




How do I cost my project? 

For sponsored research 

• activities associated with project can come from research agreement or protocol 

• If costs in the research agreement are per participant it is important to confirm 
that this amount meets the actual costs by itemising them in the budget. 

To cost a research project  

• identify the tasks within the project  

• assign them to a person involved in project.   

The protocol should outline 

• steps involved in the project - what is happening and when; how the project is 
closed and how long the records will be held 

• from that you can allocate who is performing the tasks. 

RGS Website hosts: 

• Clinical trial and non-clinical trial protocol templates 

• Budget templates to cost research department staff time/investigations for 
simple/complex projects. 

  



Your budget is providing information 

• Detailing the tasks that are being performed by the research group, who is doing 
what and allows those who have to authorise or review your project to see that 
you know what needs to be done, what it costs and most importantly, for them, 
who is paying for it. 

• Detailing services/support that you want the departments to provide for your 
research and who is paying for it. 

• Accounting for the administrative cost for the review of your project from the 
HREC and the site/s (RG Office). 

• Provides the Heads of the Departments the ability to say yes or no to providing 
the support/service you require. 

• Accounts for services/support that you are sourcing from third party agencies. 

• It shows who will fund what task within a project. 

• It can be used to report to Heads of Department, sites, regions, the 
Department of Health (state) and National reporting requirements. 





Why are we doing this 

Australian Code for the Responsible Conduct of Research 

Responsibilities of Institutions 

1.2 Establish good governance and management practices 

Good institutional governance and management practices 

encourage responsible conduct by researchers. Such practices 

promote quality in research, enhance the reputation of the 

institution and its researchers, and minimise the risk of harm for all 

involved. 

1.2.1 Each institution should provide an appropriate research 

governance framework through which research is assessed for 

quality, safety, privacy, risk management, financial 

management and ethical acceptability. The framework 

should specify the roles, responsibilities and accountabilities of 

all those who play a part in research. 



What are is being documented 

Research costs are the costs to conduct the 
research.  This includes the services and 
support provided by the research department 
as well as those provided by the supporting 
departments.  

It should as much as possible include the tasks 
and time all researchers and support staff 
involved at a site spend on the project.   

It should also include the administrative costs 
that the site provide. 



Who may be supplying funds 

• Research Grant – projects that have a grant awarded to it should account for all costs 
not just those covered by the grant.  Once again the organisation needs to know what 
the cost of conducting the research at their site is going to be and who will be covering 
those costs.  

• Commercially sponsored research - the related research costs are paid for by the 
sponsor and so all costs are identified in both the budget and the research agreement 
the organisation has with the sponsor. 

• Collaborative Group Research (CRG) – the funding for this research is usually 
minimal and doesn’t cover the cost of the research.  These costs still need to be 
identified  so that the organisation’s contributions can be identified and accurately 
allocated.  The investigator’s time in the project should be included even if it is outside 
of their normal working hours (in-kind). 

• Investigator Initiated – the project has no money to pay for anything so the costs will 
be absorbed by the departments involved, the site  and the researchers all of these 
costs are provided in-kind.  Once again the organisation needs to know what the cost 
of conducting the research at their site is going to be and who will be covering those 
costs. 

Ensure you list the Funder and not the Administering Institution in Project Details  - 

Governance Information 7.1. Add the Administering Institution in Section 7.2 





The Budget Form Enhancements 

• The Head of a Supporting Department can now have a delegate.  

The delegate is given the same rights as the HoD.  Only one 
person can authorise for a department.  The RGS records who 
has authorised. 

• The Budget Form opens in its own tab or window and only the 
budget form is in the tab allowing for the budget sections to be 
viewed as a whole (no more scroll bar on a standard screen) 

• You can print the Budget Form at any time in the process. 

• For multi-site research you can tailor the funders for the site. 



An explanation mark will appear on the Project 

Details tab is there is a section that is not complete. 

 

Section 1,2 and 4 need to be authorised to do the 

ethics submission and all 4 need to be complete to 

commence a Budget Form. All Funders must be 

added in section 3 prior to form being commenced. 



The Budget Form is in three sections 

Section 1 Department Selection is where you can add, edit the 

departments that will be involved in your project.  This includes the 

research department and the supporting departments and third party 

agencies (those organisations that are outside WA Health). 



This is where all the costs are added for the research and supporting department 

and third party agencies.  This is where the Head of Department will authorise 

the costs associated to their department. The PI or PI Delegate authorises the 

third party agencies 

Section 2 Site Project Budget 



Section 3 Site Project 

Funding/Support is where 

you allocate to each item 

the amount and who is 

paying.  This is for actual 

funding and in-kind 

support. 



The top part of this section also shows the totals, both costs and funding.  

