
           

Rehabilitation Research &  
Development Service 

  

Request for Administrative Modification of a  

Rehabilitation Research and Development Service (RR&D) Project 

Instructions: The VA principal investigator should complete this form, sign it electronically, obtain the 
electronic signatures of site investigators, if required, and email it to his/her local Research Office. If the 
ACOS/R supports this request, he/she should sign it electronically, and submit it to RR&D by clicking on the 
button at the end of the form. By signing this form, the ACOS is also affirming that all VA requirements 
regarding the conduct of research in VA for this study will be met (e.g. appropriate committee approvals). 

Check appropriate box on left and follow instructions on right  
for all the changes that you are requesting. 

No-Cost Extension 
 

Cost Extension 
 

 Complete sections 1, 4, and 6 below.  
 Section 6 must describe the justification for a project extension, 

redistribution of funds requested (amount and timing), and details by 
site, if multi-site. 

 If a Cost Extension, describe why additional funds are required. 
 Attach a revised Quad Chart for the project. 

Change in Aims, Methods, 
or Key Personnel and 
Effort 

 Complete sections 1 and 6 below. 
 Section 6 must clearly describe the proposed change from the 

approved design, its rationale, and implications on the project in 
sufficient detail to allow scientific review of the request.  

 Attach a revised Quad Chart for the project. 

Add/Replace Study Site 
 

Change Site-PI 

 Complete sections 1, 2, 3, and 6 below. 
 Section 6 must explain why an additional or replacement study site is 

being requested and/or why a change in Site-PI is being requested 
and how the change will benefit the project.  

 Attach a revised Quad Chart for the project. 

 
Change in Principal 
Investigator (PI)  

 

 Complete sections 1, 2, and 6 below. 
 Section 6 must explain why a change in PI is being requested. Include 

a detailed explanation of the proposed PI’s current involvement in the 
project, qualifications to complete the work, and whether the current PI 
will have any continued role.  

 Attach the proposed PI’s CV and a letter from the proposed PI 
accepting responsibility for the project.  

 Attach a revised Quad Chart for the project. 

PI Station Transfer 

 The receiving station completes sections 1, 3, and 6 below. 
 Section 6 must explain what the PI’s role will be at the new Medical 

Center and at the affiliate university. Provide information that 
demonstrates facility resources and personnel at the new station will 
permit the same work to be conducted at the same rate, including 
participant accrual.  

 Attach official correspondence requesting approval for the transfer to 
the RR&D Director from the Director of the gaining facility, thru the 
Director of the losing facility. Follow directions stated in VHA 
Handbook 1200.2, paragraph 3.b.(2).(g).1-4.  For Career Development 
Awards, provide the CV of the new onsite mentor.  

 Attach a revised Quad Chart for the project. 

Change in Eighths of PI 
  Complete sections 1, 5, and 6 below.  
 If a PI drops below 5/8th VA, the modification must include a request 

to the change the PI or a 5/8ths waiver.   

 
 

http://www1.va.gov/vhapublications/ViewPublication.asp?pub_ID=390
http://www1.va.gov/vhapublications/ViewPublication.asp?pub_ID=390


1. VA Principal Investigator (PI) (complete for all types of requests) 

Last Name, First Name, Middle Initial, Degree(s)  
 
 
Telephone  
 
 

VA email 

eRA # or Project ID  
 
 

Project Start Date  
 

Project End Date 

Project Title 
 
 
Select the type of project                                                                                  If Other, please specify:  
 

Electronic signature of the PI 
 

Date 
 

VAMC Name and Location (City, State) 
 
 

Station No. 

2. Proposed Investigator (if changing PI or adding study site) 

Last Name, First Name, Middle Initial, Degree(s) 
 

VA email Telephone 
 
 

Select how many eighths your VA position will be 
 

Electronic signature of proposed (Site) PI 
 

Date 
 

VAMC Name and Location (City, State) 
 

Station No 

3. New VA Medical Center (if transfer of station or adding new study site) 

VAMC Name and Location (City, State) 
 

Station No. 

Location of your space at the new VA Medical Center 
 

4. Project Extension 

New end date requested 

5. Change in Eighths of PI 

Current Eighths Requested Eighths 

 
 
 
 



6. Explanation or Justification (see page 1 for required information) 

Explanation or justification 
 
 
 
 
 
 
 
 
 
 
 
 

 

ACOS/R (Last name, First Name, Middle Initial, Degree(s)) 

 

Electronic Signature of the ACOS/R 

 
Date 



7. Central Office Decision (for Central Office use only) 

               Approved                    Disapproved 

Name Title 

Electronic Signature 

 
Date 

Comments 

 
Email this form with required electronic signatures and attachments to rrdreviews@va.gov. 

