Instructions for Completing Form 3201

 The sections below follow the order of the form.

FACE PAGE:
Project number:  Please do not fill in a project number, even if you are applying for a competing continuation.  Your application will be assigned a grant number after you turn it in to REA.  Continua-tions receive a new project numbers, determined only after the application has been submitted.

Funding type:  If you are submitting a revised application for a standard grant, be sure to check the “Revision” box next to the appropriate line for your application (“new” or “competing continuation”).

Principal investigator:  Include at least one phone number and a FAX number where your grants specialist can reach you with questions about your application.  Note that there is now a space for your office room number as well.

Proposed budget and project periods:  If you are using a diskette from a call for applications for standard grants, you do not need to fill in anything but the year in which the project ends.  The rest of the information has been filled in for you, as dictated by USUHS intramural funding guidelines.  Please do not alter these dates.  

If you have downloaded the form, fill in the dates as follows.  If you have questions, call your grants specialist for assistance.

· The budget period and project period must start on the same date.  If you are applying for standard funding, that date should be either 1 April of the current fiscal year (for midyear funding) or 1 October of the next fiscal year (for on-cycle funding).  If you are applying for a starter, special, or pilot funding, use the first day of the first month after you expect to submit your application.

· Calculate your project end date based on the starting date for the project and the project period you are requesting.

· The budget period should end with the 30 September following the start date - unless you plan to complete your project before then.  If you are requesting a shorter project period, just use the project end date as the budget end date.

Signatures:  Your application cannot be processed without both your signature and that of your chair. Your proposal will not be considered by the Merit Review Committee unless REA has received a copy of your application with all of the appropriate signatures prior to the relevant application deadline. 

ABSTRACT:

Be sure to include your name as PI and the title in the lines just above the abstract box.

The abstract should serve as a succinct, informative and accurate description of the work proposed when separated from the rest of the application.   State broad, long-term objectives as well as specific aims; briefly describe the experimental design and methods; and state the importance that the work you propose has in understanding human health issues.

BUDGET:  

Each budget item in the detailed budget for year 01 must have a corresponding justification in Item 8. After you complete the budget for the entire proposed project period (Item 7), be sure that you have also itemized and justified any significant out-year increases or decreases in Item 8.  

1. No more than 50% of your requested budget may be used for salaries of research support personnel, including contracted services.  Note that you can pay a part-time employee wholly from an intra-mural grant or set up a borrow-and-loan action to transfer part of a full-time employee’s salary to another cost center (e.g., an extramural grant).  However, full-time employees cannot be paid directly from intramural grants.  Contact your grants specialist if you need help with this item.

If you plan to use funds from your proposal to pay someone you have already hired, remember that the Merit Review Committee sometimes reduces the budget and/or the project period in appro​ving a proposal. In addition, USUHS usually cannot fund intramural research budgets at 100% of the request. You should plan your budget so that you can accommodate the fact that personnel costs are deducted from the total award before the remaining funds are distributed to other budget categories.

2.
Consultants on intramural protocols can be paid only through a contract.  Contact the Contracting Directorate at 295-3068 if you need assistance.

3.
You may include costs for repairs and/or service contracts for new equipment being purchased or for existing equipment already maintained.  Maintenance costs usually run 5-10% of the purchase price.

4. Requests for equipment with a unit cost greater than $5,000 per item must be made to the Equipment and Unfunded Requirements Review Committee (EURRC) during its call for requests (generally, twice per year).  If the work that you propose cannot be conducted without acquisition of or access to major equipment, your department chair may indicate on page 1 of the proposal that he/she will ensure that substitute equipment will be made available to you. 

5. You may include travel expenses only if 

· the travel is mission-essential;

· completion of the project requires it (e.g., for data collection); and 

· you provide adequate, written justification in your application. 


Travel to meetings or conferences does not qualify as mission-essential.
6. Subscriptions are not generally bought with intramural funds.  If you need a journal subscrip​tion for specific reasons that are directly pertinent to data collection, you must state those reasons and their relevance to your study as part of your justification for the request.  Intramural funds cannot be used to subscribe to journals that are available in the Learning Resource Center.

7.  Memberships cannot be purchased with intramural funds.

OTHER SUPPORT:

At the explicit request of the Merit Review Committee, we have amended this section to ask for a complete list of your current research support, including contracts and grant agreements as well as grants, both active and pending.  If the work you propose in your application overlaps either the science or the budget of any of the research on your list, whether funded or pending, describe both the overlap and the adjustments you will make once the application is funded.  If you have no other research support, funded or pending, indicate “N/A.”
NOTE:  The Merit Review Committee will also use this section as part of its assessment of compliance with the requirement for a “good-faith effort” to secure extramural research funding during the three years prior to the date of the application.  The good-faith effort requirement is waived for faculty with less than three years of intramural funding.

BIOGRAPHICAL SKETCH:

List your previous employment, experience, and honors in chronological order, ending with your current position.  Biographical information is required only for the PI.  However, you should append a curriculum vitae for each person who will make a significant contribution to the research.   Occasionally, the reviewers or the Merit Review Committee will look for biographical information on the co-investigator, particularly if he/she will provide expertise in an area in which the PI is relatively inexperienced. 

RESEARCH PLAN:

In your application packet is a list of the specific criteria that will be used to evaluate your proposal.   At a minimum, however, your research plan should answer the following questions:

· What do you intend to do?

· Why is the work important?

· What has already been done?

· How will you perform the work? 

Sections (1) through (5) of the research plan may not exceed ten pages, including any tables and graphs.  You must clarify any abbreviations the first time they appear in your proposal.

1. Specific Aims:  State your long-term objectives and describe specifically what you intend to accomplish in the work described in your application.  State clearly any hypotheses you intend to test.  Even if hypotheses are not appropriate to the work you propose, reviewers frequently want a clear indication of how the results would affect further research.


2. Background and Significance:  Sketch the background to the present proposal, evaluate existing knowledge, and identify the gap(s) that your project is intended to fill.  Explain the importance of the work you propose by relating your specific aims to your long-term objectives.  Clearly identify and explain any military significance.   Remember, however, that a specious argument for military significance can undermine your application.


3. Preliminary Studies:  If you are submitting a new proposal, you should report the results of your preliminary studies here.  If you are submitting a competing continuation, you must include at least a final progress report (Form 3210) for the study you are about to complete, stating clearly the current study’s specific aims and your progress to date on each aim.  Please see separate guidelines for completion of Form 3210.


4. Research Design and Methods:  Describe your research design and the procedures you will use to accomplish your specific aims, including the means by which data will be collected, analyzed, and interpreted.  Describe any new methodology you intend to use and explain its advantages over existing methodologies.  Discuss any potential difficulties and limitations of procedures you propose and outline alternative approaches that will enable you to achieve your aims should you encounter such problems.  Provide a tentative sequence or timetable for the investigation.  Point out any procedures, situations, or materials that might be hazardous to personnel and list the precautions you will exercise.

5. Literature Cited:  Citations should be listed at the end of the research plan.  Each citation must include the title, names of all authors, book or journal, volume number, page numbers, and year of publication.  Make every attempt to be judicious in compiling a relevant and current list of literature citations.  The list does not replace the list of publications on the progress report (Form 3210) required for Competing Continuations.

Best wishes for a successful application!
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