It also shows the total cost/funding that each funder has been allocated. 

The Shortfall/surplus will not calculate until the form has been authorised 

by the PI (once fully complete)  





Once you have created the Budget Form when 

you click on it the form opens in a new window.  

To start the process click the Edit button 



The next step is to add the departments and 

third party agencies involved in the project.  

Click the Add button. 



Each budget should have a Research Department so that 

the ethics and governance costs can be accounted for.  

Ethics only need to be accounted for once but governance 

costs are accounted for at each site.  

Click Save to add the department 

to your budget 



Only Supporting Departments can have a delegate 

for the Head of Department 



If the Head of the Supporting Department has a delegate they can be 

added to the form at the same time.  They can be invited separately. 

Click Save to add the department 

to your budget 



Eg: Pharmacy as a supporting department has 

both a HoD and a HoD Delegate. 

The Third Party Agency can be authorised by 

either the PI or their delegate 



If you have invited someone to authorise a department 

they can now be removed without it effecting the 

content of that department costs or funding.  

Tick the Select box and click Un-invite 



In the pop up window tick the Select box and click Un-invite.  



They will receive an email to say that 

the invitation has been withdrawn. 



Though they have been un-invited the person hasn’t been removed.   

You will now have to click Edit to add the new person 



You can type the person’s name and click the Check Name icon.  If you 

have spelt their name right and they are in the Hospital Administrator 

then their name will be underlined. 

Once you have the right person you can click Save. 



The HoD has changed but has not yet been invited. 



You can enter the items for a supporting department and leave the cost 

blank for them to fill in or leave it for them to enter all the information 



You can invite people individually or at the same time.   

 

You can invite the HoD Delegate first, when they have entered the 

items and cost for their department, you can then invite the HoD if 

they want to be the one to authorise those costs. 



Only the people that were selected have been invited. 



Each person invited receive an email 

The email also outlines the permissions that apply to 

the Head of the Supporting Department as well as 

their Delegate (if they have one). 



Every item added to section 2 of the Budget as an equivalent item added to section 3 of the Budget 

The PI or PI Delegate can authorise the third party agency costs 

Section 2 – Site Project Budget  



In section 3 the total costs and the total funded are now at the bottom of each department 

Section 3 Site Project Funding/Support 



Section 3 Site Project Funding/Support 

The top part of this page shows all the funders that have been 

added in Project Details – section 3. Governance Information 

If these funders are not relevant to the site they can be removed 

by clicking on the Remove button on the right-hand side. 



If you make a mistake and remove a funder you can refresh the list 

by click Refresh.  It will add back all the funders and you will then 

have to edit the list again. 

If you have added a funder through Project Details after you 

created the Budget Form you will need to click Refresh for them to 

be included in the Budget Form. 



You can’t remove a funder who has had a cost associated to them. 

 

You have to remove them from the item/s and then remove them 

from the Available Funders list. 



A single cost can have the funding split between Funding by 

Sponsor or Funder (actual money) and In-kind Support 



The totals for each department add up every time you 

enter an amount one of the funding columns. 



When you save the Budget Form the information on the who 

is providing what type of funding is updated. 



You can invite whoever you want at whenever you want. 





The HoD/HoD Delegate will get a task 





Shows that the person has accepted the invitation. 

They click Edit 



They can then do whatever editing is needed 

Once they have completed it they can click Authorise 



Shows who authorised it when 

Whenever you have finished with the Budget click Save and Close 

otherwise the Budget remains locked to you for editing. 



The PI and their delegate receive and email that the person has signed 



When it has been signed by the HoDs the PI can go in and authorise it 

All the costs and funds can be expanded and it also shows the 

totals of who is contributing what type of funding 

Section 3 Site Project Funding/Support 



Budget is authorised and the SSA is awaiting signatures 



If you are in the SSA you can see what has been completed (in green) the last 

page edited (in black where the Mark Complete button is).  



The SSA is only showing the funders for the accompanying budget 



Email that the SSA has been signed and by who 



Once all the signatures have been obtain the SSA has 

the Status of Complete.  The pending signatures 

disappears when all signatures have been obtained.   

The SSA can be Authorised 

by the PI 



Once everything is Authorised it can be submitted.  Don’t 

select anything at this point.  Click Submit to Governance 



Select the Research Governance Office 

Select the 

forms and 

documents 

Click Submit Project 



The forms and documents have moved to Submitted 



The Comments tab has been changed 

To add a comment click the button 



Complete the comment and click Save 



As the person who created the comment 

you can delete it, flag it or email it 



Anyone entering the project workspace can see 

there is a new comment and how many there 

are.  The number will stay visible for 7 days 

If you are viewing someone else’s comment 

you can flag it as inappropriate or email it. 







Thank You  


