being charged to the grant

• The percentage of time to be spent working on the 
grant should be noted

• Personnel costs should be separate from Fringe 
Benefits

 Fringe Benefits
• Identify percentage of benefits based on salary
• Justification should detail benefits included 

Presenter
Presentation Notes
The budget justification should clearly detail the costs of performing all grant requirements by object class category outlined on the SF-424A Form.  The details should be provided for the 12-month project performance period.  

Personnel costs should include the staff person’s name, title, and salary allocated as either a program or administrative cost.  The percentage of time to be spent working on the grant should be noted.  

Personnel costs must be separate from the fringe benefits costs.  Fringe benefits should be identify as a percentage of salary and should itemize the benefits included in the fringe benefits costs..



 Travel
• Include travel for two staff (one program and one 

financial) to attend an orientation meeting 
(Administrative cost)

• Program travel necessary for grant activities
• Detail should include estimated costs for airline, hotel, 

per diem, etc.

 Equipment 
• Limited for training purposes only
• Justification should include a description and purpose 

of the equipment

Budget Cost Categories (cont.)

Presenter
Presentation Notes
Travel costs should include travel for two staff to attend the mandatory two-day orientation meeting in Washington, DC.  The budget justification should include estimated costs for airline tickets, hotel, per diem and other travel costs.  If there is other travel planned as part of the work plan, details including number of trips planned, airline costs, hotel costs, and per diem, should be detailed for all trips.  

Equipment may be proposed as part of the grant application.  However, applications must focus on training and training and educational materials and will receive higher consideration than those containing major equipment purchases.  Capital equipment purchases are those items costing more than $5000, and any purchases that are required to be depreciated for tax purposes. If including equipment purchases in the grant application, the justification should include a description of the planned equipment, purpose, and estimated cost.



 Supplies
• Any general training or administrative supplies that 

would not be depreciated
• Justification should include a general description of 

the supplies and the approximate cost of each

 Contractual
• Any program or administrative function to be provided 

by another organization under contract
• Each contract must identified the purpose/service for 

the contract, the contractor, and amount of contract

Budget Cost Categories (cont.)

Presenter
Presentation Notes
The budget justification should include a description of the supplies that will be purchased as part of the grant and estimated cost of the supplies.  

The budget justification should include any planned contracts to be paid by the grant.  Each contractor should be identified including the amount of each contract.  The justification must also provide a description of the services to be provided under the contract. Contracts may require multiple bids or sole source justification. 





 Other
• Any other costs not included in other categories such as:

o Rental Costs
o Utilities
o Accounting or Legal Services
o Advertising

An itemized justification must identify cost of each sub-item, 
and explain how the cost was derived.

Budget Cost Categories (cont.) 

Presenter
Presentation Notes
Other costs not captured in the other object class categories such as rent, utilities, accounting, legal and advertising should be included in the Other object class category.  The justification should include enough detail to support the identified costs ad explain how the amounts were derived.



 Indirect Costs
All indirect costs are an administrative costs.  
Note that total of the direct and indirect administrative costs may 
not exceed 25% of the total budget

• Allocated based on a negotiated indirect cost 
rate agreement

• A copy of the current, approved Indirect Cost Rate 
Agreement must be included with the application

 10% de minimis
• Calculations based pm the modified total direct costs

Budget Cost Categories (cont.)  

Presenter
Presentation Notes
Indirect costs are the shared costs incurred by an organization that may not be readily identifiable with a particular project or program but are necessary to the overall operation of the organization and the performance of its programs.  Indirect costs are primarily administrative.  

Common examples of indirect costs include:
General management - administrative salaries such as for the executive director, president, vice-president, chief executive officer, etc.
Fringe benefits applicable to administrative staff.
General organizational expenses - insurance, taxes, telephone expenses, legal services (including contracted services as well as agency staff who perform these duties).
Administrative services - personnel, administration, procurement, grant and contract administration, business office, accounting (including contracted services as well as agency staff who perform these duties), etc.
Depreciation or use allowances on buildings and equipment.

In theory, all of these costs might be charged directly to each of the benefiting programs (by computing each program's fair share of the costs). However, practical difficulties frequently prevent grantees from using the direct cost allocation approach since it can become cumbersome and complicated. Instead, grantees may choose to group these costs into a common pool(s) and distribute costs through a different cost allocation process-the end product of which is an indirect cost percentage rate (or rates). This rate is then applied to individual grant award's base to determine the amount chargeable to each award for all the indirect costs in the pool.

