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NEIU Office of Research Development Pilot Grant Instructions

As part of our EARDA grant from the National Institutes of Health (NIH), the Office of Research Development at NEIU will fund small grants to faculty to conduct pilot research projects in the biomedical, behavioral, or health-related sciences.  "Health related" is broadly defined.  If you are not sure whether your project would be eligible, contact the director of the Office of Research Development, Dr. Linda Rueckert.  It is expected that faculty who receive one of these pilot grants will subsequently submit a grant application for external funding as a follow-up to the pilot study that is carried out.

The grants are for 1 year, and can range up to $20,000.  The start date is expected to be July 1, 201-.  The money can be spent on equipment, supplies, student research assistant salaries, travel, or faculty course release time.  It can not be spent on publication costs.  Funds may not be used for research involving foreign populations.  

Any NEIU tenured or tenure-track faculty member may apply.  Non-tenure-track or non-NEIU faculty may serve as co-investigators, but not as Principal Investigators.  Applicants may not apply for funding for the same project from other sources.  However, complimentary funding from other sources is allowed (e.g. one project with some aspects funded by a COR grant, and some funded by this grant). 

All applications should be submitted electronically, as MS Word or .pdf attachments, to L-Rueckert@neiu.edu, by Dec. 16, 2008.   Dr. Rueckert will reply to you when she receives them.  If you do not receive a reply within 2 days, please call 773-442-5841 to make sure your application was received. 
All applications will be reviewed by the Research Development Advisory Committee and at least one additional reviewer, using the criteria listed at the end of these instructions.  Those selected for funding will then be forwarded to NIH for final approval.

Application instructions

Please note that the most important part of the application is the Research Plan.  That is what the Research Development Advisory Committee will use to make their funding decisions.  The other forms are required by NIH.  Any errors on these other forms can be corrected any time before the applications are forwarded to NIH.

Format Specifications

Font
· Use an Arial, Helvetica, Palatino Linotype or Georgia typeface and a font size of 11 points or larger. (A Symbol font may be used to insert Greek letters or special characters; the font size requirement still applies.)

· Type density, including characters and spaces, must be no more than 15 characters per inch.

· Type may be no more than six lines per inch.

Page Margins
· Use standard size (8 ½" x 11") sheets of paper.

· Use at least one-half inch margins (top, bottom, left, and right) for all pages, including continuation pages. 
· The application must be single-sided and single-spaced.

· Consecutively number pages throughout the application. Do not use suffixes (e.g., 5a, 5b)
Figures, Graphs, Diagrams, Charts, Tables, Figure Legends, and Footnotes

· You may use a smaller type size but it must be in black ink, readily legible, and follow the font typeface requirement.

Photographs and Images

· You may include black-and-white images in provided such images are inserted directly on the application page and are critical to the content of the application. 

Because Dr. Rueckert is the PI of the EARDA grant, her name, as well as yours, should be included at the top of each page (except the cover page), e.g. “Rueckert, Linda / your name”.
If you are requesting funds to hire a student research assistant, include them under “personnel” on the budget page, but do not include them under “Key Personnel” or “Other significant contributors” on p. 3.  

When submitting your application, combine all forms in to one file (either MS Word or .pdf) in the order they are listed below:
---------------------------------------------------------------------------------
Cover Page.   

Most of this is self-explanatory.  Please list 1-3 people who would be qualified to review your application.  Reviewers do not necessarily need to be NEIU faculty.

---------------------------------------------------------------------------------------


Page 2-3.  (Abstract etc.)

Description: Project Summary and Relevance

The first and major component of the Description is a Project Summary. It is meant to serve as a succinct and accurate description of the proposed work when separated from the application. State the application's broad, long-term objectives and specific aims, making reference to the health relatedness of the project (i.e., relevance to the mission of NIH). Describe concisely the research design and methods for achieving the stated goals. This section should be informative to other persons working in the same or related fields and insofar as possible understandable to a scientifically or technically literate reader. Avoid describing past accomplishments and the use of the first person. 

