Instructions for Completing Form 3211

Non-Competing Continuation Out-Year Budget Proposal & Plans

Before you begin, ensure that you are using the latest version of the form (revised July 2008).  We make small changes to the form as often as every 6 months, based on feedback from applicants and reviewers.  If you use outdated forms, your application may be delayed until you supply the missing information.  If major changes have been made to the form, we may have to ask you to reapply using the new version.

PLEASE NOTE: At the request of the Merit Review Committee, we will strictly enforce the require​ment that all applications be submitted in 12-point Times New Roman with 0.5 inch margins on all sides.  Applications that do not adhere to these requirements will be returned without further review.  Although they can be corrected and resubmitted for that competition, no extensions will be granted in such cases.  The forms are formatted to comply with the requirements.  
If you have questions after reading these instructions, you are welcome to contact the Intramural Programs Office in the Office of Research, at 295-3303, or via e-mail:


Susan B. Rasmussen, PhD, Director 
            (295-3303 or srasmussen@usuhs.mil)


Mary Kay Gibbons, Senior Specialist 
(295-9817 or mgibbons@usuhs.mil)


Vernell Shaw, Grants Specialist 

(295-9722 or vshaw@usuhs.mil)
This form must be submitted in conjunction with Form 3210, “Progress Report”; Form 3208, “Assurance Supplement”; and the following, as applicable:

Human Research Forms:

· Form 3204, “Research Involving Human Subjects” must be submitted if you wish to add or change work involving human subjects or tissue.
· Form 3204A, “Research Involving Human Subjects” (continuing/annual review),” must be submitted for all studies of human participants.

· Form 3204B, “Research Involving Human Tissue/Samples (continuing/annual review),” must be submitted for all studies using only human data, human tissue, or human samples.

Animal Research Forms:

· Form 3206A, “Animal Study Protocol (annual review),” must be submitted if an annual animal use study review is due. 

· Form 3206B, “Modification to Animal Study Protocol (modification/addendum),” must be submitted if a significant changes to an Animal Study Protocol.  

· Form 3206C, “Conveyance with Standard Animal Use Procedure” is used to convey the protocol over to an existing approved protocol.

· Form 3206S, “Modification to Add a Stock/Strain of Animal to an Approved USUHS Animal Use Protocol” must be submitted if adding a new stock or strain of animal to an approved animal use protocol.

· Form 3206, “Animal Study Protocol,” must be submitted if a full animal use study review is due or if you wish to add animal work to your protocol and the project has not yet been reviewed by IACUC.

Other Forms:

If you are adding radioactive or controlled substances items to your protocol, you will need to complete the corresponding forms for assurance-committee approvals. 
· Form 3208 - Appendix 4, “Biosafety Committee Information”

· Form 3208 - Appendix 5, “Radioactive Safety Committee Information”

FACE PAGE:

Project number:  Enter the Project Number that has been assigned to your protocol.  Omit the suffix (-01, 02, etc.).

Project Year:  Indicate which project year your protocol will be entering and number of years approved (e.g., Year 2 of 3)

1.  Study Title:  Enter the title under which your protocol was approved.  Do not use this form to change the title.

2.  Principal Investigator:  Complete as indicated on the form.  Include at least one phone number, a FAX number, and an e-mail address where your grants specialist can reach you with questions about your application.  Note that there is now a space for your office room number.

3.  Proposed budget and project periods:  If you are using a diskette or e-mail notice from the call for non-competing continuations, the budget period has been filled in for you.  (It is usually 1 October of the current year through 30 September of the following year.)  For the project dates, enter the start and end dates for which your project was approved.

4.  Funds Requested:  Fill in the dollar amount corresponding to the budget period.  This amount must equal the funds requested in the detailed budget in Section 5 of this form.
Signatures:  Your budget proposal and plan cannot be processed unless both you and your Chair have provided original signatures.  (A signature stamp is not sufficient.)

