GUIDELINES FOR PREPARING APPLICATIONS FOR

USUHS INTRAMURAL RESEARCH FUNDS

NEW PROJECTS AND COMPETING CONTINUATIONS

In collaboration with the Merit Review Committee (MRC) and the assurance committees, the Office of Research (REA) has developed electronic versions of all USUHS forms used in intramural research protocol submissions.  The following table will assist you in determining which form should be submitted.

	If you are applying for:
	If awarded, funding will start:
	Use this form:

	Starter, Pilot, or Special Award
	Anytime during the year
	3201

	New or Competing Continuation Standard Award
	October 1
	3201

	New or Competing Continuation Standard Award
	Mid-Fiscal Year
	3201A

	Noncompeting Standard Award
	October 1
	3211

	Noncompeting Standard Award
	Mid-Fiscal Year
	3211A

	Graduate Medical Education Projects
	Anytime during the year
	3202


The guidelines for completing Form 3201 and 3201A are provided below. Guidelines for the other 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. The web page offers a choice of versions in MIcrosoft Word 6.0 for Windows and PDF formats. All REA forms including assurance forms are available at the same web page. Please turn in a diskette containing your completed forms to REA. Your specialist in REA can then use the diskette to make any minor corrections required during the administrative pre-review.

REA is available to assist you with your application.  The general telephone number is (301) 295-3303.  The office fax number is (301) 295-6771.

GENERAL REMINDERS:

1. 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.  That record 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. 

2. You must submit a complete, signed original of the entire proposal packet for your research project file, plus two copies for the reviewers.  If you also include electronic versions of the forms on a diskette, your specialist can make minor changes for you.

Both the original and the copies should include all of your appendices.  Photographs 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.

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.

3. For the sake of the reviewers, font size must be 12 point throughout the application.  Proposals with other font sizes will be returned without further processing.  Proposals should be single-spaced. The research design should not exceed 10 pages.

4. Please do not staple any pages in your packet.  Proposal packets should be secured with rubber bands or paper clips.

5. 
In addition to the study proposal, 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.  

· An estimate of the percent effort on the work proposed for each collaborator who is USUHS-billeted, whether in your primary USUHS department or another. Remember that your total percent effort on active projects cannot exceed 100%.

· An appropriate letter from each collaborator who is not in your primary USUHS department, confirming his/her role in the project.  Include letters from any collaborators who are not USUHS- billeted faculty as well as from USUHS-billeted faculty in other departments.  

· All assurance forms that pertain to your proposal must be completed and signed.  Funds will not be released until all assurance committee approvals are in place.


Assurance committee forms include: 



Form 3204 - Institutional Review Board (IRB) for human subjects*



Form 3205 – Radiation Safety Committee (RSC)



Form 3206 – Institutional Animal Care and Use Committee (IACUC)



Form 3207 - Biohazards, Controlled Substances & Dangerous Materials (BCD)



Form 3220 - Biomedical Instrumentation Center (BIC)



Form 7900 - University Information Systems (UIS)

*NOTE: Federal regulations and/or USUHS Instruction 3201 require IRB review of studies that use the following: 

· human subjects;

· human cell lines (primary or immortalized);

· pathological specimens (whether obtained specifically for the study or acquired 

· from a bank);

· any human tissue, including but not limited to blood, era, excreta, saliva, 

· placenta (whether obtained specifically for the study or acquired from a 

· bank);

· physiological measurements;

· exposure to x-ray, microwave or other radiation;

· recordings via MRC, ECG, ERG, PET and/or ultrasound; 

· drugs; 

· medical devices; 

· voice, video, digital, and/or image recordings; 

· survey, interview and/or focus group procedures; 

· human performance and/or behavior evaluations; and/or 

· existing medical records (e.g., in a chart review) or data.

REVISED APPLICATIONS:

If you submit a revised application, USUHS policy requires that you write an explanatory cover memo, addressed to the Office of Research, Director of Research Programs.  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 in your view do not require any adjustment 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 (3204, 3205, 3206, etc., 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.
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