The second component of the Description is Relevance. Using no more than two or three sentences, describe the relevance of this research to public health. In this section, be succinct and use plain language that can be understood by a general, lay audience.

DO NOT EXCEED THE SPACE PROVIDED.
Performance Site(s)

Indicate where the work described in the Research Plan will be conducted. If there is more than one performance site, list all the sites, including Department of Veterans Affairs (V.A.) facilities and foreign sites, and provide an explanation on the Resources Format Page of the application. One of the sites indicated must be the applicant organization 

Key Personnel 

In addition to the principal investigator (yourself), 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 same definition. Do not include student research assistants.

Key Personnel must devote measurable effort (in person months) to the project whether or not salaries are requested. "Effort of zero person months” or “as needed” are not acceptable levels of involvement for those designated as Key Personnel.

Start with the principal investigator(yourself). List the principal investigator’s last name first. When multiple PIs are proposed, list the contact PI first, then all additional PIs in alphabetical order. Then all other Key Personnel should be listed in alphabetical order, last name first. For each individual provide name, eRA Commons User Name (optional), organization name (their institutional affiliation), and role on the project. Under role on the project, indicate how the individual will function on the proposed project. 
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 (in person months) to the project. These individuals are typically presented at "effort of zero person months” or "as needed" (individuals with measurable effort cannot be listed as Other Significant Contributors). Consultants should be included if they meet this definition. A biosketch, including Research Support information, will be required for these individuals as this highlights their accomplishments as scientists. Reviewers use these pages to address the "investigator" review criterion. 

Human Embryonic Stem Cells

If the proposed project involves human embryonic stem cells, list in this section the registration number of the specific cell line(s) from the stem cell registry found at: http://stemcells.nih.gov/registry/index.asp. Use continuation pages as needed. If a specific line cannot be referenced at the time of application submission, include a statement that one from the registry will be used.

---------------------------------------------------------------------------------------------------------

Budget and Budget Justification.
The continuation page will be used for the Budget Justification. It should be placed after the budget, and labeled “Budget Justification” at the top.

Personnel

Name. Starting with the principal investigator(s), list the names of all employees who are involved on the project during the initial budget period, regardless of whether a salary is requested. Include all collaborating investigators, individuals in training, support staff, and student assistants.  If you have not yet hired the person, list “to be appointed” under name.
Role on Project. Identify the role of each individual listed on the project.   On the Budget Justification page describe their specific duties.  Provide budget narrative for ALL personnel by position, role, and level of effort using person months (calendar, academic and/or summer; see below). This includes any “to-be-appointed” positions.  

Months Devoted to Project. 
Enter the number of person months devoted to the project. Three columns are provided depending on the type of appointment being reflected, Calendar, Academic and/or Summer, months. Individuals may have consecutive appointments within a calendar year, for example for an academic period and a summer period. In this case, each appointment should be identified separately using the corresponding column. 

If effort does not change throughout the year, use only the calendar months column. If effort varies between academic and summer months, leave the calendar months column blank and use only the academic and summer months columns. In most cases, the PI’s time will be listed under Academic and Summer, and student assistants will be listed under Calendar months.
The number entered here makes a difference only if salary is requested.  However, it must be greater than zero.

Person months = number of months * % effort (e.g. if you were going to work on the project for 1 semester (4.5 mos) at 25% effort, person months would be 4.5*.25 = 1.125).
Note on salary for course release.  In rare cases faculty may request course release.  The cost of one course release for one semester (3 CUs) is 25% of your salary, plus fringe benefits.  This translates to 1.125 person months using NIH terminology (4.5 mos * 25%).  To find out what your fringe benefits cost, please contact Jon Teuber in the Office of Sponsored Programs (J-Teuber@neiu.edu).

NIH funds can not be used to supplement your salary above its current level during the 9 month school year. However, if you are not teaching during the summer, you may request up to 2 months of summer salary plus fringe benefits.
Institutional Base Salary.  If you are not asking for course release you can leave this column blank.  If you are asking for course release, put your monthly salary (based on a 9 month year).
Salary Requested.  Enter the total salary requested here.
Fringe Benefits.  If applicable, enter the total amount for fringe benefits here.

