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Notes for proposal preparation:
Checklist:

The complete and final documents for the application are due to me on or before 8 am on June 25th.  I will need time to review and paginate the application for you.  Ellen Graf-Jansen, the Administrative Officer (AO) will review the budget and resources sections for the application and provide you with any feedback.  Only minor changes or changes requested by the AO will be made after the internal deadline.

Research plan:
· Statement of the problem, hypothesis, and specific aims:

Concisely state the goals of the proposed research and summarize the expected outcome(s), including the impact that the results of the proposed research will exert on the research field(s) involved.

Succinctly list the specific objectives of the research proposed, e.g., to test a stated hypothesis, create a novel design, solve a specific problem, challenge an existing paradigm or clinical practice, address a critical barrier to progress in the field, or develop new technology.

· Significance of the research, relevance to the VA patient care mission, and background work:

In general, this section will contain a description of the background and significance of the research proposed, indicating any preliminary studies done, and the current status of the field on the topic. 

· Work proposed:

The Research Plan should include sufficient information needed for evaluation of the project, independent of any other document.  Be specific and informative, and avoid redundancies.  The research plan will include research design and methods proposed.   Do not repeat the specific aims in the research plan.
Bibliography/References:
Provide a bibliography of any references cited in the Project Narrative. Each reference must include the names of all authors (in the same sequence in which they appear in the publication), the article and journal title, book title, volume number, page numbers, and year of publication. Include only bibliographic citations. Applicants should be especially careful to follow scholarly practices in providing citations for source materials relied upon when preparing any section of the application. 

Appendices:
Include items such as relevant reference documents, surveys, and manuscripts.  Do not use the appendices to circumvent the page limit of the research plan.
Forms:

If you have any questions about how to complete the forms correctly, contact Ava to save time.  You can also see the detailed instructions below:

Form 10-1313-1:   

Box 1 – leave blank

Box 2 – leave blank

Box 3 – Enter “RIP” in this field.  

Box 4 – enter “2012”

Box 5 – enter station # (539 for Cincinnati, XXX for Dayton,…)

Box 6 – enter station address

Box 7 – Do NOT enter your SS#

Box 8 – leave blank

Box 9 – List your last name, first name, middle initial, and degrees

Box 10 – enter the title of your application (81 characters including spaces or less)

Box 11 – Enter the first year amount requested only.  $10,000 is the maximum to request.

Box 12 – Check the box that best describes your VA employment status.

Box 13 – Check the box that best describes the source of your VA salary.

Box 14 – Check the box indicating “NEW”.

Box 15 – The Program will be “821” and the Cost Center will be “103” for all applications.

Box 16 – List your primary research and specialty topic(s).

Box 17 – List your VA service and section.

Box 18 – List only if you are also working at an affiliate academic institution.

Box 19 – Mark the appropriate boxes to describe your proposal.

Box 20 – List any research funding you have received for FY2012, FY2011, and FY2010.  If you have not received any funding for a given year, please leave the field blank.  Note that funding is divided into VA funding versus Non-VA funding.

Box 21 – Please enter the date that you started employment at the VA.  If you have been employed at different stations, please include the start date at the first VA at which you served.

Signatures:  Please sign and date the face page.  Please obtain the signature of the ACOS of Research or designee.  Scan the signed document for inclusion in the application.

Form 10-1313-2: 

1. In the header, check the box for “PROGRAM”

2. Only one PI is allowed.

3. Include title and make sure that it is the same as on the face page.

4. Include 3 keywords for your proposal.  They do not need to be MeSH terms.

5. Include an abstract that is less than 500 words.  The investigator should provide a brief statement in the abstract of how the RIP will enable him/her to develop the appropriate information to become competitive for funding at the national level. 

10-1313-3 (Budget part 1):

1.  In the header, check the box for “PROGRAM”

2. List the PI and the title of the application.

3. Any personnel to be paid from this grant funding would be listed.  Remember that VA employees cannot have their salary increased or replaced using VISN 10 funding.  Also remember that strictly administrative support is not fundable.  A Research Assistant, statistician, lab tech would be acceptable positions to fund.  Consult with the AO in Research Service if you have further questions.

4. Do not use the column marked “CURRENT YEAR FUNDS”.

5. List the total personnel of FIRST YEAR REQUWATED FUNDS at the bottom of that column.

6. Consultants may be listed by name or title in this section.  The cap for consultants is $2,500.

7. List any equipment costs.  You may not include IT equipment that would be issued through IRM.  Contact your AO for Research regarding budget requests for IT equipment.

8. Supplies may include purchase of educational materials, laboratory supplies, clinical supplies, cell lines, etc…  Be as specific and accurate as possible.

9. List subtotals in each block and then list the total amount requested in the row titled “TOTAL OPERATING EXPENSES”.

10-1313-4 (Budget part 2):

1. In the header, check the box for “PROGRAM”.

2. List first-year expenses only.

3. List the justification using the same headings in the “DESCRIPTION” column on the top of the page.  List all headings and indicate that it is not applicable if needed.