The indirect cost rate will be the ratio (percentage) between the indirect costs and a direct cost base. The direct cost base may be direct salaries or wages, direct salaries plus fringe benefits, or total direct costs excluding capital expenditures and other distorting items. A definition of the direct cost base (including the types and amounts of distorting items that will be excluded from the direct cost base) will be agreed upon as part of the approval process in establishing the grantee agency's indirect cost rate(s) and will be contained in the rate agreement.

A copy of the current, approved Indirect Cost Rate Agreement should be included with the grant application.



10% De Minimis for Indirect Cost 
Allocation

Organization that have never has a negotiated indirect 
cost rate may elect to charge a de minimis rate of 10 
percent of modified total direct costs. If the award 
recipient chooses to utilize the de minimis rate, it must do 
so consistently for all federal awards until such time they 
choose to negotiate a rate.

Modified Total Direct Cost (MTDC) base consists of all direct costs 
(expenditures) less certain categories of exclusions (modifications) 
as specified in 2 CFR Section 200.68.

Presenter
Presentation Notes
If the applicant has never had an negotiated indirect cost rate may apply 10% of their modified total direct costs as an indirect cost allocation.



Detailed Budget Support 
Example

• Each cost must be 
supported by a 
justification narrative

• Additional columns may 
be included to represent 
organizational funds 
(applicant resource 
contributions) added to 
grant

Presenter
Presentation Notes
This sample detailed budget supporting document show how to itemize the costs that make up a single cost category total. 
 It also emphasizes the importance of allocating the costs as either a program or an administrative cost.  
Administrative costs (includes all the indirect costs) may not exceed 25% of the total budget.



Applicant Resource 
Contributions

 Applicants are not required to contribute to the grant project
 Monetary funds/in-kind contributions added to the grant by the 

applicant are subject to the grant requirements/ restrictions
 Applicant contributions must be included in the detailed 

budget support documents
 The applicant must provide information about the 

contributions:
• Source of funds
• Estimated amount
• How the funds will be used for the grant program

NOTE:  Federal funds from another federal agency or 
program may not be used as applicant resource 
contributions

Presenter
Presentation Notes
Non-federal resource contribution is NOT required.  However, applicants may propose to include non-federal resource contribution as part of the grant project budget.  

Non-federal resource contributions are treated the same as the federal funds.  Therefore, all funds must be consistent with the goals and objectives of the Susan Harwood Training Grant program.  Funds must be allowable and allocable to the grant.  Applications must include a detailed narrative which includes the source of funds, estimated amount, and how the funds will be used for the grant.  

Funds from another federal agency or program may not be used to enhance this project.



Reminders!
 Carefully follow the instructions in the funding 

opportunity announcement
 Complete the SF-424 documents as required by 

Grants.gov
 Attached detailed budget support and detailed 

justification ensuring they match the totals stated 
on the SF-424 and SF-424A 
 Remember to break out program and 

administrative costs
 Submit your application early

Presenter
Presentation Notes
You are encouraged to read the entire funding opportunity announcement and complete your project work plan before you develop the grant budget.  Make sure that all required elements of the application, forms, and attachments are completed prior to submitting your application.  Refer to the appendices of the funding opportunity announcement for information about allowable and non-allowable, program and administrative, and indirect costs.  

Do not wait until the deadline to submit your application.  Submit the application early to allow for time to correct any issues that may have caused your application to be rejected by Grants.gov.



Additional Information
Send questions about the Funding Opportunity to 
the OSHA Harwood Grant Coordinator at 
HarwoodGrants@dol.gov

Send questions about submitting the application 
contact Grants.gov at 
support@grants.gov or call 1-800-518-4726

Grants.gov has a 24-hour self-help portal at that 
may answers your questions 
https://grants-portal.psc.gov/

Presenter
Presentation Notes
If you have any questions regarding the Susan Harwood Training Grant Program you can send them via email to HarwoodGrants@dol.gov.  

If you need technical support you can contact Grants.gov directly:
Through E-mail at: support@grants.gov.
Or you can contact them at the Grants.gov Contact Center at 1‑800‑518-4726.  The Contact Center is open 24 hours a day, 7 days a week; but is closed on federal holidays.
When contacting the Grants.gov Contact Center, please be sure to have the
Funding Opportunity Number (FON);
The Name of Agency to which You Are Applying; and 
Your Specific Area of Concern.

Thank you for your time and best of luck in preparing your grant application.

mailto:HarwoodGrants@dol.gov
mailto:support@grants.gov
https://grants-portal.psc.gov/
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