Totals. Calculate the totals for each position (salary + fringes) and enter the subtotals in each column where indicated.

Consultant Costs 

Whether or not costs are involved, provide the names and organizational affiliations of all consultants. Describe the services to be performed on the Budget Justification page.  Include the number of days of anticipated consultation, the expected rate of compensation, travel, per diem, and other related costs.

Equipment  
List each item of equipment with amount requested separately and justify each purchase on the Budget Justification page.  Please note that anything that costs less than $5000 should be considered Supplies, not Equipment, under NIH guidelines.
Supplies 

Itemize supplies in separate categories, such as glassware, chemicals, radioisotopes, etc. Categories in amounts less than $1,000 do not have to be itemized. If animals are to be purchased, state the species and the number to be used on the Budget Justification page.
Travel 

Itemize travel requests and justify on the Budget Justification page. Provide the purpose and destination of each trip and the number of individuals for whom funds are requested.  Money from the EARDA grant can be used to cover the cost of travel to one conference for the PI.  NIH limits the total amount necessary for conference travel to $1500.  There is no limit on travel for other purposes (e.g. data collection).
Patient Care Costs

If inpatient and/or outpatient costs are requested, provide the names of any hospitals and/or clinics and the amounts requested for each on the Budget Justification page.
Alterations and Renovations 

Not applicable.
Other Expenses 

Itemize any other expenses by category and unit cost. These might include animal maintenance (unit care costs and number of care days), human subject participation incentives, computer charges, rentals and leases, equipment maintenance, service contracts. Justify costs on the Budget Justification page.
Budget Totals for Applicant Organization

Enter the total amount requested under both “subtotal direct costs” and “total direct costs” (the amount should be the same for each).  
----------------------------------------------------------------------------------------------

Biographical sketch.   

Follow the instructions on the Biographical Sketch Format Page. This section must contain the biographical sketches of all Key Personnel and Other Significant Contributors, including consultants, following the order as listed on Form Page 2. 

If the individual is registered in the eRA Commons, include the assigned Commons User Name. This data item is optional. 

Use the sample format on the Biographical Sketch Format Page to prepare this.

The Biographical Sketch may not exceed four pages. This 4-page limit includes the table at the top of the first page.
Complete the educational block at the top of the format page, and complete sections A, B, and C.

A.
Positions and Honors. List in chronological order previous positions, concluding with your present position. List any honors. Include present membership on any Federal Government public advisory committee.

B.
Selected peer-reviewed publications or manuscripts in press (in chronological order). Do not include manuscripts submitted or in preparation. For publicly available citations, URLs or PMC submission identification numbers may accompany the full reference. Note copies of these publications are no longer accepted as appendix material.
C.
Research Support. List both selected ongoing and completed (during the last three years) research projects (Federal or non-Federal support). Begin with the projects that are most relevant to the research proposed in this application. Briefly indicate the overall goals of the projects and responsibilities of the key person identified on the Biographical Sketch. Note: Do not include number of person months or direct costs.

----------------------------------------------------------------------------------------
Resources.

See instructions at the top of the Resources page.
----------------------------------------------------------------------------------------
Research Plan.  
Type the entire Research Plan using the continuation pages, starting with the heading “Research Plan”.  (You can either type directly on this MS Document, or copy and paste it to it from a separate document.)  Address items 1-8 listed below, under separate sub-headings.  You must include each subheading, even if it’s not relevant to your project.  
(1). Specific Aims: what you intend to do 

Specific aims are a formal statement of the objectives and milestones of the research project in regard to testing the hypothesis. List your aims and then all the experiments you’ll do to support each aim. Keep in mind that your experiments support your aims, and your aims are the test of your hypothesis. The purpose of the Specific Aims section is to clearly and concisely describe what the proposed research is intended to accomplish. 