BUDGET:

5.  Detailed Budgets:  The detail in these budgets enables your reviewers to assess your financial planning and allows the Office of Research to load your funds appropriately so that you can pay your personnel and purchase supplies, etc.  Charges for University services and supplies may be found at http://www.usuhs.mil/research/index.html, VPR’s home page.  Note that you must include a justification in Section 6 if you make significant changes to the budget you proposed in your original application (e.g., by adding equipment, personnel or other expenses that differs more than 25% from the approved proposal).
The rules for original budget requests apply for out years as well:

a. Personnel:  List all personnel working on the study, whether their salaries are paid from the grant or not.  

· Salary support for USU-billeted faculty and employees of the Henry M. Jackson Foundation cannot be paid from intramural funds.  Consultants on intramural protocols can be paid only through a contract. Contact the Contracting Directorate at 295-3065 if you need assistance.

b. Supplies:  The supply budget must be broken out for review.  The items requested here should match the requirements from your Research Plan.  Justification for any changes in items or costs should be included in Section 6.  

c. Equipment:  Requests for equipment with a unit cost greater than $5,000 per item cannot be funded via your intramural study budget.   Such equipment must be requested through the Equipment and Unfunded Requirements Review Committee (EURRC) during its call for requests (generally, twice per year).  
Exploratory Grants:  Major equipment (over $5K) may be included in the budget, but the proposal must demonstrate that the equipment is essential to the project and not otherwise accessible. If the request was approved in your original proposal, just show the equipment in your budget and note “Approved in initial proposal budget” in the justification section.  If you want to request an item that is NOT in your original budget, the justification must show (a) why the item is essential to conduct of the study, (b) why other funds or equipment cannot be used instead, and (c) why you no longer need the items for which the funds were originally allocated.  Keep in mind that your request may be denied upon review.
d. Other Expenses:<![if !supportLineBreakNewLine]><![endif]>
· If you have animal costs that total more than $500, you must itemize them (e.g., "animal and housing costs for 20 rabbits at $30 each"). 

· You must itemize USU services by category (e.g., LAM per diem, BIC charges, Audio/Visual services). A current list of USU charges is available through the VPR home page (http://www.usuhs.mil/research/index.html).
· For small mailings, the University generally provides outgoing postage (except express mail) at no charge. Contact the University mailroom for charges if you anticipate making large mailings.

· Books and/or journal subscriptions cannot be bought with intramural funds.

· Intramural funds cannot be used to pay for memberships and dues to scientific, medical or professional societies or organizations. 

· You may include travel expenses only if 

- the travel is mission-essential, in that conducting the project requires the trip 
(e.g., for data collection); and 
- you provide adequate, written justification in your application. 


       Travel to meetings and conferences does not qualify as mission-essential.

6.  Budget Justification:  
a. Personnel:  If study personnel will be added or dropped from the last approved proposal, provide an explanation of the new distribution of work for all personnel affected.
b.  Supplies:  Provide a justification for any line item in the detailed budget section that differs more than 25% from the approved proposal.
7.  Other Research Support:   List all of your current research support (including contracts, CRADAs, and grant agreements), both active and pending.  If the work you propose in your application overlaps either the science or the budget of any of the research projects on your list, whether funded or pending, use the space below the table to describe both the overlap and the adjustments you will make if the application is funded.  Indicate “none” only if you have no other grants or contracts, funded or pending.  Indicate the percentage of your total effort that you expect to dedicate to each.

8.  Summary of Plans for the Coming Year:  Provide a brief summary of your plans, including your research objectives and specific aims for this stage of the research as well as the experimental design and methods you will use to achieve them.
9.  Review of Recent Literature & Its Impact upon current Progress & Plan:  To comply with new DoD reporting requirements, you must summarize the last twelve months of literature on your research question and indicate what impact it has on your recent progress and plans for the coming year.  Your plans and budget cannot be approved without this information, and funds will not be released unless the budget and plans have been approved.
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