Electronic signatures are preferred, but if you must obtain signatures on a hard copy, 
please email a scanned copy with the required attachments. 

 
If additional documents are requested in Section I (e.g., CV), please compile them into a single pdf document 
(by scanning if no other option). Then attach the pdf document as follows: (1) from the Main Menu, select View 
> Comment > Annotations to open the Annotations sidebar; (2) click on the Attach File icon and your cursor will 
look like a push pin; (3) click on the box labeled “Attach pdf document here” and the Add Attachment file 
browser will open; (4) select the file you want to attach and click on Open; (5) the File Attachment Properties 
dialog box will open, verify that the paperclip icon is highlighted, and click OK to continue; and (6) the attached 
file will appear as a paperclip icon. 
 
 
 
 
 
 
 
 

Attach pdf 
document here 

Submit to RRD 
mailbox 

Print Form Clear Form 









 Criteria for Requesting an Administrative Modification to a 

Rehabilitation Research and Development Service (RR&D) Project 



The Rehabilitation Research and Development Service (RR&D) expects all research projects it sponsors to be carried out according to the plan presented in the approved application.  Requests for modifications should be rare, involving situations beyond the control of the Principal Investigator (PI).  In accordance with VHA Handbook 1200.2, Research Business Operations, PIs with the concurrence of their Associate Chief of Staff (ACOS) for R&D, must obtain formal approval from the Director, RR&D, for any significant changes in project duration, budget, aims, methods, site(s), or key personnel after their application has been reviewed and selected for funding.  



I. No-Cost Extension 

A project or career development awardee may apply for a no-cost extension. The awardee is encouraged to request a project modification as soon as the need for the extension is anticipated and not at the end of the funding period. 

Reasons for requesting a no-cost extension include, but are not limited, to: 

· PI changes station and is unable to perform research until new facilities are set up and committee approvals have been obtained. 

· PI had to relocate research facilities to another location at the same site 

· Delay in hiring research staff

· Delay in executing contracts or obtaining critical equipment or supplies 



II. Cost Extension 

Cost extensions are considered only in rare situations, and only if efforts taken locally to address the budgetary deficiencies (e.g. use of locally unobligated and carry over funds) have been insufficient.  

Reasons for requesting a cost extension include, but are not limited, to:  

· A clinical trial (e.g., has not achieved target enrollment) where a short extension may ensure success 

· Catastrophic event that damages facilities (e.g., flooding, fire, earthquake) 



III. Change in Aims, Methods, or Key Personnel and Effort

Funds are awarded for the study to be conducted as reviewed and approved. Significant changes to any key component of the research plan as proposed in the approved application therefore must be approved by the funding Service. RR&D reserves the right to require review of modification requests by external expert(s). 

Significant changes might include, but are not limited, to:  

· A revised aim necessitated by recent research findings that impact the conduct of the proposed study

· A change in methods that requires new analyses or additional key personnel, or is in response to an ethical concern raised by a review committee

· An alteration to inclusion/exclusion criteria to ensure adequate participant recruitment 

· A change of 25% or more (cumulative) in the level of effort for the PI or other senior/key personnel designated in the application



IV. Change in Study Sites

Additional or replacement study sites and site investigators (site-PIs) are considered if the modification request provides sufficient justification that the change will enhance successful, on-time, and on-budget completion of the project. 

Reasons for requesting additional or replacement study sites and site-PIs include, but are not limited, to:  

· A clinical trial where a new or replacement site may ensure success (e.g., trial has not achieved target enrollment).

· An animal facility no longer able to support the project (e.g. problems with the colony).



V. Change in PI 

In rare cases, a request to transfer an ongoing Merit Review award from the current PI to a new PI at the same VA station may be considered. A change in PI cannot be requested for a Career Development or Research Career Scientist Award. 

A change in PI will be considered in the following cases: 

· PI drops below 5/8ths VA

· PI leaves VA 

· PI relocates to a different VA, but chooses to leave project at the initial VA

· PI retires 

· PI dies 



VI. PI Station Transfer 

Projects are awarded to the VA medical facility where the PI is employed at the time of the award, so a modification must be requested if the PI transfers to a new location. The request is made by the new station.

· New station must be able to support the project (e.g., patient population/animal facility, research space, equipment, committees) as proposed in the approved application.

· For Career Development awards, the new station must have appropriate mentor(s) 



VII. Change in Eighths of PI 

If the VA employment status of the PI or Co-PI drops below a 5/8 paid appointment, an eligible VA investigator must replace that PI. Changes in eighths for Career Development Awardees or Senior/Research Career Scientists must be accompanied by a corresponding request to modify the award budget.
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