Specific aims should: 

• Include specific research objectives 

• Be hypothesis-based 

• Be obtainable within the proposed timeframe 

• Fit together in an overall framework 

• Be well-focused rather than broad and diffuse 

• Limited to one page. 

A strong grant application is driven by a strong, solid hypothesis with clear research objectives. You may also want to make a brief statement concerning the innovation of your proposed research. 

(2). Background and Significance: Why the work is important. 

The Background and Significance section should thoroughly describe the literature, particularly any scientific controversies in the field, yet should support your views and hypothesis. Make sure that you have identified key references. Be sure to critically evaluate existing knowledge that leads to your pilot project, and specifically identify the gaps that the project is intended to fill. Explain why the literature about your research leads you to think this topic needs study. This should not be a thesis, but should provide information that directly pertains to the scientific need for your project. 
Make sure the significance of the topic is explicitly stated. What is the payoff to biomedical or behavioral sciences and (if applicable) to public health? State how scientific knowledge or clinical practice will be advanced, if the aims of the application are achieved. Describe the effect of these studies on the concepts, methods, technologies, treatments, services, or preventative interventions that drive your field. In summary, the background and significance— 

• Show that you have critically evaluated existing knowledge, including background literature and relevant data. 

• Include references that reflect up-to-date knowledge of the field 

• Specify existing gaps that the project is intended to fill 

• Identify controversies that the project is designed to resolve 

• Conveys the importance and relevance of the research aims 

• Highlight potential impacts 

• Address how research results can be applied 

Two to three pages are recommended for the Background and Significance Section. 

(3) Preliminary Studies: What you have already done. 

Although the goal of a pilot project or feasibility study is to collect data to support a “full” research grant application, pilot project PIs should not omit this section. Use this section to support your hypothesis and the future direction of your research, and to show your expertise and knowledge of the experimental approach, methods, data collection and analyses to be employed in your project. 

“Preliminary” data relevant to the pilot project may consist of your own publications in the field, publications of other researchers, unpublished data from your own laboratory or others, or a combination of these. This section of the application is intended to establish the PI’s experience and competence to pursue the study and the likelihood of success. With this in mind— 

• Discuss how previous work leads to the current proposal 

• Emphasize how the previous work demonstrates feasibility of proposed methods 

If you do not have the required expertise for a scientific methodology, enlist a mentor or consultant and include a letter of support or agreement in the Appendix of the application. 

Three to six pages are recommended for the Preliminary Studies section. 

(4) Research Design and Methods- How you are going to do the work 
This section is critical for demonstrating that the applicant has developed a clear, organized and thoughtful study design that tests the central hypothesis. (It is not a list of recipes for methods, experiments and data collection.) 

Describe any novel concepts, approaches, tools, or technologies for the proposed pilot project. Discuss the potential difficulties and limitations of the proposed procedures and alternative approaches to achieve the aims. Provide a tentative sequence or timetable for the project. 

The methods section should— 

• Provide an overview of the proposed design and conceptual framework 

• Include details related to specific methodology; explain why the proposed methods are the best to accomplish the study goals 

• Describe any novel concepts, approaches, tools or techniques 

• Include details of how data will be collected and the results analyzed 

• Consider required statistical techniques 

• Include proposed work plan and timeline 

• Consider and discuss potential limitations and alternative approaches to achieve study aims 

Be clear about the methods and experimental design you will use. Be clear in describing the experimental details of your proposal. Avoid proposing experiments based on general observations. 

(5) Human Subjects: If the research will include human subjects, describe the protections put in place to protect the participants from research risks as well as the recruitment and data collection schedule. Also describe the criteria for participant inclusion in the research. If you will not use human subjects, simply write “No human subjects will be included”.
(6) Use of Animals: If vertebrate animals will be used, please describe how the animals are housed. Also indicate when the animal protocol was reviewed and approved as well as the reviewer of the protocol. Confirm that your institution has an Animal Welfare Assurance on file with the Office of Laboratory Animal Welfare and provide the assurance number and effective dates of the assurance.  If you will not use animals, simply state “No vertebrate animals will be used.”
(7) Biohazards: Identify any select agents to be used in the proposed research and describe institutional procedures for the safe handling and disposal of such agents. Also describe the training that is provided for individuals that handle select agents. (Select agents are hazardous biological agents and toxins that Health and Human Services or the US Department of Agriculture has identified as having the potential to pose a severe threat to public health and safety, to animal and plant health, or to animal and plant products.) 

