GUIDELINES FOR PREPARING APPLICATIONS FOR

USUHS INTRAMURAL RESEARCH FUNDS

 

This document provides general guidelines for completing and submitting forms to apply for intramural funding.  Line-by-line instructions for completing individual forms are available at the Office of Research (REA) home page,  

 

http://www.usuhs.mil/research/dnform.html,

 

or from REA, in Room 1032 in Building A. All of the forms you will need to apply for intramural funding, including assurance forms, are available via the same web page.

We strongly recommend that you provide a diskette containing your completed forms to REA so that we can make any minor corrections required during the administrative pre-review.  That will save you making the changes yourself, copying the changed pages, and returning them to us.

You are welcome to contact us if you need assistance with your application.  







Kristin Heitman, Ph.D., Director (direct line 295-3952)







Mary Kay Gibbons, Senior Specialist (direct line 295-9817)

The Office of Research phone number is (301) 295-3303.  The office fax number is (301) 295-6771.

I. Application form

Competing applications:  Student applications should generally be submitted using USUHS Form 3202.  Faculty should use USUHS Form 3201 EXCEPT if the application is for standard funding to start 1 April (i.e., midyear).  Midyear applications should use Form 3201A, which has a special section to accommodate the midyear start.

Noncompeting applications:  Both students and faculty should submit both Form 3210 (Progress Report) and Form 3211 (Outyear Budget Request and Research Plan) when applying for noncompeting continuations.

 

II. Assurance forms
After completing Form 3201, you should fill out Form 3208, which will help you determine which University assurance committees have oversight responsibilities for the work you have proposed.  Thanks to recent revisions in University processes and policies, only the Institutional Animal Care and Use Committee (IACUC) and Institutional Review Board (IRB) require that their forms be submitted with the original application.  All other assurance committees can perform their reviews “just in time” – i.e., they will review only proposals approved for funding, and their review will normally be complete by the anticipated funding date.  If your application is approved for funding, the Office of Research will contact you to arrange for review of your proposal by the appropriate assurance committees.  As in the past, however, no funds can be released until we have written documentation of final approval from all assurance committees with oversight responsibilities for the work you propose.

III. Good faith effort:  

USUHS Instruction 3200 requires that any applicant for standard funding beyond the third year of intramural funding demonstrate that the applicant has made a good-faith effort to acquire extramural funding.  REA maintains a record of all applications submitted through its office, which is used by the Vice-President for Research to ascertain whether an applicant has met the good-faith effort requirement.  Please be sure that REA has an accurate list of all of the funding for which you have applied.
IV.  Other general advice

 

You must submit a complete, signed original of the entire proposal packet for your research project file, plus two copies for the reviewers and assurance committees.  When you submit your application packet, you must include whatever supplemental forms for assurance committees, letters of collaboration, etc. are necessary for the work you propose.  Incomplete applications will not be forwarded to the Merit Review Committee for consideration.
Please do not staple any pages in your packet.  Proposal packets should be secured with rubber bands or paper clips.

Both the original and the copies should include all of your appendices.  Photographs and other figures should be reproduced clearly enough for the reviewers to read and interpret them accurately.  You can also post your figures on a web page to which your reviewers have access.

 

In addition to Form 3201, your application packet must contain the following:

 

· A completed Form 3208 (Assurance Supplement Form), even if your proposal does not require approval by any assurance committees. Form 3208 must be reviewed and signed by the chair of your department.  If a collaborator who will contribute 5% effort or more is in a USUHS department other than your own, you must obtain the signature of the chair from his/her department.  

    IACUC (Form 3206) and/or IRB (Form 3204), if they pertain to your proposal, completed and signed.  Funds will not be released until all assurance committee approvals are in place.
    An appropriate letter from each collaborator who is not in your primary USUHS department, confirming his/her role in the project.  Include letters from USUHS-billeted faculty in other departments as well as any collaborators who are not USUHS- billeted faculty.  

 

· Electronic versions of the forms (on a diskette) are strongly recommended.  We can make minor changes for you, but only if we have the right electronic files.  You will be notified of any changes we make.

Proposals should be single-spaced. Font size must be 12 point throughout the application.  Proposals with other font sizes will be returned without further processing.  

The research design (Sections 13A-D of Form 3201 and 3201a) should not exceed 10 pages.  Citations (Section 13E) are not included in the page count.

 

 

 

REVISED APPLICATIONS:

 

If you submit a revised application, USUHS policy requires that you write an explanatory cover memo, addressed to Kristin Heitman, Ph.D., Director of Intramural Programs and Executive Secretary, Merit Review Committee.  Provide a list of the changes you have made, noting in each case whether it was recommended by the MRC or made for other reasons.  If your previous reviews raised issues that you believe do not require adjustments to the project proposal, state the issue succinctly and explain why you believe that no change is necessary.  

 

Be sure to include a new, updated Form 3208 and assurance forms (as listed above), updated letters from your collaborators, and signatures from department chairs as necessary. If your revisions will not change an assurance form previously submitted, you can resign a copy of the assurance form previously submitted.
