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Instructions for 2011 Annual Progress Reports

Release Date:	Tues, 1 November, 2011
IACUC and IRB Documentation Due: Wed, 23 November, 2011
Section B Questionnaire Due: Fri, 16 December, 2011
Reports Due:	Wed, 4 January, 2012: (Complete annual report & a scan of the signed Face Page)

These instructions apply to all projects, subcommittees and programs currently funded through the RMRCE. This includes:

· Research Projects and Subprojects (RPs)
· Cores (COs)
· Developmental Research Projects (DPs)
· Career Development and Group Training Projects (CDs and CGs)
· Subcommittees and Programs of the Administrative Core (TDS, ERP)

The Annual Report is a non-competitive renewal application for the entire RMRCE as well as for the individual components requesting a budget for 2011-2012. It undergoes critical review, albeit by an internal NIH process rather than by peer review.

A complete annual progress report will consist of 2 parts:

1) Complete Progress Report Form as both WORD and PDF files.
2) Other Support Form(s) for all Key Personnel as separate WORD file(s).

►	The Complete Annual Progress Report must be submitted, preferably in one e-mail, to the RMRCE Administrative Core via the RMRCE e-mail address (rmrce_admin@mail.colostate.edu) no later than 4 January, 2012. This includes a scan(s) of the signed Face Page(s) [with the signature of your authorized institutional official].

                                       

Instructions for completing the Progress Report Form

(1)	Word and PDF Submission Files: The complete Progress Report Form must be submitted electronically in the required format as both

(1) a single WORD DOC file, AND
(2) a PDF file that is identical in content/format to the Word file

(2)	RMRCE-formatted PHS 2590 form: The information must be provided using the 2011 RMRCE-formatted PHS 2590 form provided to you. Any other forms, versions or formats will not be accepted. This is not a standard PHS 2590 form - RCEs have been instructed to incorporate certain PHS 398 forms and RCE-specific instructions.

(3)   Maintain RMRCE-formatting: Use Arial 11-point font and 0.5-inch margins (with 0.5-inch headers and footers). Maintain the RMRCE-formatted Headers and Footers by using the following tips:
· Insert “Section Break (Next Page).” Do not use Page Break!
· Copy material from another source only from within one page. Do not copy across pages (i.e., text that continues from one page to the next, as well as multiple pages) because you will also copy the source page’s Headers and/or Footers.
· Individual reports do not include their own Table of Contents. The final RMRCE submission to NIAID must be a single, paginated document with a single overall Table of Contents.

(4)	For projects with sub-projects, and subcommittees or programs of the Administrative Core: 
The following form pages are required for every sub-project or unit with its own budget. Sub-project/unit pages should be inserted into the parent (primary) project form directly following each same type of primary page (e.g., the order should be primary Face Page – sub-project Face Page; primary Senior/Key Personnel page – sub-project Senior/Key Personnel page; primary Detailed Budget & Budget Justification - sub-project Detailed Budget & Budget Justification, etc.).
· Face Page
· Senior/Key Personnel page (start with sub-project PI followed by Key Personnel in alphabetical order)
· Detailed Budget page & Budget Justification
· Biosketch pages (start with sub-project PI followed by Key Personnel in alphabetical order)
· Checklist
All other sections (Abstract, Progress Report Summary, All Personnel Report) should be submitted as an integrated compilation of the project and sub-project, with the main project first and the sub-project second.

(5)	Form Pages (a-h): 
  (a)	Face Page [2590 Form Page 1: Face Page]
· The face page has largely been filled out for you. Please check for accuracy.
· You are responsible for completing: items #6 (Human Subjects), #7 (Vertebrate Animals), #8 (Cost Requested for Next Budget Period), and #9 (Inventions and Patents). 
· The unsigned Face Page (with the above) may be left in your Progress Report Form.  You may also substitute a scan of your signed Face Page.
This signature ensures compliance with all Public Health Service terms and conditions, and is required for the Annual Report whether or not you are requesting a budget for 2011-2012.
 (b) Abstract (Project Summary). [398 Form Page 2: Abstract] 

 (c)	Senior/Key Personnel page [PHS 398 form page 2: continued]. 
· Replacement of any Key Personnel requires a justification and prior approval from NIAID.
· Complete “Human Embryonic Stem Cells” (this must be updated annually). 

(d)	Detailed Budget & Budget Justification for Next Budget Period [PHS 2590 pages 2-3]. 

(e)	Biographical Sketch form pages for all Key Personnel and Other Significant Contributors. 

(f)	Progress Report Summary. See the Report Form for more detailed instructions.  
· Adhere to page limits (Sections A-D: 5 pages for RPs & COs and 2 pages for DPs, CDs, CGs, TDRs & ERPs).

(g)	Checklist (PHS 2590 Form Page 6: Checklist). 

(h)	All Personnel Report (PHS 2590 Form Page 7: All Personnel Report). 

                                       

Instructions for completing the Other Support Form
· Submit electronically as a single WORD FILE to the RMRCE e-mail address (rmrce_admin@mail.colostate.edu) no later than 4 January, 2012.
· Complete Other Support for all Key Personnel (not required for Other Significant Contributors).
· Include funded grants only! The RCE Program does not want pending applications that have been submitted but not yet reviewed.
· “Pending” should indicate only support that has been approved but has not yet started.
· Also include support, if any, that will start between May 1, 2012 and April 30, 2013.

                                      

If applicable, instructions for submitting Documentation for Human Subjects, Animal Use, or Core Usage 

· Submit IRB and IACUC approvals as separate PDF documents to the RMRCE e-mail address (rmrce_admin@mail.colostate.edu) no later than 23 November, 2011. CURRENT IRB and IACUC approvals are needed! Institutional approval for animals studies (IACUC) and approval for human studies (IRB) will be required before the proposed work with animals or human subjects can begin, in accordance with NIH guidelines.
· Human Subjects (IRB) Approvals. This includes notification of exempt status (with an Exemption Number) as well as approval of non-exempt research.
· Vertebrate Animal (IACUC) Approvals.
· Core Facilities must submit usage reports as Excel spreadsheets along with their annual reports (due 4 January, 2011). Please use last year’s format for this. 

                                       

Section B Questionnaire
· Section B combines input from all projects to show how the RMRCE forms a cohesive, synergistic, and productive unit.
· Your input is critical to providing an accurate picture of the value that the RMRCE brings to the Region, to the RCE program and to the scientific community at large.
· Fill out a questionnaire separately for EACH project/core that you are responsible for.
· Section B Questionnaires are due back by Friday, 16 December, 2011

                                       

Contact Information

· Questions regarding Vertebrate Animal work at CSU should be directed to
Richard Bowen, Director of the Animal Models Core
richard.bowen@colostate.edu

· Questions regarding Human Subjects work at CSU should be directed to
Janell Barker, IRB Senior Coordinator, Research Integrity & Compliance Review Office (RICRO)
janell.barker@colostate.edu, 970-491-1655

· Budget questions should be directed to
Charmaine Matheson, Assistant to the RMRCE Director/Grant Manager
charmaine.matheson@colostate.edu, 970-491-2939

· All other questions should be directed to
Kristine Bennett, RMRCE Program Manager
kristine.bennett@colostate.edu, 970-213-5965


Thank you for assisting us in this major effort!
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