CDC maintains a list of HHS and USDA Select Agents and toxins. (http://www.cdc.gov/od/sap/docs/salist.pdf) 

You may not exceed 20 pages for the four sections of the pilot project application—Specific Aims (1 page), Background/Significance (2 to 6 pages), Preliminary studies (3 to 6 pages), Research Design and Methods; however, there is no requirement that all pages allotted be used. 

All projects that involve animals or human subjects must be reviewed by the Institutional Animal Care and Use Committee and Institutional Review Board respectively; and a copy of the approval, on the institution’s letterhead, must be submitted by the time the application is forwarded to NIH. For projects that involve human subjects, a copy of the consent form should also be submitted with the application.
(8) Bibliography and References Cited: Provide a bibliography of any references cited in the Research Plan. 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. Make sure that only bibliographic citations are included. Be especially careful to follow scholarly practices in providing citations for source materials relied upon when preparing any section of the application. 

(9) Appendix Materials: The Appendix may not be used to circumvent the page limitations of the Research Plan. Essential information should be included within the body of the grant application. The appendices should contain supportive or supplemental information such as letters of support or commitment from collaborators and consultants, and if applicable, IRB approvals, sample consent forms, IACUC approvals as appropriate, etc. Letters of commitment should clearly spell out the roles of the collaborators. For consultants, letters should include rate/charge for consulting services. 

Timeline (tentative): 
  

Dec. 16, 2009 - applications due to Dr. Rueckert (L-Rueckert@neiu.edu). 

Dec. 17  - appications will be sent to external reviewers. 

Jan. 11 - 18, 2010  - applications and reviews will be reviewed by Research Development Committee, and funding decisions made. 

?  - applications selected for funding will be forwarded to NIH for further review. 

July 1, 2010 - researchers will receive funds.  (Please note that this start date is contingent on NIH approval, and cannot be guaranteed). 
------------------------------

By submitting this application, a faculty member (PI) agrees that if funded, he/she will: 

· Acknowledge the National Institute of Child Health and Human Development Extramural Associates Research Development Award as the source of funding in any resulting publications or presentations.
· Submit a final report after the project is finished.
· Attend at least one ORD-sponsored workshop or seminar during the year in which they are funded.
Review Criteria
Similar to other proposals submitted to NIH, the scientific merit of EARDA pilot project proposals are based on the review considerations listed below.

1. Background: Is there evidence of a literature search (or previous study) that led the PI to decide that the topic in question needs study? 

2. Significance: Does the study address an important public health issue through basic and/or biomedical research? If the aims of the pilot study are achieved, it is likely that the anticipated findings can be used to build a research project? Does the proposed research have potential public health implications? The project relates to the mission of which NIH institute and/or center? 

3. Approach: Are the conceptual framework, design, methods, and analyses (including statistical approaches) adequately developed or described, well integrated, and appropriate to the aims of the project? Does the applicant acknowledge potential problem areas and consider alternative tactics? 

4. Innovation: Does the project employ novel concepts, approaches or methods? Are the aims original and innovative? Does the project develop new methodologies or technologies? 

5. Investigator: Is the PI well suited in terms of training to carry out the work? 

6. Environment: Does the proposed study benefit from any unique features of the scientific environment, or subject populations, or employ complementary expertise through a mentor or consultant? 

7. Human Subjects/Animals: Are animals or human subjects involved? Was the study reviewed by the IRB or IACUC at the grantee institution and the results provided? 

8. Budget: Is the budget appropriate for the proposed study? (The PI may request support for his/her level of effort on the project, supplies, small equipment, student support, and travel for the PI and one student to attend and/or present their work at one scientific conference.) 