4. Personnel should be described briefly (2-3 full sentences) including name, title, percent effort, role and responsibilities in the proposal, experience relating to the topic in the proposal. 

SF424 R-R (Biosketch):

1. Use the sample form to complete this form.  The maximum length permitted is 4 pages.  The biosketch is not necessary for support staff, technical, or laboratory staff.

Letter of Support from the applicant’s service chief ensuring adequate time and space to perform the proposed research.  Applicants are also encouraged to obtain a letter of support from Information Resources Management Service if their project involves obtaining new hardware, software, etc.  Use the format for a letter of recommendation.  No specific format is required.  Consult your grant administrator if needed.
Helpful Definitions:

Animal. Any live, vertebrate animal used or intended for use in research, research training, experimentation, or biological testing or for related purposes at the applicant organization or any collaborating site or other performance site.

Award. A financial assistance mechanism providing money, property, or both to an eligible entity to carry out an approved project or activity. An award is used whenever a VA-ORD Research and Development Service anticipates no substantial programmatic involvement with the recipient during performance of the financially assisted activities.

Co-investigator. An individual involved with the Project Director/Principal Investigator (PD/PI) in the scientific development or execution of the project. The co-investigator (collaborator) may be employed by, or be affiliated with, the applicant/grantee organization or another organization participating in the project under a consortium agreement. This individual would typically devote a specific percent of effort to the project and would be identified as Key Personnel. The designation of a co-investigator, if applicable, does not affect the PD/PI’s roles and responsibilities. 

Consultant. An individual who provides professional advice or services for a fee, but normally not as an employee of the engaging party. To prevent apparent or actual conflicts of interest, awardees and consultants must establish written guidelines indicating the conditions of payment of consulting fees. Consultants may also include firms that provide paid professional advice or services.

Equipment. An article of tangible nonexpendable personal property that has a useful life of more than one year and an acquisition cost per unit that equals or exceeds the lesser of the capitalization threshold established by the awarding ORD Research Service or $5,000. 

Essentially Equivalent Work. This term is meant to identify “scientific overlap,” which occurs when (1) substantially the same research is proposed for funding in more than one contract proposal or grant application submitted to the same Federal agency; or (2) substantially the same research is submitted to two or more different Federal agencies for review and funding consideration; or (3) a specific research objective and the research design for accomplishing that objective are the same or closely related in two or more proposals or awards, regardless of the funding source.

Feasibility. The extent to which a study or project may be done practically and successfully. 

Innovation. Something new or improved, including research for (1) development of new technologies, (2) refinement of existing technologies, or (3) development of new applications for existing technologies. For the purposes of VA-ORD programs, an example of “innovation” would be new medical or biological products for improved value, efficiency, or costs.

Key Personnel. In addition to the PD/PI, Key Personnel are defined as individuals who contribute to the scientific development or execution of the project in a substantive, measurable way, whether or not salaries are requested. 

Typically, these individuals have doctoral or other professional degrees, although individuals at the masters or baccalaureate level should be included if their involvement meets the definition of Key Personnel. Consultants should also be included if they meet the definition of Key Personnel. Key Personnel must devote measurable effort to the project whether or not salaries are requested—“zero percent” effort or “as needed” are not acceptable levels for those designated as Key Personnel.

Other Significant Contributors. This category identifies individuals who have committed to contribute to the scientific development or execution of the project, but are not committing any specified measurable effort to the projects. These individuals are typically presented at “zero percent” effort or “as needed” (individuals with measurable effort cannot be listed as Other Significant Contributors). Consultants should be included if they meet this definition. 

Person Months. A metric for expressing the effort (amount of time) that PIs, faculty and other senior/key personnel devote to a specific project. Effort is expressed as a percentage of the total employment (VA + non-VA) and is based on the organization’s regular academic-year, summer or calendar-year.

Principal Investigator, Program Director, or Project Director (PD/PI). The individual designated by the applicant organization to have the appropriate level of authority and responsibility to direct the project or program to be supported by the award. The applicant organization may designate multiple individuals as principal investigators who share the authority and responsibility for leading and directing the project, intellectually and logistically. When multiple principal investigators are named, each is responsible and accountable to the grantee organization, or as appropriate, to a collaborating organization for the proper conduct of the project or program including the submission of all required reports.
Senior/Key Personnel.  The PD/PI and other individuals who contribute to the scientific development or execution of the project in a substantive, measurable way, whether or not salaries or compensation are requested under the grant.

Typically these individuals have doctoral or other professional degrees, although individuals at the masters or baccalaureate level should be included if their involvement meets the definition of Senior/Key Personnel. Consultants and those with a postdoctoral role should also be included if the meet the definition of Senior/Key Personnel. Senior/Key Personnel must devote measurable effort to the project whether or not salaries or compensation are requested – “zero percent” effort or “as needed” are not acceptable levels for those designated as Senior/Key Personnel.

