Instructions for Completing Form 3210
Progress Report (Annual, interim, or final report)

 
Before you begin, ensure that you are using the latest version of the form.  We make small changes to the form as often as every 6 months, based on feedback from applicants and reviewers.  If you use outdated forms, your application may be delayed until you supply the missing information.  If major changes have been made to the form, we may have to ask you to reapply using the new version.

Keep in mind that the Merit Review Committee uses this information as the basis for its funding decisions.  For most projects, we also enter the information you provide in a database for the Department of Defense.  
If you have questions after reading these instructions, you are welcome to contact the Intramural Programs Office in the Office of Sponsored Programs, at 295-3303, or via e-mail:


Mary Kay Gibbons, Director (295-9817 or mgibbons@usuhs.mil)


Vernell Shaw, Grants Specialist (295-9722 or vshaw@usuhs.mil)

The sections below follow the order of the form.  

FACE PAGE:

Project Number:  Enter the Project Number that has been assigned to your protocol.  Omit the suffix (-01, 02, etc.).

Principal Investigator:  Enter the Principal Investigator’s name.

Department:  Enter the Principal Investigator’s department name. 

Study Title:  Enter the title under which your protocol was approved.  Do not use this form to change the title of your study.
1.  Purpose:  Place your cursor on the appropriate block and double click twice.  This will open a window in WORD entitled, “Check Box Form Field Options”.  In the default value field, click “Checked” and then click on “OK”.  This will place the checkmark in the box.
2.  Date project was initiated:  Enter the start date on the project.

3.  Period covered by this report:  Enter the from and to dates that your progress report covers.

Signatures:  Your progress report cannot be processed unless both you and your Chair have provided original signatures.  (A signature stamp is not sufficient.)

 
4.
Publications, Abstracts and Presentations: Give complete citations for publications in all four categories listed on the form, including author(s), title of article, title of journal or books (for books, include the editor(s) and publisher), volume number, page number(s) and date of publication.  Progress reports with incomplete citations may be returned to you without further processing. List all of the manuscripts that resulted from work on this project and were submitted for publication during the project period in four categories: peer-reviewed manuscripts, invited articles, abstracts and public press.  Do not include anything (1) that resulted from work on other projects or (2) was submitted outside the reporting period.  In listing presentations, include the author(s), the title of the presentation, the name of sponsor and/or meeting, and the date of the presentation.  Do not list publications of work done under other projects.
 

5.
Keywords:  Provide a brief list of 20 words or less, to be used by those searching the DoD and other databases.

 

6. Summarize objectives, methodology and progress:  Each of these items should consist of a succinct statement that will represent your project in DoD and other databases. The statements should be retrievable by anyone performing a search with the keywords you listed in item 4 (above).  Please observe the word limit listed on the form.  Entries that are too long will be truncated once the word limit is reached.

7. Lay-language sections:  These sections will be used in compiling the program-level report to DoD.  Due to more stringent reporting requirements in recent years, we frequently cite progress reports from specific projects.  Language understandable by RDTE and OMB personnel, who have generalists’  backgrounds in the life sciences, is therefore helpful in preserving and enhancing our funding.  

Final reports are due 90 days after the project period end date.  If the PI is leaving the University, a final report must be submitted before checkout.
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